
 

 
 

dk;kZy; ftyk izkS<+ f'k{kk vf/kdkjh] gks'kaxkckn 
 

ftyk izkS<+ f'k{kk vf/kdkjh 
 
 
 

lgk;d xzsM & 3 
 
 

1. B.  dk;kZy; dh bdkbZ ds drZO; ,o dk;Z 
  

 1. LFkkiuk 'kk[kk %& dk;kZy; ds deZpkfj;ksa ,oa vf/kdkjh ds lsok vfHkys[kksa  
    dk fu;ekuqlkj la/kkj.k ,oa vU; LFkkiuk ls lacaf/kr dk;Z 

 2. ys[kk 'kk[kk %& ekfld O;; i=d rS;kj djuk dk;kZy; esa dk;Zjr 
    deZpkfj;ksa ds osruns;d rS;kj djuk ,oa ys[kk laca/kh vU; 
     dk;Z 

2. Work distribution order of each officer can be updated and put 
inthe following format U/S 4.1 (b) (ii) 

 

l0 
Ø0 

uke  inuke  ikfjJfe
d 

drZO; 

1- Jh lqjs'k feJk izHkkjh ft- izkS<+ f'k{kk vf/k-
@ft- ifj- ;kstuk 
leU;od 

12]865@ dk;kZy; ftyk izkS<+ f'k{kk 
vf/kdkjh gks'kaxkckn ds 
foŸkh;,oa iz'kklfud 
dkfeZd lapkyu 
 

 
 

3.  Desicion making process in graphic form U/S 4.1 (b) (ii)  
 

  Initating the file   Channel officers  Decision making 
  Autority dealing    handling the file 
  Staff and the sec-   at each lavel 
  tion 
 
 
Establisment    Section Cleark     District Adult  education officer
 Collector 
 Section  
 
Account Section Cleark     District Adult  education officer Collector 
Section  
 



 
4.  A. Time norm, if decided by the organization. U/S 4.1 (b) (iv) 
  B. Quality norms, if decided by the organization. 
  C. Quality target for the office work to be done in the year. 
 
1-  v/khuLrksa ds fo:) lkekU; izdkj dh f'kdk;r  %& 1 ekg 
2-  th0 ih0 ,Q0 vfxze@ vkaf'kd vkgj.k   %& 15 fnol 
 
th0 ih0 ,Q0 vLFkk;h vfxze@vkaf'kd vkgj.k Lohd`fr laca/kh dk;Zokgh dk;kZy; }kjk        
ftyk izkS<+ f'k{kk vf/kdkjh dh vuq'kalk ,oa dysDVj dh Lohd`fr i'pkr~ dh tkrh gSA 
 

 5. List of Act/ Mannual/Regulation/Rules/ Circular U/S 4.1 (b) (v) 
  ,DV    %& lwpuk dk vf/kdkj vf/kfu;e 2005 
  :Yl   %& lkekU; Hkfo"; fuf/k fu;e@ ;k=k HkŸkk fu;e@ fpfdRlk ifjppk 

fu;e@ osru fu/kkZj.k fu;e@ foŸkh; 'kfDr;ka@ e- iz- flfoy lfoZlsl 
:y 1966@ e- iz- flfoy lfoZlsl isa'ku :y 1976@QUMkesUVy :y 
izFke  o f}rh;A 

:xqys'ku %&  
esU;qvy  %& Mh- Mh- vks- dksM+@ e- iz- lfoZlsl esU;qvy izFke ,oa f}rh;@ Vsªtjh 

dksM 
 ldZwyj %& lapkyd jkT; f'k{kk dsUnz ls izkIr ldZzwyjksa dk la/kkj.kA 
 

6. Struoture of consulative in which pulic reprentatives are members 
  including U/S 4.1 (B) (vi) 
 Name of the committee 
 Copy of the order/circulars for information 
 Function  
 Members 
 Duties and responsibilities 
 Accessibility of minutes for public 
  1%& ftyk bdkbZ dh lajpuk 
  1- ftyk bdkbZ ds dk;ZA 
  1- ftyk izkS<+ f'k{kk vf/kdkjh dh Lohd`fr ,oa vuqeksnu 

2- vU; dksbZ dk;kZyhu ,oa vU; izdj.k dysDVj ,oa ofj"B   dk;kZy;        
jkT; f'k{kk dsUnz Hkksiky dh vuqefr ls 

  

 7. Directory of the officers and employees U/S 4.1 (b) (vii) 
 
Ø0 uke   inuke   irk        Qksu@eksckby 
ua- 
 
1- Jh lqjs'k feJk   izHkkjh ftyk izkS<+        th-& 15] xqIrk xzkmaM  9826065325
     f'k{kk vf/kdkjh@ ftyk   gks'kaxkckn          252787 
    ifj;kstuk leUo;d 
2- Jh jRus'k nqcs      lgk;d xzsM & 3   lnj cktkj gks'kaxkckn  254440 

 
 



 
8. Mothly remuneration and compensation (to be linked with tresaury 
data    bank) U/S 4.1 (b) (viii) 
    
Ø0 uke  inuke   ekfld osru ifjrksf"kd    ifjJfed ds  
         HkŸkk        fu/kkZj.k dh i}fr 
               tks fu;ekoyh ls 
          nh xbZ gks 
  
1- 2-    3-       4-     5-   6- 
  
1- Jh lqjs'k feJk  iz- ft- izkS<+ f'k- vf/k-@   12]865-00    &   & 
     ft- ifj- leUo;d 
  
2- Jh jRus'k nqcs lgk- xzsM & 3      4507-00        &   & 
 

   

9. okf"kZd otV vkoaVu ,oa O;; fooj.k ¼dks"kky; ,oa cSad ls lacaf/kr½ 
        ¼;w@,l 4-1 ¼ch½ 12½ 
  ctV ,oa O;; fooj.k fu/kkZfjr izi= esas miyC/k Nk;kizfr layXu gSA 

 10. Programs and beneficiaries (U/S 4.1) (b) (x) 
  A List the program (in eletronic form) 
  B Norms for selection of the beneficiary (orignal text of the circular to 
be given In electronic form) 
  C Detailed information 
 

  S. No.      Name of teh      Adminstrative       Year   Amount        No. of 
        Program       allocated   beneficiaries 
 
 ---  ----  Not related  ----  ----   ---- 
 
 11. List of the recipients and nature of concession U/S 4.1 (b) (xi) 
 

S. N0.      Nature of Name    Address Year     Kind of Approximate
                  support  value of 
concession          
 ----  -----   Not related   -----        -----  -----  

 
   
12. Information available in the office (link with item 6) U/S 4.1 (b) (xii) 
 
   

  S.  Categories    Hard Copy  Electronic form 
  N0. 
  1   All type of information  Nil    Nil 
   available 
 
      
 
 
 



13. Facility available (Lilrary, public Counter etc.) to citizen for 
information 
 U/S 4.1 (b) (xiii) 
 
 S. No      Facility         Name of in charge       Duration of opening       Contact 
No. 
           (Time to be given)          Telephone No. 
1       Public Counter  Sr. Ratnesh Dubey      2.00 Pm. to 5.00 Pm.   
(07574)- 254440 
 
 
  
 
 

District Adult Education Officer
   Hoshangabad  
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