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1.1—
1.1-

1.2—
1.2-

1.3—
1.3-

1.4—
1.4-

1.5—
1.5

1.7—
1.6-

HUIT FEIYRLIDBT DI B UR UbTel STt (AT BT FADBR ARITIH—2005) |
Please throw light on the background of this hand -book (Right to Information Act-2005)

EEIYRADT BT I |
Objective / purpose of this hand-book

I8 TAYRTST b fddl /Il / e+l e & o) STl g |

Who are the intended users of this hand-book?

EETYRADT BT UTHy |
Organisation of theinformation in this hand-book

RIS (GUAT TXAYRTDT F TANT B T Ieardell bl aRATRIT 3Y) |

Delinitions (Please proide definitions of various terms used in the hand-book)-

H AR faudl & Hag H [O¥gd SIMaR) 91 37 SHHIRAl &
for) Hue =fda |
Contact person in dase some body wants to get more information on topics covered in the
hand-book as well as other information also .

EEIYRAIDT H IUST SIFDHRI & IATRET T YTl DR &1 A vd Yo |

procedure and Fee Structure for getting information not availahle in the hand-book -
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ey — 2 ( Hgerd — 1)

ST B AR, B Ud dHad

Chapter - 2 (Manual -1)

Particulars of Organi zation, Functions and Duties
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21—
2.1-

22—
2.2-

23—
2.3

24—
2.4-

25—
2.5

26—

2.6-

2.7-

28—
2.8

29—
2.9-

2.10—

2.10-

APp LB B LI

Objective/purpose ofthe publicauthority .

b UIEIHROT &1 e / fase

Mission /Vision Statement of the public authority .

Al gTfermRoeT &1 e sfosrT 8iR 39@ 7o &l T

Briefhistory of the public authority and context of its formation .

b UIEIHROT b b

Duties of the public authority.

Sl YRR & & e

Main activities being provided by the public authority.

Jlh UTRIHRUT §RT Uacd Wdrell &l gl ydsAd! Fiere faavor |

List of sevices being provided by the public authority with a brief with a brief write-up on
them.

QAP UIEHROT & A= FRT (I, Feerrery e, el &le  31fe) IR EiTeldd
g (STl o] &)

Organizationa Structure Diagram at various levels Namely State, direcctorate, region
district, blolk etc ( whichever is applicable)

A UTEAROT &1 HRIGET ¢ T o1 AgdNT &I Y&

Expectation of the public authority from the public for enhancing its effectiveness and
efficiency .

SRR GiHfRed exd o ford fafsr /. gaven

Arrangments and methods made for seeking public participation/ conmtribution .

S W1 @ ISVl Ud RIGRIAl & FRIHROT &1 Fawer

Mechaism available for monitoring the service deivery and pubic grievance resoution .
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21— = B 9 [~ wRI R SRl & Ud (Ul Idl B STAIGAR
TITHRT BY)

2.11- Addresses of the main office nad other offices at different levels. (Please categorise the
addresses district wise for facilitating the understandeig by the user.)

2.12— BRAT & Fold BT FHY
PR & 95 B8 B T

2.12- Mornig hours of the office :
Closing hours of the office :
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Chapter - 3 (Manual -2)

Powers and duties of Officers and Employees
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34—  RUAT 1 UTHY WR AEBIRAT Ud HHarRAT BT AT Ud dHaed DI [davoT IuaTe BRIy

Ug BT M RIS 3EBRT 31T .SLSLUL T[T

NS IMHA gINT

aiferrat FIRISEAD 1. | RTIT IS AfSTHRT B ST /SIS Iq
AT gRT AT BRI AISAT /BT Bl
| TMAFRT WOl U YRS Wil SIRT R

o 1. | IRIATSHT FRTAT DT YT TAT 3fTde BT JATER0T
RICEEYI

=T

Haa 1. | anfaari SYATSHET 71T AT 41, 42, 68 & Aqd fafa=1 foamt
2. | @I UK qoic Ud Ubldd BT bl AHICRIT Ud IR Td d3h
3. | BT RIS BR FIHET HRAT |
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3.1- Please provide details of the powers and duties of officers and employess of the organization.

