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

 

1. LFkkiuk 'kk[kk %& LFkkiuk ls lacaf/kr dk;Z ,o vfHkys[kksa dk    
    fu;ekuqlkj  la/kkj.kA 

2. ys[kk 'kk[kk %& ekfld ys[kk i=d rS;kj djuk ¼Mh-,e-vkj- izi= ,oa   
    vU; izi= esa½ fodkl[k.M+ L=ksr leUo;d dks jkf'k  
    iznku djukA ftyk lk{kjrk lfefr ds ys[kk laca/kh   
    vU; leLr dk;Z ,oa ys[kk ijh{k.k dk;ZA 

3. LVksj 'kk[kk %& 1994&95 ls izkjaHk laiw.kZ lk{kjrk vfHk;ku] i<+uk&c<+uk  
    vkanksyu rFkk efgyk i<+uk&c<+uk vkanksyu ds i'pkr  
    jkT; f'k{kk dsUnz ds funsZ'kkuqlkj lrr~ f'k{kk dk;ZØe   
    ds varxZr fo'ks"k efgyk i<+uk&c<+uk vfHk;ku gsrq   
    v/;;u lkexzh ds fof/kor j[kj[kko rFkk forj.k dh   
    O;oLFkk ,oa bu lacaf/kr vfHkys[kksa dk la/kkj.k djuk]   
    ftyk lk{kjrk lfefr ds HkaMkj 'kk[kk dh lkexzh ,oa   
    vfHkys[kksa dk  j[kj[kkoA 
 
 

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

 
  
l0   uke   inuke   ikfjJfed  drZO; 
Ø0 
 
1- Jh lqjs'k feJk lfpo ftyk lk{kjrk   12]865@   ftyk lk{kjrk lfefr gks’kaxkckn  
         lfefr@ ft- ifj;kstuk             ds foŸk ,o iz'kklfud dkfeZd  
          leU;od             lapkyu] lrr~ f'k{kk dk;ZZØe ds  
          varxZr ftys esa lapkfyr fo'ks"k 
          efgyk i<+uk&c<uk vfHk;ku 
          ,oa xzkeh.k iqLrdky;ksa laca/kh 
          xfrfof/k;ksa dk lapkyu fØ;kUo;u                 
                               ,oa vuqoh{k.k xfrfof/k;ksa ds lQy 

  lapkyu esa mRiUu vojks/kksa dks nwj  
  djus esa leqfpr lq/kkjkRed mik;  

          lqfuf'pr djukA 
 2- Jh enueksgu  ftyk leUo;d   ¼lsokfuo`Ÿk½   ftyk lk{kjrk lfefr dh laiw.kZ 
  oekZ      Lo;alsoh          ;kstukvksa esa leUo;d dk dk;Z 
 3- Jh nsosUnz jkor vfr- leUo;d  9]565@           lrr~ f'k{kk dk;ZØe ds varxZr   
                  fo'ks"k efgyk i<+uk&c<uk vfHk;ku 
          xzkeh.k iqLrdky; ,oa laLd`fr  
          dsUnksa ds lapkyu] xfrfof/k;ksa ds  
                         fØ;kUo;u dh izxfr tkudkjh 
           jk- f'k- ds- igqpkus laca/kh dk;Zokgh 
 

 



 
 

 
 
 

3.  Decision 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 
 
 
Establishment   Section   Cleark     Acctt. DC, ADC    Sectory  Chairmain 
Section 
   
Account    Section Cleark  Acctt.     Sectory       
Try. Chairmain    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  %&  dk;kZy; esa dk;Zjr   
                deZpkfj;ksa dh lsok;s   
                 fofHkUu foHkkxksa ls yh xbZ  
                 gS vr% deZpkfj;ksa ds ewy  
                 foHkkx }kjk laiw.kZ LoRoksa]  
                osru bR;kfn dk Hkqxrku  
                ewy foHkkx ls gksrk 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    %& ;k=k HkŸkk fu;e@ ftyk lk{kjrk lfefr dk fo/kku o fu;ekoyhA 
 jsxqys'ku %& e/; izns'k lkslk;Vh jftLVªhdj.k vf/kfu;e 1973 ds v/khu ftyk   lk{kjrk 

lfefr gks'kaxkckn] iath;u Øekad 2594 fnukad 13 fnlacj 1994A 
 ldZqyj  %& lapkyd jkT; f'k{kk dsUnz ls izkIr ldzqZyjksa dk la/kkj.kA 
 
 
 
 

6. Duties and responsibilities 
 Accessibility of minutes for public 
 1- ftyk bdkbZ dh lajpuk 
  1- ftyk bdkbZ ds dk;Z %& 

1- orZeku esa lrr~ f'k{kk dk;ZØe ds rgr i<+uk&c<+uk la?k dk xBu]  
   xzkeh.k iqLrdky; ,oa lLd`fr dsUnz ds rgr iqLrdky; dk  
   lapkyu ,oa vU; xfrfof/k;kaA 

  2- fo'ks"k efgyk i<+uk&c<+uk vfHk;ku dk lapkyuA 
  3- ftys esa ;kstuk ds rgr lapkfyr fofHkUu dk;ZØeksa dh izxfr dh 
     leh{kk o ekWuhVfjax 

4- vfHk;ku esa vkus okyh dfBukbZ dk fujkdj.kA 
  5- vU; izdj.k dysDVj@v/;{k egksn; dh vuqefr lsA 
 
 2- ftyk Lrjh; Ø; lfefr & e- iz- lkslk;Vh jftLVªhdj.k vf/kfu;e 1973 ds v/khu 
        ft- lk{k- lfefr ds fo/kku dk iath;u Øekad 2594  
             fnukad 13@12@94 
3- ftyk lk{kjrk lfefr ds fo/kku ,oa fu;eksa ds varxZr foŸk] izpkj izlkj] ekWuhVfjax 
  vkSj vU; dk;ksZ ds fy;s v/;{k egksn; dh vuqefr ls le;&le; ij vLFkkb  
  mi lfefr dk xBu dj dk;Z lapkfyr fd;s tkrs gSA 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

7. Name of the Board, Council, Committees etc. including and their  
  qualification. (Original text to be given in electronic form) U/S 
4.1 (b)(vii) 
 

 S. No.  Name of the Body  Name of the member                   
                Desiganation     
 01-      ftyk Lrjh;     Jh QSt+ vgen fdnobZ] dysDVj  vkbZ- ,- ,l-  v/;{k 
 02-      dksj lewg Jh     v:.k rksej] eq- dk;Z-vf/kdkjh ftyk iapk;r    lnL; 
 03-           Jh jktsUnz ikaMs] fMIVh dysDVj    lnL;              
 04-             ftyk f'k{kk vf/kdkjh      lnL; 
 05-           milapkyd iapk;r ,oa lkekftd U;k;    lnL; 
 06       Jh lgk;d vk;qDr vkfnoklh fodkl foHkkx   lnL; 
 07 -          Jh lqjs'k feJk]  lfpo ftyk lk{kjrk lfefr   lnL; 
 08-           ftyk efgyk cky fodkl vf/kdkjh     lnL; 
 09-          MkW- ,y- ,y- 'kekZ] iwoZ izkpk;Z 'kk- x`g- egkfo|ky;  lnL; 
 10 -         lqJh jksek nŸkk] izkpk;Z 'kk- d- gkbZ Ldwy tqesjkrh   lnL; 
 11-         Jh enueksgu oekZ] ftyk leUo;d     lnL; 
 12-       Jh xksihdkar ?kks"k] ueZnk fufeZrh dsUnz    lnL; 
 13-       Jh nsosUnz jkor] vfrfjDr leUo;d     lnL; 
 14-       Jh deys'k lDlsuk] xzk- ;ka- ls-     lnL; 
 15-       Jh yfyr eksgu 'kqDyk] m- Js- f'k- 'kk- gk- Ldwy       lnL; 
 16-     Jherh xzsl tktZ] lapkyd 'kkafrfudsru    lnL; 
 17-       Jherh ljkst xqIrk] O;k- d`f"k m- ek- fo-   lnL; 
 18-       Jherh lq[knk oktis;h] O;k- mRd`"V fo-   lnL; 
 19-       Jherh lquhrk xqIrk] f'kf{kdk] gk- Ldwy    lnL; 
 20-       Jherh fLerk djatxkaodj] O;k- ,l-,u-th-               lnL; 
 21-       Jherh jktdqekjh vjksjk] f'kf{kdk d- m- ek- 'kk-   lnL; 
 
