
Template for the Information Handbook Version 1.0

1

e/;izns’k ‘kklu

Template for the Information Handbook under
Right to Information Act

OFFICE OF THE EXECUTIVE ENGINEER
WATER RESOURCES DIVISION GOHAD DISTT. BHIND (M.P.)

http://www.go2pdf.com


Template for the Information Handbook Version 1.0

2

v/;k; 1

izLrkouk

Chapter - 1

Introduction
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1-1- d`Ik;k gLriqfLrdk dh i`’BHkwfe ij izdk'k MkysaA ¼lwpuk dk vf/kdkj&2005½A
1-1- Please throw light on the background of this band-book (Right to

Information Act- 2005)
turk }kjk “kkldh; dk;kZy; dh xfrfof/k;ksa dks tkuus ds fy, igys dksbZ
vf/kfu;e ugha Fkk mldh iwfrZ ds fy;s lwpuk dk vf/kdkj vf/kfu;e&05 ykxw
gqvkA

1-2- gLriqfLrdk dk mnsn~';A
1-2 Objective / purpose of this hand – book.

turk dks foHkkx ds dk;kZy; esa gksus okyh xfrfof/k;ksa ls lacaf/kr vfHkys[kksa
dh tkudkjh miyC/k djkukA

1-3- ;g gLriqfLrdk fdu O;fDr;ksa@laxBuksa bR;kfn ds fy;s mi;ksxh gSA
1-3- Who are the intended users of this hand-book ?

'kklu ls izkIr jkf'k dk mi;ksx djus okys O;fDr;ksa@laLFkkuksa@laxBuksa ds
fy,A

1-4- gLriqfLrdk dk izk:Ik A
1-4 Organisation of the information in this hand-book.

dEI;wVjkbTM

1-5- ifjHkk"kk,sa ¼d`Ik;k gLriqfLrdk esa iz;ksx dh x;h 'kCnkoyh dks ifjHkksf"kr djsa½
1-5- Definitions (Please provide definitions of various terms used in the hand-book)

ifjHkkf"kr gSA

1-6- gLriqfLrdk esa lek;ksftr fo"k;ksa ds laca/k esa foLr`r tkudkjh rFkk vU;
tkudkfj;ksa ds fy;s laidZ O;fDrA

1-6- Contact person in case some body wants to get more information on topics
overed in the hand book as well as other information also.
dk;Zikyu ;a=h] ty lalk/ku laHkkx xksgn

1-7- gLriqfLrdk esa miyC/k tkudkjh ds vfrfjDr lwpuk izkIr djus dh fof/k ,oa
'kqYdA

1-7- Procedure and fee structure for getting information not available in the
hand-book.
fu/kkZfjr vkosnu i= ds lkFk 10@& :- dk LVkEi ;k uxn tek djus ds
ckn vfrfjDr lwpuk izkIr dj ldrs gSA rFkk vfHkys[k dh izfr izkIr djus
gsrq QksVks dkaih ij gksus okys O;; jkf'k dks tek djus ijA

http://www.go2pdf.com


Template for the Information Handbook Version 1.0

4

v/;k; & 2 ¼eSuqvy&1½

laxBu dh fof’kf”V;ka] d`R; ,oa drZO;

Chapter – 2 ( manual – 1)

Particulars of Organization, Functions and Duties

http://www.go2pdf.com


Template for the Information Handbook Version 1.0

5

2-1- yksd izkf/kdj.k ds m|s';A
2-1 Objective / purpose of the public authority.

fHk.M ftys ds rhu fodkl[k.M xksgn] esagxkao] jkSu rFkk eqjSuk ftys dh eqjSuk
fodkl[k.M dk j[kj[kko losZ{k.k ,oa fuekZ.k dk nk;fRo

2-2 yksd izkf/kdj.k dk fe'ku@fotu
2-2- Mission / Vision Statement of the public authority.

dk;Z {ks= ds vUrxZr flapkbZ {kerk esa o`f) rFkk fufeZr ;kstukvksa ls dek.M
{ks= ds fdlkuksa dks flapkbZ lqfo/kk iznku djukA

2-3- yksd izkf/kdj.k dk laf{kIr bfrgkl vkSj blds xBu dk izlaxA
2-3- Brief history of the public authority and context of its formations.

dk;Zikyu ;a=h] ty lalk/ku laHkkx dk dk;kZy;] xksgn esa
fnukad 13@12@1976 ls izkjaHk fd;k x;kgSA

2-4- yksd izkf/kdj.k ds drZO; A
2-4- Duties of the public authority.

dk;Z {ks= esa flapkbZ ;kstukvksa dk losZ{k.k fuekZ.k ,oa j[kj[kkoA

2-5- yksd izkf/kdj.k ds eq[; d`R;A
2-5 Main activities / functions of the public authority.

dk;Z {ks= esa flapkbZ ;kstukvksa dk losZ{k.k fuekZ.k ,oa j[kj[kkoA

2-6- yksd izkf/kdj.k }kjk iznRr lsokvksa dh lwph ,oa mudk laf{kIr fooj.kA
2-6- List of services being provided by the public authority with a brief write-up

on them.

2-7- yksd izkf/kdj.k ds fofHkUu Lrjksa ¼”kklu] funs”kky;] {ks=] ftyk] Cykd
vfn½ ij laxBukRed <kapk ¼tgka ykxw gks½
2-7- Organizational structure Diagram at various levels namely state,

directorate, region district, block etc. (whichever is applicable)
fHk.M ftykUrxZr xksgn rglhy esa ,d ty lalk/ku laHkkx rFkk pkj
milaHkkx dk;Zjr gSA

2-8 yksd izkf/kdj.k dh dk;Zn{krk c<+kus gsrq tu lg;ksx dh vis{kk,saA
2-8- Expectation of the public authority from the public for enhancing its

effectiveness and efficiency.
fujad

2-9- tu lg;ksx lqfuf'pr djus ds fy;s fof/k @ O;oLFkkA
2-9- Arrangements and methods made for seeking public participation /

contribution.
fujad
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2-10- tu lsokvksa ds vuqJo.k ,oa f'kdk;rksa ds fujkdj.k dh O;oLFkkA
2-10 Mechanism available for monitoring the service delivery and public

grievance resolution.
fujad

2-11- eq[; dk;kZy; rFkk fofHkUUk Lrjksa ij dk;kZy;ksa ds irs ¼d`Ik;k irksa dk
tuinokj oxhZdj.k djas½

2-11- Addresses of the main office and other offices at different levels. (Please
the addresses district wise for facilitating the understanding by the user.)
dk;kZy; dk;Zikyu ;a=h ty lalk/ku laHkkx] xksgn ftyk fHk.M ¼e0iz0½

2-12- dk;kZy; ds [kqyus dk le; %& izkr% 10-30 cts
dk;kZy; ds can gksus dk le; %& lka; 5-30 cts

2-12- Morning hours of the office -
Closing hours of the office –
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v/;k; & 3 ¼eSuqvy&2½

vf/kdkfj;ksa vkSj deZpkfj;ksa dh ‘kfDr;ka ,oa drZO;

Chapter – 3 ( manual – 2)

Power and Duties of Officers and Employees
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3-1 d`Ik;k fuEu izk:Ik ij vf/kdkfj;ksa ,oa deZpkfj;ksa dh “kfDr;ksa ,oa drZO; dk
fooj.k miyC/k djk,saA

in dk uke %& dk;Zikyu ;a=h] ty lalk/ku laHkkx] xksgn

iz'kkldh; laHkkx ds v/khu leLr vf/kdkfj;ksa dk iz'kklfud fu;a=.kA {ks= dh
lHkh flapkbZ ;kstukvksa dh rdhudh LohÑfr

fofRr; 200 gsDVs;j ls de flapkbZ {kerk okyh :- 50 gtkj rd losZ{k.k
dk;Z dh iz'kkldh; LohÑfr

'kfDr;ka

vU; eq[; vfHk;ark ;equk dNkj ls izkIr ctV vkoaVu ij fu;a=.k ,oa
forj.k

dk;Zikyu ;a=h ;kstukvksa dk y{;kuqlkj fu/kkZfjr ekin.Mksa ds vuqlkj fuekZ.k]
losZ{k.k ,oa j[kj[kko vkfn ,oa laHkkx dk lEiw.kZ dk;Z

vuqfoHkkxh;
vf/kdkjh

milaHkkx ds eSnkuh {ks= ,oa milaHkkx dk;kZy; dk dk;Z

layXu
vf/kdkjh

rduhfd dk;kZy; dk dk;Z

mi;a=h eSnkuh {ks= dk dk;Z
lgk;d xzsM&2 dk;kZy;hu dk;Z
lgk;d xzsM&3 dk;kZy;hu dk;Z
flapkbZ fujh{kd lfØy ds jktLo olwyh ,oa fujh{k.k dk;Z
vehu vkfo;kuk ,oa jktLo olwyh vkfn
lgk;d
ekufp=dkj

rduhdh dk;Z

vuqjs[kd Rkduhdh dk;Z
LVsuks LVsuks xzkQj dk dk;Z

drZO;

Hk`R; dk;kZy;hu dk;Z
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3.1. Please provide details of the power and duties of officers and employees of the
organization.

Designation

Administrative

Financial

Powers

Other

Duties
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v/;k; & 4 ¼eSuqvy&3½

d`R;ksa ds fuokZgu gsrq fu;e] fofu;e] vuqns’k] funsZf’kdk vkSj vfHkys[k

Chapter – 4 ( manual – 3)

Rules, Regulations, Instructions, Manual and Records, for
Discharging Functions.
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4-1- yksd izkf/kdj.k vFkok mlds vf/kdkfj;ksa ,oa dfeZ;ksa }kjk vius d`R;ksa ds
fuokZgu ds fy;s /kkfjr rFkk iz;ksx fd;s tkus okys fu;e] fofu;e] vuqns'k]
funsZf”kdk vkSj vfHkys[k dh lwph fuez izk:Ik ij izLrqr djk,saA ¼;g lwpuk
izR;sd vfHkys[k ds fy;s i`Fkd ls izLrqr djsa½

vfHkys[k dk izdkj %& funsZf'kdk

vfHkys[k dk uke %&
1- e-iz- dk;Z foHkkx fu;ekoyh 1983] Hkkx&1
2- e-iz- dk;Z foHkkx fu;ekoyh 1983] Hkkx&2
3- e-iz- dk;Z foHkkx fu;ekoyh 1983] Hkkx&3

fuEu esa ls fdlh ,d izdkj dks pqus
¼fu;e] fofu;e] vuqns'k] funsZf'kdk] vfHkys[k] vU;½

vfHkys[k dk laf{kIr ifjp; %&
foHkkx }kjk bl vfHkys[k esa dk;Z lEiknu djkus

gsrq fu;e fn, x;s gSA

fu;e] fofu;e] vuqns'k] funsZf'kdk vkSj vfHkys[k dh izfr dgka ls izkIr dj
ldrs gS %&

irk %& dk;kZy; dk;Zikyu ;a=h ty
lalk/ku laHkkx xksgn

nwjHkk’k%& 07539&222065

QsDl %& 07539&222065

bZ-esy %&

vU; %&

fu;e] fofu;e] vuqns'k] funsZf'kdk vkSj vfHkys[k dh izfr dks izkIr
djus dk 'kqYd ¼;fn dksbZ gks½
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4.1. Please provide list of rules, regulations, instructions, manual and records, held by
public authority or under its control or used by its employees for discharging
functions as per the following format. This format has to be filled for each type of
document.

Type of the document –

Name / title of the document - ……………………………………..

Choose one of the types given below.
(Rules, Regulations, Instruction, Manual, Records, Other)

Brief Write-up on the document

From where one can get a copy of rules, regulations,
Instructions, manual and records- Address –

Telephone No.

