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ORGANIZATION SET - UP 

Function and duties of the different offices constituting 

the Organization U/S 4.1 (b) (i) 

1.      dk;kZy; dysDVj Hkw vfHkys[k@Hkw&izcU/ku ftyk lhgksj ¼edk;kZy; dysDVj Hkw vfHkys[k@Hkw&izcU/ku ftyk lhgksj ¼edk;kZy; dysDVj Hkw vfHkys[k@Hkw&izcU/ku ftyk lhgksj ¼edk;kZy; dysDVj Hkw vfHkys[k@Hkw&izcU/ku ftyk lhgksj ¼e----iziziziz----½½½½  

 

 

 

 

 

 

 

 

 

 
dysDVj@Hkw&izcU/ku vf/kdkjh 

l-xzsM&3 
 

lgk;d v/kh{kd Hkw-vfHkys[k 
 

izHkkjh vf/kdkjh Hkw vfHkys[k 
 

jktLo fujh{kd 

ekufp=dkj 

v/kh{kd Hkw-vfHkys[k l-xzsM&2 HkaMkj fyfid Hk`R; 

vuqjs[kd 
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 1.B Functions and duties of each unit of the Office ( 1 to 2 page ) 

 
S. 

No. 

Unit/Section Functions performed 

1 Administrative Section Hkw vfHkys[k ds vUrxZr leLr {ks=h;] dk;kZy;hu dk;Z 
rFkk vf/kdkfj;ksa@deZpkfj;ksa ds lsok vfHkys[k dk 
la/kkj.kA 

2 Account vf/kdkjh deZpkfj;ksa dk osru] muds LoRoksa  rFkk 
dk;kZy;hu ns;dksa dk Hkqxrku vkSj ds'kcqd o vko';d 
iaft;ksa dk la/kkj.kA 

3 Stores dk;kZy; mi;ksx gsrq dk;kZy;hu lkexzh dk dz; rFkk 
dk;kZy;hu LVki dks forj.k djuk o iaft;ksa dk la/kkj.k 

4 Record Room vLFkkbZ vfHkys[kksa dks lqjf{kr j[k j[kko 
 

5 Others if any 

(Give complete detail of each 

unit/section) 

1- Jh ,e-,-[kku jk-fu- Mk;olZu izdj.kksa dk LFky              
fujh{k.k ,oa ifjofrZr yxku vf/kjksfir djukA 
2- Jh vatqe[kku jk-fu- &^^& 
3- Jh ts-ih- nqcs &^^& 
4- Jh Ogh-ih-tks'kh jk-fu-ih-,l-'kkyk esa izf'k{k.k dk;Z 
5- Jh 'kdhy m}hu jk-fu- &^^& 

 

Work distribution order of each officer can be updated and put in 

 the following format. U/S 4.1 (b) (ii) 

 

S. 

No. 
Name Designation Remuneration 

 

Duties 

 

1 Jh ds-,l-oekZ v-Hkw-vfHkys[k 12741 
 

v-Hkw-v-ds nkf;Roksa dk fuoZgu 

2 Jh th-Mh-nksgjs l-v-Hkw-v- 7205 
 

l-v-Hkw-v-ds nkf;Roksa dk fuoZgu 

3 Jhefr tXxh ejkoh lgk-oxZ&2 8398 
 

LFkkiuk laca/kh dk;Z 

4 Jh ds-ds-JhokLro lgk-oxZ&3 6887 
 

ys[kk fyfid dk dk;Z 

5 Jh vkj-,l-drjksfy;k vuq0 6910 
 

dsf'k;j 

6 Jh vkj-,l-[kjs lgk-oxZ&3 7523 HkaMkj dk j[k j[kko 
7- Jh gsejkt ekyoh; &^^& 5496 vkod tkod ,oa VkbZfiax dk;Z 
8 Jh lq[kjke ijekj jk-fu- 10039 odZyksM jk-fu- dk dk;Z 
9 Jh ykHkey tsu jk-fu- 11033 lgk-odZyksM dk dk;Z o Qly 

dVkbZ iz;ksx]vknu losZ{k.k rFkk 
d`f"k lax.kuk lacaf/k dk;ZA 

10- Jh ,e-,-[kku  jk-fu- 10369 Mk;olZu dk;Z 
11 Jh vatqe [kku jk-fu- 9641 &^^& 
12 Jh ts-ih-nqcs jk-fu- 10634 &^^& 
13 Jh Ogh-ih-tks'kh jk-fu- 8368 i-izf'k-'kkyk  
14 Jh 'kdhy m}hu jk-fu- 9839 &^^& 
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3- Decision Making process in graphic form ( one page) 

 U/S 4.1 (b) (iii) 
Initiating the file      Channels   Decision making authority 

Dealing staff    Officers handling the   dysDVj 
And the section   file at each level 
1- Jhefr tXxh ejkoh LFkkiuk dk;Z  1- Jh ds-,l-oekZ      
2- Jh ds-ds- JhokLro ys[kk dk dk;Z  2- Jh vkj-,l-pksgku  
3 Jh vkj-,l- drjksfy;k dsf'k;j      izHkkjh vf/kdkjh  
4- Jh vkj-,l-[kjs Hk.Mkj ,oa ih-Vh-,l- dk dk;Z 
5- Jh gsejkt ekyoh; vkod] tkod ,oa VkbZfiax dk;Z 
6- Jh lq[kjke ijekj odZyksM jk-fu-  
7- Jh ykHkey tsu lgk- odZyksM jk-fu- 
8- Jh ,e-,-[kku jk-fu- Mk;olZu 
9- Jh vatqe[kku jk-fu- Mk;olZu 
10 Jh ts-ih-nqcs jk-fu- &^^& 
11 Jh Ogh-ih-tks'kh jk-fu- ih-Vh-,l 
12 Jh 'kdhy m}hu jk-fu-&^^& 
Supervisory Authority   v-Hkw-v-   

 

Officer to Whom accountable  izHkkjh vf/kdkjh 
 

4- A) Time norm, if decided by the  organization. U/S 4.1 (b) (iv) foHkkxk/;{k@dysDVj 
 B) Quality Norms,  if decided by the  organization. foHkkxk/;{k@dysDVj@Hkw-iz-vf/kdkjh 
 C) Quantity target, for the office work to be done in the year . fu;eksa o funsZ'kksa vuqlkj 
 

Supervisory Authority  v/kh{kd Hkw vfHkys[k 
 

Officer to whom accountable izHkkjh vf/kdkjh 
 

4- A)Time norm,if decided by the organisation. U/S 4.1 (b)(iv) foHkkxk/;{k@dysDVj 
 

 B)Quality Norms,if decided by the organisation. foHkkxk/;{k@dysDVj@Hkw-iz-vf/kdkjh 
 

 C)Quantity target,for the office work to be done in the year. fu;eksa o funsZ'kksa vuqlkj 
 

5- List of Acts,Rules,Regulations Manuals,Circulers related with    

the functioning of office constituting the organisation. (Original text to 

be geven in electronic form) U/S 4.1 (b)(v) 

 

Acts e-iz-Hkw-jk-lafgrk 1959 
 

Rules  e-iz-flfoy lsok oxhZdj.k ,oa fu;a=.k vihy fu;e 1966] e-iz- vodk'k fu;e] ewyHkwr  fu;e] 
 

Regulation  e-iz-'kklu] foHkkxk/;{k] dysDVj@ Hkw iz-vf/kdkjhA 
 

Manuals  e-iz-Hkw- vfHkys[k fu;ekoyh Hkkx 1] 2] 3] 4  
 

Circulars  lkekU; iqLrd ifji=] jktLo iqLrd ifji=   
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6- Statement of various categories of documents held by it or under its 

control U/S 4.1(b)(VI) 

 

 
 

S.

