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1-1& d ì ; k gLriqfLrd k d h i "̀BHkw fe  i j i zd k' k Mkysa  ¼lwpuk d k v f/kd kj v f/ kfu; e &2005½A  
1.1- Please throw light on the background of this hand -book (Right to Information Act-2005) 
 
1-2& gLri qfLrd k d k m) s';  A  
1.2- Objective / purpose of this hand-book 
 
1-3& ; g gLri qfLrd k fd u O; fDr; ksa @laLF kkuksa @  laxBuksa b R; kfn d s f y; s mi ; ksxh g S A  
1.3- Who are the intended users of this hand-book? 
 
1-4& gLri qfLrd k d k i zk: i  A  
1.4- Organisation of theinformation in this hand-book  
 
1-5& i fjHkk"k k, sa ¼d ì ; k gLri qfLrd k e sa i z; ksx d jh x; h ' kCnkoyh d ks  i fjHk kf" kr d jsa½ A  
1.5- Delinitions (Please proide definitions of various terms used in the hand-book)- 
 
1-6& gLri qfLrd k esa le k; ksft r fo" k; ksa d s lac a/ k e sa fo Lrr̀ t kud kjh rF kk v U;  t kud kfj; ksa d s 

fy; s lai d Z O; fDr A  
1.6- Contact person in dase some body wants to get more information on topics covered in the 

hand-book as well as other information also . 
 
1-7& gLri qfLrd k esa mi yC/ k t kud kjh d s v frfjDr lwpuk i zkIr d jus d h fo f/k , o a ' kqY d A  
1.6- procedure and Fee Structure for getting information not availahle in the hand-book - 
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v /; k;  & 2 ¼ e Suqv y & 1 ½ 

 

laxBu d h fof' k"V; ka] d R̀;  , o a d rZO;  

 

 

Chapter - 2 (Manual -1) 

Particulars ofOrganization, Functions and Duties 
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2-1& yksd  i zkf/ kd j.k d s m) s';  
2.1- Objective/purpose ofthe publicauthority . 
 
2-2& yksd  i zkf/ kd j.k d k fe ' ku@fot u 
2.2- Mission /Vision Statement of the public authority . 
 
2-3& yksd  i zkf/ kd j.k d k laf{ kIr b frgk l v kSj b ld s xBu d k i zlax  
2.3- Briefhistory of the public authority and context of its formation . 
 
2-4& yksd  i zkf/ kd j.k d s d rZO;   
2.4- Duties of the public authority.  
 
2-5& yksd  i zkf/ kd j.k d s e q[;  d R̀;   
2.5- Main activities being provided by the public authority. 
 
2-6& yksd  i zkf/ kd j.k }kjk i znRr l so kv ksa d h lwp h , o amud k laf{kIr fo o j.k A  
2.6- List of sevices being provided by the public authority with a brief with a brief write-up on 

them. 
 
2-7& yksd  i zkf/ kd j.k d s fofH kU u Lrjksa ¼' kklu]funs' kk y; ]{ks=]ft yk]Cykd  v kfn½ i j laxBkRe d  

<kapk ¼t gk¡ y kxw gk s½ 
2.7- Organizationa Structure Diagram at various levels Namely State , direcctorate, region 

district, blolk etc ( whichever is applicable) 
 
2-8& yksd  i zkf/ kd j.k d h d k; Zn{krk c <+kus gsr q t u lg; ksx d h v i s{kk, sa 
2.8- Expectation of the public authority from the public for enhancing its effectiveness and  

efficiency . 
 
2-9& t ulg; ksx lqfuf'pr d jus d s fy; s fof /k @  O; o LF kk 
2.9- Arrangments and methods made for seeking public participation/ conmtribution . 
 
2-10& t u lso kv ksa d s v uqJ o.k , oa f' kd k; rksa d s fujk d j.k d h O; o LF kk 
2.10- Mechaism available for monitoring the service deivery and pubic grievance resoution . 
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2-11& e q[;  d k; kZy;  rF kk fofHkU u Lrjksa i j d k; kZy; ksa d s i rs ¼ d ì ; k i rksa d k t ui no kj 

oxhZd j.k d jsa½ 
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& d k; kZy;  d s [kqyus d k le ;  % 
 d k; kZy;  d s c U n gksu d k le ;  % 
2.12- Mornig hours of the office : 
 Closing hours of the office : 
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v /; k;  & 3 ¼ e Suqv y & 2 ½ 

 

v f/kd kfj; ksa v kSj d e Zpkfj; ksa d h ' k fDr; ka , o a d rZO;  

 

 

Chapter - 3 (Manual -2) 

Powers and duties of Officers and Employees 
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3 - 1 & dì ;k f u Eu  i zk :i  i j  vf / kd kf j ;ksa , o a deZ pkf j ; ksa d h ' kf Dr ;kas , o a dr ZO; dk f o o j .k mi yC/ k dj k, sa 
 

i n  dk u ke  

 jkT;  ' kklu }kjk 

i zk' kk ldh ; 1. 

2. 

3. 

.. 

.. 

.. 

f oeqDr  tkf r  vf H kdj .k ds  lap kyd eaM y } kj k  L o hdf̀ r  
dk;Z ;ks tu k ds f Ø ;kUo ;u  dk mRr j n kf ;Ro f tyk 
dysDV j  , o a f tyk la ;k std vk- t k- d-  dks lk Sai dj  
n kf ;Ro k/ k hu  f d;k x; k A  
 
 
 
 

f oRr h; 1. 

2. 

3. 

.. 

.. 

.. 

vf Hkdj .k d k ys [k k t ks[ kk j [ ku k , o a H kq xr ku  dk  
vf / kdkj   
 
 
 
 
 

' k f Dr ;ksa 

vU; 1. 

2. 

3. 

.. 

.. 

.. 

