
 dysDVj  
   

 vij dysDVj  
   

 la;qDr dysDVj  
   

 v/kh{kd  
   

   
foRr fyfid ¼1½  foRr fyfid ¼2½  foRr fyfid ¼3½ 
              
l-
fo-
fy- 
¼1½ 

 l-fo-
fy- 
¼1½ 

 lgk-xzsM 
3 

dEI;wVj 
dk;Z 

 l-fo-
fy- 
¼2½ 

 l-fo-
fy- 
¼2½ 

  l-fo-fy- ¼3½  

              
              
              
              

 

 
 
 
 
 
 

 
 



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

 
Name of section :-    foRr@LFkkiuk “kk[kk 

 
Administrative Section :- 

 
1- foRr fyfid ¼1½ 1- dysDVj] vij dysDVj] lgk;d dysDVj] fMIVh dysDVj] 

rglhynkj] uk;c rglhynkj] v/kh{kd] lgk;d v/kh{kdksa ds 
LFkkukarj.k ,oa inLFkkiuk laca/kh leLr dk;ZA 

2- fyfid oxZ ¼fefuLVªh;y LVkQ½ dh fu;qfDr] LFkkukarj.k] 
inLFkkiuk laca/kh leLr dk;ZA 

3- fyfidksa@Hk`R;ksa dh inØe lwph rS;kj djukA 
4- fyfidksa dks v/kZLFkk;h@LFkk;h ?kksf’kr fd;s tkus laca/kh dk;ZA 
5- vf/kdkjh] fyfid] prqFkZ oxZ rFkk prqFkZ Js.kh deZpkfj;ksa dk 

lsokfuo``fRr ls lacaf/kr leLr dk;ZA 
6- fyfid oxZ] prqFkZ Js.kh] vuqdaaik fu;qfDr laca/kh dk;ZokghA 
7- vf/kdkjh ,oa deZpkfj;ksa ¼fefuLVªh;y LVkQ½ rFkk prqFkZ Js.kh in 

ds fuekZ.k laca/kh uLrh rFkk Loh—r inksa dks pkyw j[kukA 
8- lgk;dksa] fyfidksa dh ufLr;ksa dk ijh{k.k dj vkns”k izLrqr 

djukA 
9- dysDVj] izHkkjh vf/kdkjh ,oa v/kh{kd }kjk fn;k x;k vU; dk;Z 

2- foRr fyfid ¼2½ 1- dysDVj] vij dysDVj] lgk;d dysDVj] fMIVh dysDVj ds 
osru ns;d rS;kj djukA 

2- jktif=r vf/kdkfj;ksa ds ;k=k vfxze@osru vfxze@osru o`f);ka 
le; ij rS;kj djukA 

3- leLr vf/kdkfj;ksa ,oa deZpkfj;ksa dh lsokiqfLrdk ,oa iklcqdksa 
dk la/kkj.k laca/kh dk;ZA 

4- lHkh izdkj ds vfxze] gkml fcfYMax ,Mokal@eksVj dkj Ø; 
,Mokal dk le; ij lek;kstu djus laca/kh dk;ZokghA 

5- vf/kdkfj;ksa@deZpkfj;ksa ds vk;dj] o`fRrdj] dVkSrh laca/kh dk;ZA 
6- ftyk Lrj ds vf/kdkfj;ksa ds fpfdRlk@;k=k O;; izfriwfrZ ij 

dysDVj egksn; ds izfrgLrk{kj izkIr fd;s tkus laca/kh dk;ZA 
7- dysDVj] vij dysDVj] izHkkjh vf/kdkjh }kjk lkSais x;s vU; 

dk;ZA 
8- ctV rS;kj djukA 

3- foRr fyfid ¼1½ ds 
lgk;d foRr fyfid ¼1½ 

1- lsokfuo`Rr gksus okys deZpkfj;ksa dkss le; ij lwpuk tkjh djukA 
2- izkIr f”kdk;rksa ij izkjafHkd dk;Zokgh] vkxkeh 24 ls 30 ekgksa esa 

lsok fuo`Rr gksus okys deZpkfj;ksa dh lwph rS;kj djukA 
3- vuqdaik fu;qfDr izdj.kksa ij izkjafHkd dk;ZokghA 
4- “kk[kk esa izkIr dh tkus okyh Mkdcqd dk laa/kkj.k ,oa le; ij 

fyfidksa ds e/; Mkd forj.k djkukA 
5- vkaXy vfHkys[kkxkj esa Hksts tkus okys izdj.kksa dks rS;kj djokuk 