Designation
Powers Administrative | 1.
3.
Financial 1.
3.
Others 1.
3.
Duties 1.
3.
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T — 4 ( HPeTA — 3 )

Chapter - 4 (Manual -3)
Rules, Regulations, Instructions, Manual and Records, for

Discharging Functions
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41— I UIEBHROT FMAT ¥ AMBINGT Td HiHAT §RT U4 Al & faied & ford amika
A gAnT fhd S arel Form fafE srgewr FRReT iR sifder @) &1 791 ure W)
URId BRI (T8 T YD Aol & ol 4o 9 Ugd &)

1 H 9 5 U UBR BT g
(Frm fafeem sreer,
et s1fiera, a1 )

e &1 dferd gR=™

ki Gl

1. | gRarSHT e (1) enfearsdr & 04—05 | (1) HATST Uldbe IAT eI [AEIAT &
ST Jfid TANTT PHeReR /UM TSl BT Wi
oy S e Frafee |
HE g ATdeT 04—05 (2) ATST Ulthe AT eAIIT [T@ IR B

AT BeRex /UM BT, AR,
AIEAQR H Widd Bl BT Wphd A

(3) HATST Ufde wHIfer fAWIRiNTe &
TR PHeReR /UM ABFIER H Wi
BT Bl Wipa A&

(4) #TeT dfde @iEieT fa. T e
TANT PHeReR [/ UTH AT H W
BT Bl Wiepd 3]

2. | aRareT (2) Ay ST AT | 04—05 | JAMCART IUAISHT &I AT/ Tlel
I grETor [EEGIEaUIVAEIRCaISE AU IEA R
el &voT 5g IR

(3) form focer 1979 ¥ | MR SUANTAT eFT=ad HORT / Tledl
2005 faegefiRoT /gul &1 IS(epRoT wiafl
R
(4) a1 herE
1— ST IR s
QR
p— #7 geficT urss
A3
B— 31 &R TIfd= 9
3. | ——"— (5) STAIRTAT UfT &= | 1997 ¥ | AMCART IUAISHT &I AT/ Tledl
Hael TR 2005 [EEGIEaUIVAEIRCaBSE AU IEA R
R
1 2 3 4 5
1. | TUHaS AIET &A1 & ol BRI ATSTT | 9 04—05 | AIST &A1 & aIId delees IHl &
7T I a9 04—05 T H 06—07 | foRd BRI AR
05—06 Ud 06—07
2. | UuEal. SUAHRI &3l | fafv= Iy 04—05 | fafvr=1 fowmTi g1 foharifad &1 15
famTi g1 danfora ARl | A 06—07 | ATSHRN @ SO
AR
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3. | TUHa. ARl /SUATSHT e3liH | 98 04—05 | ATST & & a9l H 3ifbd darferd
yaford SIferdl &l SR I 06—07 | fRreror Averati Riars Jrorreil vd
SYATSHT &5 & UM Ud o TSh AT WRY Bvg DI SIFBRI
e

4. | TUHIM T IIfdd FelRey IR 03—04 JHRITG S91TG | IRATAd SudToT-l

&=

5. | TUHaL AlGeTT & geoe 275(1) @ | 99 02—03 | TTRER , UYUTel, FSh (AT

Jfaid g Td 03—04 | Whet 9o+ FHET0T | Weie
Td 04—05 | SIS & UG

o fafergd srgeer AR 3R afferg &1 gdl : aRISTIRAGSRT Usdblad sfaari
gl el I UT PR Fhdl & 7

AP Y TRATSTAT AT

(07542) 252572

BT

SOHTI0 :

o, fafrem srgaer e iR aifderg &1 Ui &1 urd
R BT Pob (AT IS B)
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4.1- Please provide list of rules, regulations, instructions, manual and records, held by poblic
authority or under its control used by its employees for discharging functions as per the
following format. This format hasto be filled for each type of document.

Nameltitle Type of the document D
of

Choose one of the types given|below.
(Rules,Regulations, I nstructions,
Manual,Records, Others)

Brief Write-up on the Document

From where oe can get a copy of rules, Address:
instructtions, manual and records

Telephon No.

Fax :

Email :

Others:

Fee charged by the department for a copy of rules,
regulations, instrutions, manual ecords (If nay)
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e — 5 ( HJTA — 4 )

T FuRer 9 FRIE & S S9ar a1 o4 gfafafe 9 ot
& o) g9 TR sgaven &1 faavor

Chapter - 5 (Manual -4)
Particulars of any arrangment that exists for consultation
with, or representation by, the members of publicin
relation to formulation of its policy or implementation

there of
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Aifer eriRor gg —

51— T ol YUIEIAROT gRT Hifa MR & W= § S=dT 7 o9 gfafafer &
R YRNERY &1 Pl Ufdery & 2 Ife € d Favel &l fdaro 59 Uy §

T B |

®4. | v/ o &1 9m R 59 A9 § ST &1 | 591 {6 ariery
RTERT ffard © JHad a1 &
&F /18) for @) Y e
1. FoTe™ = I 99 /
Sgafafa

Formulation of Policy

5.1-  Whether there is any provision to seek consultation / participation of public or its
representatives for formulation of policies ?If thereis, please provide details of dsuch policy
in following format .

