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4D(b)()

Functions and duties of each unit of the Office

Namej of section :- fseh / agell T
Administrative Section
) R GAAIRAT 1. A RSl ¥ UTd dRUE Ug 3R.IRAT.
TERIH TS—2 /= dopf 9 ot SRR/ fafe= fawmT &
SICEI

2. ARTAT BT GEIROT HIAT |

3. aeliddl AHIRAT | FEiRT yu | AFHRI U
‘DNAT |

4. 0.5 99 rSArer ¥Afd I BT AT |

5. oI SMABIRAT (Tl Bal ATHRI) Bl 1 Ufcre
greaTs= I3 Heel HRIAE! &R |

6. FIRTAT BT UKD |

7. IR ARHEIRAT gRT T9I I9T R AU T HrAf
BT FUTG AT |




(i1) Powers and duties of the officers & Employees

S Name Designatio Remun Duties Powers Fina  Others
No . n eration Adminst ncial
ration
1. A1 Aol Rz Ay 10975 1. IYEIUFD PHoldex  JER  —  BHoldex /
Feldex  Td HEIGd ® HeT UK bHaTRAl 3R
H%Tn's‘ FHRAT | R R HeTdey
2. F ARGl ERT qHI—
JTATDT B Doldey T )
HEIGT 1 3R AA AT T
HRIATE! {6 S I B
a1 |
3. 9l 9 B & T
H \afea aqetaar
rferaTRAT BT
R &= |
4. 9 | U feR
% TRT B

HAT |



2. SN Ty
IR

TELTS—3

5057 /— 1.

AEAT SR |
U RS U9 3R,
IR /fafr Joi
/fRfr= oy @
TOIhROT R Iell
BRIATE! T WOl |

AR BT YR
PHRAT |
. g IbarstErmTRal

Q4 fEiRa uoz o

SRR UTST HRT

.05 yfdeE  ITSATer

IR IRH BT
AT |
NSES] IrferaTRar
(a¥gell wal ATHRY)
P 1 g Uare
I3 Heell  PRidR!
BT |
ARTAT BT IR —
PR |

. AR sffereIRal gRT

I 9HI R 9
T HIAT BT GUTGH
AT |



(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

fO%h /agell aRam ARl R /Rt Rrr)

BT YR IEFh JS—3 B .
T fhar ST 8 7 2 HYFI Peldex / YHR) ARBR betdex /el queTiEiem

Supervisory Authority - Hetaer / T SUSTIBRI, STaaTyR
Accountable Officer Hetaer / RTeT SUSTRIBRI, STaelyR



(iv) Norms Decided and followed by the Organisation

s Time

% Quality

¢ Quantity

(v) Chronological List of
* Acts

¢ Rules

% Regulations

¢ Manuals

Circulars available in
Office

(original text to be given
in electronic form)

UTd: 10.30 4 AIBIA 05.30 TD
o g1 FeiRa w9g A Ridied =mek & AR

HY. SAbYA (IMe ARRT DI a_ell) AT 1987

AY. dAped (e AREN BT a-gell) TR 1988

I §RT AT 9 R SR ele

RISTE HRYaTed

AT gIXI SR fHeer Suete §|



(vi) Statement of various documents to maintained

S.No. Documents classification Duration
Il UFD O aRfelihdl  JARHINAT 3,
1. : g i 15 @y
faiRd g 9 # offard U & U HRAT | TR .
5 o1aﬁa®31m€fﬁaﬁﬂs‘mﬁaﬂo.5ﬁa GECH
. gfererd Irouter ¥ WA Bl WoTT |
JoRa IPERAT gRT Wom 9 H d@ NI deq
3 Wﬁag:qrﬁmwaﬁaﬁnéa?ﬁﬁ
' B 1 Yl gicarsd IR gl ddl BNy
37 faaRa &wxar|
4. Y 1 yfcrerd IR BrEafeiE @ g @ | dad deq



(vil) Structure of consultative committees in which public representatives are
members including

2‘ E 5
o The names of latest inclumbent
fR®
¢ Copy of the orders
Z. E i
DX Circulars for formation
fR®
¢ 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. ¢l ¥ RiE [Wgad dolder . UB—10 U, SIUBSM] 9425141656

HHTSUS Al Il STaelYy
2. [ 1 GEIRAT [ is—3 1347 QTR STIAYR _




(x) Monthly remuneration and compensation

SNo. Budget Head Year Allocation Expenditure

l. Nil Nil Nil Nil




(xi1) Programmes and Beneficiaries

A. List of the programmes R
(electronic form)

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

electronic form and be hyper
linked)

C. Detailed Information R

Detailed Information

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




(xiv) Information available in the office

S.N. categories Hard Copy Electronic Form
1.
T | e e B B
2. _ _
IR EN
3 _ _
G Rt




(xv)

Facility available to citizen for

information
S. Facility Duration of opening (time | Contact No. Telephone
No. to be given) No.
1. MM AFTR®T & fory
IRIT § IURLIT BThY -
e e 9 10.30 A.M. to 5.30 P.M.

e 2 |




(xvi)
Information about the P1IO

% Name N e Rig
% Designation A Beldex
¢ Tel.No. 9425141656

*¢ e-mail addres

% Working Experience 12 a4