 
 
 
f u y 
 
 

d r ZO; 1. 

2. 

3. 

.. 

.. 

.. 

 
f oeqDr  tkf r ; ksa ds lo kZ x ks.k f od kl d h ; kstu k ;sa r S ;kj  dj u k ] ; kstu k v ksa 
dks vf Hkdj .k eq[ ;k y; d ks L o hd f̀ r  gsr q ] H kk stu  ] L o h dr̀  dk; Z; kstu k 
vu qlkj  f Ø; kUo ;u ] r F kk f u ;a =.k vu q Jo.k vkf n  d k;Z A 
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3.1- Please provide details of the powers and duties of officers and employess of the organization. 
 

Designation  

  

Administrative 1. 

2. 

3. 

.. 

.. 

.. 

 

Financial 1. 

2. 

3. 

.. 

.. 

.. 

 

Powers 

Others 1. 

2. 

3. 

.. 

.. 

.. 

 
 
 
 
 
 

Duties 1. 

2. 

3. 

.. 

.. 

.. 

 
 



Template for Information Handbook ________________________________ Version 1.0 

DOTW(Shuchna ka adhikar)Ghumakdd.doc   - 10 
- 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

v /; k;  & 4 ¼ e Suqv y & 3 ½ 

 

d R̀; ksa d s fuo kZgu gsrq fu; e ]fofu; e ]v uqns' k]funsZf ' kd k v kSj v fHkys[ k 

 

 

Chapter - 4 (Manual -3) 

Rules, Regulations, Instructions, Manual and Records, for 

Discharging Functions 
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4-1& yksd  i zkf/ kd j.k v F ko k v lds v f/kd kfj; ksa , o a d fe Z; ksa }kjk v i us d R̀; ksa d s fuo k Zgu d s 

fy; s /kk fjr rF kk i z; ksx fd ; s t kus o kys  fu; e ]fofu; e ]vuqns' k ]funsZf' kd k v kSj v fH kys[ k 
d h lwph fu Eu i zk: i  i j i zLrqr d jk,sa ¼; g lwp uk i zR; sd  v fHkys[ k d s fy; s i F̀ kd  ls 
i zzLrqr d jsa½ 

 
 

vf Hkys[ kk  dk u ke  vf Hkys[ kk  dk i zdkj   & vf Hkdj . k  
   
 

¼1½  d k ;Z;k st u k  u fL r  
¼2½  d k ;Z;k st u k  f Ø ;k Uo;u  uf L r  
¼3½  j ksd M+ iat h  
¼4½  pSd  cqd  
¼5½  L.O.C. j f tL Vj  

f u Eu  esa ls f dlh , d  i zdkj  d ks pqu s 
¼f u ;e ]f of u ;e] vu qn s' k] 

f u nsZf ' kdk vf Hkys[ k]  v U; ½  
    
vf Hkys[ k d k laf { kIr  i f j p;    
¼1½  d k ;Z;k st u k  u fL r  %&  o"kZok j  f oe qDr  t k fr ;ksa d s f paf g r  { ks=k sa d k  losZ d j k d j  mu dks e k Sf yd   
    v k o' ;d r k v uqlk j  %&  L oj kst xk j  ]if j ok j  ewyd ] v / k kslaj t pu k  v k fn  d h  ;kst u k  rS;k j  d ju k  A  
¼2½  d k ;Z;k st u k  v uqlk j  f Ø ;k Uo;u   ¼3½  j ksd M iat h  d k  la/ k k j .k  ¼4½  H k qxr k u  d k  f ooj .k  ¼5½  lk [k  i= t k jh  d ju k  
 
  
f u ;e]f of u ;e] vu qn s' k]f u n sZf ' kdk vk Sj  vf Hkys [k dh 
i zf r  dgk¡  ls i z k Ir  dj  ldr s g Sa \  

i r k %  f t yk  la; k st d  v k f ne  t k fr  d Y;k .k  xqu kf t yk  la; k st d  v k f ne  t k fr  d Y;k .k  xqu kf t yk  la; k st d  v k f ne  t k fr  d Y;k .k  xqu kf t yk  la; k st d  v k f ne  t k fr  d Y;k .k  xqu k     
&&&&& &&&& &&&& &&&& &&&& &&&& && 
n wj Hkk" k %   ¼0 7 5 4 2 ½  25 2 57 2  
&&&&& &&&& &&&& &&&& &&&& &&&& && 
QsDl  %  
&&&&& &&&& &&&& &&&& &&&& &&&& && 
b Z0 esy0  %  
&&&&& &&&& &&&& &&&& &&&& &&&& && 
vU; %  
&&&&& &&&& &&&& &&&& &&&& &&&& && 

 
f u ;e]f of u ;e] vu qn s' k]f u n sZf ' kdk vk Sj  vf Hkys [k dh i zf r  dks i z kr   
dj u s dk ' kq Yd ¼;f n  dksb Z g ks½  

 

    
    

 
 

 
 
 
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 has to be filled for each type of document. 
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Name/title 
of 

___________________ Type of the document  

    
  Choose one of the types given below. 

