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��� B.Functions and duties of each unit of the Office (1 to 2 page)�
S.No.  Unit / Section Functions performed 
1 �������	� +���/	�


�����������	� +���/	�

�����������	� +���/	�����

�����������	�)1
��2�"+2�3� ��

��
���������� ��#��
��	�� %��
�� 	6����� ��&
	�� 	6���
��� �/���	��
�� 	6����� ��&
	�� 	6��
!�&
��#�
�� ��#8�� �
�
�9��%:��8�&�&�2��

2 
����
�� �	� �������8�%:��

�8� �����
���
3 ��&���� �
�
���� �
)��	��%:��

�8����;�&��������+�+2���&	� �3#��+2��	6�8�

���%:��
8�
"
��#�8�&
��#�
�� ��#8�
4 �������� ��
������ ���� ������&	� �3#��+2��	6�8��<
&7�����
�� 	6���+�+2���� ��#�
5 
����� � �������	8�
�����������	�� ��	�� %��0����������


�� 	6����� ���+2��	6��
6 	�� %��&
	�'�� �� ���;�&��������+�+2���� ��#��
7 
)��	�� ���;�&��������+�+2���� ��#�
8 ����;� ��� � ������� ���#������3�� �� ���+2��	6��
9 �� ���� �� ����&	� �3#��+2��	6��
10 �������� � ���#���%)�� �
	�&
�+=6�8�&
��#�
��+�+2���� ��#�
�
�
�
���� 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 >�� ��0����" �	�

� ������
�������	� +���/	� ,$$?�+ DA 	�� %��


�� 	6�8� �/���	��

�� 	6����� ��
&
	�� 	6�8�

���������
� ��#8� �
�
�
9��%:��8�
���;�&�������� ��
	��	����8�&
��#�
�
� ��#��

2 >�� ��0��
���
&�+��
	�@�/	�


�����������	�
 +���/	�A 2�"+2�3� ��

,,$?�+ DA� ���������A A ����������������

3 >���������@�� "	� 
�����������	�
 +���/	�

!$??�+ DA� ���������A A ����������������

�
�
�
�
�
�
�
�
�



��� Desicion Making process in graphic form (One page) U/S 4.1 
(b)(iii)�

Initiating the File 
Dealing staff And 
the section  

Channels Officers 
handling the file at 
each level 

Decision making authority 

���	�� %��
�� 	6��
���
)��	��%:��

��
���%:��

����� ����


����� �
������� �
�
���A �
�������	�

����
�� �	�

�������	8
�����������	��
�
"&���������&2�� �	���
�������	�

Supervisory 
Authority  

�
"&���������&2�� �	�8� +���/	�

Officer to whom 
accountable 

�
"&���������&2�� �	�8� +���/	�

 
4- A) Time norm, if decided by the organisation.U/S 4.1(b)(iv) &�&)�
���)#	��
"��	�
 
 B) Quality Norms, if decided by the organisation.       

&�&)�
���)#	��
"��	�

 
 C) Quantity target, for the office work to be done in the year. 

&�&)�
���)#	��
"��	�
�
5- List of Acts, Rules, Regulations Manuals, Circulars related with the 

functioning of office constituting the organization. (Original text to be given 
in electronic form) U/S 4.1 (b)(v) 

 
Acts ������� �	�
��
��� �������� ����
��
��� �����
������
��
��� �������

��������� ��	���������� 
�������������
�
Rules  ������������� � !"��������

 
Regulations 
 
Manuals  ���# 
�� !�$��� ������ !�$��   
 
Circulars  ��� �	��$��� �����%� 
���!���$��� �����%�

 
 
 
 
 
 
 
 
 



6- Statement of various categories of documents held by it or under its 
control U/S 4.1 (b)(vi) 
S.No. Name of 

Document 
Kind of 
Document 
like Microfilm, 
Register, 
Books, 
Diskette etc. 

Nature and 
Content of 
Document 

Duration of 
Records 

1. 	�� %�����������
��;�8���	�8
B�����

���������� ��;�8���	�8
B���� �.-�;-!����
��# �
�
�??!;?$�� �

2. 	�� %��
�� 	6�� ��������� 
�� 	6�� �??!;?$�

 
7- I. Structure of consultative committees in which public 

representatives are members including     ����� �
• Name of the Committee 
• Copy of the Orders/Circulars for formation 
• Functions  
• Members 
• Duties and responsibilities 
• Accessibility of minutes for public U/S 4.1 (b)(vii) 

II.  Proceedings, Minutes of the Meetings (copy to be made available and be 
given in the electronic form with hypertext link)    ����� �
 

8- I. Name of the Board, Council, Committees ect. including members 
and their qualifications.(Original text to be given in electronic form) U/S4.1 
(b) (viii)     ����� �  

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

Qualifications 

    
 
II. Order of the formation..     ����� �
  (Original text to be given in electronic form and to be hyper linked) 
 
III. Charter/Memorandum of Articles of Association. &
	+� �

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

(Original text to be given in electronic form and be hyperlinked)  
 
