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

S.No.  Unit / Section Functions performed 
�� YXTIR+NN[K��YI�NGNMK��

UJOK\QNM�[MNV%��
YIUIM'U�UJOK\QNM�
NNH[��
XN�F�UJOK\QNM�[MNV%�

��L]¦NNOGK��GN�=��
��MNW/R�L]GM�NNV�GN�IXMNGM�N��
��4N6WQNMK�L]GM�NNV�GN�IXMNGM�N�
��IXRN=SX�GN�=@�GNXZX�2�R/)NN@�IRIR�N�

�� XN�F�XNWKM� ��\V>NN@�/)NNLXN@�HN\>NNXN��
�� YNI4O�GNXZX[NV� �L9RNMK�/)NNLXN@�+NZ	YI+N\V>N�ODFD�NK�IMGN0=�OD�NNM�N@�

QVR/)NNX@�LTXRN=O@�IXRN=SX�GN�=@�
�� ROZ\�FNGK�XRKO�UGNFK� ROZ\K�IMGN0=�OD�NNM�N@�UGNFK�IMGN0=�OD�NNM�N�
�� L]RNSG� YXTIR+NN[K��YI�NGNMK�UJOK\QNM@�XN�F�UJOK\QNM�

GV�MNW/R�8�N�N\��GV�L]GM�NNV�GN�OD�NNM�N�
�� MNW/R�IXMK^NG�� +NZ	YI+N\V>N�ODFD�NK�GN�=��
�� L9RNMK� +NZ	YI+N\V>N�ODFD�NK�GN�=�
�� YNRG	WNRG� YXTIR+NN[K��YI�NGNMK�GN�N=\��R�UJOK\�GN�N=\��

GK�0NG�GN�OD�NNM�N�
�
���� 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 
�� -K��O�OK�LM/UV� YXTIR+NN[K��

YI�NGNMK�[MNV%��
� MNW/R�

L]GM�N@4N6WQNMK�
L]GM�NNV�GN�
IXMNGM�N@�
L]¦NNOGK��
GN�=@GNXZX�
2�R/)NN@�
+NZ	YI+N\V>N�GN�
M>NM>NNR@�IXRN=SX�
GN�=��

�� OT-K�WNXGK��NQR� UJOK\QNM�[MNV%� � ===//=== 
�� -K�L]GN¦N�G/FV� YIUIM'U�

UJOK\QNM�
NNH[��
� ===//=== 

�� -K�YN\NVG�ONVXK� XN�F�UJOK\QNM�
[MNV%�

� ===//=== 

�
��� 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 

���MNW/R�L]GM�N�
�
���L9RNMK�/)NNLXN�
�
���/)NNLXN�YRGN¦N�

L]RNSG�
�
YN4KO�GNXZX[NV#�
UJOK\QNM�
�
XN�F�XNWKM�

YXTIR+NN[K��YI�NGNMK@UJOK\QNM@YIU��
UJOK\QNM@�
XN�F�UJOK\QNM��
YXTIR+NN[K��YI�NGNMK��
�
UJOK\QNM�

Supervisory 
Authority  

YXTIR+NN[K��YI�NGNMK@�[MNV%�
�

Officer to whom 
accountable 

YXTIR+NN[K��YI�NGNMK@�[MNV%��
�



��� A) Time norm, if decided by the organisation.U/S 4.1(b)(iv)�IOI9WX�
SN9=M�YXTONM�

� %) Quality Norms, if decided by the organisation.      IOI9WX�SN9=M�
YXTONM�

 C) Quantity target, for the office work to be done in the year�IOI9WX�
SN9=M�YXTONM�

 
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� +NZ	MNW/R�ODJKUN@�Q�0�L]IG]�N�ODJKUN@�+NNMUK��Q�0�ODJKUN@�LDSN�U�YI�NIX�H@�IXRN=SX�

IX�H@�ON^��YI�NIX�H@�
Rules�HZ\+NZU�IX�H@LV8�NX�IX�H�
Regulations 
Manuals YNI4O�HV8�TY\@�MNJU�HV8�TY\��
Circular V�MNW/R�LT/UG�LIML @�ONHN8��LT/UG�LIML  
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 

��� MNW/R�Y+NK\V>N�
FK	�@>NOMN@X'¦NN���

Y+NK\V>N�� FK	�@>NOMN@X'¦NN� ����	���OV�
RU=HNX�
����	��UG�

��� MNW/R�L]GM�N� Y+NK\V>N� L]GM�N� ����	���
� � � � �
� � � � �
� � � � �

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

• 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)
 fujad 

 
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 

� IXMDG�   
� � � �
� � � �
� � � �
�
,,� Order of the formation..  IXMDG 
(Original text to be given in electronic form and to be hyper linked) 
 
III. Charter/Memorandum of Articles of Association.� IXMDG 
(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    IXMDG 
 
VI. Availability of the proceedings/minutes of the last meetings 
(Original text to be given chronologically in electronic form and to be 
hyperlinked)  
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. -K��O�OK�LM/UV� YXTIR+NN[K��YI�NGNMK�
[MNV%�� 238101 

2. OT-K�WNXGK��NQR� UJOK\QNM�[MNV%� 238092 
3. -K�L]GN¦N�G/FV� YIUIM'U�UJOK\QNM�


NNH[�� 204113 

4. -K�YN\NVG�ONVXK� XN�F�UJOK\QNM�[MNV%� 238092,238207 
5. -K�
NN8UK\N\�FN[NVMK�N� OJN�[]V0	�ÑYXT��GN�N=��Ð�  
6. -K�I¦NRXNMN��N�
NHN=� OJN�[]V0	�ÑYXT��GN�N=��Ð� �
7. -K�HTFNMKG�JTO6X� OJN�[]V0	�ÑYXT��GN�N=��Ð� �
8. -K�FNFT�>NNX� RNJX�SN\NGÑYXT��GN�N=��

Ð�
�

9. -K��O��X��LTMNVJKU� OJN�[]V0	�ÑUJ��GN�N=��Ð� �
10. -K�IQLV8Q]�RHN=� OJN�[]V0	�ÑUJ��GN�N=��Ð� �
11. -K�IQRNGM�PLN��N�� OJN�[]V0	�ÑUJ��GN�N=��Ð� �
12. -K�GV��\�G9NMK�N� OJN�[]V0	�ÑUJ��GN�N=��Ð� �
13. -K��H��\�HN\K� OJN�[]V0	�ÑUJ��GN�N=��Ð� �
14. -K�XMV8Q]�
NHN=�� OJN�[]V0	�ÑUJ��GN�N=��Ð� �
15. -K�FN\TMNH�FTW� OJN�[]V0	�ÑUJ��GN�N=��Ð� �
16. -K�HJV8Q]IOJ�%NGMV� OJN�[]V0	�ÑUJ��GN�N=��Ð� �
17. -K�XN�\N\�+NK\� OJN�[]V0	�ÑUJ��GN�N=��Ð� �
18. -K�MNH[NVLN\�HVJM� MNW/R�IXMK^NG�[MNV%� �
19. -K�
N(+NTIOJ�IOONVIQ�N� MNW/R�IXMK^NG�FNVI\�N� �
20. -K�IQLG�LN�0V� MNW/R�IXMK^NG�
NNH[�� �
21. -K�HNVJX�WN[0V� L9RNMK� �



22. -K�[�NV¦NMNH�LMHNM� L9RNMK� �
23. -K�GH\V¦N�>NMN0K� L9RNMK� �
24. -K�YN5HNMNH�SN6�NMK� L9RNMK� �
25. -K�L8XN\N\�1NFMK�N� L9RNMK� �
26. -K�RNMKO�HNVJ(HQ�� L9RNMK� �
27. -K�O6�Q�JTO6X�� L9RNMK� �
28. -K�MNGV¦N�SN6JNX� L9RNMK� �
29. -K�+NN[KM)N�SN6JNX� L9RNMK� �
30. -K�¦�NHOT8QM�-KRM/UR�� L9RNMK� �
31. -K�HJV¦N�OIRUN� L9RNMK� �
32. -K�MNH[NVLN\�HN\K�� L9RNMK� �
33. -K�H�NK¦NDGM�WNV¦NK� L9RNMK� �
34. -K�GTDWIFJNMK�RHN=� L9RNMK� �
35. -K�E8QMH\�MN%N6M�� L9RNMK� �
36. -K�IWUV8Q]IODJ�SN6JNX�� L9RNMK� �
37. -K�IQXV¦N�ON6\DGK� L9RNMK� �
38. -K�OT8QM\N\�HN\RK�� L9RNMK� �
39. -K�FN\NMNH�WN[0V� L9RNMK� �
40. -K�HT¦UNG��JHQ� L9RNMK� �
41. -K�MHV¦NS8Q]�+N9XN[M� L9RNMK� �
42. -K�HNVJX\N\�[NV0� L9RNMK� �
43. -K�XMV¦N�IFR\GM� L9RNMK� �
44. -K�QVRV8Q]�-KRN/UR� L9RNMK� �
45. -K�IWUV8Q]�MN%N6M�� L9RNMK� �
46. -K�MNHIODJ�IOONVIQ�N� L9RNMK� �
47. -K�W[IQ¦N�[T,UN� L9RNMK� �
48. -K�FD¦NK\N\�FNVMNXN� L9RNMK� �
49. -K�I¦NRMNH�HVJM� L9RNMK� �
50. -K�YW���NTRV=�� L9RNMK� �
51. -K�\N\S8Q�
NVMLTMK�N� L9RNMK� �
52. -K�4Z\S8Q�MV9RN� L9RNMK� �
53. -K�MNHL]UNL�HVJUN� L9RNMK� �
54. -K�MNHL]ONQ�EMRNM� L9RNMK� �
55. -K�+NDRM\N\�ON<RK� L9RNMK� �
56. -K�MNGV¦N�[RMK�N� L9RNMK� �
57. -K�YNI¦N�N�SN6MI0�N� L9RNMK� �
58. -K��JHQXZM�H8OZMK� L9RNMK� �
59. -K�PHN¦NDGM�\NVRD¦NK� L9RNMK� �
60. -K�HTGV¦N�LDRNM�� L9RNMK� �
61. -K�GH\V¦N�H�0GMK�N� L9RNMK� �
62. -K�F[QKMNH��NNG0� L9RNMK� �
63. -K�OT+NNX�H8OTMK� L9RNMK� �
64. -K�G6\N¦N�OT�=RD¦NK� L9RNMK� �
65. -K�LTMN\N\�IURNMK� WHNQNM� �
66. -K�MNH[NVLN\�2�NO� +NC5�� �
67. -K�[NVLN\�L]WNLUK� +NC5�� �
68. -K�FNFT\N\�LDRNM� +NC5�� �
69. -K�FN\NMNH�;RN\N� +NC5�� �



70. -K�WT[\IG¦NNVM�ONVXK� +NC5�� �
71. -K�+NV�\N\�[VJ\NVU� +NC5�� �
72. -K�QVRK\N\�>NMN0K� +NC5�� �
73. -K�FQ]K\N\�WN9R� +NC5�� �
74. -K�+NV�\N\�F0VMN� +NC5�� �
75. -K�MNWZ�SN6JNX� +NC5�� �
76. -K�HXNVW�HNV�\� +NC5�� �
77. -K�MUX\N\�;RN\N� +NC5�� �
78. -K��O�GV��LTMNVJKU� +NC5��ÑYXT��GN�N=��Ð� �
79. -K�+NV�\N\�[HVUK�N� +NC5��ÑYXT��GN�N=��Ð� �
 
