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dk;kZy; dk laxBu] d`R; rFkk dRrZO;ska dh fo’ks"krk,Wa 

 
iz’kklfud lajpuk 

 
dk;kZy; lgk;d vk;qDr vkcdkjh] tcyiqj  

 
lgk;d vk;qDr vkcdkjh / ftyk vkcdkjh vf/kdkjh 

 
lgk;d ftyk vkcdkjh vf/kdkjh 

 
 
 
 
 

 mi&fujh{kd eq[; fyfid ys[kkiky    f}rh; Js.kh r`rh; Js.kh     eq- vkj-   vkj{kd     okgu pkyd     prqFkZ               
        fyfid                                                          Js.kh deZpkjh  
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dk;Zky; lgk;d vk;qDr vkcdkjh vf/kdkjh tcyiqj 
Functions and duties of each unit of the Office 

 
Name of the section       Duties Performed 
 
Administrative Section &  LFkkiuk vkcdkjh ns’kh fons’kh efnjk Hkakx rkM+h o 

euksjatudj laca/kh leLr dk;Z o iaslu laca/kh dk;Z 
Accounts Section    &  ys[kk dk;Z osru ns;d] dk;kZy;hu O;; ds 

     ns;d] Mh-ih-,Q- o th-ih-,Q- laca/kh dk;Z 
Store      &  LVksj laca/kh dk;Z 
Record Room    &  fjdkMZ :e dh O;oLFkk ugha gS  
Others     &  vkcdkjh o euksjatudj ls lacaf/kr vU; dk;Z 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

dk;Zky; lgk;d vk;qDr vkcdkjh vf/kdkjh tcyiqj 
Powers and duties of the officers  

 
S. No.  Name   Designation   Remuneration   Duties 
 
1- Jh ds-lh- vfXugks=kh  ftyk vkcdkjh vf/kdkjh 8000-13500   vkcdkjh o euksjatu dj ls lacaf/kr laiw.Zk dk;Z 2- 
          rFkk dk;kZy;hu laca/kh leLr dk;Z 
 
-2- Jh vkj-ds- c?ksy  lgk;d ftyk vkc- vf/k- 5500&9000  Lgk;d yksd lwpuk vf/kdkjh ,oa ftyk vkcdkjh  
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vf/kdkjh }kjk lkSais x;s leLr dk;Z tcyiqj uxj ds o`Rr dza- 
12 ,oa 5 ds vkcdkjh o euksjatudj laca/kh dk;Z- 
 

3- Jh lh-ds- vkuUn  ----------^^---------^^--------  ------^^-------   izHkkjh vkcdkjh vf/kdkjh fu;a=k.k d{k tcyiqj o  
tcyiqj uxj o`Rr dzekad 4 ls lacaf/kr leLr dk;Z 
 

4- Jh ,l-ds- nqcs  ----------^^---------^^--------  ------^^-------   tcyiqj uxj o`Rr dzekad 3 o 7 ls lacaf/kr  
vkcdkjh euksjatu dk dk;Z o  U;k;ky;hu dk;Z o miyacu 
dk;Z  
 

5- Jh lqjsUnz dqjko  ----------^^---------^^--------  ------^^-------   lgiqjk] flgksjk] o dq.Me o`Rrksa ds vkcdkjh o  
          euksjatu dj laca/kh leLr dk;Z o miyacu dk;Z 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

dk;Zky; lgk;d vk;qDr vkcdkjh vf/kdkjh tcyiqj
Decision Making process in graphic form 

Decision Making process 
in graphic form 

Channels 
Officers handling the file 

at each level 
Decision taking authority

dk;kZy;hu leLr LVkWQ }kjk 
mUgsa vkoafVr dk;Z vuqlkj 

izLrfr

-’kk[kk fyfid ls lgk-vk;qDr 
vkcdkjh/ftyk vkcdkjh 

vf/kdkjh 

dysDVj  
Lgk;d vk;qDr vkcdkjh/ftyk 

vkcdkjh vf/kdkjh 

Supervisory Authority 
 

Accountable Officer 
 foHkkx izeq[k  

vkcdkjh vk;qDr  
e-iz- Xokfy;j 
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dk;Zky; lgk;d vk;qDr vkcdkjh vf/kdkjh tcyiqj 

