
 dysDVj  

   

 izHkkjh vf/kdkjh 
fczLd@olwyh 'kk[kk 

 

   

 lgk- xzsM&3                   
fczLd@olwyh fyfid  

 

 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



4(I)(b)(i) 
Functions and duties of each unit of the Office 

 
Namej of section :-                 fczLd@olwyh 'kk[kk 

Administrative Section  
 

Jh jkds'k lqueksfj;k 
lgk;d xzsM&2 

1- ekuuh; U;k;ky;ksa ls izkIr okj.V ,oa vkj-vkj-lh-
@fofHkUu cSadksa ls izkIr vkj-vkj-lh-@fofHkUu foHkkxksa ls 
izkIr vkj-vkj-lh- dk iathdj.k dj olwyh dk;Zokgh gsrq 
Hkstuk A 

2- ufLr;ksa dk la/kkj.k djukA 
3- olwyhdrkZ vf/kdkfj;ksa ls fu/kkZfjr izi= esa tkudkjh izkIr 

djukA 
4- 0-5 izfr'ku jkT;ka'k jkf'k 'kklu dks HkstukA 
5- jktLo vf/kdkfj;ksa ¼olwyh drkZ vf/kdkjh½ dks 1 izfr'ku 

izksRlkgu jkf'k laca/kh dk;Zokgh djukA 
6- ufLr;ksa dk izLrqrhdj.kA 
7- ofj"B vf/kdkfj;ksa }kjk le; le; ij lkSais x;s dk;ksaZ 

dk laiknu djukA  
 



(ii) Powers  and  duties  of  the  officers & Employees  
 

S 
No . 

Name Designatio
n 

Remun
eration

Duties Powers 
Adminst

ration  

Fina
ncial

Others 

1- 
 
 
 
 
 

Jh 'khysUnz flag 
 
 
 

la;qDr 
dysDVj 
 
 

10975 
,oa 
eagxkbZ 
HkRrk 

1- olwyhi=d dysDVj 
egksn; ds le{k izLrqr 
djukA 

2- leLr ufLr;ksa 
voyksdu dj dysDVj 
egksn; dh vksj vfxze 
dk;Zokgh fd;s tkus 
izsf"kr djukA 

3- olwyh u gksus ds n'kk 
esa lacaf/kr olwyhdrkZ 
vf/kdkfj;ksa dks 
funsf'kZr djukA 

4- 'kklu ls izkIr funsZ'kska 
ds vuq:i dk;Z 
djukA 

v/khuLFk 
deZpkfj;ksa 
ij fu;a=.k

& dysDVj@ 
vij 
dysDVj 
}kjk le;& 
le; ij 
lkSaisa x;s 
vU; dk;Z 



2- Jh jkds'k 
lqueksfj;k 

lgk-xzsM&3 5057@& 1- ekuuh; U;k;ky;ksa ls 
izkIr okj.V ,oa vkj-
vkj-lh-@fofHkUu cSadksa 
ls izkIr vkj-vkj-lh-
@fofHkUu foHkkxksa ls 
izkIr vkj-vkj-lh-dk 
iathdj.k dj olwyh 
dk;Zokgh gsrq HkstukA 

2- ufLr;ksa dk la/kkj.k 
djukA 

3- olwyhdrkZvf/kdkfj;ksa 
ls fu/kkZfjr izi= esa 
tkudkjh izkIr djuk 

4- 0-5 izfr'ku jkT;ka'k 
jkf'k 'kklu dks 
HkstukA 

5- jktLo vf/kdkfj;ksa 
¼olwyh drkZ vf/kdkjh½ 
dks 1 izfr'ku izksRlkgu 
jkf'k laca/kh dk;Zokgh 
djukA 

6- ufLr;ksa dk izLrqrh & 
dj.kA 

7- ofj"B vf/kdkfj;ksa }kjk 
le; le; ij lkSais 
x;s dk;ksaZ dk laiknu 
djukA  

 

   



(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 

fczLd@olwyh 'kk[kk esa ufLr;ksa 
dk la/kkj.k lgk;d xzsM&3 ds 
}kjk fd;k tkrk gS k            
 

1 dysDVj @ ftyk n.Mkf/kdkjh  
2 la;qDr dysDVj @ izHkkjh vf/kdkjh
 

dysDVj @ ftyk n.Mkf/kdkjh  

Supervisory Authority -  dysDVj@ftyk n.Mkf/kdkjh] tcyiqj 
 

Accountable Officer   dysDVj@ftyk n.Mkf/kdkjh] tcyiqj 

     
 
