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HUIT TEIYRLIDBT DI B UR YbTel 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 / el e & o) STl g |

Who are the intended users of this hand-book?

EETYRDT BT UTHT |
Organisation of theinformation in this hand-book

RIS (GUAT TRAYRTDT F TANT B8 T Ieardell bl aRATRIT 3Y) |

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

H AR vl & Hag H fO¥gd SMaR) a1 37 SHHIRdl &
for due afd |
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 & ATRET T UTed 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 fARTC], BT Ud dHa

Chapter - 2 (Manual -1)

Particulars of Organi zation, Functions and Duties
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2.1-
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2.2-
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2.3

24—
2.4-

25—
2.5

26—
2.6-

2.7—

2.7-

28—
2.8

29—
2.9-

2.10—

2.10-

APp UIEHRT B I

Objective/purpose ofthe publicauthority .

A TIEIHReT &1 e / fase

Mission /Vision Statement of the public authority .

Al gTfereReT &1 e sfasrT 8iR 3@ e &l T T

Briefhistory of the public authority and context of its formation .

b UIEIHROT b bl

Duties of the public authority.

Jlh YRR & & B

Main activities being provided by the public authority.

Jlh UTRIHRUT §RT Uacd Wdrsll &l GdT ydsAh! Hiere faavor |

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

Alp IIEIHRT & fafieT wa”i (@ fereemera g, fSrem setre anfe) o weterd
g (STaf oL &)

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

Al UTEAROT &1 HRIGET ¢ T o1 AedNT &I Y&

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

ST GiHfRed exd ® 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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2.11— = B 9 [~ wRI R SRl & Ud (Ul Idl BT STAIGIR
TITBHRT 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 & G BT FHY
PR & 5 B 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 ABIRAT Ud HHariRAT BT ATl Ud dHaed Bl [daR0T IuaTe BRIy

Ug B AM
NI RMHT gIRT
rferar NISEAD] 1. | foqad ST IA®HRT & Heleld Hsdl gRT Wil
BRI & fhaTadd & IcRarded foralr
FHoldex Td T HAoid MSH. Bl HITd
STl foar |
[ERVE 1. | JAfHBHROT BT AGT ST IGHT TG AT BT
SIBEAN
3= 1
3. | fae
P 1
fagad Sl & FaRmor e &1 ASHR GIR SRAT |, ATST11
DI JAMNBRUT HEATAT DI WIhld 5 , Al |, Widd BIRIAT]
3. | eFaR foparagE, e =T agsanr anfy e |
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3.1- Please provide details of the powers and duties of officers and employess of the organization.

Designation
Powers Administrative
2.
3.
Financial 1.
3.
Others 1.
3.
Duties 1.
3.
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Chapter - 4 (Manual -3)
Rules, Regulations, Instructions, Manual and Records, for

Discharging Functions
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41— TP UIEIBROT fefd] 3TAS SMABINAT Td HfHAT §RT U i & aied &
ford enRa qom vt fhd oTH arel oM fafae srgesr | FERier ok sriier
P A I IR W ARG RIS (T8 AT 99 e & ford gurd W

TG )

AT & A (1) P IRA IR &1 YBR | — iR
@) dmu‘ul\w fopaTara=T AR
(5) L.O.C. Rz (foramr faferam srgaen

R sifierd, 3T )
JTferg T Aferd afR=

(1) PREAGET 9RT — quIR fagaa sfoal & f&fed a3l &1 9d BRI Il Alferd

JATILIHAT AR — TRIGATR [ IRAR A, JLRIRSTAAT TS BT AT TR BIAT |
(2) PRIAGHT AR fharaa  (3) s USH BT FIRY  (4) YA BT [GaROT (5) ARG TH SIRI BRAT

o, fafrem sraer e ok affferg &1 UdT : Ry wdiore anfem i dearor T
gfe el | UT $HR Fhd © ?