Fax

E mail

Others

Fee charged by the department for a copy of rules,
regulations , instructions, manual and records (if any)
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v/;k; & 5 ¼eSuqvy&4½

uhfr fu/kkZj.k o dk;Zuo;u ds laca/k esa turk ;k tu
izfrfu/kh ls ijke'kZ ds fy;s cuk;h x;h O;oLFkk dk fooj.k

Chapter – 5 (Manual – 4)

Particulars of any arrangement that exists for communication with , or
representation by, the members of the public in relation to the

formulation of its policy or implementation thereof
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uhfr fu/kkZj.k gsrq

5-1- D;k yksd izkf/kdj.k }kjk uhfr fu/kkZj.k ds laca/k eas turk ;k tu izfrfuf/k
dh ijke'kZ @ Hkkxhnkjh dk dksbZ izko/kku gS\ ;fn gS rks O;oLFkk dk fooj.k
bl izk:Ik esa izLrqr djsaA

l-
Ø-

fo"k; @ d`R; dk
uke

D;k bl fo"k; esa
turk dh Hkkxhnkjh

vfuok;Z gS\
¼gkW@ugha½

turk fd Hkkxhnkjh
lqfuf”pr djus ds fy;s

dh x;h O;oLFkk

1 ty mi;ksfxrk lfefr gka ftys ls layXu Ñ"kd ,oa
dysDVj }kjk euksuhr
lnL;

2 ty miHkksDrk laFkk;sa
dqy 12

gka vf/kfu;e ds vUrxZr
fuokZfpr lnL;

Formulation of Policy

5.1. Where there is any provision to seek consultation / participation of public or
its representatives for formulation of policies ? it there is, please provide
details of such policy in following format.

S.N. Subject / Topic Is it mandatory to
ensure public
participation

(Yes/No)

Arrangements for seeking
public participation

uhfr ds dk;kZUo;u gsrq

5-2- D;k yksd izkf/kdkjh }kjk uhfr ds dk;kZUo;u ds laca/k esa turk ;k tu
izfrfu/kh ls @ dh ijke'kZ @ Hkkxhnkjh dk dksbZ izkfo/kku gS \ ;fn gS rks
O;oLFkk dk fooj.k bl izk:Ik esa izLrqr djasA

This will help a citizen understand on what basis public participation in formulation
and implementation of policy matters is decided upon.
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l-
Ø-

fo"k; @ d`R; dk
uke

D;k bl fo’k; esa turk
dh Hkkxhnkjh vfuok;Z

gS\ ¼gkW@ugha½

turk fd Hkkxhnkjh
lqfuf”pr djus ds fy;s

dh x;h O;oLFkk
1 flapkbZ izca/ku esa

Ñ"kdksa dh Hkkxhnkjh
gka flapkbZ izca/ku vf/kfu;e

1999 dh O;oLFkk vuqlkj

Implementation of policy

5.2. Where there is any provision to seek consultation / participation of public or
its representatives for formulation of policies ? it there is, please provide
details of such policy in following format.

S.N. Subject / Topic Is it mandatory to
ensure public
participation

(Yes/No)

Arrangements for seeking
public participation
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v/;k; & 6 ¼eSuqvy&5½

yksd izkf/kdkjh ds ikl ;k muds fu;a=.k esa miyC/k
nLrkostksa dk izoxksZ ds vuqlkj fooj.k

Chapter – 6 (Manual – 5)

A statement of the categories of documents that are held by it
or under its control
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6-1- yksd izkf/kdkjh ds ikl miyC/k “kkldh; nLrkostksa dh tkudkjh nsus gsrq
fuEu izk:Ik dk iz;ksx djsaA lkFk gh ;g Hkh crk,sa dh ;g nLrkost dgka
miyC/k jgrs gSa tSls fd lfpo Lrj ij] funs'kky; Lrj ij] vU; ¼d`Ik;k
^^vU;^^ dk mi;ksx djus ds LFkku ij Lrj dk mYys[k djsa½

l-
Ø-

izoxZ nLrkost dk uke
,oa ,d iafDr esa
ifjp;

nLrkost
izkIr djus ds
fy;s izfØ;k

/kkjd @
fu;a=.kk/khu

1 rduhdh ifji= ,oa funsZ'k flapkbZ dk;ksZa ds fy;s
rduhdh ifj=ksa dk
lapkyu

2 foHkkx esa dk;Z djus gsrq funsZ'k
,oa vf/kdkfj;ksa ds vf/kdkj rFkk
drZO;

e-iz- dk;Z@foHkkx equqvy
Hkkx&I,II,III

3 flapkbZ dk;ksZa dh iz'kkldh;
LohÑfr dk fooj.k

iz'kkldh; LohÑfr

4 flapkbZ dk;ksZa dh rduhdh
LohÑfr dk fooj.k

rduhdh LohÑfr

5 izR;sd rkykc ls dh xbZ flapkbZ
dk ys[kk&tks[kk

;kstukokj flapkbZ dk
fooj.k

6 izR;sd rkykc ls dh xbZ jktLo
olwyh dh tkudkjh

;kstukokj jktLo olwyh
dk fooj.k

7 fpfUgr ;kstuk;sa losZf{kr ;kstuk dk fooj.k

fu/kkZfjr vkosnu i=
ds lkFk 10@& :-
dk LVkEi ;k uxn
tek djus ds ckn
vfrfjDr lwpuk
izkIr dj ldrs gSA
rFkk vfHkys[k dh
izfr izkIr djus gsrq
QksVks dkaih ij gksus
okys O;; jkf”k dks
tek djus ijA

dk;Zd{k@
dk;Zikyu ;a=h

1 lsok 'krsZ ,oa isa'ku] vodk'k]
;k=k HkRrs vkfn lacaf/kr fu;e

lsok ds ewyHkwr fu;e

2 deZpkfj;ksa ds vkpj.k lacaf/kr
fu;e ,oa funsZ'k

lsok vkpj.k fu;e

3 vf/kdkjh@ deZpkjh }kjk fy;s
x;s vfxze dk C;kSjk

lk-Hkfo"; fuf/k vfxze

4 R;kSgkj vfxze] vukt vfxze]
okgu vfxze] xg̀ fuekZ.k ,oa
fofHkUu vfxze dk fooj.k

vfxze jftLVj

5 xksiuh; izfrosnu dk fooj.k xksiuh; izfrosnu
6 vf/kdkjh@ deZpkjh }kjk izLrqr

;k=k ns;dksa dk fooj.k
;k=k HkRrk jftLVj

7 vkdfLed vodk'k dk fooj.k vkdfLed vodk'k
8 osru HkRrksa dh if̀of"V osru jftLVj
9 ekfld dVkS=k dk fooj.k lk- Hkfo"; fuf/k
10 prqfkZ Js.kh deZpkjh ds foHkkxh;

Hkfo"; fuf/k dVkS=h dk fooj.k
foHkkxh; Hkfo"; fuf/k

11 vf/kdkjh@ deZpkjh ds fpfdRlk
ns;d dk fooj.k

fpfdRlk jftLVj

12 'kkldh; vkokl fdjk;s dk
fooj.k

HkkM+k vfHkys[k

13 isa’ku izdj.kksa dk fooj.k isa'ku jftLVj
14 vf/kdkjh@ deZpkjh dh

bUdEcsalh dk fooj.k
bUdEcsalh

15 ekfld vk;&O;; ds vkadM+ksa dh
izfo"Vh

vk;&O;; i=d

16 dks"kky; dks izLrqr fd;s tkus
okys ns;d dh izfof"Vh

ns;d

fu/kkZfjr vkosnu i=
ds lkFk 10@& :-
dk LVkEi ;k uxn
tek djus ds ckn
vfrfjDr lwpuk
izkIr dj ldrs gSA
rFkk vfHkys[k dh
izfr izkIr djus gsrq
QksVks dkaih ij gksus
okys O;; jkf'k dks
tek djus ijA

LFkkiuk d{k@
dk;Zikyu ;a=h
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1 yksd fuekZ.k dk;Z ls lacaf/kr fooj.k yksd fuekZ.k lafgrk
2 yksd fuekZ.k ys[kk lacaf/k fooj.k yksd fuekZ.k ys[kk lafgrk
3 yksd fuekZ.k dk;Z ds foRrh; vf/kdkj e-iz- foRr fu;e
4 yksd fuekZ.k dk;Z ls lacaf/kr foLr`r njsa dk;Z dh izpfyr njsa

¼lh-,l-vkj-½
5 yksd fuekZ.k HkaMkj ds foLr̀r fu;ekoyh HkaMkj fu;e
6 HkaMkj Ø; ls lacaf/kr fu;e HkaMkj Ø; fu;e
7 ys[kk rS;kj fd;k tkrk gS leLr mi[kaM ,oa

laHkkx dk vk;&O;;
QkeZ 80 (Telly)

8 laHkkx ds leLr f'k"kksZa dk ekfld [kpZ QkeZ 64
9 laHkkx ls vkeaf=r lHkh fufonkvksa dh tkudkjh fufonk iath
10 fufonk [kksyus ds i'pkr~ izkir fufonkvksa dh

vk;Ve ,oa nj lfgr tkudkjh
fufonk [kksyus dk
jftLVj

11 Bsdsnkj ls fd;s tkus okys vuqca/k dh ekghrh vuqca/k iath
12 dks"kk;y; ls izkIr gksus ds i'pkr~ izfof"Vh euhjlhn izkIrh
13 dks"kky; ls izkIr djus ds i'pkr izfof"Vh psd cqd izkIrh
14 Bsdsnskjksa ds fcy Hkqxrku i'pkr~ lHkh dh

foLr`r tkudkjh
Bsdsnskjksa dk [kkrk

15 izeq[k vfHk;ark ,oa eq[; vfHk;ark dk;kZy; esa
jftLVªs'ku fd;s x;s Bsdsnkjksa dh tkudkjh
lHkh Js.kh ds

Bsdsnkjksa ds iathdj.k

16 laHkkx ls fn;s x;s vfxze
Bsdsnkj@deZpkjh@vU; laHkkx vkfn dh
ekfgrh

fofo/k vfxze iath

17 Bsdsnkjksa ds jafux fcyksa ls olwyh xbZ jkf'k flfoy fMikftV
18 vU; laHkkx ,oa Bsdsnkjksa ds fo:) fofo/k tkek fofo/k tek
19 Hkkjr ljdkj }kjk fuekZ.k dk;Z ij yxk;k x;k

1% dj jkf'k
dsl (Cess) deZdkj
dY;k.k midj

20 laHkkx ,oa milaHkkx esa j[ks x;s Hk.Mkj lkexzh
dh tkudkjh

QkeZ&12 ¼Hk.Mkj½

21 laHkkx ,oa milaHkkx esa j[ks x;s Vh-,.M ih- dh
tkudkjh

QkeZ&15 ¼Vh-,.M ih-½

22 Hk.Mkj lkexzh dh xksiuh; tkap ckcr~ Hk.Mkj ds xksiuh; tkap
23 laHkkx esa py jgs dksVZ dsl izdj.kksa dh ekfgrh dksVZ izdj.k
24 laHkkx esa py jgs fuekZ.k dk;Z ds ekfld vk;

,oa O;;] dqy O;; vkfn dh ekfgrh
vk;&O;; iz=d

25 Bsdsnkj ds jfuax fcyksa ls 2% vk;dj olwyh vk;dj dVks=k
26 Bsdsnkj ds fcyksa ls 2% okf.kT; dj olwyh okf.kT; dj
27 laHkkx ,oa milaHkkx esa psd dkVus ds i'pkr

'kh"kZ lfgr olwyh laca/kh
psd dVks=k

28 laHkkx ls izkIr psd ,oa uxn jkf'k dks"kky; esa
tek djus ckcr~

pkyku jftLVj

29 pkyku tek djus ds i'pkr~ pkyu uacj okbZt
tkudkjh

jsfeVsUl

30 mi[kaMksa dks NksVh ,oa cM+h eki iqfLrdk;sa
iznk; dh tkrh gSA

eki iqfLrdk

31 laHkkx ds vf/kdkfj;ksa ,oa deZpkfj;ksa ds fo:)
f'kdk;r iath

f'kdk;r@yksdk;qDr
izdj.k

32 Bsdsnkj }kjk fd;s x;s dk;ksZa dh 10 tkap
dk;Zikyu ;a=h }kjk dh tkrh gSA

dk;Zikyu ;a=h }kjk eki
psd ¼estjesaV psd½

33 vads{k.kksa }kjk eki iqfLrdkvksa dk fjO;w fd;k
tkrk gSA

fjO;w eki iqfLrdk

34 fujh{k.k ny }kjk jktLo@flfoy dj
d.Mhdkvksa dh tkudkjh

egkys[kkdkj fujh{k.k

35 ejEer dk;Z ds O;; dh mi'kh"kZ okj tkudkjh odZ ,cLVªsDV

fu/kkZfjr
vkosnu i=
ds lkFk
10@& :-
dk LVkEi
;k uxn
tek djus
ds ckn
vfrfjDr
lwpuk izkIr
dj ldrs
gSA rFkk
vfHkys[k
dh izfr
izkIr djus
gsrq QksVks
dkaih ij
gksus okys
O;; jkf”k
dks tek
djus ijA

Yks[kk d{k@
dk;Zikyu
;a=h
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6.1. Use the format give below to give the information about the official
documents. Also mention the place where the documents are available for
e.g. at secretarial level, directorate level, others ( please mentions the level
in place of writing “Others” )

S.N. Category of the
document

Name of the document
and its introduction in
one line

Procedure to
obtain the
document

Held by /
under control
of
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v/;k; & 7 ¼eSuqvy&6½

cksMZ] ifj"knksa] lfefr;ksa ,oa vU; fudk;ksa dk fooj.k

Chapter – 7(Manual – 6

A statement of boards, council, committees and other bodies
constituted as its part
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7-1- d`Ik;k yksd izkf/kdj.k ls laca) cksMZ] ifj"knksa] lfefr;ksa ,oa vU; fudk;ksa dk
laf{kIr fooj.k fuEu izk:Ik ds vk/kkj ij nsaA

• laca) laLFkk dk uke ,oa irk
• lac) laLFkk dk izdkj ¼cksMZ] ifj"kn] lfefr] fudk; ;k vU;½
• lac) laLFkk dh laf{kIr ifjp; ¼LFkkiuk o"kZ] m|s'; @ eq[; d`R; ½
• laca) laLFkk dh Hkwfedk ¼ ijke'kZoknh@izca/kdkfj.kh@dk;Zdkfj.kh@vU; ½
• Lo:Ik ,oa orZeku lnL;
• eq[; vf/kdkjh dk uke
• eq[; dk;kZy; ,oa vU; 'kk[kkvksa ds irs
• cSBd dh vko`fr
• D;k cSBd esa turk Hkkx ys ldrh gS \
• D;k cSBd ds dk;Zo`Rr rS;kj dh tkrh gS \
• D;k turk cSBd dk dk;Zo`Rr izkIr dj ldrh gS \ vxj gka] rks izfØ;k dk

fooj.k nsaA

7@1 lEc) laLFkk dk uke ,oa irk ty miHkksDrk laFkk pdcjkSuk
• lEc) laLFkk dk izdkj

¼cksMZ] ifj"kn] lfefr] fudk; ;k vU;½
ty miHkksDrk lfefr

• lac) laLFkk dk laf{kIr ifjp;
¼LFkkiuk o"kZ] mn~ns';@eq[; ÑR;½

Ok’kZ 2000@d`’kdksa dh Hkkxhnkjh@ugjksa
dk vuqj{k.k j[kj[kko

lac) laLFkk dh Hkwfedk
¼ijke'kZnk=h@izca/kdkfj.kh@dk;Zdkfj.kh@
vU;½

izca/kdkj.kh

• Lo:Ik ,oa orZeku lnL;

• eq[; vf/kdkjh dk uke

• eq[; dk;kZy; ,oa vU; 'kk[kkvksa ds irs

• cSBd dh vko`fRr ekgokj

• D;k cSBd esa turk Hkkx ys ldrh gS\ ugha

• D;k cSBd ds dk;Zo`Rr rS;kj fd, tkrs
gSa\

ugha

• D;k turk cSBd dk dk;ZoR̀r izkIr dj
ldrh gS\ vxj gka] rks izfØ;k dk
fooj.k nsa½

fujad
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7@2 lEc) laLFkk dk uke ,oa irk ty miHkksDrk laFkk ukSusjk
• lEc) laLFkk dk izdkj

¼cksMZ] ifj"kn] lfefr] fudk; ;k vU;½
ty miHkksDrk lfefr

• lac) laLFkk dk laf{kIr ifjp;
¼LFkkiuk o"kZ] mn~ns';@eq[; ÑR;½

Ok’kZ 2000@d`’kdksa dh Hkkxhnkjh@ugjksa
dk vuqj{k.k j[kj[kko

lac) laLFkk dh Hkwfedk
¼ijke'kZnk=h@izca/kdkfj.kh@dk;Zdkfj.kh@
vU;½

izca/kdkj.kh

• Lo:Ik ,oa orZeku lnL;

• eq[; vf/kdkjh dk uke

• eq[; dk;kZy; ,oa vU; 'kk[kkvksa ds irs

• cSBd dh vko`fRr ekgokj

• D;k cSBd esa turk Hkkx ys ldrh gS\ ugha

• D;k cSBd ds dk;Zo`Rr rS;kj fd, tkrs
gSa\

ugha

• D;k turk cSBd dk dk;ZoR̀r izkIr dj
ldrh gS\ vxj gka] rks izfØ;k dk
fooj.k nsa½

fujad

7@3 lEc) laLFkk dk uke ,oa irk ty miHkksDrk laFkk “ksjiqj
• lEc) laLFkk dk izdkj

¼cksMZ] ifj"kn] lfefr] fudk; ;k vU;½
ty miHkksDrk lfefr

• lac) laLFkk dk laf{kIr ifjp;
¼LFkkiuk o"kZ] mn~ns';@eq[; ÑR;½

Ok’kZ 2000@d`’kdksa dh Hkkxhnkjh@ugjksa
dk vuqj{k.k j[kj[kko

lac) laLFkk dh Hkwfedk
¼ijke'kZnk=h@izca/kdkfj.kh@dk;Zdkfj.kh@
vU;½

izca/kdkj.kh

• Lo:Ik ,oa orZeku lnL;

• eq[; vf/kdkjh dk uke

• eq[; dk;kZy; ,oa vU; 'kk[kkvksa ds irs

• cSBd dh vko`fRr ekgokj

• D;k cSBd esa turk Hkkx ys ldrh gS\ ugha

• D;k cSBd ds dk;Zo`Rr rS;kj fd, tkrs
gSa\

ugha

• D;k turk cSBd dk dk;ZoR̀r izkIr dj
ldrh gS\ vxj gka] rks izfØ;k dk
fooj.k nsa½

fujad
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7@4 lEc) laLFkk dk uke ,oa irk ty miHkksDrk laFkk tLriqjk
• lEc) laLFkk dk izdkj

¼cksMZ] ifj"kn] lfefr] fudk; ;k vU;½
ty miHkksDrk lfefr

• lac) laLFkk dk laf{kIr ifjp;
¼LFkkiuk o"kZ] mn~ns';@eq[; ÑR;½

Ok"kZ 2000@d`’kdksa dh Hkkxhnkjh@ugjksa
dk vuqj{k.k j[kj[kko

lac) laLFkk dh Hkwfedk
¼ijke'kZnk=h@izca/kdkfj.kh@dk;Zdkfj.kh@
vU;½

izca/kdkj.kh

• Lo:Ik ,oa orZeku lnL;

• eq[; vf/kdkjh dk uke

• eq[; dk;kZy; ,oa vU; 'kk[kkvksa ds irs

• cSBd dh vko`fRr ekgokj

• D;k cSBd esa turk Hkkx ys ldrh gS\ ugha

• D;k cSBd ds dk;Zo`Rr rS;kj fd, tkrs
gSa\

ugha

• D;k turk cSBd dk dk;ZoR̀r izkIr dj
ldrh gS\ vxj gka] rks izfØ;k dk
fooj.k nsa½

fujad

7@5 lEc) laLFkk dk uke ,oa irk ty miHkksDrk laFkk jk;riqjk
• lEc) laLFkk dk izdkj

¼cksMZ] ifj"kn] lfefr] fudk; ;k vU;½
ty miHkksDrk lfefr

• lac) laLFkk dk laf{kIr ifjp;
¼LFkkiuk o"kZ] mn~ns';@eq[; ÑR;½

Ok"kZ 2000@d`"kdksa dh Hkkxhnkjh@ugjksa dk
vuqj{k.k j[kj[kko

lac) laLFkk dh Hkwfedk
¼ijke'kZnk=h@izca/kdkfj.kh@dk;Zdkfj.kh@
vU;½

izca/kdkj.kh

• Lo:Ik ,oa orZeku lnL;

• eq[; vf/kdkjh dk uke

• eq[; dk;kZy; ,oa vU; 'kk[kkvksa ds irs

• cSBd dh vko`fRr ekgokj

• D;k cSBd esa turk Hkkx ys ldrh gS\ ugha

• D;k cSBd ds dk;Zo`Rr rS;kj fd, tkrs
gSa\

ugha

• D;k turk cSBd dk dk;ZoR̀r izkIr dj
ldrh gS\ vxj gka] rks izfØ;k dk
fooj.k nsa½

fujad
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7@6 lEc) laLFkk dk uke ,oa irk ty miHkksDrk laFkk lokZ
• lEc) laLFkk dk izdkj

¼cksMZ] ifj"kn] lfefr] fudk; ;k vU;½
ty miHkksDrk lfefr

• lac) laLFkk dk laf{kIr ifjp;
¼LFkkiuk o"kZ] mn~ns';@eq[; ÑR;½

Ok"kZ 2000@d`"kdksa dh Hkkxhnkjh@ugjksa dk
vuqj{k.k j[kj[kko

lac) laLFkk dh Hkwfedk
¼ijke'kZnk=h@izca/kdkfj.kh@dk;Zdkfj.kh@
vU;½

izca/kdkj.kh

• Lo:Ik ,oa orZeku lnL;

• eq[; vf/kdkjh dk uke

• eq[; dk;kZy; ,oa vU; 'kk[kkvksa ds irs

• cSBd dh vko`fRr ekgokj

• D;k cSBd esa turk Hkkx ys ldrh gS\ ugha

• D;k cSBd ds dk;Zo`Rr rS;kj fd, tkrs
gSa\

ugha

• D;k turk cSBd dk dk;ZoR̀r izkIr dj
ldrh gS\ vxj gka] rks izfØ;k dk
fooj.k nsa½

fujad

7@7 lEc) laLFkk dk uke ,oa irk ty miHkksDrk laFkk Qrsgiqj
• lEc) laLFkk dk izdkj

¼cksMZ] ifj"kn] lfefr] fudk; ;k vU;½
ty miHkksDrk lfefr

• lac) laLFkk dk laf{kIr ifjp;
¼LFkkiuk o"kZ] mn~ns';@eq[; ÑR;½

Ok"kZ 2000@d`"kdksa dh Hkkxhnkjh@ugjksa dk
vuqj{k.k j[kj[kko

lac) laLFkk dh Hkwfedk
¼ijke'kZnk=h@izca/kdkfj.kh@dk;Zdkfj.kh@
vU;½

izca/kdkj.kh

• Lo:Ik ,oa orZeku lnL;

• eq[; vf/kdkjh dk uke

• eq[; dk;kZy; ,oa vU; 'kk[kkvksa ds irs

• cSBd dh vko`fRr ekgokj

• D;k cSBd esa turk Hkkx ys ldrh gS\ ugha

• D;k cSBd ds dk;Zo`Rr rS;kj fd, tkrs
gSa\

ugha

• D;k turk cSBd dk dk;ZoR̀r izkIr dj
ldrh gS\ vxj gka] rks izfØ;k dk
fooj.k nsa½

fujad
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7@8 lEc) laLFkk dk uke ,oa irk ty miHkksDrk laFkk xqjh[kk
• lEc) laLFkk dk izdkj

