
 dysDVj    
     
vij dysDVj  izHkkjh vf/kdkjh   

     
     
 v/kh{kd  lgk;d v/kh{kd  
     
     

vfHkys[kkiky  lgk vfHkys[kkiky 
 
4(I)(b)(i) 

Functions and duties of each unit of the Office 
 

Name of section :-    jktLo vfHkys[kkxkj  
 

Administrative Section  fu.kZr jktLo izdj.kksa dks tek djuk ,oa fu;ekuqlkj 
lqjf{kr j[kuk] u’Vhdj.k ls lacaf/kr uLrh] iath;u uLrh 

 
Accounts Section 

 
Record Room    jktLo vfHkys[kkxkj 

 
Others 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



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

 
 

S 
No 
. 

Name Designatio
n 

Remunera
tion 

Duties 

1- Jh Ogh-ih-f}osnh fMIVh 
dysDVj 

14057/- “kk[kk ls izkIr uLrh;ksa dk fujkdj.k 
fd;k tkuk ftu ij dysDVj @vij 
dysDVj }kjk Vhi ,oa fu.kZ; fd;k tkrk 
gSA uLrh esa Vhi vafdr dj izLrqr 
le;kof/k iw.kZ izdj.kksa dk u’Vhdj.k 
djukA 

2- Jherh ljkst mbZds lgk;d xzsM 
2 

7710@& le;kof/k iw.kZ izdj.kksa dk u’Vhdj.k 
djukA 

3- Jherh deyk ik.Ms lgk;d xzsM 
3 

7710@& lacaf/kr U;k;ky;ksa ds fujkdj.k izdj.kksa 
dk iath;u djuk] udy gsrq izkIr 
vkosnu Ik=ksa dk fujkdj.k djuk 

4 Jherh lkfo=h 
JhokLro 

lgk;d xzsM 
3 

7724@& &**& 

5 Jherh uhrk JhokLro lgk;d xzsM 
3 

7276@& &**& 

6 Jherh nqxsZ”k [kjs lgk;d xzsM 
3 

6572@& &**& 

 
(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 

vfHkys[kkxkj “kk[kk 
v/kh{kd izHkkjh vf/kdkjh 

vij dysDVj  

Supervisory Auhhority izHkkjh vf/kdkjh 
jktLo vfHkys[kkxkj “kk[kk 

 

Accountable Officer dysDVj 
 

 



(iv) 
Norms Decided and followed by the Organition 

 
� Time 

� Quality 

� Quantity 

“kklu }kjk fu/kkZfjr flVhtu pkVZj ds vuqlkj 

 
 
 

 
 
(v) 
 
Chronological List of 

 
� Acts 
  

 

� Rulas e- iz- flfoy lsok vkpj.k 1965 

� Regulations  

� Manuals dysDVksjV vkfQl 

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

izdj.kksa dk uLVhdj.k jktLo iqLrd ifji= ds 
fu;e Hkkx nks [k.M nks dh dafMdk 20 ds rgr 
okf’kZd vfHkys[k fou’Vhdj.k dk ekfld 
dk;ZØe 

 
 



(vi) 
 

Statement of various documents to maintained 
 

S.No. Documents classification Duration 

1. jktLo ,oa nkf.Md izdj.k 

v&12 lhekadu 
v&6 ukekarj.k 
v&19 iV~Vs 
v&68 vfrØe.k 
v&76 olwyh 
ch&121 fofo/k 
117 lkyosUlh 
ch^113 VªLV 
v&4 utwy iV~Vk 
fØeuy 145] 107] 116] 110  

rhu o’kZ 
12 o’kZ 
LFkk;h 
12 o’kZ 
3 o’kZ 
10 o’kZ 
10 o’kZ 
LFkk;h 
LFkk;h 
3 o’kZ 

2. [kljk fd”rcanh 
ukekrj.k iath 

& 12 o’kZ 
LFkk;h 

3. fely cUnkscLr 1909&10 
89&90 

& LFkk;h 
LFkk;h 

4 vf/kdkjh vfHkys[k 54&55 & LFkk;h 

5 uD”kk  LFkk;h 

6 pdcanh laca/kh fjdkMZ  LFkk;h 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



(vii) 
 

structure of consultative committees in which public representatives are members 
including 

 

� The names of latest inclumbent 
_ 

� Copy of the orders 
_ 

� 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 

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 Ogh-ih-f}osnh fMIVh dysDVj —f’k mit eaMh 9425158462 
2. Jherh ljkst mbZds lgk-xzsM 2 x<+kQkVd] tcyiqj 2317178 
3. Jherh deyk ik.Ms lgk-xzsM 3 1845 ?kekiqj] tcyiqj 267703 
4 Jherh lkfo=h 

JhokLro 
lgk-xzsM 3 1204 xkSre xat x<+k 

tcyiqj 
_ 

5. Jherh uhrk 
JhokLro 

lgk-xzsM3 ,e-ih-bZ-ch- dkyksuh 
dkap?kj tcyiqj 

_ 

6. Jherh nqxsZ”k [kjs lgk-xzsM 3 505 C;kSgkjckx tcyiqj - 
 
(x) 

Monthly remuneration and compensation 
(to be linked with treasury Data Bank) 

SNo. Budget Head Year Allocation Expenditure 

1. Nil 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 of the 
Programme 

Sponsoring 
Deptt. 

Agency 

Year Amt. 
Allocated 

No of 
Beneficiaries

1. & & & & & 
2. & & & & & 
3. & & & & & 

 
(xiii) 

List of the recipients and nature of concession 
 

S. 
No. 

Nature of  
concession 

Name address Programmme year Kind of 
support 

1. _ _ _ _ _ _ 

2. & & & & & & 

 
(xiv) 

Information available in the office 
 

S.N. categories Hard Copy Electronic Form 



1. fuf.kZr izdj.k jktLo & & 

2. fuf.kZr izdj.k jktLo & & 

3. fuf.kZr izdj.k jktLo & & 

4. fuf.kZr izdj.k jktLo & & 

5. fuf.kZr izdj.k jktLo & & 

6. fuf.kZr izdj.k fØeuy & & 

 
(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 

   
� Name   Jh Ogh- ih- f}osnh 

� Designation  fMIVh dysDVj 

� Tel.No.   9425158462 

� e-mail addres 

� Working Experience 