Norms decided and followed by the organisation 

 
le;     % ’kk[kk esa izkIr gksus okys lHkh i=ksa] funsZ’kksa ,oa iwoZ la/kkfjr ufLr;ksa ij rRijrk ls ,oa

fu/kkZfjr le;kof/k esa dk;Zokgh dh tkrh gSA 
 
xq.koRrk  %   ’kk[kk dk dk;Z laiknu uhfr funsZ’kksZa ds vuq:i 
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fu;e] fofu;e/vf/kfu;e esU;qvy ,oa funsZ’kksZa dk fooj.k & 
 
1- vf/kfu;e ¼,DV½  & vkcdkjh vf/kfu;e 1915 
    & euksjatudj vf/kfu;e 1936 
 
2- fu;e    & ewyHwkr fu;e] osru fu/kkZj.k fu;e] isa’ku fu;e] flfoy lsok vkpj.k fu;e 
 
3- fofu;e   & lkekU; iqLrd ifji= 
 
4- funsZ’k   & LFkkiuk / ys[kk dk;Z / vkcdkjh / euksjatudj laca/kh fofHkUu funsZ’k 

dk;Zky; lgk;d vk;qDr vkcdkjh vf/kdkjh tcyiqj 



 6

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

dk;Zky; lgk;d vk;qDr vkcdkjh vf/kdkjh tcyiqj 

Norms decided and followed by the organisation 

 
le;    % ’kk[kk esa izkIr gksus okys lHkh i=ksa] funsZ’kksa ,oa iwoZ la/kkfjr ufLr;ksa ij rRijrk ls ,oa fu/kkZfjr 
 
   le;kof/k esa dk;Zokgh dh tkrh gSA 
 
xq.koRrk   %  ’kk[kk dk dk;Z laiknu uhfr funsZ’kksZa ds vuq:i 
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 dk;Zky; lgk;d vk;qDr vkcdkjh vf/kdkjh tcyiqj
Statement of various documents to be maintained 

 3- 

  2- 

foi; dh izd`fr ds vuqlkj 
fu/kkZfjr  

vkcdkjh o euksjatu dj dk;ksZa 
ls lacaf/kr fHkUu fHkUu foi; 
 
  

ufLr;ka ,oa le;&le; ij izkIr 
funsZ’k  

1- 

Duration Classification Documents S. No. 
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 dk;Zky; lgk;d vk;qDr vkcdkjh vf/kdkjh tcyiqj 
 

VII. Structure of consultative committees in which public representatives are  
members including  

• The names of latest incumbent  

• Copy of the orders  

• Circulars for formation                        NIL           

• Duties and responsibilities 
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VII. 
 
Proceedings, Minutes of the  Meetings (copy to be  
made available and be given in the electronic form  
with hypertext link) 
   

NIL 
 

 
 
  
 
 
 
 
 
 
 
 
 

1-                            
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 dk;Zky; lgk;d vk;qDr vkcdkjh vf/kdkjh tcyiqj 
VIII.  Name of the Board,Council,Committees etc.including members and 

their qualifications. 
(Original text to be given in electronic form) 

NIL 3. 

NIL 2. 

NIL 

  1. 

Qualifications Members Body  S.No. 
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VIII. 
 

• Order of the formation. . 

• (Original text to be given in electronic form and be hyper linked) 

• Charter/Memorandum of Articles of Association. 

• (Original text to be given in electronic form and be hyper linked) 
 
     NIL 
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VIII. 
 

• Govt. instruction for the way in which meeting will be conducted. (Original text to be  
 
given in electronic form and be hyper linked) 

• Whether open to public or not 

• Availability of the proceedings/minutes of the last meetings (Original text to be given in 
 
electronic form and be hyper linked) (chronologically) 

 
             NIL 
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dk;Zky; lgk;d vk;qDr vkcdkjh vf/kdkjh tcyiqj 
Dk;kZy; esa inLFk vf/kdkjh o deZpkfj;ksa dh lwph 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

   

           vU; HkRrs ¼lqfo/kk esa½ 
egaxkbZ uxj o  edku okgu /qwkykbZ 
 HkRrk {kfriwfrZ HkRrk fdjk;k  HkRrk HkRrk 
 
