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4(I)(b)(i) 
Functions and duties of each unit of the Office 

 
Name of section :-    ftyk gkFk dj?kk dk;kZy; 

fodkl Hkou ]  
ftyk iapk;r tcyiqj  

 

Administrative Section :-  mi lapkyd gkFk dj?kk] tcyiqj 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 (ii) 
Powers  and  duties  of  the  officers & Emplyees :- 

 
S 
N 

Name Designation Remuneration Duties 

1- Jh th-,l- vk;Z mi lapkyd gkFk 
dj?kk 

16045.00 1- leLr iz”kkldh; ,oa foŸkh; 
fu;a=.k 

2- gkFk dj?kk @ vkS|ksfxd 
lgdkjh lfefr;ksa dk fujh{k.k 

3- foHkkxh; leUo; 
4- U;k;ky;hu dk;Z 
 ,oa ofj”B vf/kdkfj;ksa }kjk lkSis 
x;s dk;Z 

2 Jh ,-ds-nhf{kr  ofj’B fujh{kd gkFk 
dj?kk 

9938.00 1- cqudj@ vkS|ksfxd lfefr;ksa 
dk laxBu ] iath;u izLrkoA 

2- cSad foŸk @ fokkxh; ;kstuk 
izLrko rS;kj djkukA 

3- Ik;Zos{k.k dk;ZA 
4- ;kstukvksa dk fØ;kUo;u ,oa 

fu;a=.k djukA 
3 Jh Vh-ih-

fueZydj 
fujh{kd gkFk dj?kk 7184.00 & rnSo & 

4 Jh xksfoan iPkkSjh & rnSo &¼ fuyafcr½ 6391.00 & rnSo & 
5 Jh ih-lh-iVok lgk;d fujh{kd gkFk 

dj?kk 

5210.00 1- ewyHkwwr tkudkfj;ka ,df=r 
djuk mudk j[k j[kkoA 

2- lkaf[;dh tkudkjh 
3- vkcafVr laLFkk dh dk;Z 

O;oLFkk ,oa fu;a=.k 
6 lqJh yrk ;kno lgk;d xzsM 1 9399.00 v/kh{kd@lgk;d v/kh{kd dks 

fu;ekuqlkj uLrh izLrqr djuk 
7 Jh ds-ts-flfj;d ys[kkiky 6832.00 ys[kk laca/kh leLr dk;Z 
8 ^^ Mh-,y- dks’Vk LVsuks 5850.00 vka”kqfyfi dk;Z @ xksiuh; “kk[kk 

ds lHkh dk;Z 
9 Jhefr eerk 

dfr;k 
lgk;d xzsM 2 6221.00 izdj.k dk ijh{k.k @ lanHkZ @ 

fu;e ,oa vkns”kksa ds lkFk uLrh 
izLrqr djukA 

10 Jhefr ek;k 
Bkdqj 

rnSo 6106.00 & rnSo & 

 
 
 
 
 
 



(iii) 
Decision Making process in graphic form 

 
Initiating the file Dealing staff 

And the section 
Channel officers handling the file 

at each level 
Decision taking authority 

& & 

gkFk dj?kk lapkyuky;] e-iz- 
Hkksiky ,oa “kklu ls izkIr gksus 
okys fn”kk fumsZ”kksa ds vuqlkj 

dk;Zokgh djuk 

Supervisory Auhhority vk;qDr ] gkFk dj?kk e-iz- Hkksiky & 
Accountable Officer mi lapkyd gkFk dj?kk & 

 
(iv) 

Norms Decided and followed by the Organisation 
 

� Time 

� Quality 
� Quantity 

izkr% 10-30 cts ls 01-30 cts rd 
nksigj 02-00 cts ls 05-30 cts rd 

 
(v) 
 
Chronological List of 
 
� Acts e-iz- “kklu xzkeks|ksx foHkkx }kjk tkjh fu;e 

� Rulas e-iz- “kklu xzkeks|ksx foHkkx }kjk tkjh fu;e o fn’kk funsZ”k 

� Regulations ugha 

� Manuals foHkkxh;  

Circulars available in Office 
(original text to be given in 
electronic form) 

le; le; ij izkIr “kklu vkns”k dh uLrh la/kkfjr gSA 

 
 
 
 
 
 
 
 
 



(vi) 
 

Statement of various documents to maintained 
 

S.No. Documents classification Duration 

1. iath;u izLrko iath ,oa ufLr;ka  20 o’kZ 

2 lsokfHkys[k  LFkkbZ  

3 vkfFkZd lgk;rk izLrko  vLFkkbZ 20 o’kZ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



(vii) 
 

Proceeding, minutes of the Meeting (copy to be made available and be given in the 
electronic Form with hypertext link) 

 
foHkkxh; lapkfyr ;kstukvksa dh tkudkjh tuizfrfuf/k;ksa o vke turk dks miyC/k djkbZ tkrh gSA  

 
(viii) 
 

1- Name of the Board, Council, Committees etc. including members and their 
qualifications. 

(Original text to be given in electronic form) 
 

S.N. Body Members Qualifications 

1. _ _ _ 

2. _ _ _ 

3. _ _ _ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



(ix) 
Directory of the officers and employee 
(to be linked with treasury data bank 

 
S.
N. 

Name Designation address for residence Phone No. / mobile 
No. 