I ;. (07542) 252572
BT

SOHTI0 :

AY

o, fafrem srgaer e sk aifderg &1 Ui &1 urd
B BT Yoh (IS DI B)

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.
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Name/title Type of the document
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 :
Emalil :
Others:
Fee charged by the department for a copy of rules,
regulations, instrutions, manual ecords (If nay)
DOTW(Shuchna ka adhikar) Ghumakdd.doc
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T — 5 ( T — 4 )

AT FuRer 9 FRIE & SR S9ar a1 o4 gfafafe 9 ot
& o) g9 TR =yaven &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 ReriRor gq —

11— T A UISpRor gRT N FeiRer & 9=y § S9ar a1 o= gfa=ifea a0
R MRTRY &1 Bl Ufdery & ? Ife € df v &l fdaro 59 Uiy §

T B |
$d. | v /B &1 A R 39 fawy H ST foh ARfeRT JErad w1
SHAT @ IrfleY | & o) @ Y e
ifart ® (8f /18))
CRCEESIURESIGEa Ell HATeTdh Hed Pl
S & 9t &1 gfaf=feea |

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 & PrATEGIT 7g —

52— T Alb YIMEIH®HROT gRT SIfd & HRFGIT & T § S9dT IT S gfafael
/B w®RES /YRERT &1 Bis Uifde= g ? Ife 8§ O aven & fdavor 59
UeT H T[T 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 |/ o &1 9 | 1 59 f[Awg | Sar | San fb anfieR) giekad &-q
a%wﬁm@rsﬁ-crm‘% P forr @1 A SgaRen

1. faoTo 3rfmvor g el Aecl § [dOSTo it
CARINRICE

Formulation of Policy

5.2-  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
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e — 6 ( "I — 5 )

ABUMEBRT & I AT SD AT H SUTT SISl BT Yail
(categoies) ® IITAR faaxor

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— b UIRIHRYT & YN Ul IMADII SKATISD! SHDRI ol v [+ Ty
BT TAN PR AT € I W ga Bl I8 WISl Hel SucTe] ¥&d § o [
AT TR IR FREed WR UR 3 (RUAT "3 BT SUAN B D W WX
WR BT I PR |

B, | gaIt SEATASTRT | TS UTd dhRAd ol | eR%b [/ Fiomef|
M Tq gfcham
U gfdd
HuR=

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. Categoy of the | Name of the | Procedure to obtain the Held by / under
No. document document and | document control of

its
introduction
inoneline

DOTW(Shuchna ka adhikar) Ghumakdd.doc

- 17



Template for Information Handbook Version 1.0

ey — 7 ( HgeTd — 6 )

dre, TRygl , afRfoal vd 3= Al &1 faaror

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

congtitued asits part

DOTW(Shuchna ka adhikar) Ghumakdd.doc
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74— HUIT AP USRI I Hag dls, Ry, AAAl vd 3 Heril o1 e

7.1-

DOTW(Shuchna ka adhikar) Ghumakdd.doc

faavor for g T B R W T |

T HRAT BT A TG gl

Jdg IRAT &1 UHR (d1e, aRye afafaer ar o)
Hdg T 1 Al U= (RAUAT 9, IS/ T/ )
Hdg AT DI YADT (RMERIETH! / Udgh1Rell / 37173)

WwY U4 IaAE Ae

& AR BT A4

T B Ud 3 AERI & U

EELZCARCIEIR]

FIT 48P H ST AN of Fahell © 7

R 9686 B B IR B IR & ?

FIT S 96b BT DRG] TG DR bl 2 R 8, Al Ufshar &1 fdaror <

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 ?

-19
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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 IARABIRAT & 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 Fol ARBINAT , HERID Alch G
JABTRAT Forr fawrfig ardicie 3R & |wyg H 71 Ureyd H T UK

PN |

E‘h—cﬁ UTIE[hNU] hT AMH —

4. S| g | TEll SR Bad | Z0He0 | Ul
SIRGIS Cbltlicdtl 3TdTH
QAT AT STABNT —
4. S| g | TEll SR Bad | Z0He0 | Ul
SIRGIS Cbltlicdtl 3TdTH
faqmi ardiele sRnReT —
4. e g | TEEl TR Bad | Z0He0 | Ul
SIRGUS Cbltlicdtl 3TdTH

8.1-

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| S.T.D. Ph. No. Fax Emall | Address
Code | Office | Home
Public Information Officers:
DOTW(Shuchna ka adhikar) Ghumakdd.doc
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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) Ghumakdd.doc
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ey — 9 ( HeTd — 8 )

Aol o= @ ufshar

Chapter - 9 (Manual -8)