 
10- Monthly remuneration and compensation (to be linked with 
treasury Data Bank) U/S 4.1 (b)(x) 

S.No. Name Remuneration Compensation 
1. -K��O�OK�LM/UV� 12826/- �
2. OT-K�WNXGK��NQR�  9881/- �
3. -K�L]GN¦N�G/FV� 10592/- �
4. -K�YN\NVG�ONVXK�  8138/- �
5. -K�
NN8UK\N\�

FN[NVMK�N�  7130/- �
6. -K�I¦NRXNMN��N�
NHN=�  8190/- �
7. -K�HTFNMKG�JTO6X�  7560/- �
8. -K�FNFT�>NNX�  6647/- �
9. -K��O��X��LTMNVJKU�  8060/- �
10. -K�IQLV8Q]�RHN=�  6930/- �
11. -K�IQRNGM�PLN��N��  8083/- �
12. -K�GV��\�G9NMK�N�  4854/- �
13. -K��H��\�HN\K�  6103/- �
14. -K�XMV8Q]�
NHN=��  5865/- �
15. -K�FN\TMNH�FTW�  5076/- �
16. -K�HJV8Q]IOJ�%NGMV�  4804/- �
17. -K�XN�\N\�+NK\�  4971/- �
18. -K�MNH[NVLN\�HVJM� +NZ	YI+N\V>N�GN�N=��

H8QON6M�OV�RVUX�
YNJIMU���

�

19. -K�
N(+NTIOJ�IOONVIQ�N� �+NZ	YI+N\V>N�GN�N=��
H8QON6M�OV�RVUX�
YNJIMU�

�

20. -K�QKLG�LN�0V� �+NZ	YI+N\V>N�GN�N=��
H8QON6M�OV�RVUX�
YNJIMU�

�

21. -K�HNVJX�WN[0V�  7387/- �
22. -K�[�NV¦NMNH�LMHNM�  7861/- �
23. -K�GH\V¦N�>NMN0K�  5812/- �
24. -K�YN5HNMNH�SN6�NMK�  8175/- �
25. -K�L8XN\N\�1NFMK�N�  7230/- �
26. -K�RNMKO�HNVJ(HQ��  5936/- �
27. -K�O6�Q�JTO6X��  6946/- �
28. -K�MNGV¦N�SN6JNX�  5812/- �



29. -K�+NN[KM)N�SN6JNX�  6819/- �
30. -K�¦�NHOT8QM�

-KRN/UR��  7387/- �
31. -K�HJV¦N�OIRUN�  6065/- �
32. -K�MNH[NVLN\�HN\K��  8647/- �
33. -K�H�NK¦NDGM�WNV¦NK�  8647/- �
34. -K�GTDWIFJNMK�RHN=�  7230/- �
35. -K�E8QMH\�MN%N6M��  8568/- �
36. -K�IWUV8Q]IODJ�SN6JNX��  5812/- �
37. -K�IQXV¦N�ON6\DGK�  6775/-  �
38. -K�OT8QM\N\�HN\RK��  8017/- �
39. -K�FN\NMNH�WN[0V�  6442/- �
40. -K�HT¦UNG��JHQ�  8175/- �
41. -K�MHV¦NS8Q]�+N9XN[M�  7702/- �
42. -K�HNVJX\N\�[NV0�  8472/- �
43. -K�XMV¦N�IFR\GM�  6991/- �
44. -K�QVRV8Q]�-KRN/UR�  6442/- �
45. -K�IWUV8Q]�MN%N6M��  5812/- �
46. -K�MNHIODJ�IOONVIQ�N�  6568/- �
47. -K�W[IQ¦N�[T,UN�  6568/- �
48. -K�FD¦NK\N\�FNVMNXN�  6316/- �
49. -K�I¦NRMNH�HVJM�  8017/- �
50. -K�YW���NTRV=��  6442/- �
51. -K�\N\S8Q�
NVMLTMK�N�  6915/- �
52. -K�4Z\S8Q�MV9RN�  6568/- �
53. -K�MNHL]UNL�HVJUN�  8175/- �
54. -K�MNHL]ONQ�EMRNM�  5936/- �
55. -K�+NDRM\N\�ON<RK�  8017/- �
56. -K�MNGV¦N�[RMK�N�  6316/- �
57. -K�YNI¦N�N�SN6MI0�N�  5936/- �
58. -K��JHQXZM�H8OZMK�  7387/- �
59. -K�PHN¦NDGM�\NVRD¦NK�  7545/- �
60. -K�HTGV¦N�LDRNM��  6568/- �
61. -K�GH\V¦N�H�0GMK�N�  5936/- �
62. -K�F[QKMNH��NNG0�  5936/- �
63. -K�OT+NNX�H8OTMK�  8175/- �
64. -K�G6\N¦N�OT�=RD¦NK�  7230/- �
65. -K�LTMN\N\�IURNMK�  5685/- �
66. -K�MNH[NVLN\�2�NO�  5686/- �
67. -K�[NVLN\�L]WNLUK�  5574/- �
68. -K�FNFT\N\�LDRNM�  4929/-  �
69. -K�FN\NMNH�;RN\N�  5464/- �
70. -K�WT[\IG¦NNVM�ONVXK�  5378/- �
71. -K�+NV�\N\�[VJ\NVU�  5416/- �
72. -K�QVRK\N\�>NMN0K�  5031/- �
73. -K�FQ]K\N\�WN9R�  4787/- �
74. -K�+NV�\N\�F0VMN�  4787/- �
75. -K�MNWZ�SN6JNX�  4197/- �



76. -K�HXNVW�HNV�\�  3983/- �
77. -K�MUX\N\�;RN\N�  3175/- �
78. -K��O�GV��LTMNVJKU�  5215/- �
79. -K�+NV�\N\�[HVUK�N�  4976/- �
�

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 

      
� � � � � �
� � � � � �
�
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) 

1. MNW/R�LT/UG�LIML �GI�0GN��	��
2. HT>�HD K�OJN�UN�GNV�N�� �

� &�Detailed Information 

S.No. Name of 
the 
Programme 

Administrative 
Department 

Year  Amt. 
Allocated 

No. of 
Beneficiaries 

      
      
 
13- List of the recipients and nature of concession U/S 4.1 (b)(xiii) 
fujad 

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 
��� FK	�@>NOMN� PL\&�N� PL\&�N�
��� X'¦NN� PL\&�N� YXTPL\&�N�
��� /)NNLXN� PL\&�N� YXTPL\&�N�
�
���� 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. 

��� IMGN0=��H�#�
YNI4O�GNXZX[NV�

NN>NN�

-K��O��X��LTMNVJKU� L]NU�������OV�ON�D�
�����UG�

�������

��� XN�F�XNIWM�#�
L]IUI\LK�
NN>NN�

-K�IQRNGM�
PLN��N��

L]NU�������OV�ON�D�
�����UG�

�������



L]IUI\LK�
NN>NN� PLN��N�� �����UG�
��� G(,�Z9M�
NN>NN� -K�MNGV¦N�SN6JNX�

�RD�-K�IWUV8Q]IODJ�
SN6JNX�

L]NU�������OV�ON�D�
�����UG�

�������

 
16- Information about the PIO/Designation/Working experience U/S 
4.1 (b)(xvi) 

• Name� � � � OT-K�WNXGK��NQR�
• Designation� � � UJOK\QNM�[MNV%�
• Tel. No.� � � � �������
• e-mail address�� � garothtehsil@rediffmail.com��
• Place of Work and Address��UJOK\�GN�N=\��[MNV%�
• Contact hours for public� L]NU�������OV�ON�D������UG�

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

�


