Functions and duties of each unit of the Office
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Powers and duties of the officers Employees :-
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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
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Chronological List of

% Acts
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** Regulations

+* Manuals

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

Statement of various documents to maintained
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structure of consultative committees in which public representatives are members
including

' The names of latest inclumbent
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*
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% Copy of the orders

L)

* Circulars for formation
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»  Duties and responsibilities
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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.N. | Name Designation address for Phone No. /
residence mobile No.
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Monthly remuneration and compensation

SNo. Budget Head Year Allocation Expenditure

1. Nil Nil Nil Nil

Detailed Information 2005-2006
S.No. | Name of the Sponsoring | Year Amt. No of
Programme Deptt. Allocated Beneficiaries
Agency

1.

3.

List of the recipients and nature of concession

S. Nature of Name @address Programmme year | Kind of

No. | concession support




Information available in the office

S.N. | categories Hard Copy Electronic Form
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Ficility available to citizen for
information
S. Facility Duration of opening (time | Contact No. Telephone
No. to be given) No.
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