N. 

Name of Document Kind of Document like 

microfilm, Register, 

Books, Diskette etc. 

Nature and 

Content of 

Document 

Duration of 

Records 

1. iVokjh cLrk tkap iath] ,oa QkbZy dk;Z vuqlkj 1 o"kZ 

2. Qly dVkbZ iz;ksx iath ,oa QkbZy rFkk i=d &^^& 3 o"kZ 

3 Vh-vkj-,l- iath ,oa QkbZy rFkk i=d &^^& 3 o"kZ 

4 Hkw vfHkys[k dk MkVk ,UVz~h dk;Z rglhyksa ls izkIr i=d &^^& LFkkbZ 

5 iapk;rksa ds vk/kkj iVokjh gYdksa dk iquZxBu iath QkbZy ,oa uD'kk  &^^& &^^& 

6 xksdqy xzke iath ,oa uLrh rFkk i=d &^^& &^^& 

7 LFkkiuk laca/kh dk;Z iath uLrh ,oa fu/kkZfjr izi= &^^& &^^& 

8 ys[kk@ctV dk;Z ns;d]ds'kcqd] vko';d vfHk- &^^& &^^& 

9 HkaMkj ls laca/kh dk;Z iath ,oa uLrh &^^& &^^& 

10 vkod] tkod ,oa i=kpkj iath &^^& &^^& 

11 ou ,oa jktLo Hkwfe lhek fookn uLrh] uD'kk  ,oa i=d  &^^& &^^& 

12 fookfnr@vfookfnr lhekadu uLrh ,oa iath &^^& 1 o"kZ 

13 th.kZ 'kh.kZ iVokjh uD'kksa dk uohuhdj.k  uD'ks ,oa iath &^^& LFkkbZ 

14 v-tk-@v-t-tk- ds ik= fgrxzkfg;ksa dk d`f"k 
Hkwfe dz; djus gsrq vuqnku 

uLrh ,o iath &^^& &^^& 

15 Hkwfe ifjofrZr dk;Z nk;jk iath] ch&1 ,oa i=d &^^& &^^& 

16 iVokjh 'kkyk esa if'k{k.k dk;Z iath o uLrh &^^& 1 o"kZ 

17 Hkwfeghu fgrxzkfg;ksa ds iV~Vsnkjksa dh tkudkjh uLrh ,oa i=d &^^& LFkkbZ 

 

7- I. Structure of the consultative committees  in which public representatives are members 

including  

� Name of the commitee - fujad 
� Copy of the  Orders/ Circulars for formation - fujad 
� Functions - fujad 
� Members- fujad 
� Duties and responsibilities - fujad 
 

Accessibility of minutes for public U/s 4.1 (b) (vii)-  fujad 
  

 II Proceedings, Minutes of the Meeting ( Copy to made available and be given in the 

electronic form with hypertext link) - fujad 
 

8- I - Name of the Board, Councils, committees etc. including member and their 

qualification. ( Original text to be given in the electronic form )U/s 4.1 (b) (viii) 
 

S.No.  Name of the Body  Name of the members Qualifications 

    

fujad fujad fujad fujad 
- - - - 

- - - - 
 

 

II - Order of the formation  

 ( Original text to be  given in the electronic form and to be hypertext linked) - fujad 
 

III - Charter / Memorandum of Articles of Association. 