Sr. Subject /Topic Isit mandatory to ensure | Arrangements for
No. public participation seeking public
(Yes/No) participation
AT & PRI 7g —

52— T Alb YIMEIH®HROT gRT SIfd & HRFaIT & T § S9dT IT S gfafael
/B w®RES /YRERT &1 Big Uifde= g ? Ife 8§ O aven & fdavr 59
Ued ¥ URT B |

5.2-  Thiswill help acitzen understand on what basis public participationin formulation and
implementation of policy mattersis decided upon .
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®4. | v/ o &1 9m R 59 A9 § ST DI | 591 {6 arfiery
ARTERT ffar © JHad a1 &
&F /18) for @Y T e
1. TeRar faerg srfiem<or af HdTeld HUS

Formulation of Policy

5.2-  Whether there is any provision to seek consultation / participation of public or its

representatives for formulation of policies ?1f thereis, please provide details of dsuch policy
in following format .

Sr. Subject /Topic Isit mandatory to ensure | Arrangements for
No. public participation seeking public
(Yes/No) participation

DOTW(Shuchna ka adhikar)Akikrit Addibashi.doc - 16
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e — 6 ( "I — 5 )

ABUMEBRT & I AT Sb AT § SUTT SISl BT YailT
(categoies) & IITAR fdaror

Chapter - 6 (Manual -5)
A statement of the categories of documentsthat are held by it

or under its control
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6.1— Tl UIEIBRUT & URT ST ANDII SIATASAI! SHbRI 97 8g FF yred
BT TANT PR AT € I AT qa Bl I8 WSl Hel SucTe] X&d § o [
Al WR R Qe WR R = (RUAT "3 BT SYAN B &b W W

TN BT Soold HY |

B, | gaIt SEATASTRT | TS U dhRAd ol | eR%b [/ Friomef|
M Tq gfcham
U Yfda
HuR=
1, g aRITSIAT AT | HED Al Gl QA a1
T B4 | JTRPHR SIECaN]
ory

6.1- Usetheformat given below to give the information about the official documents. Also
mention the place where the documents are available for e.g. a secretariat level , directorate
level others (Please mention the level in place of writng "Others")

Sr.
No.

Categoy of the
document

Name of the
document and
its
introduction
inoneline

Procedure to obtain the
document

Held by / under
control of

DOTW(Shuchna ka adhikar)Akikrit Addibashi.doc
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ey — 7 ( HgeTd — 6 )

I, TRygl , afRfoal vd 3= Rl &1 faaror

Chapter - 7 (Manual -6)
A statement of boards, council, committees and other bodies

congtitued asits part

DOTW(Shuchna ka adhikar)Akikrit Addibashi.doc -19
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74— HUIT AP USRI I Hag dls, uRysl, AAGAl vd 3 Heril o1 Hferd

faavor for g T B R W T |

e AT b1 A Yd Idl

Jdg IRAT &1 UeR (d18, uRve Afafaer ar o)
Hdg T &1 Al U= (RAUAT 9, IS/ T/ )
Hdg AAT BT HBT (RG] / JaeThTRel / 317)

W U9 IaAE Ae

& ATDHRT BT A4

T B Ud 3 AR & I

4% B SgfT

FIT 8% H ST AN of Fahell © 7

R 9686 B B TIR B IR 7 ?

FIT S 96b BT DRG] TG DR bl 8¢ R 8, Al Ufshar &1 fJavor <

Pease provide information on Boards, Councils, Committees and Other Bodies related to the
public authority in the follwing fomat :

Name and address of the Affiiated Body

Type of Affiliated Body (Board, Councils, Committees Other Bodies)
Brief Introduction of the Affiliated Body ( Establishment Y ear, Objective/ Main
Activities)

Rode of the Affiliated Body ( Advisory/Managing/Executive/Others)
Structure and Member Compostiton

Head of the Body

Address of main office and its Branchgs

Frequency of Meetings

Can public participate in the meetings ?