(Rules,Regulations,Instructions, 
Manual,Records, Others) 

    
Brief Write-up on the Document   
    
From where oe can get a copy of rules, 
instructtions, manual and records 

Address : 
 
_________________________________ 
 
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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v /; k;  & 5 ¼ e Suqv y & 4 ½ 

 

uh fr fu /kk Zj.k o d k; k ZU o; u ds l Ec U /ke sa t urk ; k t u i zf rfuf /k ls i jke ' kZuh fr fu /kk Zj.k o d k; k ZU o; u ds l Ec U /ke sa t urk ; k t u i zf rfuf /k ls i jke ' kZuh fr fu /kk Zj.k o d k; k ZU o; u ds l Ec U /ke sa t urk ; k t u i zf rfuf /k ls i jke ' kZuh fr fu /kk Zj.k o d k; k ZU o; u ds l Ec U /ke sa t urk ; k t u i zf rfuf /k ls i jke ' kZ     

d s fy; s c uk; h x; h  O; o LF kk d k fo o j.kd s fy; s c uk; h x; h  O; o LF kk d k fo o j.kd s fy; s c uk; h x; h  O; o LF kk d k fo o j.kd s fy; s c uk; h x; h  O; o LF kk d k fo o j.k   

 

 

Chapter - 5 (Manual -4) 

Particulars of any arrangment that exists for consultation 

with, or representation by, the members of public in  

relation to formulation of its policy or implementation 

there of 
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uhfr fu/k kZj.k gsrq & 
 
1-1& D; k yksd  i zkf/ kd j.k }kjk uh fr fu/ kkZj.k  d s lEc U /k e sa t urk ; k t u i zfrfuf/k d h 

i jke ' kZ Hkkxhnkjh  d k d ksb Z i zk fo/kku gS \  ; fn gS  rks O; o LF kk d k fo o j.k b l i zk: i  e sa 
i zLrqr d jsa A   

 
Øa- la-  f o"k;@ dR̀; dk u k e D;k  b l f o"k ; e sa 

tu r k dh H kk xhn kj h 
vf u o k;Z gS ¼ gk¡ @u gha½  

tu r k f d Hkk xhn kj h lqf u f ' pr  dj u s 
ds f y;s d h x ;h O;o L F kk  

 
 

foe qDr t kfr v fHkd j.k gk¡ lapkyd  e aMy d ks foe qDr 
t kfr d s oxZ d k i zfrfuf/ kRo ls 

 
 
Formulation of Policy  
 
5.1- Whether there is any provision to seek consultation / participation of public or its 

representatives for formulation of policies ? If  there is, please provide details of dsuch policy 
in following format . 

  
 

Sr. 
No. 

Subject /Topic Is it mandatory to ensure 
public participation 
(Yes/No) 

Arrangements for 
seeking public 
participation 

 
 

   

 
 
 
uhfr d s d k; kZU o; u gsrq & 
 
5-2& D; k yksd  i zkf/ kd d j.k }kjk uhfr d s d k; kZU o; u d s lEc U /k e sa t urk ; k t u i zfrfu/kh  

ls @d h i jke ' kZ @Hk kxhnkjh d k d ksb Z  i zkfo/ kku gS \ ; fn gS r ks O; o LF kk d k fo o j.k b l 
i zk: i  esa i zLrqr d jsa A   

 
5.2- This will help a citzen understand on what basis public participationin formulation and 

implementation of policy matters is decided upon . 
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Øa- la-  f o"k;@ dR̀; dk u k e D;k  b l f o"k ; e sa tu r k 

dh Hk kx hn kj h  vf u o k; Z g S 
¼gk¡ @u gha½  

tu r k f d Hkk xhn kj h lqf u f ' pr  dj u s 
ds f y;s d h x ;h O;o L F kk  

1- fo0t k0 v fHkd j.k  gk¡ lapkyd  e aMy e sa fo0t k0 oxZ 
d k i zfrfuf/k Ro 

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

representatives for formulation of policies ? If  there is, please provide details of dsuch policy 
in following format . 

  
 

Sr. 
No. 

Subject /Topic Is it mandatory to ensure 
public participation 
(Yes/No) 

Arrangements for 
seeking public 
participation 
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v /; k;  & 6 ¼ e Suqv y & 5 ½ 

 

y ksd i zkf /kd kjh  ds i kl ; k  mud s fu; a=. k e sa mi y C/k  nLrkost k sa d k i zoxksZ y ksd i zkf /kd kjh  ds i kl ; k  mud s fu; a=. k e sa mi y C/k  nLrkost k sa d k i zoxksZ y ksd i zkf /kd kjh  ds i kl ; k  mud s fu; a=. k e sa mi y C/k  nLrkost k sa d k i zoxksZ y ksd i zkf /kd kjh  ds i kl ; k  mud s fu; a=. k e sa mi y C/k  nLrkost k sa d k i zoxksZ     

(categoies) d s v uqlkj fo o j.k d s v uqlkj fo o j.k d s v uqlkj fo o j.k d s v uqlkj fo o j.k  

 

 

Chapter - 6 (Manual -5) 

A statement of the categories of documents that are held by it 

or under its control 

 
 
 
 
 
 
 
 
 
 
 
 
 



Template for Information Handbook ________________________________ Version 1.0 

DOTW(Shuchna ka adhikar)Ghumakdd.doc   - 17 
- 

6-1& yksd  i zkf/ kd j.k d s i kl mi yC/ k ' kkld h;  nLrk o st ksad h t kud kjh nsus gsrq fuEu  i zk: i  
d k i z; ksx d js lkF k gh ; g  Hk h c rk, sa d h ; g nL rko st  d gk¡ mi yC/k jgrs gS t Sls  fd  
lfpo Lrj i j funs' kky;  Lrj i j v U;  ¼d̀i ; k ^ ^ v U; **  d k mi ; ksx d jus d s LF kku i j 
Lrj d k mY ys[k d jsa A   

 
Øa- la-  i zoxZ n L r ko stdk 

u ke , o a 
, d i af Dr  
esai f j p; 

n L r ko st i zkIr  dj u sds f y; s 
i zf Ø;k 

/ kkj d @f u ;a=.k k/ k hu  

 
 

    

 
 
 
6.1- Use the format given below to give the information about the official documents. Also 

mention the place where the documents are available for e.g. at 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 
in one line 

Procedure to obtain the 
document 

Held by / under 
control of 
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v /; k;  & 7 ¼ e Suqv y & 6 ½ 