,oa vfHkys[kkxkj esa tek djokukA 
6- fujh{k.k jksLVj laca/kh xkMZ QkbZy dk la/kkj.kA 
7- izHkkjh vf/kdkjh] v/kh{kd] fo-fy-¼1½ }kjk le; le; ij lkSais x;s 

vU; dk;ZA 
4- foRr fyfid ¼1½ ds 
lgk;d foRr fyfid ¼2½ 

1- vf/kdkfj;ksa@deZpkfj;ksa ds vodk”k vkosnu i=ksa ij dk;ZokghA 
2- lHkh okf’kZd@N% ekgh@rSekfld@ekfld i=dksa dks rS;kj dj 

lacaf/krksa dks HkstukA 
3- pSd fyLV dk la/kkj.kA 
4- mifLFkfr iath dk la/kkj.kA 
5- foyEc ls vkus okys deZpkfj;ksa dh uLrh dk la/kkj.kA 
6- izHkkjh vf/kdkjh@v/kh{kd@fo-fy-¼1½ }kjk lkSaik x;k dk;ZA 

5- foRr fyfid ¼2½ ds 
lgk;d foRr fyfid ¼1½ 

1- r`rh; Js.kh deZpkfj;ksa ds osru ns;d] LFkkukarj.k ns;d] fpfdRlk 
izfriwfrZ ,oa vU; Dyseksa dk fujkdj.kA 

2- ekfld O;; i=d ekax la[;k 8] “kh’kZ 2053] 2014] 2070 
3- r`rh; Js.kh deZpkfj;ksa ds th-ih-,Q-@lewg chek ;kstuk@Qsfeyh 

csuhfQV ls lacaf/kr Dyseksa dk fujkdj.kA 
4- lsokfuo`Rr gksus okys vf/kdkjh@deZpkfj;ksa LoRoksa dk fujkdj.kA 
5- ctV rS;kj djkus laca/kh fo-fy-¼2½ dh enn djukA 
6- izHkkjh vf/kdkjh@v/kh{kd@fo-fy-¼2½ }kjk lkSais x;s dk;ZA 

6- foRr fyfid ¼2½ ds 
lgk;d foRr fyfid ¼2½ 

1- prqFkZ Jsa.kh deZpkfj;ksa ds osru] LFkkukarj.k] fpfdRlk izfriwfrZ ,oa 
vU; Dyseksa dk fujkdj.kA 

2- prqFkZ Js.kh deZpkfj;ksa ds Mh-ih-,Q- lewg chek ;kstuk] Qsfeyh 
csuhfQV ls lacaf/kr iaft;ksa dk la/kkj.kA 

3- fofHkUu izdkj ds vfxze iaft;ksa dk la/kkj.kA 
4- prqFkZ Jsaa.kh deZpkfj;ksa ds Mh-ih-,Q-] lewg chek ;kstuk o Qsfeyh 

csuhfQV] fpfdRlk] ;k=k vfxze ns;dksa dk fujkdj.kA 
5- ctV rS;kj djus esa fo-fy-¼2½ dh lgk;rk djukA 
6- izHkkjh vf/kdkjh@v/kh{kd@fo-fy-¼2½ }kjk lkSais x;s vU; dk;ZA 

7- foRr fyfid ¼3½ 1- nwjHkk’k laca/kh uLrh dk la/kkj.kA 
2- fo|qr ns;d uLrh dk fu/kkZj.kA 
3- okguksa ds ejEer laca/kh uLrh dk fu/kkZj.kA 
4- okguksa ds bZ/ku ns;dksa laca/kh uLrh dk fu/kkZj.kA 
5- okguksa ds viys[ku laca/kh uLrh dk fu/kkZj.kA 
6- okgu pkydks dh O;oLFkk djukA 
7- okguksa ds bZ/ku ,oa ejEer O;; ds lac/k esa funsZ”k tkjh djukA 
8- VsyhQksu esa lhek gks funsZ”k tkjh djukA 
9- fofHkUu izdkj ds ns;dksa dks uLrh esa ysdj Loh—r djkukA 
10- lRdkj vf/kdkjh ls izkIr vf/kx`fgr okguksa ds bZ/ku ns;d laca/kh 

uLrh dk fu/kkZj.k] Loh—r djkukA 
11- vij dysDVj@izHkkjh vf/kdkjh }kjk lkSais x;s vU; dk;ZaA 