Are minutes of the meetings prepared ?
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Are minutes of the meetings available to the public ? If yes please provide infomation about
the procedure to obtain them .

ey — 8 ( HeTd — 7 )

b AT JARABIRAT & AWy ug=™ Yd 31y falifeai

Chapter - 8 (Manual -7)
The names, designations and other particulars of the Public

Information Officers
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81— HUAT WAl UIRIDHRY H BRI s Fal ARBINAT , HERID Alch G
JABTRAT Forr fawrfig ardicie 3R & |wy H 791 9red H T UK
B |

?’h—cﬁ UTIE[hNU] hT AH —

. S| g | gl TR S0¥H0 gdT
Q:f. @ SAIS) Cbltliow 3TdTNH
1. | S IR | TTASL | 07542 | 252572 — — TeRar e
1. s SADHROT T[T
QAT AT STABNT —
®.| M g | TEdl SR S0¥H0 gdr
Q:f. @ SAIS) Cbltliow 3TdTH
1. | eIRwE. | DOTW | 07542 | 252572 — — gRITSTT
oRer | W@ BRI AT
foari erdiere QR —
®. | AM & Tqel SR S0¥0 gdT
3. 3. BT | AT
PrS
1 SN M., WF | 07542 | 252572 | 230465 gRITSTT
IR, BRI BRI AT

Please provide contact information about the Public Information officers, Assistant Public

Information Officers and Departmental Apelate Authority of the Public authortty in the
following format .

Name of the Public Authorty :

Assistant public Information Officers:

Sr.No.

Name

Designation

ST.D.

Ph. No.

Code

Office

Home

Fax

Email

Address

DOTW(Shuchna ka adhikar)Akikrit Addibashi.doc
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Public Information Officers:

Sr.No. | Name | Designation| S.T.D. Ph. No. Fax Emall | Address
Code | Office | Home

Department Apellate Authority :
Sr.No. | Name | Designation| S.T.D. Ph. No. Fax Emall | Address
Code | Office | Home

DOTW(Shuchna ka adhikar)Akikrit Addibashi.doc -23
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e — 9 ( HeTd — 8 )

Aol o= @ ufshar

Chapter - 9 (Manual -8)

Procedure followed in Decision Making Process
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9.1—

9.1-

9.2—

9.2-

9.3—

9.3

9.4—

9.5-

9.5—

9.5-

9.6—

forsdl fawr w ol o9 @ ford ol WIferaxoT & @RI ufshar =R St ® 7 (Aferarery
a1 3IR sl #gerel & @, onfe Ml &1 SUANT fhar 1 e & |)

G USEREREIS G
What is the procedure follwed to take a decision for various mattes ? (A reference to
Secretariat Manual and Rue of Business Manual ,and other rules/regulations etc be made)

o faoy fowg R faoly o= @& o fRuiRa fam vd ufshar w7 2 srerar fFofa o9 &

o fra—fpg ¥Rl W) =R fear odr 87 1— U™ 94T
2— SU AfAf
3— TAMNET X

What is the documented procedures/ laid down procedures /Defined Criteria/Rules to arrive
at aparticular decision for important mattes ? What are different levels through which a
decision process moves ?

ford & v &1 a1 96 ugaE @ ol a9 Sgaver § ?

What are the arrangements to commuicate the descision to the public ?

faf=1 ¥R W o siteIRal &1 dgfar ol om & for uma @t el @ °?

S UP ERT Poldey

Who are the officers at various levels whose opinions are sought the process of decision
making ?

sifcm ol o9 & o iR SifereRT | A
Who is the final authority thet wets the decision ?

T vy 59 el uifdreRor gR1 Hoig forar Siran 2 S9! f[qavor =1 urey | a1 |
T BN |

P, 9.

fawg (e g # iy foram T )

feen—fder (@fe & i)

fFrofa o @1 ufshar NIREREERIS SN
ol o= | e el & ggam RIS 3Tferepy
oo o # wnfier eIl & WS AT | 07542— 252572
g @ fovg ®8l IR DY AU B I TR WX
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ol ufshar
IMET g9

ISEIRSRINEE

9.6- Please povide information separately in the following format for the important matters on
which the decision is taken by the public authorty .

Si. No.

Subject on which the decision to be taken

Guideline /Direction, if any

Process of Execution

Designation of the officers involved in

decistion making

Contact information of above mentioned

officers

If not satisfied by the decision , where and
how to appedl .