120       860        --       --   -- 
 
120       622        --       -- 20 
 
 
120      580        --       --   20 
 
 
120      500        --        -- 20 
 
 
120      496        --       -- 20 
 
120      --         50       -- 20 
 
3905       120     568      50  20 

ekfld
Osru 
 
 
10750 
 
7775 
 
 
7250 
 
 
6250 
 
 
6200 
 
7250 
 
7100 

in 
 
 
 
ftyk vkcdkjh 
vf/kdkjh 
lgk;d ftyk 
vkcdkjh vf/kdkjh
lgk;d ftyk 
vkcdkjh vf/kdkjh
lgk;d ftyk 
vkcdkjh vf/kdkjh
lgk;d ftyk 
vkcdkjh vf/kdkjh
 
vkcdkjh 
mifujh{kd 
 
vkcdkjh 
mifujh{kd 

Ukke 
 
 
 
Jh ds-lh- vfXugks=kh 
 
Jh lh-ds- vkuUn 
 
 
Jh ,l-ds- nqcs 
 
 
Jh lqjsUnz dqekj mjkZo 
 
 
Jh vkj-ds- c?ksy 
 
Jh vfuy dqekj lpku 
 
Jh t; ukjk;.k flag pkSgku 

dz- 
 
 
 
1- 
 
1- 
 
 
2- 
 
 
3- 
 
 
4- 
 
1- 
 
2- 



 14

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3-  Jh ,-ds- pkScs        vkcdkjh mifujh{kd 7100 3905 120 568 50 20
4-  Jh lqjsUn flag    vkcdkjh mifujh{kd 3950 3823 120 556 50 20 
5-  Jh ds-,u- ik.Ms   vkcdkjh mifujh{kd 6800 3740 120 544 50 20 
6-  Jh ,l-ds- frokjh   vkcdkjh mifujh{kd 6800 3740 120 544 50 20 
7-  Jh txnhl izlkn tSu   vkcdkjh mifujh{kd   6875 3781 120 550 50 20 
8-  Jh ts-,u- pkSjfl;k   vkcdkjh mifujh{kd 6750 3713 120 540 50 20 
9-  Jh ,l-Mh- lw;Zoalh   vkcdkjh mifujh{kd 6375 3506 120 510 50 20 
10- Jh txnhl izlkn lekZ  vkcdkjh mifujh{kd  6000 3300 120 480 50 20 
11- Jh fouksn dqekj [kVhd  vkcdkjh mifujh{kd  6000 3300 120 -- 50 20 
12- Jh vkj-,l- ik.Ms   vkcdkjh mifujh{kd 5750 2163 120 460 50 20 
13- Jh nqxpUn prqosZnh   vkcdkjh mifujh{kd 4500 2475 65 -- 50 20 
14- Jh iz.k; JhokLro   vkcdkjh mifujh{kd 4500 2475 65 360 50 20 
15- Jh vfHkrkHk tSu   vkcdkjh mifujh{kd 4500 2475 65 360 50 20 
1-  Jherh ,y- flag        eq[; fyfid  6250 3438 120 500 50 -- 
1-  Jherh lkfo=kh lqDyk   lgk;d laoxZ Js.kh&2   4700 2585 65 376 50 -- 
1-  Jh ,-ds- ukenso        lgk;d Js.kh laoxZ&3  5000 2750 65 400 50 -- 
2-  Jh vkj-ds- f=kosnh      lgk;d Js.kh laoxZ&3  4620 2541 65 670 50  -- 
3-  Jh lqjsl dqekj voLFkh   lgk;d Js.kh laoxZ&3 4590 2525 65 367 50 -- 
4-  Jherh lquhrk nqcs       lgk;d Js.kh laoxZ&3  3875 2131 35 310 50 -- 
5-  Jh vkj-Mh-vkj- tSloky   lgk;d Js.kh laoxZ&3  3950 2173 35 316 50 -- 
6-  Jh ftrsUnz dqekj frokjh  lgk;d Js.kh laoxZ&3  3200 1760 35 256 50 -- 
7-  Jherh deyk pkS/kjh     lgk;d Js.kh laoxZ&3  3050 1678 35 244 50 -- 
1-  Jh usrjke lukSfj;k      okgu pkyu   4300 2365 35 344 50 15 
1-  Jh ekuflag xkS.k  eq[; vkj{kd  5300 2915 65 424 50 6 