 ( Original text to be  given in the electronic form and to be hypertext linked)- fujad 
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IV - Govt. instruction for the way in which meeting will be conducted .( Original text to be  

given in the electronic form and to be hypertext linked) - fujad 
V - Availability of the proceedings / minutes of the last meetings ( Original text to be  given  

chronologically in the electronic form and to be hypertext linked)- fujad 
9. Directory of the officers and employees ( to be linked with treasury data 

bank) U/S 4.1 (b) (ix) 

 
S.No. Name  Designation Address & contact No., 

if any 
1 Jh ds-,l-oekZ v/kh{kd Hkw vfHkys[k dLck lhgksj 
2 Jh th-Mh-nksgjsa lgk- v/kh{kd Hkw 

vfHkys[k 
vkn'kZ ykt lhgksj 

3 Jh vatqe [kku jktLo fujh{kd dLck lhgksj 
4 Jh lqjs'k ipksjh jktLo fujh{kd rglhy cq/kuh esa layXu 
5 Jh ,e-,e-frokjh jktLo fujh{kd dLck lhgksj 
6 Jh ih-,u-Bkdqj jktLo fujh{kd &^^& 
7- Jh txnh'k 'kekZ &^^& rglhy cq/kuh esa layXu 
8 Jh lq[kjke ijekj &^^& nhoku ckx lhgksj 
9 Jh ykHkey tSu &^^& xqYtkjh dk cxhpk lhgksj 
10 Jh Ogh-ih-tks'kh &^^& czgeiqjh dkyksuh lhgksj 
11 Jh 'kdhy m}hu &^^& rglhy vk"Vk esa layXu 
12 Jh jek'kadj [kjsa lgk-oxZ&3 nhoku ckx lhgksj 
13 Jh v#.k dqekj tkVo tw-Mk-,UVz~h vkijsVj rglhy ul#Yykxat lhgksj 
14 Jh ,e-,-[kku  jktLo fujh{kd dLck lhgksj 
15 Jh ts-ih-nqcs &^^& cl LVsM lhgksj 
16 Jhefr tXxh ejkoh lgk-oxZ&2 gkÅflax cksMZ dkyksuh lhgksj 
17 Jh ds-ds-JhokLro lgk-oxZ&3 'kqxj QsDVz~h pksjkgk lhgksj 
18 Jh gsejkt ekyoh lgk-oxZ&3 &^^& 
19 Jh erhu vgen ekufp=dkj dLck lhgksj 
20 Jh jkelsod dqehZ ekufp=dkj dLck lhgksj 
21 Jh gksfjyflag ;kno vuqjs[kd Jo.k dk cxhpk lhgksj 
22 Jh vkj-,l-drjksfy;k vuqjs[kd ,y-vkbZ-lh-dkyksuh lhgksj 
23 Jh ;ksxsUnz [kksdys vuqjs[kd nhoku ckx lhgksj 
24 Jh jTtw izlkn Bkdqj vuqjs[kd  nhoku ckx lhgksj 
25 Jh ds-ds-frokjh vuqjs[kd jk-fu-izf'k-'kkyk bUnksj  
26 Jh izgyknflag Bkdqj jktLo fujh{kd Jo.k dk cxhpk lhgksj 
27 Jh ukjk;.k izlkn lDlSuk &^^& iVokjh dkyksuh lhgksj 
28 Jh ghjkyky fiiyksfn;k &^^& jkuh eksgYyk xat lhgksj 
29 Jh xksfcUn flag ;kno &^^& czgeiqjh lhgksj 
30 Jh euksgjflag jktiwr &^^& Jo.k dk cxhpk lhgksj 
31 Jh ,p-,u-mik/;k; &^^& baxfy'kiqjk lhgksj 
32 Jh ,u-,l-lksyadh lgk-oxZ&3 eaMh lhgksj 
33 Jh 'kehe vgen psuesu baxfy'kiqjk lhgksj 
34 Jh czteksgu frokjh Hk`R; dLck lhgksj 
35 Jh jkepj.k  &^^& baxfyiqjk lhgksj 
36 Jh y{e.kflag &^^& eqnhZ eksgYyk xat lhgksj 
37 Jh ds'kjflag &^^& eaMh lhgksj 
38 Jhefr ljLorhckbZ  Hk`R;k jkuh eksgYyk xat lhgksj 
39 Jh dqesjflag Hk`R; baxfy'kiqjk lhgksj 
40 Jh eksguyky &^^& jkuh eksgYyk lhgksj 
41 Jh 'kelq}hu Hk`R; dLck lhgksj 
42 Jh nksyrflag &^^& unh pksjkgk lhgksj 
43 Jh jkeopu &^^& vkQhlj dkyksuh lhgksj 
44 Jh guhQ [kku &^^& dLck lhgksj 
45 Jh /kujkt &^^& gkÅflax cksMZ dk- lhgksj 
46 Jh mejkoflag &^^& rglhy bNkoj esa layXu 
47 Jh vQtky &^^& baxfy'kiqjk lhgksj 
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48 Jhefr mfeZykckbZ &^^& &^^& 
49 Jh jkepUnz jsdokj &^^& eaMh lhgksj 
50 Jh ?kU';kenkl &^^& dLck lhgksj 