1. Jh th-,l- vk;Z milapkyd ;qok Hkou ds lkeus 
lsBhuxj tcyiqj 

9826737925 

2. Jh ,-ds-nhf{kr ofj’B fujh{kd ljLorh dkyksuh psjhrky 
tcyiqj 

5536083 

3 Jh Vh-ih-fueZydj fujh{kd lh 16 bUnziqjh dkykush 
ueZnk jksM tcyiqj 

5535727 

4 Jh ih-lh-iVok lgk;d fujh{kd vkj-lh- dkEIysDl psjhrky 
tcyiqj 

5536757 

5 lqJh yrk ;kno lgk;d xzsM 1 506 NksVh vkserh tcyiqj -- 
6 Jh ds-ts-flfj;d ys[kkiky 2657 ujflag okMZ 

tcyiqj 
2630861 

7 Jh Mh-,y-dks’Vk LVsuks 432 lathouhuxj x<k 
tcyiqj 

-- 

8 Jhefr eerk 
dfr;k 

lgk;d xzsM 2 2734@1 bUnzkuxj 
xqIrs”oj tcyiqj 

-- 

9 Jhefr ek;k Bkdqj lgk;d xzsM 2 U;w “kkL=huxj tcyiqj -- 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



(x)   
 
 ekfld  ikfjJfed tks mlds izR;sd vf/kdkjh @ deZpkjh }kjk izkIr fd;k x;k] 
rFkk mlds fofu;eksa esa micaf/kr {kfriwfrZ @ eqvkots dh Ik)fr dk fooj.k %& 
 
gkFk dj?kk lapkyuky; ,oa “kklu }kjk fu?kkZfjr osruekuksa ds viuq:Ik Hkqxrku fd;k tkrk gSA  
 
 
(xi) 
 
 dk;kZy; ds fy, izkIr ctV] [kpksZ rFkk vnk;xh dh fjiksVZ dk fooj.k %& 
 
o’kZ 2004&05 foŸkh; y{; ,oa miyfc/k;ka & 

;kstuk dk uke izkIr ctV O;; ykHkkafor 
lfefr;ka 

cqudj jkT; gkFk dj?kk fodkl 
;kstuk 

1 yk[k 0-96 02 

vkS|ksfxd izca/ku iquZxBu vuqnku 
foŸkh; vk/kkj lqn`f’Vdj.k] lajpuk 
mRiknu 

4-13 yk[k 3-96 09 

ikojywe /kuos’Bu] izf”k{k.k] vuqnku 3-41 3-40 04 

 
o’kZ 2004&05 HkkSfrd y{; miyfc/k;ka & 
 

;kstuk dk uke fu/kkZfjr y{; miyfc/k;ka 

dj?kksa dk vk/kqfudhdj.k 30 15 

jkstxkj esa c`f) 135 90 

izf”k{k.k 60 60 

uohu e”kkhujh LFkkiuk 01 03 

 
 
 
o’kZ 2005&06 foŸkh; y{; & 
 

;kstuk dk uke ctV vkcaVu HkkSfrd y{;       
¼ lfefr@ lnL;½ 

cqudj gkFk dj?kk fodkl ;kstuk 1-30 yk[k 4 @ 42 

izkstsDV iSdst 1-20 4 @ 42 

vkS|ksfxd foŸkh; vk/kkj lqn`<hdj.k 4-00 5 @ 0 

izca/ku ,oa iquZxBu 1-00 5 @ 0 

lajpuk mRiknu 6-20 6 @ 0 

 
 
 



(xii)  
 
vuqnku ds izxzske ds izorZu dh jhfr vkSj vkcafVr jdeksa vkSj ,sals izksxzkeksa ds fgrxzkfg;ksa ds fooj.k %& 
 
gkFk dj?kk lapkyuky; e-iz- Hkksiky ds fn”kk funsZ”kksa rgr dk;Zokgh dh tkrh gSA  
 
(xiii) 
 
nh xbZ fj;k;rksa ] lqfo/kkvksa ] vuqKk Ik=ksa ;k eatwj fd, x;s izkf/kdkjksa dks izkIr djus okyksa dh izfof’V;ka & 
 
gkFk dj?kk lapkyuky; e-iz- Hkksiky ds fn”kk funsZ”kksa rgr fj;k;rsa o lqfo/kk,sa  nh tkrh gSA  
 
 
  
(xiv) 

Information available in the office 
 

S.N. categories Hard Copy Electronic Form 

1. “kklu vkns”kks dh izfr & & 

 
(xv) 

Facility available to citizen for 
information 

 
S. No. Facility Duration of opening (time to 

be given) 
Contact No. Telephone No. 

1.  
 

10.30 A.M.  to 5.30 P.M. _ 

 
 
 

 
 
 
 
 
 
 
 
 
 



(xvi) 
Information about the PIO 

 
� Appilate Athurty of M.P.  vk;qDr] gkFk dj?kk e-iz- Hkksiky  

� Name    Jh th-,l- vk;Z ¼ yksd lwpuk vf/kdkjh ] tcyiqj ½ 

� Designation   mi lapkyd 

� Tel.No.    9826737925 

� Name    Jh ,-ds-nhf{kr  lgk;d yksd lwpuk vf/kdkjh ] tcyiqj 