¼cksMZ] ifj"kn] lfefr] fudk; ;k vU;½
ty miHkksDrk lfefr

• lac) laLFkk dk laf{kIr ifjp;
¼LFkkiuk o"kZ] mn~ns';@eq[; ÑR;½

Ok"kZ 2000@d`"kdksa dh Hkkxhnkjh@ugjksa dk
vuqj{k.k j[kj[kko

lac) laLFkk dh Hkwfedk
¼ijke'kZnk=h@izca/kdkfj.kh@dk;Zdkfj.kh@
vU;½

izca/kdkj.kh

• Lo:Ik ,oa orZeku lnL;

• eq[; vf/kdkjh dk uke

• eq[; dk;kZy; ,oa vU; 'kk[kkvksa ds irs

• cSBd dh vko`fRr ekgokj

• D;k cSBd esa turk Hkkx ys ldrh gS\ ugha

• D;k cSBd ds dk;Zo`Rr rS;kj fd, tkrs
gSa\

ugha

• D;k turk cSBd dk dk;ZoR̀r izkIr dj
ldrh gS\ vxj gka] rks izfØ;k dk
fooj.k nsa½

fujad

7@9 lEc) laLFkk dk uke ,oa irk ty miHkksDrk laFkk cuhiqjk
• lEc) laLFkk dk izdkj

¼cksMZ] ifj"kn] lfefr] fudk; ;k vU;½
ty miHkksDrk lfefr

• lac) laLFkk dk laf{kIr ifjp;
¼LFkkiuk o"kZ] mn~ns';@eq[; ÑR;½

Ok"kZ 2000@d`"kdksa dh Hkkxhnkjh@ugjksa dk
vuqj{k.k j[kj[kko

lac) laLFkk dh Hkwfedk
¼ijke'kZnk=h@izca/kdkfj.kh@dk;Zdkfj.kh@
vU;½

izca/kdkj.kh

• Lo:Ik ,oa orZeku lnL;

• eq[; vf/kdkjh dk uke

• eq[; dk;kZy; ,oa vU; 'kk[kkvksa ds irs

• cSBd dh vko`fRr ekgokj

• D;k cSBd esa turk Hkkx ys ldrh gS\ ugha

• D;k cSBd ds dk;Zo`Rr rS;kj fd, tkrs
gSa\

ugha

• D;k turk cSBd dk dk;ZoR̀r izkIr dj
ldrh gS\ vxj gka] rks izfØ;k dk
fooj.k nsa½

fujad
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7@10 lEc) laLFkk dk uke ,oa irk ty miHkksDrk laFkk ,sapk;k
• lEc) laLFkk dk izdkj

¼cksMZ] ifj"kn] lfefr] fudk; ;k vU;½
ty miHkksDrk lfefr

• lac) laLFkk dk laf{kIr ifjp;
¼LFkkiuk o"kZ] mn~ns';@eq[; ÑR;½

Ok"kZ 2000@d`"kdksa dh Hkkxhnkjh@ugjksa
dk vuqj{k.k j[kj[kko

lac) laLFkk dh Hkwfedk
¼ijke'kZnk=h@izca/kdkfj.kh@dk;Zdkfj.kh@
vU;½

izca/kdkj.kh

• Lo:Ik ,oa orZeku lnL;

• eq[; vf/kdkjh dk uke

• eq[; dk;kZy; ,oa vU; 'kk[kkvksa ds irs

• cSBd dh vko`fRr ekgokj

• D;k cSBd esa turk Hkkx ys ldrh gS\ ugha

• D;k cSBd ds dk;Zo`Rr rS;kj fd, tkrs
gSa\

ugha

• D;k turk cSBd dk dk;ZoR̀r izkIr dj
ldrh gS\ vxj gka] rks izfØ;k dk
fooj.k nsa½

fujad

7@11 lEc) laLFkk dk uke ,oa irk ty miHkksDrk laFkk fxjxkao
• lEc) laLFkk dk izdkj

¼cksMZ] ifj"kn] lfefr] fudk; ;k vU;½
ty miHkksDrk lfefr

• lac) laLFkk dk laf{kIr ifjp;
¼LFkkiuk o"kZ] mn~ns';@eq[; ÑR;½

Ok"kZ 2000@d`"kdksa dh Hkkxhnkjh@ugjksa
dk vuqj{k.k j[kj[kko

lac) laLFkk dh Hkwfedk
¼ijke'kZnk=h@izca/kdkfj.kh@dk;Zdkfj.kh@
vU;½

izca/kdkj.kh

• Lo:Ik ,oa orZeku lnL;

• eq[; vf/kdkjh dk uke

• eq[; dk;kZy; ,oa vU; 'kk[kkvksa ds irs

• cSBd dh vko`fRr ekgokj

• D;k cSBd esa turk Hkkx ys ldrh gS\ ugha

• D;k cSBd ds dk;Zo`Rr rS;kj fd, tkrs
gSa\

ugha

• D;k turk cSBd dk dk;ZoR̀r izkIr dj
ldrh gS\ vxj gka] rks izfØ;k dk
fooj.k nsa½

fujad
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7@12 lEc) laLFkk dk uke ,oa irk ty miHkksDrk laFkk fjBkSjkdyk
• lEc) laLFkk dk izdkj

¼cksMZ] ifj"kn] lfefr] fudk; ;k vU;½
ty miHkksDrk lfefr

• lac) laLFkk dk laf{kIr ifjp;
¼LFkkiuk o"kZ] mn~ns';@eq[; ÑR;½

Ok"kZ 2000@d`"kdksa dh Hkkxhnkjh@ugjksa
dk vuqj{k.k j[kj[kko

lac) laLFkk dh Hkwfedk
¼ijke'kZnk=h@izca/kdkfj.kh@dk;Zdkfj.kh@
vU;½

izca/kdkj.kh

• Lo:Ik ,oa orZeku lnL;

• eq[; vf/kdkjh dk uke

• eq[; dk;kZy; ,oa vU; 'kk[kkvksa ds irs

• cSBd dh vko`fRr ekgokj

• D;k cSBd esa turk Hkkx ys ldrh gS\ ugha

• D;k cSBd ds dk;Zo`Rr rS;kj fd, tkrs
gSa\

ugha

• D;k turk cSBd dk dk;ZoR̀r izkIr dj
ldrh gS\ vxj gka] rks izfØ;k dk
fooj.k nsa½

fujad

7.1. Please provide information on boards councils, committees and other
bodies related to the public authority in the following format.

• Name and address of the affiliated Body
• Type of affiliated Body (Board, Council, Committees, Other Bodies )
• Brief introduction of the affiliated Body ( Establishment year, Objective /

Main Activities)
• Role of the Affiliated body ( Advisory / Managing / Executive / Others )
• Structure and member composition
• Head of the Body
• Address of main office and its Branches
• Frequency of Meetings
• Can public participate in the meetings ?
• Are minutes of the meetings prepared ?
• Are minutes of the meeting available to the public ? If yes please provide

information about the procedure to obtain them.
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v/;k; & 8 ¼eSuqvy&7½

yksd lwpuk vf/kdkfj;ksa ds uke inuke ,oa fof"kf’V;ka

Chapter – 8 (Manual – 7)

The names, designations and particulars of the Public
information Officers
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8-1- d`Ik;k yksd izkf/kdj.k esa dk;Zjr yksd lwpuk vf/kdkfj;ksa] lgk;d yksd
lwpuk vf/kdkfj;ksa rFkk foHkkxh; vihysV vFkksfjVh ds laca/k esa fuEu izk:Ik esa
lwpuk izLrqr djsaA

yksd izkf/kdj.k dk uke %& dk;Zikyu ;a=h] ty lalk/ku laHkkx] xksgn
lgk;d yksd lwpuk vf/kdkjh %

nwjHkk"kl-
Ø-

uke inuke ,l-Vh-Mh-
dk;kZy; vkokl

QSDl bZ-
esy

irk

1 Jh vkbZ- ds-
mik/;k;

layXu
vf/kdkjh

07539 222065 222065 & pEcy
dkWyksuh
xksgn

yksd lwpuk vf/kdkjh %
nwjHkk"kl-

Ø-
uke inuke ,l-Vh-Mh-

dk;kZy; vkokl
QSDl bZ-

esy
irk

1 Jh ch- Mh-
cjssfy;k

dk;Zikyu
;a=h

07539 222065 222073 222065 & pEcy
dkWyksuh
xksgn

foHkkxh; vihysV vFkksfjVh %
nwjHkk"kl-

Ø-
uke inuke ,l-Vh-Mh-

dk;kZy; vkokl
QSDl bZ-

esy
irk

1 Jh ih- lh- “kekZ v/kh{k.k
;a=h

07532 230087 232989 & & pEcy
dkWyksuh
eqjSuk

8.1. Please provide contact information about the public information Officers,
Assistant Public Information Officers and Departmental Apellate Authority
of the Public authority in the following format

Name of the Public Authority :

Assistant public information Officers :
Ph. No.S.N. Name Designation S.T.D.

Code Office Home
Fax E

mail
Address

Public information Officers :
Ph. No.S.N. Name Designation S.T.D.

Code Office Home
Fax E

mail
Address

Department Apellate Authority :
Ph. No.S.N. Name Designation S.T.D.

Code Office Home
Fax E

mail
Address
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v/;k; & 9 ¼eSuqvy&8½

fu.kZ; ysus dh izfØ;k

Chapter – 9 (Manual – 8)

Procedure followed in Decision Making Process
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9-1- fdlh fo’k; ij fu.kZ; ysus ds fy;s yksd izkf/kdj.k esa D;k izfØ;k viuk;h
tkrh gS \ ¼lfpoky; eSuqvy vkSj fothul eSuqvy ds fu;eksa] vkfn fu;eksa
dk mi;ksx fd;k tk ldrk gSA

9-1- What is the procedure followed to take a decision for various matters ? ( A
reference to Secretariat Manual and Rule of Business Manual, and other
rules / regulations etc can be made)
fuEukuqlkj

9-2- fdlh fo”ks’k fo’k; ij fu.kZ; ysus ds fy;s fu/kkZfjr fu;e ,oa izfØ;k D;k gS
vFkok fu.kZ; ysus ds fy;s fdl&fdl Lrjksa ij fopkj fd;k tkrk gSA

9.2. are the documented procedures / laid down procedures / defined criteria /
Rule to arrive at a particular decision for important matters ? What are
different levels through which a decision process moves ?
fuEukuqlkj

9-3- fy;s x;s fu.kZ; dks turk rd igqpkaus ds fy;s D;k O;oLFkk gS \
9.3. What are the arrangement to communicate the descision to the public.

vko';drk vuqlkj i= ds ek/;e ls turk dks lwfpr fd;k tkrk gSA

9-4- fofHkUu Lrj ij fdu vf/kdkfj;ksa dh laLrqfr fu.kZ; ysus ds fy;s izkIr dh
tkrh gS\

9.4. Are the officers at various levels whose opinions are sought for the process
of decision making ?
dk;kZy; esa fofHkUu dk;ksZa ds fy;s vf/kdkjh ukekafdr gSA

9.5. vafre fu.kZ; ysus ds fy;s izkf/kdkfjr vf/kdkjhA
9.5. Who is the final authority that wets the decision ?

dk;Zikyu ;a=h

dk;Zikyu ;a=h dk;kZy; esa fu.kZ; ysus dh dk;Z iz.kkyh
Øa- d{k izkjafHkd dk;Z djus

okyk deZpkjh
vf/kdkjh

izR;sd Lrj ij tkap
djus okyk

vf/kdkjh@deZpkjh

vafre fu.kZ; ysus
okyk vf/kdkjh

1 2 3 4 5
1 dk;Z d{k ekufp=dkj

lgk;d ekufp=dkj
layXu vf/kdkjh dk;Zikyu ;a=h

2 ys[kk d{k ofj"B ys[kk fyfid
vad{kd

laHkkxh; ys[kk vf/kdkjh dk;Zikyu;a=h

3 LFkkiuk d{k lgk;d fyfid
xzsM&2

laHkkxh; ys[kk vf/kdkjh dk;Zikyu ;a=h

4 vkfc;kuk d{k jktLo@flapkbZ
fyfid

lgk;d ;a=h dk;Zikyu ;a=h
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9-6- eq[; fo’k; ftl ij yksd izkf/kdj.k }kjk fu.kZ; fy;k tkrk gS mldk
fooj.k fuEu izk:Ik esa vyx ls izLrqr djsaA

l0Ø0
fo"k; ¼ftlds laca/k esa fu.kZ; fy;k
tkuk gS½

fufonk LohÑfr] iath;u

fn'kk& funsZ'k ¼;fn gksa rks½ fufonk lfefr }kjk

fu.kZ; ysus dh izfØ;k cSBd vk;ksftr dj

fu.kZ; ysus esa 'kkfey vf/kdkjh ds
inuke
fu.kZ; ysus esa 'kkfey vf/kdkfj;ksa dh
lEidZ lwpuk

o dk;Zikyu ;a=h]
o lgk;d ;a=h ¼:ikadu½
o lgk;d ;a=h ¼lacaf/kr½
o laHkkxh; ys[kkiky

fu.kZ; ds fo:) dgka vkSj dSls vihy
djas

fujad

9.6. Please provide information separately in the following format for the
important matters on which the decision is taken by the public authority .