8- lgk;d foRr fyfid ¼3½ 1- okgu pkydksa ds LFkkiuk@foRr laca/kh leLr dk;ZA 
2- okgu pkydksa ds osru ns;d cukukA 
3- Loh—r ns;dksa ds fcy rS;kj djukA 



4- okgu pkydkssa dk vftZr vodk”k@vkdfLed vodk”k laca/kh 
dk;ZA 

5- okgu pkydksa dk th-ih-,Q- Loh—r djkukA 
6- izk—frd vkink@lM+d nq?kZVuk ds ns;d rS;kj djukA 
7- okgu pkydkssa ds osruo`f) Loh—r djkuk@fofHkUu izdkj ds 

vfxze Loh—r djukA 
8- nSfud osru njsa Loh—r djkukA 

 
(ii) 

Powers  and  duties  of  the  officers & Emplyees :- 
 

S 
No 
. 

Name Designation Remunera
tion 

Duties Powre
s 

Admin
istratio

n 

Financial Others 

1- Jh “khysUnz flag la;qDr dysDVj 18292-00 “kkk[kkvksa ls izkIr 
ufLr;ksa dk fujkdj.k 
djukA ,oa ftu 
izdj.kkesa dysDVj@ 
vij dysDVj }kjk 
fu.kZ; fy;k tkuk gS] 
uLrh esa laf{kIr Vhi 
vafdr dj izLrqr 
djukA 

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

fyfid oxhZ; 
,oa prqFkZ Jsa.kh 
deZpkfj;ksa ds 
30 fnu rd ds 
vodk”k Loh—r 
djuk ,oa nks 
lkS :i;s rd 
ds O;; dh 
Loh—fr nsuk 

dysDVj
@vij 
dysDVj 
}kjk 
le; & 
le; ij 
lkSais x;s 
vU; 
dk;ZA 

2 Jh vfuy 
vfXugks=h 

lgk;d xzsM 2 
foRr fyfid 

¼1½ 

9406-00 izkIr vkosnu i=ksa ij 
dk;Zokgh dj v/kh{kd 
ds le{k uLrh izLrqr 
djuk lgk;d fo-
fy¼1½ ls izkIr ufLr;ksa 
dk ijh{k.k dk 
v/kh{kd dks izLrqr 
djukA 

fujad fujad dk;kZy;
hu dk;Z 
uLrh 
la/kkj.k 
djkuk 

3 Jh ,e-lh- 
dukSft;k 

lgk;d xzsM 2 
foRr fyfid 

¼2½ 

8578-00 izkIr vkosnu i=ksa ij 
dk;Zokgh dj v/kh{kd 
ds le{k uLrh izLrqr 
djuk lgk;d fo-fy 
¼2½ ls izkIr ufLr;ksa 
dk ijh{k.k dk 
v/kh{kd dks izLrqr 
djukA 

fujad fujad &^^& 

4 Jh vkj-ds-vxZy lgk;d xzsM 2  
foRr fyfid 

¼3½ 
 

8950-00 izkIr vkosnu i=ksa ij 
dk;Zokgh dj v/kh{kd 
ds le{k uLrh izLrqr 
djuk lgk;d fo-fy 
¼3½ ls izkIr ufLr;ksa 
dk ijh{k.k dk 
v/kh{kd dks izLrqr 
djukA 

fujad fujad &**& 



5 Jhefr lq’kek 
jktiwr 

lgk;d xzsM 3 7776-00 izkIr vkosnu i=ksa ij 
dk;Zokgh dj fo-fy-¼1½ 
ds le{k uLrh izLrqr 
djuk 

fujad fujad &**& 

6 Jhefr yfrdk 
;kno 

lgk;d xzsM 3 8428-00 izkIr vkosnu i=ksa ij 
dk;Zokgh dj fo-fy-¼2½ 
ds le{k uLrh izLrqr 
djuk 

fujad fujad &**& 

7 Jh ih-,u-
lksuokus 

lgk;d xzsM 3 6482-00 izkIr vkosnu i=ksa ij 
dk;Zokgh dj fo-fy-¼2½ 
ds le{k uLrh izLrqr 
djuk 