Procedure followed in Decision Making Process
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Template for Information Handbook Version 1.0

9.1—

9.1-

9.2—

9.2-

9.3—

9.3

9.4—

9.5-

9.5—

9.6—

foredt favg R foflg o9 @ ford e unfSraRoT # oam ufehar =Rl oIl § 7 ([feraray
a1 3IR sl #gerel & @, onfe Ml &1 SUANT {6 1 e & |)

(e ﬁ?‘ﬂw )
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)

foedt faey fawy w ol o @ ford feiRa fram vd ufthan @ @ sterar fofg o9 @
forr fora—fore Wt R faaR far S 27 ( HETeTdh HUSST — VIOl )

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 & fvig &1 ST 9% ugaE @ ol JaT—aan Sgaver § ?
( >9 WK U9 o9 9P U4
fSTer R g ysreE faur)

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

faf=1 ¥R W o siteIRal &1 dgfar ol om & ford uma @t ol @ °?
(AfRE IaRR — Heldex NaT WK )

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

sifom fooia o9 & oy wireIRT SIS | (g IE )

Who is the final authority thet wets the decision ?

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

. 3.

favg (e ey # iy foram T )

feen—frder (afe &1 a) S ERYINSE

faofa o= & ufshar ISy M/ FaTeld ASdl

ol oF 7 enfie e & ueem I IMEA & Aad /FaTdld AvSd & Ardd
g o | wnfie SiiereIRal @ F9 e gaT | UH IR

ol & faeg ®af ok B9 e By MR QTA 3MQH ST HedToT [aHHT
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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) Ghumakdd.doc
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3T — 10 ( HI3TA — 9 )

IHIRAT 3R HH=IRAT B T

Chapter - 10 (Manual -9)

Diectory of Officers and Employee

DOTW(Shuchna ka adhikar) Ghumakdd.doc
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10.1— HUIT IHHRI 7 UIHT § TUE aR § |
9. e g | TEEl TR Bad | Z0He0 | Ul
Sl Bl | BT | AN
1, — | P | — | — — —
Please provide information district wise in follwing format
Sr.No. | Name | Designation| S.T.D. Ph. No. Fax Emall | Address
Code | Office | Home
DOTW(Shuchna ka adhikar) Ghumakdd.doc
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e — 11 ( HI3TA — 10 )

TAd BN IR FHARN gRT U ARG gIRsIff® 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

DOTW(Shuchna ka adhikar) Ghumakdd.doc -28
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11.1— BT JTHEGR 74 greg § T |
$H0H0o | A qeAM™ ATRT® qiRa® /| uiRsnfae & Ao

qRsfies | wIiRaIf® $ ugfa S frEEe
AT LIRS

11.1- Please provide information in following format.
Sr. Name Designat ion | Monthly Compensation | The procedure to deter
No. remuneration | /Compensatory | mine the remuneration

alwance

asgiveninthe
regulation

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

A AMAHIOT BT JATdfed qoie
(T AT, I ywdTal Jer € 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 |, e dha! B B died ol ISRl & ford

12.1— b YIEHROT & YD JJTBROT Bl Adfed doic B

Version 1.0

URATAl T & fIaRor &1 gar g9 A ueY H ©

a1, o &6 | aeei | @

Y 2004—2005 —
®. | IdoEr | B PR PR B | wIEd | Wbigd | I B BRI DI
BN B | DI ged Tq
fadiep | SIFATHI (et GEIEE]
IEEICD #) HRAT™
@ ford
RoreER
SIEEAR
1. orgdrer 31305 | — 35.18 35.18 gl fbed | 7.00 R.E.S,,
(erTiRam) 14.00 P.H.E.
gRart
Gl
ENIE
RISEL

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) Ghumakdd.doc
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3 i UTfren & ford
$J0 | T ORI golc | Wihd dofe | I g1 ved (fewdl ) | |l =03
1. faSm | 35.18 35.18 14.00 7.00
For other public Authoities
Sr. Head proposed Sanctioned Amount @A II
No. Budget Budget released/disbursed (no. of
instalments)

DOTW(Shuchna ka adhikar) Ghumakdd.doc
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e — 13 ( HI3TA — 12 )

e /TSl HEr Il SHRIHAl & fbaraa+ & Afd

Chapter - 13 (Manual -12)