S.N.
Subject on which the decision is to be
taken
Guideline / Direction , if any
Process of Execution
Designation of the officers involved in
decision making
Contact information of above mentioned
officers
If not satisfied by the decision, where
and how to appeal.
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v/;k; & 10 ¼eSuqvy&9½

vf/kdkfj;ksa vkSj deZpkfj;ksa dh funsZf”kdk

Chapter – 10 (Manual – 9)

Directory of Officers and Employee
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10-1 d`Ik;k tkudkjh fuEu izk:Ik esa tuin okj nsaA
nwjHkk"kØa- uke inuke ,l-Vh-

Mh-
dksM

dk;kZy; vkokl
QSDl bZesy irk

1 2 3 4 5 6 7 8 9
1 Jh ch- Mh- cjsfy;k dk;Z- ;a=h 07539 222065 222073 222065
2 Jh ds- ih- HkVukxj lgk;d ;a=h
3 Jh lqHkk"k dqekj tSu ^^&&^^&&^^
4 Jh Mh- lh- eqfM;k ^^&&^^&&^^
5 Jh vkj- Mh- xxZ ^^&&^^&&^^
6 Jh ts- lh- xqIrk ^^&&^^&&^^
7 Jh vkbZ- ds- mik/;k; ^^&&^^&&^^
8 Jh ,l- ds- JhokLoo mi;a=h
9 Jh ,- ds- xqIrk ^^&&^^&&^^
10 Jh vkj-ih- JhokLro ^^&&^^&&^^
11 Jh ,l- lh- tSu ^^&&^^&&^^
12 Jh ih- ,l- 'kekZ ^^&&^^&&^^
13 Jh ,l- lh- xqIrk ^^&&^^&&^^
14 Jh ih- ds- f=ikBh ^^&&^^&&^^
15 Jh ,- ds- Jhokl ^^&&^^&&^^
16 Jh ch- ih- xqIrk ^^&&^^&&^^
17 Jh ts- ,l- xqtZokj ^^&&^^&&^^
18 Jh ,l- lh- ekgkSj ^^&&^^&&^^
19 Jh iznhi 'kekZ ^^&&^^&&^^
20 Jh ,- ds- HkYyk ^^&&^^&&^^
21 Jh ,l- lh- 'kekZ ^^&&^^&&^^
22 Jh vfuy dqekj nhf{kr ^^&&^^&&^^
23 Jh lqcks/kflag HknkSfj;k ^^&&^^&&^^
24 Jh jkelsod nqcs ^^&&^^&&^^
25 Jh v:.k dqekj nhf{kr ^^&&^^&&^^
26 Jh vkj- ds- cq/kksfy;k lgk- xzsM&2
27 Jh ch- ,l- eka>h ^^&&^^&&^^
28 Jh Mh- vkj- vfgjokj ^^&&^^&&^^
29 Jh ,l- Mh- 'kekZ ^^&&^^&&^^
30 Jh vkj-,l-Lo.kZdkj ^^&&^^&&^^
31 Jh ch- ds- dksjdw ^^&&^^&&^^
32 Jh vkj- lh- lksu ^^&&^^&&^^
33 Jh lq[kjke tkVo ^^&&^^&&^^
34 Jh vkj- ch- djksfr;k lgk- xzsM&3
35 Jh ch- ,l- pkSgku ^^&&^^&&^^
36 Jh ,l- ch- ifjgkj ^^&&^^&&^^
37 Jh vfuy dqekj 'kekZ ^^&&^^&&^^
38 Jh ih- Mh- eksjokj ^^&&^^&&^^
39 Jh fny'ksj [kka ^^&&^^&&^^
40 Jh ,- ds- f'kogjs ^^&&^^&&^^
41 Jh jkethyky 'kekZ ^^&&^^&&^^
42 Jh Ogh-ih-,l- pkSgku ^^&&^^&&^^
43 Jh vkj-,l- HknkSfj;k ^^&&^^&&^^
44 Jh ulhj eksgEen[kkau lgk- xzsM&3
45 Jh th- ,y- [k=h ^^&&^^&&^^
46 Jh ,l- ,l- pkSgku ^^&&^^&&^^
47 Jh oklqnso iky ^^&&^^&&^^
48 Jh ch- ,e- JhokLro ^^&&^^&&^^

dk;kZy;
dk;Zikyu ;a=h
pEcy dkyksuh
xksgn ftyk

fHk.M
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49 Jh Mh- ,l- lxj ^^&&^^&&^^
50 Jh egs'k dqekj 'kekZ ^^&&^^&&^^
51 Jh iwjuflag dkS'ky LVsuks
52 Jh egs'k dqekj lgk-ek-fp=-
53 Jh vkj- ih- tkVo vuqjs[kd
54 Jh egkjktflag ^^&&^^&&^^
55 Jh ,p- ,u- xks;y fl-fu-
56 Jh vkj- ds- xks;y ^^&&^^&&^^
57 Jh ch- vkj- dker vehu
58 Jh txjke vuar ^^&&^^&&^^
59 Jh jkepjuyky tkVo ^^&&^^&&^^
60 Jh ih- ,l- dq'kokg ^^&&^^&&^^
61 Jh ,l- vkj- JhokLro ^^&&^^&&^^
62 Jh vkj-vkj-flag xqtZj ^^&&^^&&^^
63 Jh ,- ds- ik.Ms ^^&&^^&&^^
64 Jh jkepUnz ckFke ^^&&^^&&^^
65 Jh ,p-,l- nknkSfj;k ^^&&^^&&^^
66 Jh ,p-,l- ujofj;k ^^&&^^&&^^
67 Jh Ogh- ds- ujofj;k ^^&&^^&&^^
68 Jh lh-,y- 'kkD;okj ^^&&^^&&^^
69 Jh ih- ,y- lksyadh ^^&&^^&&^^
70 Jh vkj- ih- nhf{kr ^^&&^^&&^^
71 Jh ts- ,l- rksej ^^&&^^&&^^
72 Jh jktsUnz dqekj tkVo ^^&&^^&&^^
73 Jh ch- ds- 'kekZ ^^&&^^&&^^
74 Jh dkseyflag ;kno ^^&&^^&&^^
75 Jh vkj- ,u- oekZ ^^&&^^&&^^
76 Jh xksfoUnflag Hk`R;
77 Jherh 'kdqaryk 'kekZ ^^&&^^&&^^
78 Jh ykyflag rkSej ^^&&^^&&^^
79 Jh cklqnso eka>h ^^&&^^&&^^
80 Jh fd'kuLo:Ik ^^&&^^&&^^
81 Jh gjxksfoUn ^^&&^^&&^^
82 Jh v'kksd ckcw ^^&&^^&&^^
83 Jh jkey[ku ^^&&^^&&^^
84 Jh eq[R;kj vyh ^^&&^^&&^^
85 Jh txnh'kflag ^^&&^^&&^^
86 Jh ckcwjke ^^&&^^&&^^
87 Jh jkefd'ku ^^&&^^&&^^
88 Jh vrjfalg ^^&&^^&&^^

10.1. Please provide information district wise in following format.

Ph. No.S.N. Name Designation S.T.D.
Code Office Home

Fax E
mail

Address
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v/;k; &11 ¼eSuqvy&10½

izR;sd vf/kdkjh vkSj deZpkjh }kjk izkIr ekfld
ikfjJfed vkSj mlds fu/kkZj.k dh Ik)fr

Chapter –11(Manual-10)

The Monthly Remuneration Received By Each of

this Officers and employees ,Including the System

of Compensation as Provided in Regulations

http://www.go2pdf.com


Template for the Information Handbook Version 1.0

37

11-1- d`Ik;k tkudkjh fuEu izk:Ik esa nsa A

la-Øa- uke inuke ekfld ikfjJfed

¼ osrueku ½

ikfjrksf"kd@
ikfjrksf"kd

HkRrk

ikfjJfed ds
fu/kkZj.k dh
i}fr tks

fu;ekoyh esa
nh xbZ gksA

1 2 3 4 5 6
1 Jh ch- Mh- cjsfy;k dk;Z- ;a=h 10000-375-15200
2 Jh ds- ih- HkVukxj lgk;d ;a=h ^^&&^^&&^^
3 Jh lqHkk"k dqekj tSu ^^&&^^&&^^ ^^&&^^&&^^
4 Jh Mh- lh- eqfM;k ^^&&^^&&^^ ^^&&^^&&^^
5 Jh vkj- Mh- xxZ ^^&&^^&&^^ 8000-275-13500
6 Jh ts- lh- xqIrk ^^&&^^&&^^ 10000-325-15200
7 Jh vkbZ- ds- mik/;k; ^^&&^^&&^^ 8000-275-13500
8 Jh ,l- ds- JhokLoo mi;a=h ^^&&^^&&^^
9 Jh ,- ds- xqIrk ^^&&^^&&^^ ^^&&^^&&^^
10 Jh vkj-ih- JhokLro ^^&&^^&&^^ ^^&&^^&&^^
11 Jh ,l- lh- tSu ^^&&^^&&^^ ^^&&^^&&^^
12 Jh ih- ,l- 'kekZ ^^&&^^&&^^ 6500-100-9100
13 Jh ,l- lh- xqIrk ^^&&^^&&^^ 8000-275-135200
14 Jh ih- ds- f=ikBh ^^&&^^&&^^ 6500-200-9100
15 Jh ,- ds- Jhokl ^^&&^^&&^^ ^^&&^^&&^^
16 Jh ch- ih- xqIrk ^^&&^^&&^^ 8000-275-13500
17 Jh ts- ,l- xqtZokj ^^&&^^&&^^ 6500-200-9100
18 Jh ,l- lh- ekgkSj ^^&&^^&&^^ ^^&&^^&&^^
19 Jh iznhi 'kekZ ^^&&^^&&^^ ^^&&^^&&^^
20 Jh ,- ds- HkYyk ^^&&^^&&^^ 8000-275-13500
21 Jh ,l- lh- 'kekZ ^^&&^^&&^^ ^^&&^^&&^^
22 Jh vfuy dqekj nhf{kr ^^&&^^&&^^ 6500-200-9100
23 Jh lqcks/kflag HknkSfj;k ^^&&^^&&^^ 5000-150-8000
24 Jh jkelsod nqcs ^^&&^^&&^^ ^^&&^^&&^^
25 Jh v:.k dqekj nhf{kr ^^&&^^&&^^ 6500-200-9100
26 Jh vkj- ds- cq/kksfy;k lgk- xzsM&2 4000-100-6000
27 Jh ch- ,l- eka>h ^^&&^^&&^^ ^^&&^^&&^^
28 Jh Mh- vkj- vfgjokj ^^&&^^&&^^ ^^&&^^&&^^
29 Jh ,l- Mh- 'kekZ ^^&&^^&&^^ ^^&&^^&&^^
30 Jh vkj-,l-Lo.kZdkj ^^&&^^&&^^ ^^&&^^&&^^
31 Jh ch- ds- dksjdw ^^&&^^&&^^ ^^&&^^&&^^
32 Jh vkj- lh- lksu ^^&&^^&&^^ ^^&&^^&&^^
33 Jh lq[kjke tkVo ^^&&^^&&^^ ^^&&^^&&^^
34 Jh vkj- ch- djksfl;k lgk- xzsM&3 3500-80-4700-