10. Monthly remuneration and compensation ( to be linked with treasury  

Data  Bank) U/ S 4.1 (b) (x)   

 
S.No. Name  Remuneration compensation 
1 Jh ds-,l-oekZ 12741 & 
2 Jh th-Mh-nksgjsa 7205 & 
3 Jh vatqe [kku 9641 & 
4 Jh lqjs'k ipksjh 10635 & 
5 Jh ,e-,e-frokjh 10834 & 
6 Jh ih-,u-Bkdqj 9840 & 
7- Jh txnh'k 'kekZ 9840 & 
8 Jh lq[kjke ijekj 10039 & 
9 Jh ykHkey tSu 11033 & 
10 Jh Ogh-ih-tks'kh 8368 & 
11 Jh 'kdhy m}hu 9839 & 
12 Jh jek'kadj [kjsa 7523 & 
13 Jh v#.k dqekj tkVo 5784 & 
14 Jh ,e-,-[kku  10369 & 
15 Jh ts-ih-nqcs 10634 & 
16 Jhefr tXxh ejkoh 8398 & 
17 Jh ds-ds-JhokLro 6887 & 
18 Jh gsejkt ekyoh 5496 & 
19 Jh erhu vgen 10584 & 
20 Jh jkelsod dqehZ 8596 & 
21 Jh gksfjyflag ;kno 7349 & 
22 Jh vkj-,l-drjksfy;k 6910 & 
23 Jh ;ksxsUnz [kksdys 7349 & 
24 Jh jTtw izlkn Bkdqj 5138 & 
25 Jh ds-ds-frokjh 6585 & 
26 Jh izgyknflag Bkdqj 8845 & 
27 Jh ukjk;.k izlkn lDlSuk 8368 & 
28 Jh ghjkyky fiiyksfn;k 10435 & 
29 Jh xksfcUn flag ;kno 9441 & 
30 Jh euksgjflag jktiwr 8646 & 
31 Jh ,p-,u-mik/;k; 9641 & 
32 Jh ,u-,l-lksyadh 6056 & 
33 Jh 'kehe vgen 5843 & 
34 Jh czteksgu frokjh 5399 & 
35 Jh jkepj.k  5478 & 
36 Jh y{e.kflag 5073 & 
37 Jh ds'kjflag 5040 & 
38 Jhefr ljLorhckbZ  4596 & 
39 Jh dqesjflag 5168 & 
40 Jh eksguyky 6027 & 
41 Jh 'kelq}hu 5605 & 
42 Jh nksyrflag 5605 & 
43 Jh jkeopu 5366 & 
44 Jh guhQ [kku 5605 & 
45 Jh /kujkt 5040 & 
46 Jh mejkoflag 5040 & 
47 Jh vQtky 4977 & 
48 Jhefr mfeZykckbZ 4500 & 
49 Jh jkepUnz jsdokj 4947 & 
50 Jh ?kU';kenkl 5899 & 
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11. Annual Budget allocation and Expenditure  statements ( to be linked 

with treasury  Data  Bank) U/ S 4.1 (b) (xi)  

 
S No Budget head  Name of 

work 

year  Allocation  Expenditure 

1 2029/1472 osru] o dk;kZy; 
O;; 