The Manner of Execution of Subsidy Programmes

DOTW(Shuchna ka adhikar) Ghumakdd.doc -33
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13.1— UIT 79 Urey IR JFGRI Iuee] PRIV |

. HRIHH /ATSTAT & YT Y& BT 9T T

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

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

. IS /BRIl YT B DI Ufsha

. urar FREd R @& ford Argvs
. A S a1el 3 /el &1 fqavor (RaH argar @ RIT &7 fderor 8)
. IS /eIl & faaRor @l yfsha

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

. I YPeh (STBT Sfod =)

Version 1.0

. TG Y3 BT UTHY (A 3MMIET Fa BRG] IR BIAT & A HUAT SHBT Ioeld B
8J U8 gaANfd ATAe Bl AMdeT PR AHY b1 qrdl BT gl )

. HeUdT o1 AT
. REPEARCARC RSN

. ufehar A FHERIT THRT 89 TR Hal I9d DY

. ST FERIFT BT faaxer ([AfT= TR oR o 6 Riel TR W) d R W) S31)

. AT @7 A (e IR OR )

fqamr | ol | orem | dfegdd | urEa [REI]
gRT ST A | B IR Ca IR | Higedl/ | HBM M.
gacd . MR 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)
DOTW(Shuchna ka adhikar) Ghumakdd.doc
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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.

DOTW(Shuchna ka adhikar) Ghumakdd.doc
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AT — 14 ( HI3TA — 13 )

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

authoization ganted by it

DOTW(Shuchna ka adhikar) Ghumakdd.doc
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141 HUIT 191 UBU R SR SUTe] PRIV |

*  HIDH BT M

o UBR (RIAIISUF Adl YR § | U I )
* =Y

. ey (fara ay #)

o TCT

* Il BT AER

RSN

. T B b Ufehar

Version 1.0

o RIFTIIeud Aqd WHaR A &H & oy MegiRd a9y A

. SICCEIN(S

. JMded 3 BT U™y
. HelIdh! &I Al

. AU DI BT Yray

o yimdie &1 gl (M urey R )

fOURT gRT | UTftdpdl | T fba | afegad BRI
Ued HHid | BT AW | fodie de
g
AIgeal /71d | AHhH
.

RII & o ' IHarT W SUT&l hRIU

. & S arer I B1 faeRor
. Y & faaRor &Y ufshar

14.1. Please Provide the information as per the following:

Name of progarmme

objective
Thrgets set ( For the last year)

© O O0Oo

DOTW(Shuchna ka adhikar) Ghumakdd.doc

Type ( Concession/Permits/Authorization )
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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

OO0 000000 O0O0o

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= foharheti / HRIBAT & Fured =g 9T fd o
A4® / A BT FRIBHIR faR0T SuaTel R |

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 § SUAT IR

Chapter - 16 (Manual -15)

Information available in an eectronic from
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16.1— fI¥TT gRT faf=1 SRIGH | Fafea TSR TR B SIl [h geldgli~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 ARTRST 1 Iucter Gidenaii o1 fJaor

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

information
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17.1— 1SN B ST Tb Ugd™ @ ford [T /|76 §RT &1 T Fgel &l fdaror oy —

. IASEQSE
. qC® / TahS
. YRl ® FIRT
. PSR

. GRS

. et &1 fAReror

. ATl ®F Ui 9T @1 el
. U IR Hgeret

. D YTABROT BT JIATSS

. 3 YAR TR & AT

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 SIFHIRAT

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

18.1- Frequently Asked Questions and their Answers by public

18.2— AT UTQ 31 & FwI=el H
. IS UF (AAT =¥ & ol Y WX B 3fda UF Bl yfd)
* ed
. AT e U R 6d av8 ¥ A6 5 — g9 o™
. AT T SF T AW B B G H ANRS D ABR g U B DI Ulhan

18.2- Related to seeking Information

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

° Fee

o 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 Ufefor & dq= &
. Uf3eor HRIhH BT A 7 fIa=or
. R BRIGH /AT & JATdT X8 Bl T97 T

. R BRIGH BT IS
. gt sl & Hifde vd arfvrias deg (fard ay #)
. GIEIICAREIE]

. qaiueny (afs g dn)

. I FEraT (3fs =1 ar )

. & S arel oFe™ [/ FeradT &l faavor (R Jrgar @ IR &7 fda=or 8)

. Ia™ /eIl & faaRer @ ufshan

. MG B & ol wal / fhas T D B

. IS Yo (STl Iferd 20)

. 3 Y (SRl 3fad @)

. TG U3 BT UTHY (IS ST e BRI R BIAT © Al HUIT BT Iooi DR 8Y
I 9dN P MG Bl 3 HRd A bt I1dl BT guid Y )

. A Dl BT A

. Helt=d! HT UTHY

. IS HRA B Yfhar
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I Ufehar

giMeToT BT & qHy |Rel (Ife & )

URIETT & FHY & IR H ATdqd DI o DR DI ARIDBI
g&zﬁaﬁﬁa%aﬁﬁ\mmaﬁ\wmm A B o A TIfSeRoT gRT fhd ST
fafi= woRl IR O 6 57 TR R, <16 WX 31T IR YRR SRiGH & T
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 YHTOT U=IU ATYfd UATOT U IS & A= § ST bl

18.4-

Agerdl 13 H AT Affera &

THIOT U, T YHTOT U 31fe T ™ g faaror

THIOT U, TR FHIOT UF 31T YRl B B Ul

raed PR b ford el / fhad qwd B |

3MIe Yo (STl Iferd 20)

I Y (SRl 3fad 2))

e TF Bl Uy (IS ATdeT e PAS W BIAT & I HUAT IFBT Iooid HRd 8T
I 9dN P IMAEH Tl 3 HRd A b1 I1dl BT guid Y )

A Dl BT Al

HeTD] BT UTHY

3T B DI Ulshar

MG R & 918 lld YTEHROT H B4 dTel] UlhaT (Jef W 39 ufehar &1 faavor <
Sl e gRT AR WAAGBAY YR R & Ugard i TEHROT §RT Bl Sl o)

TG B AR YrRIAhay Fe! dve 9 QX1 R & Ugard Y07 —uF JAHTuicd
JHO-U IS SIRT &+ & ford FeiRa w9 i

UHIOT U5 & YHIdT I8+ 99 T (3fe @1 arn)
TdfERor oY gfhar (afe g1 )

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 dTcl Goliad & Heel |

GOl BT ST

JMAE DI YT

gaiuen (afs g dn)

JMAEA A @ o Fat / fra I/ d o
3MIe Yo (STl Iferd 20)

I Y (SRl 3fad 2))

TG Y3 BT UTHY (IS ST e BRTS UR BIAT © Al HUIT ST Iools DR 8Y
I 9dN & SMAgAGAl M B FHI fhT d1al BT ol HY )

A D! BT A
Gt =] BT UT™Y
JMAET B BT Uihar

MG HRA & 918 clldh YTSHROT H BIF dTel] UlhaTr (J&f W 39 ufehar &1 faavor <
Sl e gRT ARI WAAGAY G-I &R & Ugard dlids TEhROT §RT &l Sl o)

ATl B BT g A (af 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— oI UTEIHROT (Municipal Corporation , Trade Tax , Entertainment Tax 27f) gRT & o

18.6-

® g H

S BT M g faaxor

TR O BT S

e uRer o= @ forr Aues 9 ufdean
TS (major) TSHhIeeH &1 =

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 YRR gRT ANTRGT BT & STM aTet fastell /Ul @& HaRM |, HaRH Bl

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

SICEEECIICIPR]

qduerq (afe g1 o)

JATIET B & ford el / [Had T D PN
3MIe Yo (STl Iferd 20)

I Yed /< (SRl 3fa 2)

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

garg & 3mded &dl 3Mded &_d A fhd i & quid oY)
A Dl BT A
Helt =] HT UTHY
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JMAET B BT Uihar

MG R & 918 ldh YTEHROT H B dTel] UlhaT (J&f W 39 ufehar &1 faavor <
S ATdE gRT AR WAHGAY YR B+ & Ugard Al YIEHROT §RT & Sl o)

faat # AT 67 T gl @1 fqaRor
O T2 3y ARl & W § G B9 I ReIfa § 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 UIEIBRUT gRT ARTR®I BT ST S dTell 3T WaT3li BT faaxor

18.8-
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Details of any other public services provided by the public Authority .
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