2-  Jh gfj’pUn >kfj;k  eq[; vkj{kd  5200 2860 65 416 50 6 
3-  Jh vtqZu flag xkS.k  eq[; vkj{kd  5200 2860 65 416 50 6 
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4-  Jh Qkxwyk oekZ   eq[; vkj{kd 5000 2750 65 400 50 6
5-  Jh gjuke izlkn dqlokgk eq[; vkj{kd  5000 2750 65 400 50 6 
1-  Jh jkek;.k izlkn f}osnh vkj{kd   5000 2750 65 400 50 6 
2-  Jh ;K ukjk;.k feJk  vkj{kd   4800 2640 65 384 50 6 
3-  Jh jktsUnz ’kekZ  vkj{kd   4900 2695 65 392 50 6 

4-  Jh f’kojkt izlkn feJk vkj{kd   4800 2640 65 384 50 6 

5-  Jh f’ko ladj frokjh  vkj{kd   4700 2585 65 376 50 6 
6-  Jh mlizrki flag feJk  vkj{kd   4620 2541 65 370 50 6 
7-  Jh ohjsUnz dqekj frokjh  vkj{kd   4620 2541 65 370 50 6 
8-  Jh uanyky pkS/kjh  vkj{kd   4380 2409 35 350 50 6 

9-  Jh lrh’k [kEifj;k  vkj{kd   4460 2453 -- 112 50 6 

10- Jh v’kksd dqekj ’kekZ  vkj{kd   4460 2453 35 357 50 6 

11- Jh jkds’k dqekj cgksjs  vkj{kd   4380 2409 35 350 50 6 

12- Jh vjfoUnz dq’kokgk  vkj{kd   4300 2365 35 344 50 6 
13- Jh lqjsUnz tSloky  vkj{kd   4380 2409 35 350 50 6 
14- Jh usdyky ckxM+h  vkj{kd   4300 2465 -- 108 -- 6 
15- Jh nhipan jk;  vkj{kd   4300 2365 35 344 50 6 

16- Jh jkts’k dqekj xxZ  vkj{kd   4590 2525 65 367 50 6 
17- Jh tsusUnz I;klh  vkj{kd   4350 2399 35 348 50 6 
18- Jh lqjsl foLodekZ  vkj{kd   4350 2393 35 348 50 6 
19- Jh lnj flag odZMs  vkj{kd   4190 2305 35 355 50 6 
20- Jh ujsUnz flag mbZds  vkj{kd    4270 2349 35 -- 50 6 
21- Jh izdkl dqekj yfM+;k  vkj{kd   4110 2261 -- 329 -- 6 

22- Jh jes’k dqekj dqljke  vkj{kd   4270 2344 35 -- 50 6 
23- Jh jktkjke Bkdqj  vkj{kd   3725 2049 35 298 50 6 

24- Jh jkds’k flag tknksu  vkj{kd   3500 1925 -- 280 -- 6 
25- Jherh ikuckbZ   vkj{kd   3200 1760 35 256 50 6 
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26- Jh jes’k buokrh    vkj{kd  3200 1760 35 256 50 6
27- Jh eqyS;k flag dqatke   vkj{kd  3200 1760 35 256 50 6
28- Jh laryky ejkoh   vkj{kd  3200 1760 -- 80 50 6
29- Jherh uUgh ckbZ   vkj{kd  3200 1760 35 256 50 6

30- Jh x.ks’k flag   vkj{kd  3050 1678 -- 76 50 6
1-  Jh lwjr yky ;kno   Hk`R;  3475 1911 -- 87 50 30
2-  Jh egcwc [kku   Hk`R;  3410 1876 35 273 50 30
3-  Jh mekladj flag   Hk`R;  3410 1876 35 273 50 30
4-  Jh jktdqekj lkgw   Hk`R;  3215 1778 35 257 50 30
5-  Jh jesl dqekj ekaMs   Hk`R;  3345 1840 35 268 50 30

6-  Jh jes’k lksaf/k;k    Hk`R;  3140 1727 35 251 50 30
7-  Jherh flodqekjh   Hk`R;  3080 1694 35 246 50 30
8-  Jh lquhy dqekj ik.Ms   Hk`R;  2960 1628 25 -- 50 30
9-  Jh txnhl izlkn feJk   Hk`R;  2605 1433 25 208 50 30
10- Jherh lquhrk oeZu   Hk`R;  2720 1496 25 218 50 30
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 dk;Zky; lgk;d vk;qDr vkcdkjh vf/kdkjh tcyiqj 
Monthly remuneration and compensation  

(to be linked with treasury Data Bank) 

     3. 

       2. 

 10448032 2,10,47,000 2005&06 2039 LVsV ,Dlkbt 1. 