 

c ksM Z] i fj"knk sa ]  lfe fr; k sa , o a v U ;  fud k; ksa d k fo o j.k  c ksM Z] i fj"knk sa ]  lfe fr; k sa , o a v U ;  fud k; ksa d k fo o j.k  c ksM Z] i fj"knk sa ]  lfe fr; k sa , o a v U ;  fud k; ksa d k fo o j.k  c ksM Z] i fj"knk sa ]  lfe fr; k sa , o a v U ;  fud k; ksa d k fo o j.k   

 

 

Chapter - 7 (Manual -6) 

A statement of  boards, council, committees and other bodies 

constitued as its part 
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7-1& d ì ; k yksd  i zkf/kd j.k l s lac a) c ksM Z] i fj"knk sa] lfe fr; ksa , o a v U ;  fud k; ksa d k la f{kIr 

fo o j.k fuEu i zk: i  d s v k/kkj i j nsa A  
 

• lac a) laL Fk k d k u ke  , o a i r k  
• lac a) laL Fk k d k i zd kj  ¼c ksM Z ] i f j "kn ]lf ef r ]f u dk ; ; k vU;½  
• lac a) laL Fk k d h laf {k Ir  i f j p; ¼L F kki u k o" kZ] m) s' ;@ eq[ ; dR̀ ;½  
• lac a) laL Fk k d h Hkwf e dk ¼i j k e' kZn k= h@i zc a/ kd kf j .kh @v U;½  
• L o:i  , o a o r Zeku  ln L ; 
• eq[ ; vf / kd kj h dk u k e 
• eq[ ; dk ;k Zy; , o a vU ; ' k k[k k vksa ds i r s 
• c SB d dh vkof̀ r  
• D;k  c SB d es a tu r k Hk k x ys ldr h g S \  
• D;k  c SB d ds d k; Zo r̀  r S; kj  dh t kr h gS \  
• D;k  tu r k c SB d d k dk ;ZoR̀r  i z k Ir  dj  ldr h gS\  v xj  gk¡ ] r ks i zf Ø ;k d k f o o j .k n sa 

 
 
 
 
 
7.1- 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 Year, 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 . 

 
 
 
 

v /; k;  & 8 ¼ e Suqv y & 7 ½ 

 

y ksd  lwpu k v f/kd k fj; ksa d s uke ,  i nuke  , oa v U ;  fof' kf"V; ka  y ksd  lwpu k v f/kd k fj; ksa d s uke ,  i nuke  , oa v U ;  fof' kf"V; ka  y ksd  lwpu k v f/kd k fj; ksa d s uke ,  i nuke  , oa v U ;  fof' kf"V; ka  y ksd  lwpu k v f/kd k fj; ksa d s uke ,  i nuke  , oa v U ;  fof' kf"V; ka   

 

 

Chapter - 8 (Manual -7) 

The names, designations and other particulars of the Public 

Information Officers 
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8-1& d ì ; k yksd  i zkf/kd j.k e sa d k; Zjr yksd  l wpuk v f/kd kfj; ksa ] l gk; d  yksd  lwpuk 
v f/kd kfj; ksa rF kk foH kkxh;  v i hysV v F kksfjVh d s lEc a/k e sa fuEu i zk: i  e sa lwpuk i zLrqr 
d jsa A   

 
yksd  i zkf/ kd j.k d k uke  %& 
 

n wj Hkk" k Øa- la-  u ke i n u ke , l- V h-
M h-  dksM  dk; kZy; vko kl 

QsDl b Z0 esy0  i r k 

 
 

        

 
 
yksd  lwpuk v f/kd kjh  %& 
 

n wj Hkk" k Øa- la-  u ke i n u ke , l- V h-
M h-  dksM  dk; kZy; vko kl 

QsDl b Z0 esy0  i r k 

 
 

        

 
foHkkxh;  v i hysV v F kksfjVh %& 
 

n wj Hkk" k Øa- la-  u ke i n u ke , l- V h-
M h-  dksM  dk; kZy; vko kl 

QsDl b Z0 esy0  i r k 

 
 

        

 
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 : 

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

Fax Email Address 

 
 

        

 
 
 
 
Public  Information Officers : 
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Ph. No. Sr.No. Name Designation S.T.D. 
Code Office Home 

Fax Email Address 

 
 

        

 
 
 
Department Apellate Authority : 

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

Fax Email Address 
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v /; k;  & 9 ¼ e Suqv y & 8 ½ 

 

fu.fu.fu.fu. kZ;  y sus d h i zfØ ; k kZ;  y sus d h i zfØ ; k kZ;  y sus d h i zfØ ; k kZ;  y sus d h i zfØ ; k  

 

 

Chapter - 9 (Manual -8) 

Procedure followed in Decision Making Process 
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9 - 1 & f dlh f o"k ; i j  f u .kZ; ysu s d s f y;s y ksd i z kf / kdj . k esa  D; k i zf Ø; k vi u k ;h tkr h  gS  \  ¼lf po ky ; 
eSu qv y v kSj  f c thu l eSu q vy ds f u ; eks ] vkf n  f u ;eks a dk mi ;ks x f d; k tk  ldr k gSA½  

¼ ' kklu funsZ' k kuql kj ½¼ ' kklu funsZ' k kuql kj ½¼ ' kklu funsZ' k kuql kj ½¼ ' kklu funsZ' k kuql kj ½     
9.1- 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) 
 
9 - 2 & f dlh f o' ks"k  f o"k;  i j  f u .kZ; ysu s d s f y;s f u / kk Zf j r  f u;e , o a i zf Ø ;k D; k g S v Fko k f u .kZ ; ysu s ds 

f y;s f dl&f dl L r j ksa i j  f opkj  f d; k tkr k g S\   ¼ lapk yd  e .My & jkt Lrj ½¼ lapk yd  e .My & jkt Lrj ½¼ lapk yd  e .My & jkt Lrj ½¼ lapk yd  e .My & jkt Lrj ½  
 

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

 
9 - 3 & f y;s x;s  f u .kZ; d ks tu r k r d i gq pku s d s f y;s D;k & D;k  O;o L F k k g S \   

¼ j kT;  Lrj , oa t u lai d Z , o a ¼ j kT;  Lrj , oa t u lai d Z , o a ¼ j kT;  Lrj , oa t u lai d Z , o a ¼ j kT;  Lrj , oa t u lai d Z , o a     
ft y k Lrj lwp k i zd k' ku  foHk kx½ft y k Lrj lwp k i zd k' ku  foHk kx½ft y k Lrj lwp k i zd k' ku  foHk kx½ft y k Lrj lwp k i zd k' ku  foHk kx½  

9.3- What are the arrangements to commuicate the descision to the public ? 
 