2005-06 1144000 602002 

2 2029/6846 -"- 2005-06 1688000 1153978 

3 2029/2503 -"- 2005-06 503000 233969 

4 2029/2196 -"- 2005-06 1266000 626638 

 

12. Programmme and beneficiaries  U/ S 4.1 (b) (xii)  

A.   List of the programme ( in electronic form)  
  1- v-tk-@v-t-tk ds Hkwfeghu fgrxzkfg;ksa dks d`f"k Hkwfe dz; djus gsrq vuqnkuA 
  2- Hkwfeghu d`"kdksa ds iV~Vsnkjksa dh tkudkjhA 

B.   Norms for selection of the beneficiary ( Original text of the circular to be given in 

 electronic form) 

 1.  v-tk-@v-t-tk ds Hkwfeghu fgrxzkfg;ksa dks d`f"k Hkwfe dz; djus gsrq fgrxzkfg;ksa dh ik=rk dk p;u  
    rglhynkj }kjk fd;k tkrk gS] p;fur fgrxzkfg;ksa dks #i;s 75000@& izfr gsDVj ds eku ls ,d gsDVj       
    rd Hkwfe dz; gsrq dysDVj dh Lohd`fr mijkar rglhynkj dzsrk }kjk iath;u gksus ij gh Hkqxrku fd;k     
    tkrk gS] tks iath;u 'kqYd ls eqDr gSA orZeku esa 'kklu }kjk vuqnku forj.k gsrq izfrcaf/kr gSA 
 2- Hkwfeghu d`"kdksa ds iV~Vsnkjksa dh tkudkjhA 

c. Detailed Information  

S No  Name of the  

Programme  

Administrative 

Department 

Year  Amt. 

Allocated 

No. of 

beneficiaries 

1 v-tk-@v-t-tk ds 
Hkwfeghu fgrxzkfg;ksa dks 
d`f"k Hkwfe dz; djus gsrq 
vuqnkuA 
 

jktLo 
foHkkx@vk-Hkw-v-,oa 
cUnksoLr e-iz-
Xokfy;jA 

2005-06 4000000/- fdz;kUo;u ij 
'kklu ls jksd gS 

2 vuq-tkfr@vuq-t-tkfr o 
vU; dks forfjr iV~Vks 
dh tkudkjh 

jktLo 
foHkkx@vk-Hkw-v-,oa 
cUnksoLr e-iz-
Xokfy;jA 

- - 1-v-tk- &  4147 
2-v-t-tk- &8533 
3-vU; &   2946 
  ;ksx%&   ;ksx%&   ;ksx%&   ;ksx%&  15626 15626 15626 15626    

13.  List of the recipients and nature of the concession  U/S 4.1 

(b) (xiii)  
S No Nature of 

concession  

Name  Address Year  Kind of 

support  

Approximate 

value of 

Concession 

- - - - - - - 

- - - - - - - 

 

14. Information available in the office ( Linked with Item 6)   

U/S 4.1 (b) (xiv)  
S No Categories  Hard Copy Electronic Form 

- - - - 
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15. Facility  available  ( Library, public counter etc) to citizen 

for information  U/S 4.1 (b) (xv)  

 
S No Facility Name of In 

charge 

Duration of 

opening ( time to 

be given) 

Contact No. 

Telephone No. 

- - - - - 

 

16. Information about the PIO / Designation / Working 

experiences  U/S 4.1 (b) (xvi)  
� Name  Jhefr 'khyk ns'kik.Ms  
� Designation   fMIVh dysDVj ¼yksd lwpuk vf/kdkjh½ 
� Tel. No.         226856 

� e mail address   

� Place of Work and address  dk;kZy; dysDVz~sV ftyk lhgksj 
� contact hours for public  dk;kZy;hu le; 

 

17.Any other information in Citizen related facilities  U/S 4.1 (b) 

(xvii)-NIL 