100-5200
35 Jh ch- ,l- pkSgku ^^&&^^&&^^ ^^&&^^&&^^
36 Jh ,l- ch- ifjgkj ^^&&^^&&^^ ^^&&^^&&^^
37 Jh vfuy dqekj 'kekZ ^^&&^^&&^^ ^^&&^^&&^^
38 Jh ih- Mh- eksjokj ^^&&^^&&^^ ^^&&^^&&^^
39 Jh fny'ksj [kka ^^&&^^&&^^ ^^&&^^&&^^
40 Jh ,- ds- f'kogjs ^^&&^^&&^^ ^^&&^^&&^^
41 Jh jkethyky 'kekZ ^^&&^^&&^^ ^^&&^^&&^^
42 Jh Ogh-ih-,l- pkSgku ^^&&^^&&^^ ^^&&^^&&^^

'kklu
fu;ekuqlkj
esagxkbZ
HkRrk o
vU; HkRrs
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43 Jh vkj-,l- HknkSfj;k ^^&&^^&&^^ 3050-75-3900-
80-4590

44 Jh ulhj eksgEen[kkau ^^&&^^&&^^ ^^&&^^&&^^
45 Jh th- ,y- [k=h ^^&&^^&&^^ ^^&&^^&&^^
46 Jh ,l- ,l- pkSgku ^^&&^^&&^^ ^^&&^^&&^^
47 Jh oklqnso iky ^^&&^^&&^^ ^^&&^^&&^^
48 Jh ch- ,e- JhokLro ^^&&^^&&^^ ^^&&^^&&^^
49 Jh Mh- ,l- lxj ^^&&^^&&^^ ^^&&^^&&^^
50 Jh egs'k dqekj 'kekZ ^^&&^^&&^^ ^^&&^^&&^^
51 Jh iwjuflag dkS'ky LVsuks 4500-125-7000
52 Jh egs'k dqekj lgk-ek-fp=- 4000-100-6000
53 Jh vkj- ih- tkVo vuqjs[kd 3500-80-4700-

100-5200
54 Jh egkjktflag ^^&&^^&&^^ ^^&&^^&&^^
55 Jh ,p- ,u- xks;y fl- fu- 4500-125-7000
56 Jh vkj- ds- xks;y ^^&&^^&&^^ ^^&&^^&&^^
57 Jh ch- vkj- dker vehu 4000-100-6000
58 Jh txjke vuar ^^&&^^&&^^ ^^&&^^&&^^
59 Jh jkepjuyky tkVo ^^&&^^&&^^ ^^&&^^&&^^
60 Jh ih- ,l- dq'kokg ^^&&^^&&^^ ^^&&^^&&^^
61 Jh ,l- vkj- JhokLro ^^&&^^&&^^ ^^&&^^&&^^
62 Jh vkj-vkj-flag xqtZj ^^&&^^&&^^ ^^&&^^&&^^
63 Jh ,- ds- ik.Ms ^^&&^^&&^^ ^^&&^^&&^^
64 Jh jkepUnz ckFke ^^&&^^&&^^ ^^&&^^&&^^
65 Jh ,p-,l- nknkSfj;k ^^&&^^&&^^ ^^&&^^&&^^
66 Jh ,p-,l- ujofj;k ^^&&^^&&^^ 3050-75-3900-

80-4590
67 Jh Ogh- ds- ujofj;k ^^&&^^&&^^ ^^&&^^&&^^
68 Jh lh-,y- 'kkD;okj ^^&&^^&&^^ ^^&&^^&&^^
69 Jh ih- ,y- lksyadh ^^&&^^&&^^ ^^&&^^&&^^
70 Jh vkj- ih- nhf{kr ^^&&^^&&^^ ^^&&^^&&^^
71 Jh ts- ,l- rksej ^^&&^^&&^^ ^^&&^^&&^^
72 Jh jktsUnz dqekj tkVo ^^&&^^&&^^ ^^&&^^&&^^
73 Jh ch- ds- 'kekZ ^^&&^^&&^^ ^^&&^^&&^^
74 Jh dkseyflag ;kno ^^&&^^&&^^ ^^&&^^&&^^
75 Jh vkj- ,u- oekZ ^^&&^^&&^^ ^^&&^^&&^^
76 Jh xksfoUnflag Hk`R; 2610-60-3150-

65-3540
77 Jherh 'kdqaryk 'kekZ ^^&&^^&&^^ ^^&&^^&&^^
78 Jh ykyflag rkSej ^^&&^^&&^^ ^^&&^^&&^^
79 Jh cklqnso eka>h ^^&&^^&&^^ 2550-55-2660-

60-3200
80 Jh fd'kuLo:Ik ^^&&^^&&^^ ^^&&^^&&^^
81 Jh gjxksfoUn ^^&&^^&&^^ ^^&&^^&&^^
82 Jh v'kksd ckcw ^^&&^^&&^^ ^^&&^^&&^^
83 Jh jkey[ku ^^&&^^&&^^ ^^&&^^&&^^
84 Jh eq[R;kj vyh ^^&&^^&&^^ ^^&&^^&&^^
85 Jh txnh'kflag ^^&&^^&&^^ ^^&&^^&&^^
86 Jh ckcwjke ^^&&^^&&^^ ^^&&^^&&^^
87 Jh jkefd'ku ^^&&^^&&^^ ^^&&^^&&^^
88 Jh vrjfalg ^^&&^^&&^^ ^^&&^^&&^^
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v/;k; &12 ¼eSUkqvy&11½

izR;sd vfHkdj.k dks vkoafVr ctV

¼lHkh ;kstukvksa]O;; izLrkoksa rFkk /ku forj.k dh lwpuk ½

Chapter-12(Manual-11)

The Budget Allocated to each Agency

(Particulars of all plans, proposed expenditures and reports
on disbursement made)
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fuekZ.k ]fodkl]rduhfd dk;Z djus okys yksd izkf/kdj.kksa ds fy;s

12.1 yksd izkf/kdj.kj ds izR;sd vfHkdj.k dks vkoafVr ctV dh lwpuk ftuesa fd
lHkh ;kstukvksa ]O;; izLrkoksa rFkk /ku forj.k dh lwpuk dks ]fuEu izk:i eas nsa

o"kZ 2004&2005%&
Ø-
la-

;kstuk dk
uke

dk;Z dk;Z
izkjaHk
gksus
dk
fnukad

dk;Z ds
lekiu
dk
vuqekfur
fnukad

izLrkfor
ctV

LohÑr
ctV

'kklu
}kjk
iznRr
¼fd'rksa
esa½

dqy
O;;

dk;Z dh
xq.koRrk
,oa
lekiu
djokus
ds fy,
ftEesnkj
vf/kdkjh

1-

2-

3-

23@2701
vk;kstusRrj
pEcy ugj
dk vuqj{k.k
¼etnwjh
vuqj{k.k½

ih-vkbZ-,e-

45@2701
y?kq rkykc
etnwjh
vuqj{k.k

&
&

&

&
&

&
&

&

&
&

&
&

&

&
&

102-19
15-00

22-47

15-00
14-00

89-00
3-00

22-47

15-00
2-00

&
&

&

&
&

91-59
5-22

22-47

15-37
4-28

For Public Authorities responsible for developmental ,construction, technical works

12.2 please provide information about the details of the budget for different activities
under different schemes in the given format

Year 2004-2005:-
Sr.
No.

Name or the
scheme/Head

Activity Starting
date of
the
activity

Planned
end
date of
the
activity

Amount
Proposed

Amount
Sanctio-
ned

Amount
released/
disbursed
(no. of
installments)

Actual
expen-
diture
for the
last
year

Responsible
officer for
the quality
and the
complete
execution
of the work
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vU; yksd izkf/kdj.kksa ds fy;s

dza la0 Ekn izLrkfor ctV LOkhdr̀ CktV “kklu }kjk iznRr
¼fd”rksa e ½

dqy O;;

fujad

For other public Authorities

Sr.No. Head Proposed
Budget

Sanctioned
Budget

Amount
Released
/disbursed(no.of
installaments)

dqy O;;

http://www.go2pdf.com


Template for the Information Handbook Version 1.0

42

v/;k; &13 eSuqvy

vuqnku @jkt lgk;rk dk;Zdzeksa ds fdz;kUo;u dh jhfr

Chapter-13
The Manner of Execution of Subsidy programmes
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13.1 d`Ik;k fuEu izk:Ik ij tkudkjh miyC/k djk;sa A
q  dk;Zdze ;sktuk dk uke
q  dk;Zdze ;sktuk ds izHkkoh jgus dh le; lhek
q  dk;Zdze dk m)s”;A
q  dk;Zdze ds HkkSfrd ,ao okf.kfT;d y{; ¼foxr o’kksZ essa½A
q  ykHkkFkhZ dh ik=rk A
q  iwokZis{kk,sa
q  vuqnku lgk;rk izkIr djus dh izfd;k
q  ik=rk fu”fpr djus ds fy, ekun.M
q  fn;s tkus okys vuqnku lgk;rk dk fooj.k ¼ftlesa vuqnku dh jkf”k dk fooj.k gkas½
q  vuqnku lgk;rk ds forj.k dh izfd;k
q  vkosnu djus ds fy, dgkW fdlls lEidZ djsa
q  vkosnu “kqYd tgkW mfpr gksaA
q  vU; “kqYd tgkW mfpr gksaA
q  vkosnu Ik= dk izk:Ik ¼;fn vkosnu lkns dkxt ij gksrk gS rks d`I;k mldk mYys[k

djrs gq,sa ;g crk;sa fd vkosnu drkZ vkosnu djrs le; fdu fdu ckrks dk o.kZu djs½
q  layXuksa dh lwph
q  layXuks dk izk:Ik
q  izfdz;k ls lEcf/kr leL;k gksus ij dgkW lEidZ djsa
q  miyC/k /kujkf'k dk fooj.k ¼ fofHkUu Lrjksa ij tSlsa fd ftyk Lrj ij CykWd Lrj ij

bR;kfn½

o dk;ZØe@;kstuk dk uke
o dk;ZØe@;kstuk ds izHkkoh jgus dh le; lhek
o dk;ZØe dk mn~ns';
o dk;ZØe ds HkkSfrd ,oa okf.kfT;d y{;

¼foxr o"kZ esa½
o ykHkkFkhZ dh ik=rk
o iwoZkis{kk,a
o vuqnku@lgk;rk izkIr djus dh izfØ;k
o ik=rk fuf'pr djus ds fy, ekun.M
o fn, tkus okys vuqnku@lgk;rk dk fooj.k

¼ftlesa vuqnku dh jkf'k dk fooj.k gks½
o vuqnku@lgk;rk ds forj.k dh izfØ;k
o vkosnu djus ds fy, dgka@fdlls lEidZ djsaA
o vkosnu 'kqYd ¼tgka mfpr gks½
o vU; 'kqYd ¼tgka mfpr gks½
o vkosnu i= dk izk:Ik