9 - 4 & f of HkUu  L r j  i j  f du  vf / kdkf j ;ksa d h l aL r qf r  f u .kZ; ys u s ds f y;s i z kIr  d h tkr h g S \  

¼ lfpo  jkT; Lrj & d ysDVj ft y k Lrj ½¼ lfpo  jkT; Lrj & d ysDVj ft y k Lrj ½¼ lfpo  jkT; Lrj & d ysDVj ft y k Lrj ½¼ lfpo  jkT; Lrj & d ysDVj ft y k Lrj ½  
9.5- Who are the officers at various levels whose opinions are sought the process of decision 

making ? 
 
9 - 5 & vaf r e f u .kZ; y su s ds f y;s i zkf / kd kf j r  vf / kdkj h A   ¼ j kT;  ' kk lu  ½¼ j kT;  ' kk lu  ½¼ j kT;  ' kk lu  ½¼ j kT;  ' kk lu  ½  
 
9.5- Who is the final authority thet wets the decision ? 
 
9 - 6 & eq[ ; f o"k ; f tl i j yks i zkf / kdj . k } kj k f u .kZ ; f y; k t kr k g S m ldk  f o o j .k f u Eu  i zk:i  esa vy x ls 

i zL r qr  dj sa A 
 

Øa-  la-   

f o"k ; ¼f t l laca/ k  e sa f u .k Z; f y;k  t k u k  g S½   
f n ' kk & fu nsZ' k  ¼;f n  g ks r ks½  j kT ; ' kk lu  
f u .kZ; ysu s d h  izf Ø ;k  j kT ; ' kk lu @la pky d eaM y 
f u .kZ; ysu s e sa ' k k f e y vf / k dk j h  d s in u ke  j kT ; ' kk lu  ds lf po @la pkyd  e.M y ds  lf po 
f u .kZ; ysu s e sa ' k k f e y vf / k dk f j ;ksa d h  lE id Z lwpu k   i = O;o gkj   
f u .kZ; d s f o: ) d g k ¡  v kSj  d Sls v ih y d j sa  j kT ; ' kk lu  vkf n e tkf r  dY; k. k f oHkk x  
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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 appeal . 
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v /; k;  & 10 ¼ e Suqv y & 9 ½ 

 

v f/ kd kfj; ksa v kSj d e Zpk fj; ksa d h  funsZf ' kd k v f/ kd kfj; ksa v kSj d e Zpk fj; ksa d h  funsZf ' kd k v f/ kd kfj; ksa v kSj d e Zpk fj; ksa d h  funsZf ' kd k v f/ kd kfj; ksa v kSj d e Zpk fj; ksa d h  funsZf ' kd k  

 

 

Chapter - 10 (Manual -9) 

Diectory of Officers and Employee 
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10-1& d ì ; k t kud kjh fuEu i zk: i  esa t ui n o kj nsa A  
 

n wj Hkk" k Øa- la-  u ke i n u ke , l- V h-
M h-  dksM  dk; kZy; vko kl 

QsDl b Z0 esy0  i r k 

 
1 -  

 
&&& 

 
&&&& 

 
&&& 

 
f u jad 

 
&&& 

 
&& 

 
&& 

 
&& 

 
 
10.1- Please provide information district wise in follwing format  
 
 

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

Fax Email Address 
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v /; k;  & 11 ¼ e Suqv y & 10 ½ 

 

i zR; sd  v f/ kd kjh v k Sj d eZp kjh } kjk i zk Ir e k fld  i k fjJ fe d  v kSj  mld si zR; sd  v f/ kd kjh v k Sj d eZp kjh } kjk i zk Ir e k fld  i k fjJ fe d  v kSj  mld si zR; sd  v f/ kd kjh v k Sj d eZp kjh } kjk i zk Ir e k fld  i k fjJ fe d  v kSj  mld si zR; sd  v f/ kd kjh v k Sj d eZp kjh } kjk i zk Ir e k fld  i k fjJ fe d  v kSj  mld s     

fu /kk Zj.k d h  i )fr fu /kk Zj.k d h  i )fr fu /kk Zj.k d h  i )fr fu /kk Zj.k d h  i )fr  

 

 

Chapter - 11 (Manual -10) 

The Monthly Remuneration Received By Each of its Officers 

and Employees, Including the system of Compensation as 

Provided in Regulations 

 
 
 
 
 
 
 
 
 
 
 



Template for Information Handbook ________________________________ Version 1.0 

DOTW(Shuchna ka adhikar)Ghumakdd.doc   - 29 
- 

 
11-1& d ì ; k t kud kjh fuEu i zk: i  esa ns A  
 

Øa0 la0  u ke i n u ke ekf ld 
i kf j Jf ed 

i kf j r ksf "kd@ 
i kf j r ksf "kd 
HkRr k 

i kf j Jkf ed d s f u / kkZj . k 
dh i )f r  tks  f u ;ekoy h 
esa n h x; h g ks 

 
 

     

 
 