DOTW(Shuchna ka adhikar)Akikrit Addibashi.doc

- 26




Template for Information Handbook Version 1.0

Chapter - 10 (Manual -9)

Diectory of Officers and Employee

DOTW(Shuchna ka adhikar)Akikrit Addibashi.doc
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10.1— HUAT IHHRI 7 UIHT H TUE aR T |

. S| UeAE | TEEl TR Had | 500 gdT

3. Il Bls | A | A

1 B AR LN ARASTHT | 07542 | 252572 | 230465 gfR.37fe). ars.

Srferp SIAY. AT

2. |8 R s | Tuwan. | 07542 | 252572 — ——

3. B ORIt uress | WML | 07542 | 252572 | — —"—

4. | STTETET 9T (W8 s—3| 07542 | 252572 | 251926 ——

5. Bl aRANfd= gg | 07542 | 252572 | — —"'=
10.1- Please provide information district wise in follwing format

Sr.No. Name | Designation | S.T.D. Ph. No. Fax Email | Address

Code | Office | Home

DOTW(Shuchna ka adhikar)Akikrit Addibashi.doc
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e — 11 ( HI3TA — 10 )

TAd JAHRN IR FHARN RT U A1RTS UIRsIff® 3R SHa
ferikor &) ugfy

Chapter - 11 (Manual -10)
The Monthly Remuneration Received By Each of its Officers
and Employees, Including the system of Compensation as

Provided in Regulations
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11.1— BT JTHGRI 74 ueg § T |

Version 1.0

$H0H0 | A qeAM™ ATRT® qRa® /| uiRsnfae & fAeRor
uRsifes | RAfes | @) ggfa S Aawmaen
il H & W B
1 |#0 Mg g.EmH gRISTT | 7000.00 3850.00 NINEAUEEUEIGNIN
SIBEAN]

2. [ IR TUERL | 8475.00 4661.00 NINEAUEEUEIGNIN
IRkl

3. P gEe Ara. 5800.00 3190.00 NINEAREEUEIGNIN
RIEER

4. B ST ABUS—3 | 4060.00 2233.00 NIGEAUEEUEIGNIN
GINE

5. [ sRfd= s 3450.00 1898.00 HINEIRRRRRIFEIN

11.1- Please provide information in following format.

Sr.
No.

Name

Designat ion

Monthly
remuneration

Compensation
/Compensatory
allwance

The procedure to deter
mine the remuneration
asgiveninthe
regulation

DOTW(Shuchna ka adhikar)Akikrit Addibashi.doc
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e — 12 ( HI3TA — 11 )

YA® MBI B AMGfed gore
(Tt Trorrell, <o yaral qn g4 faaRer @) =)

Chapter - 12 (Manual -11)
The Budget Allocated to each Agency

(Particulars of all plans, proposed expenditures and reports on

disursement made)
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|t |, A dha! BRI B a1l oAl UTSIhRol & ford

Version 1.0

12.1— |l UIEOHRY B YA AMBRUN DI @S dofe ol o, o b ail Jrormei | =3
TRl AT & fIaRoT &1 g1 81 71 Uy H T |

Y 2004—2005 —
4. IR qaeE | fad golc | gRI 2R R CRIl
BF @ | @I EN gad e FHIH
IESIES AT (fopwat HIAN B
ERIE #) for
TR
SIBEARY
1.

For public Authorities responsible for developmental , construction , technical works

12.1- Please provide information about the details of the budget for diferrent actifvities under
different schemes in the given format .

Y ear 2004-2005 :-
Sr. | Nameof | Activity | Startin | Panned | Amount | Amount Amount | Actual Responsible
No. | the gdate | enddate | Propose | Sanctined | released/ | expendi | officer for
scheme/ of the | of the d disburse | turefor | the quaity
Head activity | activity d (no. of | thelast | andthe
installm | year complete
ents) execution of
the work
DOTW(Shuchna ka adhikar)Akikrit Addibashi.doc -32
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3 i UIfren & ford
$X0 | T U goic | Wihd goic | ¥ gRI Ued (bl ¥) | & &y
1. faery foear #
NEEE
For other public Authoities
Sr. Head proposed Sanctioned Amount @A I
No. Budget Budget released/disbursed (no. of
instalments)
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e — 13 ( HI3TA — 12 )

I /TSl HEr T HRIHHl & fbaraa+ & Afd

Chapter - 13 (Manual -12)

The Manner of Execution of Subsidy Programmes
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13.1— UIT 79 Urey IR JFGRI Iuee] PRIV |

. HRIHH /ATSTAT & YT Y& BT 9 T

. HIHH B Hifde vd arfvrias deg (fara a9 #)

. HTIHH / ST BT ATH
. HIRIPH BT IS
. RIGICICARCIER]