¼;fn vkosnu lkns dkxt ij gksrk gS rks Ñi;k
mldk mYys[k djrs gq, ;g crk,a fd
vkosnudrkZ vkosnu djrs le; fdu ckrksa dk
o.kZu djs½

o layXudksa dh lwph
o layXudksa dk izk:Ik
o izfØ;k ls lacaf/kr leL;k gksus ij dgka lEidZ

djsa
o miyC/k /kujkf'k dk fooj.k

¼fofHkUu Lrjksa ij] tSsls fd ftyk Lrj ij] Cykd
Lrj ij bR;kfn½

fujad
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q  ykHkkfFkZ;ks dh lwph ¼fuEu izk:Ik ij½ a

fuoklfoHkkx
}kjk
iznRr
dzekad

ykHkkFkhZ
dk uke

vuqnku
dh jkf'k

CkfYn;r
ik=rk dk
vk/kkj

ftyk 'kgj eksgYyk@
xkWo

edku
ua0

fujad

13.1 please provide the information as per the following format :

Ø  Name of Programme scheme
Ø  Duration of the programme scheme
Ø  Objective of the programme
Ø  Physical and finanecial targets of the programme (for the last year)
Ø  Elligibility of Beneficiary
Ø  Pre-requisites for the benefit
Ø  Procedure for deciding eligibility
Ø  Detail of the benefits given in the programme (also mention the amount of subsidy

or other help given)
Ø  Procedure for the distribution of the subsidy
Ø  Where to apply or whom to contact in the office for applying
Ø  Application fee (where applicable)
Ø  Application format (where applicable.If the application is made on plain paper

please mention it along with what the applicant should mention in the application)
Ø  List of attachments (Certificate/document)
Ø  Format of Attacments
Ø  Where to contect in case of process related complaints
Ø  Deatais of the available fund (At various levels like District Level Block Level etc)

AddressSerial
Number/Code

Benefit
of

subsidy

Amount
of

subsidy

Parcent/Gua
rdians

Criteria of
selection District City Town.Vil

lage
House

No.
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v/;k; &14 ¼eSuqvy&13½

fj;k;rksa] vuqKki=ksa rFkk izkf/kdkjksa dsa izkfIrdrkZvksa ds laca/k esa
fooj.k

Chapter-14 (Manual-13)

Particulars of Recipients of Conessions Permits or
authorization granted by it
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14-1- d`Ik;k fuEu izk:i ij tkudkjh miyC/k djk;sa
o dk;Zdze dk uke
o izdkj fj;k;r ]vuqKki= vFkok izkf/kdkj esa ls ,d pqus
o m)s';
o y{; foxr o"kZ esa
o ik=rk
o ik=rk dk vf/kdkj
o iwokZis{kk,W
o izkIr djus dk vf/kdkj
o fj;k;r ]vuqKki= vFkok izkf/kdkj fn;s tkus ds fy;s fu/kkZfjr le; lhek
o vkosnu “kqYd
o vkosnd Ik= dk izk:Ik
o layxzdksa dh lwph
o layxzdks dk izk:Ik

◊ dk;ZØe dk uke

◊ izdkj
¼fj;k;r] vuqKki= vFkok izkf/kdkj esa ls ,d pqusa½

◊ mn~ns';
◊ y{; ¼foxr o"kZ esa½

◊ ik=rk
◊ ik=rk dk vk/kkj

◊ iwokZis{kk,a

fujad

◊ izkIr djus dh izfØ;k

◊ fj;k;r] vuqKki= vFkok izkf/kdkj fn, tkus ds fy,
fu/kkZfjr le; lhek

◊ vkosnu 'kqYd

◊ vkosnu i= dk izk:i

◊ layXudksa dh lwph

◊ layXudksa dk izk:i

o izkfIrdrkZvksa dh lwph ¼fuEu izk:Ik ij½

fuoklfoHkkx }kjk
iznRr
Øekad

izkfIrdrkZ
dk uke

oS/krk fdl
fnukad rd gS

ofYn;r
ftyk 'kgj eksgYyk@xkao edku ua-

fujad

fj;k;r ds fy, fuEu tkudkjh Hkh miyC/k djk,a %
◊ fn, tkus okys ykHk dk fooj.k fujad
◊ ykHk ds forj.k dh izfØ;k fujad

http://www.go2pdf.com


Template for the Information Handbook Version 1.0

47

14.1. Please provide the information as per the following format.

Name of Programme
Type (Concession / Permits / Authorization )
Objective
Targets set (for the last year)

• Eligibility
• Criteria for the eligibility
• Pre requisites
• Procedure to avail the benefits
• Time limit for the concession permits Authorizations
• Application Fee (where applicable)
• Application format (where applicable)
• List of attachment ( certificates / documents )
• Format of Attachments
• List of beneficiaries in the format given below

AddressS.N. /
Code

Beneficiary
Name

Validity
Period

Parent
Guardians District City Town/Village House

No.

Also provide the following information for concession

• Detail of the benefit given
• Distribution of benefits
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v/;k; & 15 ¼eSuqvy&14½

d`R;ksa ds fuoZgu ds fy, LFkkfir ekud @ fu;e

Chapter – 15 (Manual – 14)

Norms set by it for the discharge of its functions
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15-1- yksd izkf/kdj.k }kjk vius fofHkUu fØ;kdykiksa @ dk;ZØeksa ds laiknu gsrq
iz;ksx fd;s tkus okys ekud @ fu;eksa dk dk;ZØeokj fooj.k djk;saA

15-1- Please provide the details of the Norms Standards set by the department
for execution of various activities programmes

vf/kfu;e

1- e-iz- flapkbZ vf/kfu;e 1931
2- flapkbZ izca/ku esa Ñ"kdksa dh Hkkxhnkjh vf/kfu;e 1999
3- e-iz- ys[kk lafgrk

eSuqvy
1- e-iz- dk;Z foHkkx fu;ekoyh 1983] Hkkx&1
2- e-iz- dk;Z foHkkx fu;ekoyh 1983] Hkkx&2
3- e-iz- dk;Z foHkkx fu;ekoyh 1983] Hkkx&3

fu;e
1- e-iz- flapkbZ vfHk;kaf=dh ,oa Hkw&HkkSfrdh ¼jktif=r HkrhZ fu;e 1965½
2- e-iz- flapkbZ ¼vjktif=r½ HkrhZ fu;e 1969

ifji=
1- e-iz- ty lalk/ku foHkkx }kjk tkjh leLr rduhfd ifji=
2- e-iz- ty lalk/ku foHkkx dh izpfyr ,dhÑr nj lwph 2003
3- e-iz- ty lalk/ku foHkkx ds LisflfQds'kUl
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v/;k; & 16 ¼eSuqvy&15½

bysDVªkfud :i esa miyC/k lwpuk;sa

Chapter – 16 (Manual – 15)

Information available in an electronic from
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16-1- foHkkx }kjk fofHkUUk dk;ZØeksa ls lacaf/kr tkudkjh izLrqr djsa tks fd
bysDVªkfud QkesZV lsa gksA

16-1- Please provide the details of the information related to the various schemes
which are available in the electronic format.

ty lalk/ku foHkkx dh osclkbZV www.mpwrd.nic.in ij miyC/k gSA

http://www.mpwrd.nic.inij
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v/;k; & 17 ¼eSuqvy&16½

lwpuk izkIr djus ds fy, ukxfjdksa dks miyC/k lqfo/kkvkas dk fooj.k

Chapter – 17 (Manual – 16)

Particulars of the facilities available to citizens for
obtaining information
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17-1- lwpukvksa dks turk rd igqpkus ds fy;s foHkkx @ laxBu }kjk dh x;h
O;oLFkk dk fooj.k tSls &

• iqLrdky;
• ukVd @ uqDdM+
• v[kckjksa ds }kjk
• izn'kZuh
• lwpuk iVy
• vfHkys[kkas dk fujh{k.k
• nLrkostksa dh izfr izkIr djus dh O;oLFkk
• miyC/k foHkkxh; eSuwqvy
• yksd izkf/kdj.k dh csolkbV
• vU; izpkj izlkj ds lk/ku

17-1- Means, method or facilitation available to the public which are adopted by
the department for dissemination of information.

• Office Library
• Drama and Shows
• Through News Paper
• Exhibition
• Notice Board
• Inspection of Issuing of copies of documents
• Printed Manual Available
• Website of the public Authority
• Others means of advertising

http://www.go2pdf.com


Template for the Information Handbook Version 1.0

54

v/;k; & 18 ¼eSuqvy&17½

vU; mi;ksxh tkudkfj;ka

Chapter – 18 (Manual – 17)

Other Useful Information
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18-1- yksd izkf/kdj.k ls tuekul }kjk lkekU;r% iwNs tkus okys iz'u o muds
mRrjA

18-1- Frequently Asked Questions and their Answer by Public
flapkbZ ;kstukvksa ls lacaf/kr tkudkjh ,oa fooj.k

18-2- lwpuk izkIr djus ds laca/k esa
• vkosnu i= ¼rFkk laUnHkZ ds fy;s ,d Hkjs gq, vkosnu i= dh izfr ½
• “kqYd
• lwpuk vkosnu i= ij fdl rjg ls ekaxh tk;s & dqN fVIl
• lwpuk u nsus o vihy djus ds laca/k ls ukxfjd ds vf/kdkj o vihy

djus dh izfØ;k

• vkosnu i=
¼rFkk lanHkZ ds fy, ,d Hkjs gq, vkosnu i= dh izfr½

izk:i vkosnu i=
layXu gSA

• 'kqYd foHkkx ds izko/kku
vuqlkj

• lwpuk vkosnu i= ij fdl rjg ls ekaxh tk,& dqN fVIl fyf[kr vkosnu }kjk

• lwpuk u nsus o vihy djus ds laca/k esa ukxfjd ds vf/kdkj o
vihy djus dh izfØ;k

vihyh; vf/kdkjh
v/kh{k.k ;a=h ¼:ikadu½
dk;kZy; eq[; vfHk;ark
dks vkosnu nsdj

18.2. Related to seeking information

• Application form ( a copy of filled application form for reference )
• Fee
• How to write a precise information request – few tips
• Right of the citizen in case of denial of information and procedure to

appeal

18-3- yksd izkf/kdj.k }kjk turk dks fn;s tkus okys izf”k{k.k ds laca/k esa

• izf'k{k.k dk;ZØe dk uke o fooj.k
• izf'k{k.k dk;ZØe @ ;kstuk ds izHkkoh jgus dh le; lhek
• izf'k{k.k dk;ZØe dk mn~ns';
• izf'k{k.k dk;ZØe ds HkkSfrd ,oa okf.kfT;d y{; ¼foxr o"kZ esa½
• ykHkkFkhZ dh ik=rk
• iwoZis{kk,sa ¼;fn gks rks½
• vuqnku @ lgk;rk ¼;fn gks rks½
• fn;s tkus okys vuqnku @ lgk;rk dk fooj.k ¼ftlesa vuqnku dh

jkf'k dk fooj.k gks½
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• vuqnku @ lgk;rk ds forj.k dh izfØ;k
• vkosnu djus ds fy;s dgkW @ fdlls lEidZ djsaA
• vkosnu 'kqYd ¼tgak mfpr gks ½
• vU; 'kqYd ¼tgka mfpr gks½
• vkosnu i= dk izk:Ik ¼;fn vkosnu lkns dkxt ij gksrk gS rks d`Ik;k

mldk mYys[k djrs gq, ;g crk,sa fd vkosnu drkZ vkosnu djrs
le; fdu ckrksa dk o.kZu djs½

