
dysDVj 
 

vij dysDVj &2 
 

   
LVsuks  Vk;fiLV  izokpd @ izLrqrdkj 

 
4(I)(b)(i) 

Functions and duties of each unit of the Office 
 

Name of section :-    U;k;ky; vij dysDVj &2 tcyiqj 
 

Administrative Section :-  2- izokpd@izLrqdkj & e- iz- Hkw jktLo lafgrk 1959 ds rgr /kkjk 
44]50]51 ds vUrxZr izkIr vihy iquZjh{k.k ]iquZfoyksdu] izdj.k dk 
la/kkj.k ,oa fujkdj.k mijkar vfHkya[kkxkj esa Hkstk tkukA rFkk 
iapk;r jkt vf/kfu;e ds rgr izkIr izdj.kks dk iath;u djuk] 
la/kkj.k] fujkdj.k mijkar vfHkys[kkxkj Hkstuk] xzkeh.k {ks=ksa ls izkIr 
vkosnu dk fujkdj.k] i;ZVuohtk izek.khdj.k] ikliksVZ lR;kiu 
izek.k Ik=] f”k{kk gsrq ukxfjdrk ufLr;ksa dk vfHkys[kkxkj Hkstuk 
rFkk le; le; ij laiknu djuk A 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



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

 
S 
N. 

Name Designation Remune
ration 

Duties Power 
of 

Adminis
tration 

Finincial Othe
rs 

1- Jh johUnz flag vij dysDVj 
&2 

12325@& U;k;ky; esa izLrqr 
jktLo vihy iqujh{k.k 
izdj.kksa esa rFkk iapk;r 
jkt vf/kfu;e ds rgr 
is”k izdj.kksa dk 
fujkdj.k ,oa dysDVj 
}kjk le; le; ij 
lkSais x;s vU; dk;Z 

deZpkfj;
ksa ij 
fu;a=.k 
,oa 
U;k;ky; 
dk;Z @ 
dkuwu 
O;oLFkk 

lHkh 
“kk[kkvksa ds 
foRrh; 
vf/kdkjksa 
ds varxZr 
Loh—fr 
iznku 
djuk 

& 

2 Mh- ds- ewys  LVsuks 
Vk;fiLV 

6500@& Vk;fiax dk;Z] “kh?kz 
ys[ku dk;Z ihBklhu 
vf/kdkjh }kjk le; 
le; ij lkSais x;s vU; 
dk;ZA 

& & & 

3 vkj- MCy-w- 
ukfir 

izLrqrdkj  4800@& U;k;ky; es izkIr 
izdj.kkas dk iath;u] 
la/kkj.k ]fujkdj.k 
mijkar vfHkys[kkxkj 
Hkstuk  

& & & 

 
(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 

vij dysDVj &2 
 

LVsuks  Vk;fiLV 
 

izLrqrdkj 

vij dysDVj &2 
 

dysDVj 

ihBklhu vf/kdkjh@vij dysDVj 
 
 

dysDVj 

Supervisory Auhhority vij dysDVj  
Accountable Officer dysDVj  

 

 
 



 (iv) 
Norms Decided and followed by the Organisation 

 
� Time 

� Quality 
� Quantity 

“kklu }kjk fu/kkZfjr le; lhek flVhtu pkVZj ds vuqlkj 

 
(v) 
 
Chronological List of 
 

� Acts e- iz- Hkw jktLo lafgrk] e-iz- iapk;r jkt vf/kfu;e ]e-iz- d`f’k 
tksr vf/kfu;e 1960 

� Rulas e- iz- Hkw jk- lafgrk dh /kkjk 44]50]51] e- iz- iapk;r jkt ,oa xzke 
Lojkt vf/kfu;e dh /kkjkvksa ds rgr 

� Regulations e-iz- d`f’k tksr lhek vf/kfu;e ¼xzkeh.k½ “kks/k {kerk izek.k Ik= 

� Manuals fjdkMZ & dysDVªsV eSuqvy] e- iz- ia- vf/k-] e- iz- tksr lhek 
vf/kfu;e ]e- iz- Hkw  jk- lfgrk 

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 jktLo vihy iath & LFkk;h 

2 fofo/k iath & LFkk;h 

3 vfHkys[k iklcqd iath & LFkk;h 

4 okn iath & LFkk;h 

5 iapk;r vihy iath & LFkk;h 

 



(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 johUnz flag  vij dysDVj 2 bZ 17 dVaxk tcyiqj 9826048793 
2. Jh Mh-ds-eqys LVsuks Vk;fiLV jkeiqj] jkeuxj tcyiqj & 
3 Jh vkj- MCY;w 

ukfir 
izLrqrdkj 1743@4 ;kno dkyksuh] 

tcyiqj 
& 

 
(xiv) 

Information available in the office 
 

S.N. categories Hard Copy Electronic Form 
1. “kklu ls izkIr funsZ”k QkbZy esa - 
2. QkbZy QkbZy - 
 
 
 
 
 
 
(xv) 

Facility available to citizen for 
information 

 
S. No. Facility Duration of opening (time to 

be given) 
Contact No. Telephone No. 

1. d{k Ø 42 
dysDVªsV tcyiqj 10.30 A.M.  to 5.30 P.M. & 

 
(xvi) 

Information about the PIO 
   
� Name   Jh jfoUnz flag 

� Designation  vij dysDVj 

� Tel.No.   (O) 2627536 (M) 98260&48793 