V. Whether open to public or not    ����� �
 
VI. Availability of the proceedings/minutes of the last meetings (Original 

text to be given chronologically in electronic form and to be hyperlinked)  
�
�
�
�



.�� 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 
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'� >�� ��0��
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'()*(+���,�# 
�

(� >���������@�� "	� 
�����������	�
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)� >���&
���" �	�
>���%���

�������3;�D����� ���#��E� �
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&)� 
$1
����2���3� 4�� �������3;�D����� ���#��E� �
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� 
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	 �	� 
)��	�� �

+*� >��&�����	������+���� 
)��	�� �

+&� >��
�
�	� ����	�� 
)��	�� �

+'� >��&���
���2��"��#� 
)��	�� �

+(� >����+������3���� 
)��	�� �

+.� >��&��� &�+�����)�� 
)��	�� �

+)� >��K�
��� �
	 �	� 
)��	�� �

++� >����� 
�� ����>���%��� 
)��	�� �

+/� >���+���G��K��&)��� 
)��	�� �

+0� >��
��	&�+����/��
� 
)��	�� �

+-� >�� �����+������� 
)��	�� �

/*� >��	� �������	��� 
)��	�� �

/&� >��
�� ��+� 	�
)��� 
)��	�� �

/'� >�� �+�������	�	� 
)��	�� �

/(� >��&
��#�	� � ���
�� 
)��	�� �

/.� >����F�������#�+���� 
)��	�� �

/)� >��	� � ����&3#���	� 
)��	�� �

/+� >�����"	� �9���� 
)��	�� �

//� >������	� �
	 �	� 
)��	�� �

/0� >�� 
���	� ���&���	�� 
)��	�� �

/-� >��
"
 �+����/��
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)��	�� �



0*� >����	��+�����
�� 
)��	�� �

0&� >�� �����>���%7�� 
)��	�� �

0'� >��&�G6�"�
�@� � 
)��	�� �

0(� >���L#�� ���< �����+� 
)��	�� �

0.� >��&�	2��	�� �����/3� 
)��	�� �

0)� >�����	:��� ������ 
)��	�� �

0+� >��	�2����� �I� �#� 
)��	�� �

0/� >���������+� 
)��	�� �

00� >�� 
���	� �����/2�	�� 
)��	�� �

0-� >��K�
��� � �/3� 
)��	�� �

-*� >�����"����2������ 
)��	�� �

-&� >���/�����+��
�)���	� 
)��	�� �

-'� >��
�� �"���
�)���	� 
)��	�� �

-(� >��C� �����+� 
)��	�� �

-.� >��I�+� 	� ���;M��� �  ���	� �

-)� >�������
����& >�� ��(7�� �

-+� >��	� �+���	�@�/	� ��(7�� �

-/� >��&� 	
 ��������	� ��(7�� �

-0� >��	� 
��� ��(7�� �

--� >����"��
���+� 	�������	� ��(7�� �

&**� >���0�/��� ��� ��(7�� �

&*&� >�� ���
���� ������ ��(7�� �

&*'� >������2�	��������� ��(7�� �

&*(� >��� ���	� � ��(7�� �

&*.� >��	�2����� ��)� ��	�� ��(7�� �

&*)� >���"2��	�	��� ��(7�� �

&*+� >��M��	� � ��(7�� �

&*/� >�� �
���� ��� ��(7�� �

&*0� >� &��������L#� ��(7�� �

&*-� >� &������#��L#� ��(7�� �

 
10- Monthly remuneration and compensation (to be linked with treasury Data 

Bank) U/S 4.1 (b)(x) 
S.No. Name Remuneration Compensation 
&� >�� ��0����" �	�� ������ ,$$?�+ DA �

'� >�� ��0��
���
&�+��	�@�/	� ,,$?�+ DA� �

(� >���������@�� "	� !$??�+ DA� �

.� >��
"	
 �������
�� ,�-$�+ DA� �

)� >���&
���" �	�>���%��� ,��$�+ DA� �

+� >��
"FG���7� ����3H�� $$??�+ DA� �

/� >�������	:��I� �#� !.??�+ DA� �

0� >������������#� !$??�+ DA� �

-� >��C� �C
���+�
�� $!??�+ DA� �



&*� >� &�� +������ /
� !,�?�+ DA� �

&&� >�� ��0����" �	���)J)� !$!?�+ DA� �

&'� >����� 
�� ����>���%��� �4??�+ DA� �

&(� >����	�0����" �	�� ��3H�� �-�$�+ DA� �

&.� >� &���

��&�2����� �$-$�+ DA� �

&)� 
$1
����2���3� 4�� �$??�+ DA� �

&+� 1
����
��� 2�������	�� �$??�+ DA� �

&/� >��
���6��� " �	�
��	�� ��??�+ DA� �

&0� >��I�� ��" �	���/3H� �?$?�+ DA� �

&-� >��&
������ " ���� �?$?�+ DA� �

'*� >��	�� ����� " �	�
+��	� �$??�+ DA� �

'&� >����	�0��&�+����/��
� �$??�+ DA� �

''� >��&�
����� " �	�
+��	� �$??�+ DA� �

'(� >�� ������ " �	��"1��� �$??�+ DA� �

'.� >����	���" �	����&���� �$??�+ DA� �

')� >�� 
��� ����
�� �-!?�+ DA� �

'+� >����
��&�+��	���� �-!?�+ DA� �

'/� >�� �����������	� �-!?�+ DA� �

'0� >����/	�������#�� �-!?�+ DA� �

'-� >��
	�&'�����/��
� �-!?�+ DA� �

(*� >���"	����+����)�	�� �-!?�+ DA� �

(&� >���+�	�� ��)�&	��� �-!?�+ DA� �

('� >��&
&�
��)��
��� �4�?�+ DA� �

((� >��	�� ����
�
�� �4�?�+ DA� �

(.� >�� ������F�
�� �4�?�+ DA� �

()� >���'����" �	�I�"B��� �4�?�+ DA� �

(+� �"����	���	���� �4�?�+ DA� �

(/� >�� �+�"�����/	���� �4�?�+ DA� �

(0� >��&���
�������	� �.4?�+ DA� �

(-� >��� ���	���+� �.4?�+ DA� �

.*� >���+��	� �
�� �
&�� �.4?�+ DA� �

.&� >��I�+� 	&�+����/��
� �.4?�+ DA� �

.'� >����� 
�� ����2��� 3H� �.4?�+ DA� �

.(� >��&���
����
�� �.4?�+ DA� �

..� >��&���
�	��6��&��� �� �� �.4?�+ DA� �

.)� >��	&�0�����	�� �.4?�+ DA� �

.+� >�������0��&�+��&����&���� �.4?�+ DA� �

./� >��
���6��9���� �.4?�+ DA� �

.0� >��
������
�)���	� �.4?�+ DA� �

.-� >����&�+����� 	� �.4?�+ DA� �

)*� >�� �����
�)���	� �.4?�+ DA� �

)&� >��	� ���
���
�)���	� �.4?�+ DA� �

)'� >���(G6�
��&�+���+������ �.4?�+ DA� �



)(� >��&���
����
�)���	� !?,?�+ DA� �

).� >��&�����+� 	����
�� !?,?�+ DA� �

))� >�� �+��������/��
� !?,?�+ DA� �

)+� >��	�� ����	�@�/	� !?,?�+ DA� �

)/� >�������	:��
�63�� !�!?�+ DA� �

)0� >��
�� �+���� &
��� !�!?�+ DA� �

)-� >���"���G��
	 �	� !�!?�+ DA� �

+*� >��&�����	������+���� !$!?�+ DA� �

+&� >��
�
�	� ����	�� !4??�+ DA� �

+'� >��&���
���2��"��#� !�??�+ DA� �

+(� >����+������3���� !�??�+ DA� �

+.� >��&��� &�+�����)�� !�??�+ DA� �

+)� >��K�
��� �
	 �	� !�??�+ DA� �

++� >����� 
�� ����
>���%���

!!??�+ DA� �

+/� >���+���G��K��&)��� !!??�+ DA� �

+0� >��
��	&�+����/��
� !!??�+ DA� �

+-� >�� �����+������� !!??�+ DA� �

/*� >��	� �������	��� !$??�+ DA� �

/&� >��
�� ��+� 	�
)��� !-??�+ DA� �

/'� >�� �+�������	�	� !-??�+ DA� �

/(� >��&
��#�	� � ���
�� !-??�+ DA� �

/.� >����F�������#�+���� !-??�+ DA� �
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11- Annual Budget allocation and Expenditure statement (to be linked with 

treasury Data Bank) U/S 4.1 (b)(xi) 
S.No. Budget Head Name of Work Year  Allocation Expenditure 
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12- Programmes and beneficiaries U/S 4.1 (b)(xii) 
  
 A -List of the programmes (in electronic form) 
 

B- Norms for selection of the beneficiary (original text of the circular to be given 
in electronic form) 

��� 	�� %��
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 C Detailed Information 
S.No. Name of the 

Programme 
Administrative 
Department 

Year  Amt. 
Allocated 

No. of 
Beneficiaries 
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&(9� List of the recipients and nature of 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 (link 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 

Incharge 
Duration of 
opening (time 
to be given) 

Contact No. 
Telephone No. 
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16- Information about the PIO/Designation/Working experience U/S 4.1 

(b)(xvi) 
 
Name     1
��� !���� $����� � "�
�
Designation    ��

��������
�B� 
Tel. No.     235036 
e-mail address      & 
Place of Work and Address   ��

� �� ����������
�B� 
Contact hours for public    ����C&*9(*�
 �
����)9(*��� �

 
17- Any other information in citizen related facilities U/S 4/1 (b)(xvii) 
 

 
 
 


