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Functions and duties of each unit of the Office
Name of section :- S 2RI
Administrative Section :- o S 2RI
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Record Room :- SUSECRCIGIGRCIRIIR
(i)
Powers and duties of the officers & Emplyees :-
S No Name Designation = Remunerat Duties
ion
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(iii)
Decision Making process in graphic form

Initiating the file Dealing staff =~ Channel officers handling the file Decision taking authority

And the section at each level
TSI T PEINECIBEIN] AR FHeldex
R SRRSIEEaN]
D US 3 NEREN Pefde
Supervisory Auhhority Y SNEECISEAN STgeTYR
Accountable Officer Deldcy, STdeTYR

(iv)
Norms Decided and followed by the Organisation

% Time

& Oualit q 375 AAIH 1894 & fAfRT UIae=il & T8 ORI 4 &
v Quality IST93 H JBT9E 4 3 99 & FaEIgrEafey & Hiav

¢ Quantity

v)
Chronological List of
< Acts Y 3o AT 1894

R/

s Rulas I I Ut e

% Regulations
% Manuals Y S AT 1894

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



(vi)

Statement of various documents to maintained

S.No. Documents classification Duration
1. . IS YHRT — I
2. g f1—121 F AT Upxor — Y 3 99
3. Mg ARt — SRR 5 Y
(ix)

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

S. Name Designation address for residence Phone No. /
N. mobile No.
1. s siifars em HIad deldex | Uh 11 A8 Rifdel oig SgaiyR | 9425152035
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(xiv)

Information available in the office
S.N. categories Hard Copy Electronic Form
1. I O Ut fAdyr Brscl H -

2. Brscl BIsel -




(xv)

Facility available to citizen for

information
S. No. Facility Duration of opening (time to | Contact No. Telephone No.
be given)
D&l h. 72,
1. HAFLC, STITYR 10.30 A.M. to 5.30 P.M. -
(xvi)
Information about the PIO
¢ Name st shifrarg oAt
% Designation HYa Beldey

¢ Tel.No. 9425152035