. IS /BRIl YT B Dl Ufshal

. uraar FREd R & ford Arevs
. A S a1el 3T /el &1 fqavor (RaH rgar @1 RIT &7 fderor 8)
. I /eIl & faaRer @l yfsha

. JMATAR B ford Hal /s T d B
. 3MIe Yo (STl Iferd 20

. I YPeh (STel Sfod =)

Version 1.0

. TG U3 BT UTHY (A 3MMIET Fa BRG] TR BIAT & A HUAT SHBT Ioeld B
8J U8 ganfd AAe Bl AMded PRI AHY b= qrdl BT guiF )

. HeUdT o1 AT
. eIl BT ™Y

. Ufehar I FHERIT THRT 89 TR Hal I9d DY

. ST FERIFT BT faaxer (AfT= TRl R o 6 el TR R d W) W) s31<)

. AT @ A (e IR OR )

fqamr | ol | orem | dfegdd | urEa RG]
gRT T AH | B IR Ca IR | Higeddl/ | A M.
gacd . IR RG]
13.1- Please provide the information as per the follwing fromat :
. Name of Programme/scheme
. Duation of the programme /scheme
. Objective of the programme
. Physical and financial targets of the programme (for the last year)
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. Elligibility of Beneficiary
. pre-requisites for benefit
. Procedure to avail the benefits of the pogamme
. Criteria for deciding eligibility
. Detail of the benefits given in the progamme (also mention the amunt of subsidy of other
help given)
. Procedure fo the distribution of the subsidy
. Whee to apply or whom to contact in the office for applyin

. Application Fee (where apppicable)

. Other Fees (where applicable)

. Application format (what applicable . If the application is made on plain ape please
mention is along with what the appliicant should mention in the application)

. List of attachments (cerrtificates /documents)

. Format of Attachments

. Wher to contact in case of process related complaints

. Details of the available fund ( At various levels linke District Level , Block Level atc)

. List of beneficiaries in the format given below
Seral | Beneficiary | Amount | Parent/ Criteria Address

Number/ Name of Guardians of Digtict | City | Town/ | House
code subsidy selection Village No.
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AT — 14 ( HI3TA — 13 )

Chapter - 14 (Manual -13)
Particulars of Recipients of Concessions,pemits or

authoization ganted by it
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141 HUIT 191 UU R SR SUTE] PRIV |

. BTRIHH BT

o UBR (RIIAIIUF Adl UEdR § | U T )
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. ey (fara 9y #)
. qrdr

. Il &7 JRIR

R CREIN

. T B DT Yiehan

Version 1.0

o NI IIeud Aqd WHaR A &H & ford MeiRd a9y A

. SICCEIN(S

. JMded 3 BT Uy
. HelIdh! &I Gl

. AU DI BT Yray

o yimdie &1 g (M urey R )

fOURT gRT | UTftdpdl | T fba | afegad IBEIRs|
Ued HHd | BT AW | fodie de
g
AIgeal /7id | AHH
.

RII & o ' IHarT W SUT&l hRIU

. & 9= a1l o BT

faawor

. AT B IR &Y ufhar

14.1. Please Provide the information as per the following:

Name of progarmme

objective

© O O0Oo

Thrgets set ( For the last year)
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Eligibility

Criteia for the eligibility

pre-requisites

Procedure to avail the benefits

Time limit for the concession/permits/authorizations
Application format ( where application)
Application format ( where aplicable)

List of attachments ( certivicates/ documents)
Format of Attachments

Lis of beneficiaries in the format given below

O O0OO0OO0OO0OO0OO0OO0OO0OO0o

Serid Beneficiary | Validity Parent/ Address

Number/ Name Period | Guardians | District City Town/ House
Code Village No.

Also provide the following information for Concession

. Detail of the benefit given
. Distribution of benefits
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A — 15 (AT — 14 )

Fl & fdes @ forg wenfia ame /9w

Chapter - 15 (Manual -14)
Norms set by it for the dischage of its fonctions
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15.1— S UTEHRYT §RT U+ A= foparpati / dRIAT & Fured =g 9T fd o
A4D / T BT FRIBHIR fIaR0T SuaTel R |
(1)  SAEeR & 3fdHd 37+ arel AMfearil v g orfc faert & ford facha Gy
DI M H WA g T TIR BT |
1— QAT SUATSHT AT AT 41, 42, 68 B A AR
2— ORIy "cd IS AN WA 64 @ A AT
3— RN o< 8T & IfAd off S daTell AT