Expenditure Allocation Year Budget Head  S.No. 
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Information available in the office  
 dk;Zky; lgk;d vk;qDr vkcdkjh vf/kdkjh tcyiqj 

   --       --vU; fofo/k fo"k; 3. 

   --       --dk;kZy; dh LFkkiuk o ys[kk ds funsZ’k o 
 
ufLr;ksa ds vuqlkj 

2. 

   --      && vkcdkjh o euksjatu dj laca/kh  
 
funsZ’k o ufLr;ksa vuqlkj 

1. 

Electronic Form  Hard Copy  Categories  S. 
No. 
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Facility available to citizen for information  
dk;Zky; lgk;d vk;qDr vkcdkjh vf/kdkjh tcyiqj 

 3. 

 2. 

2624358 10%30 ls 5%30 rdlwpuk iVy ij nf’kZr lwpuk,a 1. 

Contact No. 
Telephone No. 

Duration of opening  
(time to be given) 

Facility  S. 
No. 
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Information about the PIO & APIO 
 dk;kZy; lgk;d vk;qDr vkcdkjh] tcyiqj 

 
1.        Name   & Jh ds-lh- vfXugks=h  
2. Designation    &  ftyk vkcdkjh vf/kdkjh 
3. Tel.No    & 2624358 
4. e mail address    &  
5. Working Experiences   &  10 oiZ dk vuqHko 
6. Name    &  Jh vkj- ds- c?ksy 
7. Designation   & lgk;d ftyk vkcdkjh vf/kdkjh 
8. Tel. No.    & 2624358 
9. e-mail address    & 
10. Working Experiences   &  15 o"kZ dk vuqHko 
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 dk;Zky; lgk;d vk;qDr vkcdkjh vf/kdkjh tcyiqj 
Detailed Information  

 

  

 

     --   -- --      --     -- 3. 

     --   --     NIL       --       -- 2. 

     --   --    --      --     -- 1. 

No of Benefic-
iaries  

Amt. Allocated Year  Sponsoring 
Deptt. Agency 

Name of the 
Programme  

 S. 
No. 
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Programmes and Beneficiaries 
 
A. List of the programmes   :  NIL 
  (electronic form) 
 
B.  Norms for selection of the     :   NIL 
 beneficiary 
 (original text of the circular  
 to be given in electronic from) 
 
*  Detailed Information     : NIL 

dk;kZy; lgk;d vk;qDr vkcdkjh] tcyiqj
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XVII. Any other information Of Your Office  
 

lgk;d vk;qDr vkcdkjh dk;kZy; dh vU; lwpuk,a 

 
   izR;sd foRrh; oiZ esa lgk;d vk;qDr vkcdkjh / ftyk vkcdkjh vf/kdkjh tcyiqj ds fu;a=.k esa fuEufyf[kr ykblsasl varxZr 
dk;Z lEikfnr fd;k tkrk gS & 
 
1- ns’kh efnjk /fons’kh efnjk/Hkakx o rkMh ds okfiZd uhyke/Bsds laca/kh laiw.kZ dk;Z A 
2- fons’kh efnjk QqVdj nqdkuksa ds ijfeV A ¼,Q-,y- 1½ 
3- fons’kh efnjk ,Q-,y- 2 ykbZlsal dk;Z A 
4- fons’kh efnjk ,Q-,y- 3 ykbZlsal/ijfeV dk;Z A 
5- fons’kh efnjk ,Q-,y- 4 ykblsal/ijfeV dk;Z A 
6- fons’kh efnjk ,Q-,y- 5 ¼vksdstuy ykblsal½ ijfeV dk;Z A 
7-  fons’kh efnjk ,Q-,y- 6 ykblsal o ijfeV dk;Z ¼lh-,l-Mh-½ 
8-  fons’kh efnjk ,Q-,y- 7 ykblsal o ijfeV dk;Z ¼;wfuV o dsaaVhu dk;Z½  
9-  fons’kh efnjk ,Q-,y- 8 ykblsal o ijfeV dk;Z A 
10- fons’kh efnjk ,Q-,y- 9 ckVfyax ;wfuV dk;Z A 
11- ikfiLV~zk ykblsal o ijfeV dk;Z A 
12- jsfDVQkbZM fLizV ykblsal o ijfeV dk;Z A 
13- fMuspj fMfLizV ykblsal o ijfeV dk;Z A   
    