fujad fujad &**& 

8 Jh iou tSu lgk;d xzsM 3 8102-00 izkIr vkosnu i=ksa ij 
dk;Zokgh dj fo-fy-¼1½ 
ds le{k uLrh izLrqr 
djuk 

fujad fujad &**& 

9 Jherh yhyk 
;kno 

lgk;d xzsM 3 7855-00 izkIr vkosnu i=ksa ij 
dk;Zokgh dj fo-fy-¼3½ 
ds le{k uLrh izLrqr 
djuk 

fujad fujad &**& 

10 Jh vfer 
ukenso 

lgk;d xzsM 3 5161-00 “kk[kk ls lacaf/kr 
dEI;wVj dk;Z 

fujad fujad &**& 

 
(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 

1 2 3 
LFkkiuk “kk[kk 

 
foRr fyfid ¼1½ 

 
foRr fyfid ¼2½ 

 
foRr fyfid ¼3½ 

 
l-fo-fy-¼1½ 

 
l-fo-fy-¼2½ 

 
l-fo-fy-¼3½ 

v/kh{kd 
 

izHkkjh vf/kdkjh 
 

vij dysDVj 
 

dysDVj 

izHkkjh vf/kdkjh 
 

vij dysDVj 
 

dysDVj 

 
Supervisory authority  &  izHkkjh vf/kdkjh 
 
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 
  

 

� Rulas ewyHkwr fu;e] iqujhf{kr vodk”k fu;e 1977] e/; izns”k fpfdRlk izfriwfrZ 
fu;e] e/; izns”k ;k=k HkRrk fu;e] oxhZdj.k fu;a=.k ,oa vihy fu;e 1966] 
e/; izns”k flfoy lsok vkpj.k fu;e 1965] flfoy lfoZlsl :Yl 1961] 
e/; izns”k foRr lafgrk] lkekU; Hkfo’; fuf/k fu;e 

� Regulations  

� Manuals dysDVªsV eSU;wvy 

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

e/; izns”k foRr foHkkx Ø- ,Q 9@3@2003@fu;e@pkj Hkksiky fnukWd 13-
04-2005 
e/; izns”k foRr foHkkx Ø- ,Q 9@3@2003@fu;e@pkj Hkksiky fnukWd 01-
07-2005 
e/; izns”k foRr foHkkx Ø- ,y 1&24@200@ctV@lkr&4 Hkksiky fnukWd 
07-05-2005 
e/; izns”k foRr foHkkx Ø- ,Q 9@2@2005@fu;e@pkj Hkksiky fnukWd 31-
03-2005 
e/; izns”k foRr foHkkx Ø- ,Q 11&10@02@pkj Hkksiky fnukWd 15-07-2005 
e/; izns”k foRr foHkkx Ø- ,Q 05@4@2005@fu;e@pkj Hkksiky fnukWd 
29-06-2005 
e/; izns”k “kklu lkekU; iz”kklu foHkkx Ø- ,Q&1&1@1@os-vk-iz-@99 
Hkksiky fnukWd 29-06-2005 

� Instractions lkekU; iqLrd ifji= 

 
 
 



(vi) 
 

