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Functions and duties of each unit of the Office
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Administrative Section
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(i1) Powers and duties of the officers & Employees

Fina
Adminst ncial

S Name  Designatio Remun Duties Powers
No . n eration
ration
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(111) Decision Making process in graphic form

Initiating the file Dealing Channel officers handling the Decision taking authority

staff And the section file at each level
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(iv) Norms Decided and followed by the Organisation

% Time

% Quality

A gRT MR Fw A1 RSO 9k & AR

** Quantity

(v) Chronological List of
s Acts

< Rules 1. qu. fasm 9a= /fasm 18 AT M 2001
2. AY. ¥ e A 1958

% Regulations

+¢ Manuals

Circulars available in 1. AY. AN T8 fMET &7 S %,/ 259 /11,/T/(2)
Office quret fe7e 17.01.1967

ioinal text to be i 2. uRasd fouHT &1 Su+ %.,/22 /61,/82/8 AU
(original text to be given 07 1988

in electronic form)



(vi) Statement of various documents to maintained

S.No. Documents classification Duration
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(vii) Structure of consultative committees in which public representatives are
members including

o The names of latest inclumbent

L)

% Copy of the orders

L)

* Circulars for formation

0

¢ Duties and responsibilities

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

R&®
(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




(ix)Directory of the officers and employee

S. Name Designation | address for residence Phone No. /
N. mobile No.
1. | 2 IR B Bd Y welaex % 11 RIfdd oA 9425161004
2. | &N feety B+ T TS 3 UAMS.SN. — 54 TMfdg
SENIRIRED T BT, TIAYR B
3 | = geIR = TES TS 3 T, 111 UHE TR,
AR oIl REYR STTAYR B
(x) Monthly remuneration and compensation
SNo. Budget Head Year Allocation Expenditure
1 Nil Nil Nil Nil

(xi1) Programmes and Beneficiaries

A. List of the programmes
(electronic form)

B. Norms for selection of the
beneficiary
(Original text to be given in

electronic form and be hyper
linked)

C. Detailed Information




Detailed Information

S.No. | Name ofthe | Sponsoring Year Amt. No of
Programme Deptt. Allocated | Beneficiaries
Agency
1. - - - - -
2. - - - - -
3. - - - - -
(xiii)
List of the recipients and nature of concession
S. Nature of Name | address Programmme year Kind of
No. | concession support
1. _ _ _
2.




(xiv) Information available in the office

S.N. categories Hard Copy Electronic Form
1.
NGBS AR Brgel 3
2. _
TSl LR
(xv)
Facility available to citizen for
information
S. Facility Duration of opening (time | Contact No. Telephone
No. to be given) No.
1. 10.30 A.M. to 5.30 P.M. _
2.
3.
(xvi)
Information about the P1IO
% Name s e Rig
% Designation AT Belaex
¢ Tel.No. 9425141656

+* e-mail addres

% Working Experience 12 a9