(2)  AgTeTer™ enfed WfT e fawra Ao Hobo HiuTa & UH HHid 275 (1) /

2004 /2030 T&11® 21.6.04 % if2d AT /el @& AR AT TR HRAT Td

SHBT I HRAT |

15.1- Please provide the details of the Norms/ Standards set by the departmant for execution of
virious activities/ progammes .
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e — 16 ( HI3TA — 15 )

Soldgid wd § SUAST IR

Chapter - 16 (Manual -15)

Information available in an eectronic from
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16.1— fI¥TT gRT faf=1 SRIGH | Hafea TSR TR B SIl [h gelagli~d BT H 8|

16.1-

Please provide the details fo the information elated to the various schemes which are avilable
in the electronic fomat .
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e — 17 ( HI3TA — 16 )

AT UTd R & forg ARSI BT Iucter gidemaii o1 fJaxor

Chapter - 17 (Manual -16)
Particulas of the facilities available to citizens for obtainig

information
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17.1— 1SN B ST T Ugd™ @ ford [T /A6 §RT &1 T FIel &l fdaror oy —

. IASEQE
. qC® / TahS

. IR @ IRT v
. PENEI

. GRS

. et &1 fAReror

. SRS B Ui uTed @ gawen v
. U IR Hgeret

. AD YIAIBROT BT JIATSS

. 3 YOR TR & T

17.1- Means, methods or facilitation available to the public which are acopted by the departmant
for dissemination of information .

. Office Library

. Drama and Shows

. Through News paper

. Exhibition

. Notice Board

. Inspection of Recordsin the Office

. System of issuing of copies of documents
. Printed Manual Available

. Website of the public Authority

. Others means of advertising
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ey — 18 ( HI3TA — 17 )

I SN GRS

Chapter - 18 (Manual -17)
Other Useful Information
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18.1— I UTEBRUT H STAMYE §RT AHRI: Y8 M drel 999 9 398 IR |

18.1- Frequently Asked Questions and their Answers by public

18.2— AT UTQ B3 & FwI=el H

IS UF (qAT F=H & o) T WX gU e uF &I ufa)

NT
T e 93 R fbd ave 9 46 9 — §p e
AT T SF T AW B B G H ANRS D ANBR g U DI DI Ulhan

18.2- Related to seeking Information

Application from (a coppy of filled application from for reference)

Fee

How to write a precise information requst - Few Tips

Right of the Citizen in case of denial of information and procedurc to appeal

18.3— Il UIEIHRYT gRT ST Bl oI 1 drel UfeIor & dq= &

GrIET HRIHH HT M 9 fdaxo

URRIYT BRIGH /AT & JATdT X8 Bl T9T T
R BRIGH BT IS

gt s & Hifde vd arfvrias deg (fard ay #)
GIEISIRCAREIE]

qaiueny (afs g dn)

I WEraT (afs =1 ar )

& S arel oFe™ [/ FEradT &l faavor (R Jrga™ @ IR &7 fda=or )
Ia™ /eIl & faaRer @ ufsha

MG B & ol wal / fhas T D B

3MIe Yo (STl Iferd 20)

3 Y (SRl 3fad 7))

3Tde U= Bl 9Ty (IS e e BITS R Bl & A HUAT IHDT Sooid DR §U

I 9aN P IMAEH Hdl 3 HRd A bt I1dl BT guid Y )
AT Dl BT A

Helt =] HT UTHY

IS HRA B Yyfhar
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ERERCIEDI)
gfMeToT BrihH & FHy |Rel (Ife & )
URIETT & FHT & IR H ATdqd DI God DR DI ARIDbI

Uf3eTor BRIGH & IR H AT Bl SNRed BRI & [old ol UIEHR gRT fhd e
Il BRI

A= ORI TR O fh fSTelT R IR, <716 WX 531G UR URRIor SRIbAEl & el
D A qAT I

With relation to training imparrted to public Public Authority

Name of training programme with brief description

Time period for Trining Programme/ Scheme

Objective of training

Physical and Financial Targets (Last Y ear)

Elligibility for training

Prequistite for taining (If any)

Financial and other from of help (If any)

Description of help (Mention the amount of Financial help, if any)

Procedure of giving help

Conact Information for applying

Application Fee ( Wherever applicable)

Other Fees (Wherever applicble)

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

Fomat of enclosures/ documents

Procedure of application

Selection Procedure

Time table of trining pogramme (In case available)

Process to inform the trainee about the training schedule

Aangement 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 level block
level etc.
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18.4— b UIEIHRYT gRT o S dTel HTOT U=IU ATYfd UATOT U IS & A= § ST bl