 
  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 

8. Directory of the officers and employees U/S 4.1 (b) (vii) 
  
Ø0  uke   inuke   irk         Qksu@eksckby ua- 
  
 1- Jh lqjs'k feJk   lfpo ftyk lk{kjrk lfefr th- 15 xqIrk xzkmM] 9826065325 
     @ftyk ifj;kstuk leUo;d gks'kaxkckn  
 2- Jh enueksgu oekZ    ftyk leUo;d ¼lsokfuo`Ÿk½ ekyk[ksM+h] gks'kaxkckn ¼07574½] 277012 
 3- Jh nsosUnz jkor    vfrfjDr leUo;d  lnj cktkj] gks'kaxkckn 9893119507 
 4- Jh th-,l- 'kqDyk    ys[kkiky   bVkjlh jksM+ vkbZ-Vh-vkbZ- ¼07574½] 200549 
        gks'kaxkckn 
 5- Jh jRus'k nqcs  lgk;d xzsM & 3   lnj cktkj] gks'kaxkckn   
 6- Jh jkds'k nqcs  ladyudrkZ ¼f'k{kd½  lnj cktkj] gks'kaxkckn 
 7- Jh egs'k ykSoa'kh  Hk`R;    jlwfy;k] gks'kaxkckn 
 8- Jh egs'k ljkBs  Hk`R;    XokyVksyh] gks'kaxkckn 

 
     
 
 
 
 
 

9. Mothly remuneration and compensation (to be linked with tresaury 
data     bank) U/S 4.1 (b) (viii) 
   
 Ø0 uke   inuke      ekfld osru               ifjrksf"kd   ikfjJfed ds  fu/kkZj.k  
               HkŸkk   dh i}fr tks fu;ekoyh  

          ls nh xbZ gks 
 1-  2-     3-      4-        5-    6- 
  
 1-   Jh lqjs'k feJk lfpo-@    12]865-00          &  & 
    ft- ifj- leUo;d   ¼ft- f'k- dsUnz }kjk½ 
 2-   Jh nsosUnz jkor vfrfjDr leUo;d   10]565-00          &  & 
        ¼'kk-ck-m-ek- 'kkyk ipe<+h 
         }kjk vkgfjr½ 
 3-   Jh th-,l- 'kqDyk ys[kkiky      7]150-00          &  & 
        ¼'kk-d-m-ek- 'kkyk gks'kaxkckn 
         }kjk vkgfjr½ 
 4-   Jh jRus'k nqcs lgk;d xzsM & 3     4]507-00     &  & 
        ¼ftyk izkS<+ f'k{kk dk;kZ-  
         }kjk vkgfjr ½ 
 5-   Jh jkds'k nqcs ladyudrkZ f'k{kd    6]700-00    &  & 
               ¼'kk-d- tqesjkrh gkbZLdwy 
        }kjk vkgfjr½  
 6-   Jh egs'k ykSoa'kh Hk`R;       4]203-00    &  & 
 7-   Jh egs'k ljkBs Hk`R;       2]500-00    &  & 
        ¼'kk- d`f"k iokj[ksM+k  
        }kjk vkgfjr½ 

 
  
 



 
  

10. 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 dk;kZy; esa miyC/k gSA 
 

11. 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. Rakesh.  Dubey 2.00 Pm. to 5.00 Pm.    
(07574)- 254440 
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