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 
as given in the 
regulation 
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v /; k;  & 12 ¼ e Suqv y & 11 ½ 

 

i zR; sd  v f Hkd j.k d ks v ko afVr c t Vi zR; sd  v f Hkd j.k d ks v ko afVr c t Vi zR; sd  v f Hkd j.k d ks v ko afVr c t Vi zR; sd  v f Hkd j.k d ks v ko afVr c t V     

¼l Hk h ; kst ukv ksa]  O; ;  i zLrko ksa rF kk / ku fo rj.k d h lwpuk½ ¼l Hk h ; kst ukv ksa]  O; ;  i zLrko ksa rF kk / ku fo rj.k d h lwpuk½ ¼l Hk h ; kst ukv ksa]  O; ;  i zLrko ksa rF kk / ku fo rj.k d h lwpuk½ ¼l Hk h ; kst ukv ksa]  O; ;  i zLrko ksa rF kk / ku fo rj.k d h lwpuk½  

 

 

Chapter - 12 (Manual -11) 

The Budget Allocated to each Agency 

 

(Particulars of all plans, proposed expenditures and reports on 

disursement made) 

 
 
 
 
 
 
 
 
 



Template for Information Handbook ________________________________ Version 1.0 

DOTW(Shuchna ka adhikar)Ghumakdd.doc   - 31 
- 

 
fue kZ.k ] fod kl rd uhd h d k; Z d jus o kys yk sd  i zkf/ kd j.kksa d s f y; s  
 
1 2 - 1 & yksd i z kf / kdj .k ds i zR ;sd vf Hkdj .k d ks vko af V r  c tV dh lw pu k ] f tles a f d lHk h ; kstu kv ksa ] O; ; 

i zL r ko ksa r F kk / ku  f o r j .k dh l wpu k g ks,  f u Eu  i zk:i  e sa  n sa A 
 
o"kZ 2 0 0 4 &2 0 0 5  % & 

Ø a- 
la- 

;k st u k  
d k  u ke  

d k ;Z d k ;Z 
izk j aH k  
g k sus d h  
f n u kad  

d k ;Z d s 
le k iu  
d h  
v u qe k fu r  
f n u kad  

izL r k f or  
ct V  

L oh d r̀  
ct V  

' k k lu  
} k j k  
izn r  
¼f d ' r ksa 
e sa½  

d qy 
O;; 

d k ;Z d h  
xq.k oR r k  
,oa 
le k iu  
d j ok us 
d s f y;s 
f t E esn k j  
v f / k d kj h  

1- 
 
 

yk sg ih V k  
¼v xf j ;k ½  
if j ok j ksa 
d h  
clk g V  
;k st u k   

 31- 3- 05 &  35- 18 35- 18 n ks f d ' r  
14- 00 

7-0 0 R.E.S., 
P.H.E. 

 
 
 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 . 
 

Year 2004-2005 :- 
Sr. 
No. 

Name of 
the 
scheme / 
Head 

Activity Startin
g date 
of the 
activity 

Panned 
end date 
of the 
activity 

Amount 
Propose
d 

Amount 
Sanctined 

Amount 
released/ 
disburse
d (no. of 
installm
ents) 

Actual 
expendi
ture for 
the last 
year 

Responsible 
officer for 
the quaity 
and the 
complete 
execution of 
the work 
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 v U ;  yksd  izkf/kd j.kk sa d s fy; s 
 

Øa- la0  en  i zL r kf o c tV  L o hdr̀  c tV  ' kklu  } kj k i zn r  ¼f d' r ksa esa½  dqy O; ; 
 
1 -  

 
f o- tk-  

 
3 5 - 1 8  

 
3 5 - 1 8  

 
1 4 - 0 0  

 
7 - 0 0  

 
 
 For other public Authoities 

Sr. 
No. 

Head proposed 
Budget 

Sanctioned 
Budget 

Amount 
released/disbursed (no. of 

instalments) 

dqy O; ; 
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v /; k;  & 13 ¼ e Suqv y & 12 ½ 

 

v uqnku @j kt  lgv uqnku @j kt  lgv uqnku @j kt  lgv uqnku @j kt  lg k; rk  d k; ZØ e ksa d s fØ ; kUo; u d h  jhfr k; rk  d k; ZØ e ksa d s fØ ; kUo; u d h  jhfr k; rk  d k; ZØ e ksa d s fØ ; kUo; u d h  jhfr k; rk  d k; ZØ e ksa d s fØ ; kUo; u d h  jhfr  

 

 

Chapter - 13 (Manual -12) 

The Manner of Execution of Subsidy Programmes 
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1 3 - 1 & dì ;k f u Eu  i zk :i  i j  tku dkj h mi y C/ k dj k, sa A 
 

• dk;Z Øe @; kstu k d k u k e 
• dk;Z Øe @; kstu k d s i zHk ko h  j gu s dh  le ; l he k  
• dk;Z Øe d k m)s' ;  
• dk;Z Øe ds  Hk kSf r d , o a o kf .kf T ;d y{; ¼f oxr  o" kZ esa½  
• ykHk kF kh Z d h i k =r k 
• i wo kZi s{ kk, a ] 
• vu qn ku  @l g k;r k  i zk Ir  dj u s dh i zf Ø ;k 
• i k=r k f u f ' pr  dj u s ds f y;s e ku n .M  
• f n ;s tku s o kys  vu qn ku @lg k;r k dk f o o j .k ¼f tl esa vu qn ku  dh j kf ' k dk f o o j .k gks½  
• vu qn ku @l gk ;r k ds  f o r j .k dh i zf Ø; k  
• vko sn u dj u s ds f y;s d g k¡  @f dlls lEi dZ dj sa   
• vko sn u  ' kq Yd ¼t gk¡  mf pr  g ks½  
• vU; ' kqY d ¼tg k¡  mf pr  gks½  
• vko sn u  i = dk i z k:i  ¼ ;f n  vko sn u  l kln s d kxt i j  gksr k g S r ks d ì ; k ml dk mYy s[k  dj r s 