18.4-

Agerdl 13 | AT AfMfera 8

YATOT U3, Yl UHI0T U 3 T /™ 9 fdavor
THIOT U, TR FHIOT UF 31T YRl R B Ul
AT IRA & ol wel / (e F9d B |
3MIe Yo (STl Iferd =)

I Y (SRl 3fad 2))

TG U3 BT UTHY (IS e e BRI UR BIAT © Al HUIT BT Jool DR 8Y
I 9dN P IMAEH Hdl 3MMAed HRd THI b1 I1dl BT guid Y )

AT Dl BT A
Gt =] BT UT™Y
JMAeT B BT Uihar

MG FRA & 918 ldh YTSHROT H B dTel] UlhaT (J&f W 39 ufehar &1 faavor <
Sl ATdE gRT ARI WAAGBAY YR R & Ugard i TEHROT §RT B Sl o)

TG B AR YrRIAha] T8l dve 9 QX1 R & Ugar JH10T —uF i
JHO-U IS SIRT &R+ & ford FeiRa w9 s

UHIOT U5 & YHTdT I8+ 99 T (3t @ arn)
TdfERor @Y gfhar (afe 81 )

With relation to Certificate, No. objection certificate etc issued by the Public Authority not
included in Manual - 13

Name and description of the certficates and NOCs

Elligibility for applying

Contact Information for applying

Application Fee (Wherever applicable)

Other Fees ( Wherever applicable)

Application From (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 the receipt of application
Normal time taten for issuance of certificate

Validity eriod of certificate (If applicable)

Process of remewal (If any)
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18.5— WIPh UIIHROT § B9 Tl Goliad & Hael |

GOl BT ST

JMAEA DI YT

qaiueny (afs g dn)

JMAEA A @ o Fat / frad I/ d o
3MIe Yo (STl Iferd =)

I b (SRl 3faa 2))

TG U3 BT UTHY (IS ST e BRI R BIAT © Al HUIT BT Iooi DR 8Y
I 9dN & SMdgAdGAl I B FHI fbT a1al BT o= HY )

AT Dl BT A
Gt =] BT UT™Y
JMAET B BT Uihar

MG A & 918 ld YTSHROT H B4 dTel] UlhaT (J&f W 39 ufehar &1 faavor <
Sl e gRT AR WAAGAY G-I R & Ugard dlid UTEIHROT §RT &l Sl )

gaTdl B BT g A (afe g1 oarn)

With relation to registration process

Objecive

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 the receipt of application
Validity period of registration (If applicable)
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18.6— oId UTAIHROT (Municipal Corporation , Trade Tax , Entertainment Tax 27f) gRT & o

18.6-

® grE H

S BT M g faaxor

TR O BT S

e uRvr o= @ forr Aues g uftean
TS (major) TSHhIeeH & =

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— P YRRV gRT ANTRGT BT &1 STH daTet fastell /Ul @& HaRM , HaRM Bl

IRYRT / T wU ¥ fdeee | ofa & I H (I8 ga RIF MaHR o TR
qrfetdT / R UR¥e /IPCL §RT & S Al 8 |

SICEEEGIICIPR]

gaueTy (Ife 8 )

JATIET B & ford el / [Had T D N
IS Yo (STl Iferd 20)

I Yed /< (SRt 3fa 2)

JTIET UF Bl Uy (I AdeT e IS W BT & O HUAT Ioold HRd §U I8

qarg & 3mded &dl 3Mded &_d A fhd i & quid )
A Dl BT Al
Helt=id! HT UTHY
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JMAET B BI Uihar

MG A & 918 ldh YTSHROT H B dTel] UlhaT (J&f W 39 ufehar &1 faavor <
S JATdE gRT AR WIAHBAY YR B+ & Ugard Al YIEHROT §RT & Sl o)

faet # AT 7 T gl @1 o
O T2 3y ARl & W H AT 89 ol RIfa § T G-
<R dorr 31 <Y

With relation to issuing new connection electricity/ water suppy, temproy and permanent
disconnection etc. (Thiswill be applicable to local bodies like Muncipal Corporation /
Muncipalites/ UPCL)

Elligibility for connection

Pre-requisites (If any)

Contact Information for applicable)

Appliation 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

Pocedure of application

Process followed in the public Authority aftter the receipt of application
Brief description of terms used in the bills

Contact information in case of problems regarding Bills or service
Tariff and Other Charges

18.8— I UIEIBRYT gRT ARTRSI BT ST S dTell 3T WaT3li BT faaxor

18.8-

Details of any other public services provided by the public Authority .
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