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Functions and duties of each unit of the Office

Name of section :- oG JTFARINTR

Administrative Section fAoTd TSI YRl BT ST BT U FRANER

FRIET 3T, TGO | G TR, Uoiad AR

Accounts Section

Record Room

Others



(i)

Powers and duties of the officers & Emplies :-

S Name Designatio Remunera Duties
No n tion
LS Y fgad) <1 14057/- IRET | YT AT BT FARTBROT
Poidey far ST 19 R Pelder /W)

Felgex gRT SIY gd FAoig fam Siran
2| TR # A Sifhd AR R
TGS QUT YOI BT A [DHRV]

DA |
2. A WIS Y5 9ERd Us 7710/ —  AAAE YOI YA B TLIBROT

2 HAT |

3. SHdl HHAT 9IS T8I TS 7710 /—  Gefd ORI b fARTHROT Yol
3 BT GSIIT BRATL, Thel B T

JMAET T3 BT FARTHROT HRAT
A SUSIEET WER® U8 7724/ — e
CICIESSE] 3

5  ANEA AT HMadd 9ehe s 7276 / — —r_
3

6 SNAC gie W HAed IS 6572/ — o
3

(iii)

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
Are refleTd TR TfTHRY
e IR Heldex
Supervisory Auhhority W% S

Accountable Officer PHeTdey



(iv)

Norms Decided and followed by the Organition

+ Time

% Quality

¢ Quantity

v)
Chronological List of

% Acts

+* Rulas

¢ Regulations

+* Manuals

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

A gRT FEiRd RIS aek & IR

7. v, fafder 9ar 3meReT 1965

HFERE MBI

YR BT TREIDHROT od Y& GRS &
e W 1 oS |1 @ BfSHT 20 B dEd
a1 3Mf¥elg fATsCTaARoT BT ATRID
CaRE|



(vi)

Statement of various documents to maintained

S.No. Documents classification Duration
3F—12 AHiHT NIGHECL

3—6 AATHIARIT 12 99

3—19 UST I

31—68 3rfarspHoT 12 99

- 3—76 TGl 39y

L. AR I d—121 fafay 10 99

117 ATII=T 10 99

41113 o< Y

3f—4 o[l yeeT TR

fopaeor 145, 107, 116, 110 3 dY
5 G fheded] B 12 ay
. HTHTAROT ol AT
3 e =T 1909—10 B I
: 89—90 AT
4 AN NG 54—55 - AT
5 BENI AT

6 ghdal daell Rabrs AT



(vii)

structure of consultative committees in which public representatives are members
including

1 The names of latest inclumbent

¢ Copy of the orders -

o Circulars for formation

¢ Duties and responsibilities

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

(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

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

S Name Designation | address for residence Phone No. /
N. mobile No.
.| W ENRTE | < e Py SuaT Hel 9425158462
2. | S WRIST IS BT 2 TTGIHICH, SR 2317178
3. | S HHer uTvs TELTS 3 1845 EFTQR, STIATYR 267703
4 et Arfas | Felds 3 1204 TIGH TIST TS
g _
5 e = T81IS3 THANS A B
GIEIRSSE] PBIIER STIAYR B
6. | STch gifer @R | eI 3 505 BRENT SITYR -
(%)
Monthly remuneration and compensation
(to be linked with treasury Data Bank)
SNo. Budget Head Year Allocation Expenditure
1. Nil Nil Nil




(xii)

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. - - -
(x1v)
Information available in the office
| SN. | categories | Hard Copy | Electronic Form |




1. BIEGREAUINEIC] — —
2. AT gepvor RToRa - -
3. BIECRERUINSICH — _
4. BIEGREAUINICH — —
5. AT gepvor RToRa - -
6. BIECRESURERER — _
(xv)
Facility available to citizen for
information

S. Facility Duration of opening (time | Contact No. Telephone
No. to be given) No.

L 10.30 A.M. to 5.30 P.M. -
(xvi)

Information about the PIO

% Name s &1 1. fgaar
% Designation et Fetaex
¢ Tel.No. 9425158462

+* e-mail addres

% Working Experience