gq;s  ;g  c r k, saf d v ko sn u  dr kZ vko sn u  dj r s le; f d u  c kr ksa d k o.k Zu  dj sa½  
• layxzd ksa dh l wp h 
• layxzd ksa dk i z k:i  
• i zf Ø;k l s lEc f U/ kr  l eL ; k g ksu s i j  dg k¡  lEi dZ dj sa  
• mi yC/ k  / ku j kf ' k d k f o o j .k ¼f of HkUu  L r j ksa i j  tSls f d  f tyk L r j  i j  Cykd L r j  i j  b R;kf n ½  
• ykHk kf Fk Z; ksa d h lw ph  ¼f u Eu  i zk:i  i j  ½  
 

f u o kl f oHkkx 
} kj k 

i zn Rr  Øa-  

ykHk kF kh Z 
dk u k e 

vu qn ku  
dh j kf ' k 

c f Yn ;r  i k=r k 
dk 

vk/ kkj  
f tyk ' kgj  eks gYy k@  

xk¡ o 
edku  u a-  

 
 
 

        

 
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  

 
 
 

Address Seral 
Number/ 

code 

Beneficiary 
Name 

Amount 
of 

subsidy 

Parent/ 
Guardians 

Criteria 
of 

selection 
Distict City Town/ 

Village 
House 

No. 
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v /; k;  & 14 ¼ e Suqv y & 13 ½ 

 

fj; k; rk sa]v uqKki =k sa rF kk  i zf/ kd kjksa d s i zf Ird rkZv ksa d s lac a/k  e sa fo o j.k  fj; k; rk sa]v uqKki =k sa rF kk  i zf/ kd kjksa d s i zf Ird rkZv ksa d s lac a/k  e sa fo o j.k  fj; k; rk sa]v uqKki =k sa rF kk  i zf/ kd kjksa d s i zf Ird rkZv ksa d s lac a/k  e sa fo o j.k  fj; k; rk sa]v uqKki =k sa rF kk  i zf/ kd kjksa d s i zf Ird rkZv ksa d s lac a/k  e sa fo o j.k   

 

 

Chapter - 14 (Manual -13) 

Particulars of Recipients of Concessions,pemits or  

authoization ganted by it  
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14-1 d ì ; k fuEu i zk: i  i j t kud kjh mi yC/k d jk, a A   
 

• d k; ZØ e  d k uke   
• i zd kj ¼fj; k; r]v uqKki = v F ko k i zf/kd kj e sa ls , d  pqus ½  
• mí s';  
• y{;  ¼foxr o"kZ e sa½  
• i k=rk  
• i k=rk d k v k/kkj 
• i wo Zi s{kk, a  
• i zkIr d jus d h i zfØ ; k 
• fj; k; r]v uqKki = v F ko k i zkf/kd kj fn; s t kus d s fy; s fu/k kZfjr le ;  lhe k 
• v ko snu ' kqY d   
• v ko snu i = d k izk: i   
• layxzd ksa d h lwp h  
• layxzd ksa d k i zk: i  
• i zkfIrd rkZv ksa d h lw ph ¼ fuEu i zk: i  i j ½  

foHkkx }kjk  
i znr Ø e kad  

i zkfIrd rkZ 
d k uke  

o S/krk fd l 
fnukad  rd  

gS 

ofY n; r fuo kl 

    ft yk  ' kgj  e ksgY yk@xk¡ o e d ku 
ua- 

        
 fj; k; r ds fy; s fuEu t kud kjh Hk h mi yC/ k d jk, a  

• fn; s t kus o kys yk Hk d k fo o j.k  
• ykHk d s fo rj.k d h i zfØ ; k  
 
 
14.1. Please Provide the information as per the following:  

o Name of progarmme  
o Type ( Concession/Permits/Authorization ) 
o objective  
o Thrgets set ( For the last year) 
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o Eligibility  
o Criteia for the eligibility  
o pre-requisites  
o Procedure to avail the benefits  
o Time limit for the concession/permits/authorizations  
o Application format ( where application ) 
o Application format ( where aplicable) 
o List of attachments ( certivicates/ documents) 
o Format of Attachments  
o Lis of beneficiaries in the format given below 

 
 

Address Serial 
Number/ 

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 ¼ e Suqv y & 14 ½ 

 

d R̀; k sa d s fuo Zgu d s fy,  LF kk fi r e kud  @fu;e   d R̀; k sa d s fuo Zgu d s fy,  LF kk fi r e kud  @fu;e   d R̀; k sa d s fuo Zgu d s fy,  LF kk fi r e kud  @fu;e   d R̀; k sa d s fuo Zgu d s fy,  LF kk fi r e kud  @fu;e    

 

 

Chapter - 15 (Manual -14) 

Norms set by it for the dischage of its fonctions  
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15-1& yksd i z kf / kdj .k } kj k vi u s f of HkUu  f Ø;kdy ki k sa @ dk ;Z Øeks a ds lai kn u  gsr q i z ;k sx f d; s tku s 

eku d@f u ; eks a dk dk; ZØeo kj  f o o j .k mi y C/ k dj k;sa A 
 
 
15.1- Please provide the details of the Norms/ Standards set by the departmant for execution of 

virious activities / progammes .  
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v /; k;  & 16 ¼ e Suqv y & 15 ½ 

 

b ySDVª kWfud  : i  esa mi yC/ k lwpu k; sa  b ySDVª kWfud  : i  esa mi yC/ k lwpu k; sa  b ySDVª kWfud  : i  esa mi yC/ k lwpu k; sa  b ySDVª kWfud  : i  esa mi yC/ k lwpu k; sa   