 
 
 
 
 
 
 
 



 
(iv) Norms Decided and followed by the Organisation 
 
 
� Time 

� Quality 

� Quantity 

izkr% 10-30 ls lka;dky 05-30 rd 
'kklu }kjk fu/kkZfjr le; lhek flVhtu pkVZj ds vuqlkj 

 
 
(v) Chronological List of 
 
� Acts e-iz- yksd/ku ¼'kks/; jkf'k;ksa dh olwyh½ vf/kfu;e 1987  

� Rules e-iz- yksd/ku ¼'kks/; jkf'k;ksa dh olwyh½ vf/kfu;e 1988 

� Regulations 'kklu }kjk le; le; ij tkjh jsX;qys'ku 

� Manuals jktLo eSU;qvy 

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

'kklu }kjk tkjh funsZ'k miyC/k gSA 

 
 
 
 
 
 
 



(vi) Statement of various documents to maintained 
 
S.No. Documents classification Duration 

1. olwyh i=d lacaf/kr olwyhdrkZ vf/kdkfj;ksa ls 
fu/kkZfjr iz:i 9 esa vfuok;Z :i ls izkIr djukA 

vk;qDr] 
laLFkkxr foRr 
lapkyuky;]e-iz-  

15 o"kZ 

2. 01 vizSy ls 31 ekpZ esa dh xbZ olwyh dk 0-5 
izfr'kr jkT;ka'k jkf'k 'kklu dks HkstukA rnSo 

rnSo 

3. 

jktLo vf/kdkfj;ksa }kjk izi= 9 esa cSad }kjk 
lR;kfir N% ekgh i=d vuqlkj dqy dh xbZ olwyh 
dk 1 izfr'kr izksRlkgu jkf'k olwyh drkZ vf/kdkjh 
dks forfjr djukA 

rnSo 

rnSo 

4. 'ks"k 1 izfr'kr jkf'k dk;kZy;hu O;; gsrq j[kukA rnSo rnSo 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



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

� The names of latest inclumbent 
fujad 

� Copy of the orders 
fujad 

� Circulars for formation 
fujad 

� Duties and responsibilities 
fujad 

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



 
 
 
(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. _ _ _ 

 
 
 
 
 
(ix)Directory of the officers and employee 
S.
N. 

Name Designation address for residence Phone No. / 
mobile No. 

1. Jh 'khysUnz flag la;qDr dysDVj ,Q&10 ,] Mh-,Q-vks-
dEikm.M pkSFkk iqy tcyiqj

9425141656 

2. Jh jkds'k lqueksfj;k lgk-xzsM&3 1347 xqIrs'oj tcyiqj - 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
(x) Monthly remuneration and compensation 
SNo. Budget Head Year Allocation Expenditure 

1. Nil Nil Nil Nil 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
(xii) Programmes and Beneficiaries 
 
 
A. List of the programmes 
(electronic form) 

fujad 

B. Norms for selection of the 
beneficiary 
(Original text to be given in 
electronic form and be hyper 
linked) 

fujad 

C. Detailed Information fujad 
 
 
 
 
 

 
 

 
Detailed Information   

 
S.No. Name of the 

Programme 
Sponsoring 

Deptt. 
Agency 

Year Amt. 
Allocated 

No of 
Beneficiaries

1. & & & & & 

 
 
(xiii) 

 
List of the recipients and nature of concession 

 
S. 

No. 
Nature of  

concession 
Name address Programmme year Kind of 

support 

1. _ _ _ _ _ _ 



 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

(xiv) Information available in the office 
 

S.N. categories Hard Copy Electronic Form 
1. 

'kklu ls izkIr funsZ'k _ _ 

2. 
LFkkbZ funsZ'k 

_ _ 

3 
la/kkfjr ufLr;kWa 

_ _ 

 
 

 
 
 
 
 



 
(xv) 

Facility available to citizen for 
information 

 
S. 

No. 
Facility Duration of opening (time 

to be given) 
Contact No. Telephone 

No. 
1. vke ukxfjdksa ds fy, 

'kk[kk esa mifLFkr gksdj 
tkudkjh izkfIr dh 

lqfo/kk gSA 

10.30 A.M.  to 5.30 P.M. 
_ 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

(xvi) 
Information about the PIO 

   
� Name   Jh 'khysUnz flag 

� Designation  la;qDr dysDVj 

� Tel.No.   9425141656 

� e-mail addres 

� Working Experience    12 o"kZ 
 