Statement of various documents to maintained 
 

S.No. Documents classification Duration 
1. lsok iqfLrdk & LFkk;h 
2. lkekU; Hkfo’; fuf/k iklcqd & LFkk;h 
3. foHkkxh; Hkfo’; fuf/k ystj & LFkk;h 
4 ;k=k HkRrk & LFkk;h 
5 fpfdRlk izfriwfrZ  & 10 o’kZ 
6 ctV & 10 o’kZ 
7 vk;dj laca/kh uLrh & 10 o’kZ 
8 ekfld O;; i=d & 10 o’kZ 
9 R;kSgkj vfxze uLrh & LFkk;h 
10 vukt vfxze uLrh & LFkk;h 
11 ;k=k vfxze uLrh & 5 o’kZ 
12 okf’kZd osruo`f) iath & 10 o’kZ 
13 ekfld osru ns;d & LFkk;h 
14 isa”ku izdj.k & LFkk;h 
15 inLFkkiuk laca/kh uLrh & LFkk;h 
16 LFkkukarj.k laca/kh uLrh & 5 o’kZ 
17 vodk”k laca/kh uLrh & 3 o’kZ 
18 fu;qfDr laca/kh uLrh & 10 o’kZ 
19 jktLo vf/kdkfj;ksa ds i=d & 5 o’kZ 
20 ijke”kZnk=h lfefr uLrh & 5 o’kZ 
21 vuqdaik fu;qfDr uLrh & 5 o’kZ 
22 inØe lwph & 5 o’kZ 
23 LFkk;h dj.k uLrh & 5 o’kZ 
24 inksUufr@ØeksUufr uLrh & LFkk;h 
25 lgk- v/kh{kd@v/kh{kd inLFkkuk laca/kh uLrh & LFkk;h 
26 jktif=r vf/kdkjh inLFkkiuk uLrh & 10 o’kZ 
27 fcy jftLVj & LFkk;h 
28 dUVsUtsUlh jftLVj & LFkk;h 
29 okgu pkydksa ds inLFkkiuk uLrh & LFkk;h 
30 nwjHkk’k laca/kh uLrh & LFkk;h 
31 fo|qr laca/kh uLrh & LFkk;h 
32 ty izHkkj laca/kh uLrh & 10 o’kZ 
33 ih-vks-,y-¼bZ/ku laca/kh½ uLrh & 10 o’kZ 
34 LFkk;h vfxze uLrh & LFkk;h 
35 nSfud osru fu/kkZj.k uLrh & LFkk;h 
36 okgu vkoaVu uLrh & LFkk;h 
37 lsD”ku jkbZVj ikfjJfed uLrh & LFkk;h 
38 osru ns;d i=d & LFkk;h 

 



(ix) 
Directory of the officers and employees 
(to be linked with treasury data bank) 

 
S.
N. 

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

1. Jh “khysUnz flag la;qDr dysDVj ,Q 10@,-Mh-,Q-vks- dEikmaM] tcyiqj 9425141656 

2. Jherh fdj.k tSu izHkkjh v/kh{kd enu egy vkeuiqj tcyiqj 2424811 

3 Jh vfuy vfXugks=h lgk;d xszM 2 
IykV ua- 346 lSfud lkslk;Vh jksM] iou Hkwfe Jh 
njckj eafnj ds ihNs] “kfDr uxj] tcyiqj 5038979 

4 Jh ,e-lh-dukSft;k lgk;d xzsM 2 
e-ua- 4110@1820 vacsMdj dkyksuh] dVjk] 
v/kkjrky] tcyiqj 2481287 

5 Jh vkj-ds-vxZy lgk;d xzsM 3 736] f”kouxj neksgukdk] tcyiqj 2640152 

6 Jherh lq’kek jktiwr lgk;d xzsM 3 
24 lsBh uxj] xqIrs”oj] ikuh dh Vadh ds ikl] 
tcyiqj 2422153 

7 Jh ih-,u-lksuokus lgk;d xzsM 3 e-ua- 1990 fot; uxj Nkij jkeiqj] tcyiqj 2661203 

8 Jherh yhyk ;kno lgk;d xzsM 3 
e-ua- 659 jkeyhyk eSnku] fxfjtk “kadj eafnj ds 
ikl] if”peh ?kekiqj] tcyiqj 2677716 

9 Jh iou tSu lgk;d xzsM 3 562] ykMZxat Fkkus ds ihNs] tcyiqj 5531532 
10 Jh vfer ukenso lgk;d xzsM 3 ,p 129 “kadj”kkg uxj] jkeiqj] tcyiqj 2664586 
 
(x) 

Monthely remuneration and compensation 
(to be linked with treasury Data Bank) 

 
SNo. Budget Head Year Allocation Expenditure 

1. ekax la[;k 08 & 2053 
;kstuk ¼1509½ 
;kstuk ¼441½ 

2005&2006  
21423000-00 
774000-00 

 
7296987-00 
1964011-00 

2. ekax la[;k 29  
“kh’kZ 2014 

2005&2006 1659000-00 122666-00 

3. ekax la[;k 21  
“kh’kZ 2070 

2005&2006 297000-00 77187-00 

 
 
 



(xiv) 
Information available in the office 

 
S.N. categories Hard Copy Electronic Form 

1. “kklu ds funsZ”k QkbZy  - 

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. 
 

To see file and other 
information 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 

� Working Experience 10 o’kZ 
 
 
 
 