• layXu dh lwfp;ka
• layXuksa dk izk:Ik
• vkosnu djus dh izfØ;k
• p;u izfØ;k
• izf'k{k.k dk;ZØe dh le; lkfj.kh ¼;fn gks rks½
• izf'k{k.k ds le; ds ckjs esa vkosnd dks lwfpr djus dk rjhdk
• izf'k{k.k dk;ZØe ds ckjs esa turk dks tkx:d djus ds fy;s yksd

izkf/kdj.k }kjk fd;s tkus okys dk;Z
• fofHkUu Lrjksa ij tSls fd ftyk Lrj ij] Cykd Lrj bR;kfn ij

izf'k{k.k dk;ZØeksa ds ykHkkfFkZ;ksa dh lwph rFkk fooj.kA

fujad

18-3- With relation to training imparted to public by public Authority

• Name of training programme with brief description
• Time period for Training Programme / Scheme
• Objective of Training
• Physical and Financial Targets (List year)
• Elligibility for training
• Prequistite for training (if any)
• Financial and other form of help (if any)
• Description of help (mention the amount of Financial help, if any)
• Procedure of giving help
• Contact information for applying
• Application fee (wherever applicable)
• Other Fees (Wherever applicable)
• Application form ( In case the application is made on plain paper,

please mention the details which the applicant has to provide )
• List of enclosures / documents
• Format of enclosures / documents
• Procedure of application
• Selection Procedure
• Time table of training programme (in case available)
• Process to inform the trainee about the training schedule
• Arrangement made by the public Authority for creating public

awarness about the training programmes.
• List of Beneficiary of the training programme at various levels like

district levels, block levels etc.
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18-4- yksd izkf/kdj.k }kjk fn;s tkus okys izek.k i=] vukifRr izek.k i= vkfn ds
laca/k esa tks eSuqvy 13 esa uk lfEefyr gksA

§ izek.k i=] vukifRr izek.k i= vkfn dk uke o fooj.k
§ izek.k i=] vukifRr izek.k i= vkfn izkIr djus gsrq ik=rk
§ vkosnu djus ds fy, dgka@fdlls lEidZ djsa
§ vkosnu 'kqYd ¼tgka mfpr gks½
§ vU; 'kqYd ¼tgka mfpr gks½
§ vkosnu i= dk izk:Ik ¼;fn vkosnu lkns dkxt ij gksrk gS rks

Ñi;k mldk mYys[k djrs gq, ;g crk,a fd vkosnudrkZ
vkosnu djrs le; fdu ckrksa dk o.kZu djsa½

§ layXudksa dh lwph
§ layXudksa dk izk:i
§ vkosnu djus dh izfØ;k
§ vkosnu djus ds ckn yksd izkf/kdj.k esa gksus okyh izfØ;k ¼;gka

ij ml izfØ;k dk fooj.k nsa tks vkosnu }kjk lkjh
izkFkfedrk,a iwjh djus ds Ik'pkr yksd izkf/kdj.k }kjk dh
tkrh gSaa½

§ vkosnu dh lkjh izkFkfedrk,a lgh rjg ls iwjh djus ds Ik'pkr
izek.k i=] vukifRr izek.k i=] vkfn tkjh djus ds fy,
fu/kkZfjr le; vof/k

§ izek.k i= ds izHkkoh jgus dh le; lhek ¼;fn gks rks½
§ uohuhdj.k dh izfØ;k ¼;fn gks rks½

fujad

18-4- With relation to Certificate, No objection certificate etc issued by the Public
Authority not included in manual – 13

• Name and description of the certificates and NOCs
• Elligibility for applying
• Contact information for applying
• Application Fee (wherever applicable)
• Other Fees (wherever applicable)
• Application form (in case the application is made on plain paper,

please mention the details which the applicant has to provide)
• List of enclosures / documents
• Format of enclosures / documents
• Procedure of application
• Process followed in the public Authority after receipt of application
• Normal time taken for issuance of certificate.
• Validity period of certificate ( if applicable)
• Process of renewal (if any)
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18-5- yksd izkf/kdj.k esa gksus okys iath;u ds laca/k esa

§ iath;u dk mn~ns'; foHkkxh; dk;ksZa dks oxZ&l Js.kh
ds Bsdsnkjksa ds ek/;e ls djk;k
tkuk

§ vkosnd dh ik=rk foHkkxh; fu;ekuqlkj
§ iwokZis{kk,a ¼;fn gks rks½ O;olkf;d dk;Z{kerk
§ vkosnu djus ds fy, dgka@fdlls lEidZ djsa laHkkxh; ys[kkiky
§ vkosnu 'kqYd ¼tgka mfpr gks½ foHkkx }kjk fu/kkZfjr
§ vU; 'kqYd ¼tgka mfpr gks½ &
§ vkosnu i= dk izk:Ik ¼;fn vkosnu lkns dkxt ij

gksrk gS rks Ñi;k mldk mYys[k djrs gq, ;g crk,a
fd vkosnudrkZ vkosnu djrs le; fdu ckrksa dk
o.kZu djsS

foHkkx }kjk fu/kkZfjr izi=

§ layXudksa dh lwph fu/kkZfjr tkudkjh ls lacaf/kr
lgi=

§ layXudksa dk izk:i fu/kkZfjr gSA
§ vkosnu djus dh izfØ;k fu/kkZfjr izi= esa vkosnu okafNr

vfHkys[kksa dk izekf.kr izfr
lfgrA

§ vkosnu djus ds ckn yksd izkf/kdj.k esa gksus okyh
izfØ;k ¼;gka ij ml izfØ;k dk fooj.k nsa tks
vkosnd }kjk lkjh izkFkfedrk,a iwjh djus ds Ik'pkr
yksd izkf/kdj.k }kjk dh tkrh gSa½

vkosnu dk foHkkx ds fu;ekuqlkj
ijh{k.k fd;k tkrk gSA

§ izHkkoh jgus dh le;&lhek ¼;fn gks rks½ ikap lky
§ uohuhdj.k dh izfØ;k le; lhek lekIr gksus ds rhu

ekg iwoZ vkosnu nsus ij

18-5- With relation to registration process.

• Objective
• Elligibility for registration
• Pre-requisites (if any)
• Contact information for applying
• Application Fee (wherever applicable)
• Other fees (wherever applicable)
• Application form (in case the application is made on plain paper,

please mention the details which the applicant has to provide)
• List of enclosures / documents
• Format of enclosures / documents
• Procedure of application
• Process followed in the public Authority after receipt of application
• Normal time taken for issuance of certificate.
• Validity period of registration ( if applicable)
• Process of renewal (if any)
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18-6- yksd izkf/kdj.k ¼ Municipal Corporation, Trade Tax Entertainment Tax,
vkfn ½ }kjk VsDl ysus ds laca/k esa

§ VSDl dk uke o fooj.k
§ VSDl ysus dk mn~ns';
§ VSDl fu/kkZj.k djus ds fy, ekinaM o izfØ;k
§ cM+s (major) fMQkYVlZ dh lwph

fujad

18-6- With relation to collection of Tax by public Authority ( municipal corporation,
Trade Tax, Entertainment Tax etc)

• Name and description of Tax
• Purpose of Tax collection
• Procedure and criteria for determination of tax rates
• List of major defaulters

18-7- yksd izkf/kdj.k }kjk ukxfjdksa nh tkus okys fctyh @ ikuh ds dusD'ku]
dusD'ku dks vLFkk;h @ LFkk;h :Ik ls foPNsnu] vkfn ds lEca/k esa ¼;g
lwpuk LFkkuh; fudk; tSls uxj ikfydk @ uxj ifj"kn UPCL }kjk nh tk
ldrh gSA ½

§ vkosnd dh ik=rk
§ iwokZis{kk,a ¼;fn gks rks½
§ vkosnu djus ds fy, dgka@fdlls lEidZ djsa
§ vkosnu 'kqYd ¼tgka mfpr gks½
§ vU; 'kqYd@ns; ¼tgka mfpr gks½
§ vkosnu i= dk izk:Ik ¼;fn vkosnu lkns dkxt ij gksrk

gS rks Ñi;k mldk mYys[k djrs gq, ;g crk,a fd
vkosnudrkZ vkosnu djrs le; fdu ckrksa dk o.kZu djsa½

§ layXuksa dh lwph
§ layXudksa dk izk:i
§ vkosnu djus dh izfØ;k
§ vkosnu djus ds ckn yksd izkf/kdj.k esa gksus okyh izfØ;k

¼;gka ij ml izfØ;k dk fooj.k nsa tks vkosnd }kjk lkjh
izkFkfedrk,a iwjh djus ds Ik'pkr yksd izkf/kdj.k }kjk dh
tkrh gSa½

§ fcy esa iz;ksx fd, x, 'kCnksa dk fooj.k
§ fcy rFkk vU; lsokvksa ds laca/k esa leL;k gksus dh fLFkfr

esa lEidZ lwpuk
§ VsfjQ rFkk vU; ns;

fujad
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18.7. With relation to issuing new conection electricity / water supply, temprary
and permanent disconnection etc. ( This will be applicable to loeal bodies
like municipal corporation / municipalities UPCL )

• Elligibility for connection
• Pre-requisites (if any)
• Contact information for applying
• Application Fee (wherever applicable)
• Other fees / charges (wherever applicable)
• Application form (in case the application is made on plain paper,

please mention the details which the applicant has to provide)
• List of enclosures / documents
• Format of enclosures / documents
• Procedure of application
• Process followed in the public Authority after receipt of application
• Brief description of terms used in the bills
• Contact information in case of problems regarding Bills or Service
• Tarriff and Other Charges

18-8 yksd izkf/kdj.k }kjk ukxfjdksa dks nh tkus okyh vU; lsokvksa dk fooj.k
18-8 Details of any other public services provided by the public Authority

fujad
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izi=&,d
¼lwpuk dk vf/kdkj vf/kfu;e 2005 dh /kkjk ¼6½ ¼1½ ds varxZr½

1- vkosnd dk uke ------------------------------------------------------------------------------------
2- iwjk irk@bZ&esy@QSDl ftl ij tkudkjh izsf"kr dh tkuk gS ------------------------------

------------------------------------------------------------
3- nwjHkk"k Øekad ----------------------------------------------------------------------------------------
4- vkosnu nsus dk fnukad -----------------------------------------------------------------------------
5- dk;kZy; dk uke ------------------------------------------------------------------------------------
6- pkgh xbZ tkudkjh dk fooj.k
7- D;k pkgrs gS udy@fujh{k.k@fjdkMZ dk fujh{k.k@fjdkMZ dh izekf.kr

izfr@izekf.kr uewuk
8- vkosnu ds lkFk vnk fd;k tkus okys izkslsl Qh&:i;s 5@& uxn@LVkWEi ¼chih,y

lwph ds lnL; dks ns; ugha½
jlhn Øa- ,oa fnukad -------------------------------------------------------------------------------

9- D;k vkosnd xjhch dh js[kk ds uhps gS vFkok ugha& gk¡@ugha
;fn gks rks ch-ih-,y- lwph dk vuqØekad ----------------------------------------------------

gLrk{kj
¼vkosnudrkZ½

Vhi%& ;fn vkosnd }kjk Mkd ls vkosnu izsf"kr fd;k tkrk gS rks vkosnu i= ij :i;s 5 dk
LVkWEi pLik djrs gq, jftLVMZ@;wihlh@Mkd O;; lfgr Lo;a dk irk fy[kk gqvk fyQkQk
lkFk esa layXu djsaA ¼chsih,y lwph ds lnL; dks Mkd O;; ns; ugha½
&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&&

ikorh
1- vkosnu izkIr gksus dk fnukad ---------------------------------------------------------------------
2- vkosnudrkZ dks okafNr tkudkjh izkIr djus ds laca/k esa vfxze dk;Zokgh gsrq mifLFkr

gksus dk fnukad --------------------------------------------------------------------------
3- lacaf/kr 'kk[kk@vf/kdkjh tgka ls tkudkjh miyC/k gksxh ----------------------------------

izkIrdrkZ ds gLrk{kj
¼yksd lwpuk vf/kdkjh@lgk;d yksd

lwpuk
vf/kdkjh }kjk izkf/kÑr½

inuke ¼jcj lhy½
fnukad----------------
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