 

 

Chapter - 16 (Manual -15) 

Information available in an electronic from  
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16-1& f oHkkx } kj k f of HkUu  dk ;ZØ ek sa ls lac af / kr  tku d kj h i zL r qr  dj sa tks f d b ys DV ª kf u d Qk esZV  e sa g ksA 
 
 
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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v /; k;  & 17 ¼ e Suqv y & 16 ½ 

 

lwpu k i zk Ir d jus d s fy,  ukx fjd ksa d ks mi yC/ k lqfo/ kkv ksa d k fo o j.k   lwpu k i zk Ir d jus d s fy,  ukx fjd ksa d ks mi yC/ k lqfo/ kkv ksa d k fo o j.k   lwpu k i zk Ir d jus d s fy,  ukx fjd ksa d ks mi yC/ k lqfo/ kkv ksa d k fo o j.k   lwpu k i zk Ir d jus d s fy,  ukx fjd ksa d ks mi yC/ k lqfo/ kkv ksa d k fo o j.k    

 

 

Chapter - 17 (Manual -16) 

Particulas of the facilities available to citizens for obtainig 

information  
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17-1& lwpu k vk sa dk s tu r k r d i g qap ku s ds f y; s f oHkk x @ lax B u  } kj k dh x ;h O;o L F kk  dk f o o j .k t Sls & 
 

• i qL r dky; 
• u kV d@u qDdM  
• v[kc kj ks a ds } k kj k 
• i zn ' kZu h 
• lwpu k i V y 
• vf Hkys[ kk sa d k f u f j {k.k 
• n L r ko stksa dh  i zf r  i zk Ir  dh O ;o L F kk 
• mi yC/ k  f oHkk xh ; e Su qvy 
• yksd i z kf / kdj .k dh o so lkb ZV  
• vU; i zp kj  i zl kj  ds l k/ ku  

 
 
 
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 Records in 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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v /; k;  & 18 ¼ e Suqv y & 17 ½ 

 

v U ;  mi ; ksx h t kud kfj; ka    v U ;  mi ; ksx h t kud kfj; ka    v U ;  mi ; ksx h t kud kfj; ka    v U ;  mi ; ksx h t kud kfj; ka     

 

 

Chapter - 18 (Manual -17) 

Other Useful Information  
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1 8 - 1 & yksd i z kf / kdj .k ls tu e ku l } kj k lk e kU;r %  i qN s tku s o kys i z' u  o mu ds mRr j  A 
 
18.1- Frequently Asked Questions and their Answers by public 
 
1 8 - 2 & lwpu k i zk Ir  dj u s ds lEc U/ k e sa  

• vko sn u  i = ¼r Fk k l Un HkZ d s f y;s , d H kj s g q,  v ko sn u  i = dh i zf r ½  
• ' kqYd 
• lwpu k vko sn u  i = i j  f dl r j g ls ek¡ x h t k;s & dq N f V Il 
• lwpu k u  n su s o vi hy dj u s ds  lEc U/ k e sa u kxf j d ds vf / kdkj  o vi hy  dj u s dh i zf Ø ;k 

 
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  

 
1 8 - 3 & yksd i z kf / kdj .k } kj k tu r k d ks f n ;s t ku s o ky s i zf ' k{ k. k ds lac U/ k esa  

• i zf ' k{k.k  dk ;ZØ e dk u ke o f o o j .k  
• i zf ' k{k.k  dk ;ZØ e @ ;kstu k ds i zHk ko h j gu s dh le;  l he k 
• i zf ' k{k.k  dk ;ZØ e dk m) s' ; 
• i zf ' k{k.k  dk ;ZØ e ds H kk Sf r d , o a o kf .kf T ;d y{ ; ¼f ox r  o"kZ esa½  
• ykHk kF kh Z d h i k =r k  
• i wo kZi s{ kk, a ¼ ;f n  gk s r ks½  
• vu qn ku  lg k;r k ¼;f n  g ks r ks ½  
• f n ;s tku s o kys  vu qn ku  @l gk;r k dk  f o o j .k ¼f tlesa vu qn ku  dh j kf ' k dk f o o j .k gks½  
• vu qn ku  @l g k;r k d s f o r j .k dh i zf Ø ;k  
• vko sn u  dj u s ds f y;s dg k¡ @f dlls lEi dZ dj sa   
• vko sn u  ' kq Yd ¼t gk¡  mf pr  g ks½  
• vU; ' kqY d ¼tg k¡  mf pr  gks½  
• vko sn u  i = dk i z k:i  ¼ ;f n  vko sn u  l kn s dk xt i j  g ksr k gS r ks  dì ; k mld k m Yys[ k dj r s g q,  

;g c r k, a f d vko sn u  dr kZ v ko sn u  dj r s le ; f du  c kr ksa d k o. kZu  dj sa ½  
• layX u dksa d h lw ph 
• layX u dksa d k i z k:i   
• vko sn u  dj u s dh i zf Ø;k  
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• p;u  i zf Ø; k 
• i zf ' k{k.k  dk ;ZØ e dh le ; l kf j .kh ¼ ;f n  gks r ks½  
• i zf ' k{k.k  ds l e; d s c kj s esa vko sn d d ks lwf pr  dj u s dk r j hdk 
• i zf ' k{k.k  dk ;ZØ eksa  ds c kj s esa tu r k  dks tk x:d dj u s ds f y;s yk sd i z kf / kdj .k } kj k f d;s t ku s 

o kys d k;Z 
• f of HkUu  L r j ksa i j  tSls f d f tyk L r j  i j ] Cy kd L r j  b R;kf n  i j  i zf ' k{k. k dk ;ZØ eks a ds y kHk kf F kZ; ksa 

dh lw ph r Fk k v U;  
 
 
18.3- 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 Year) 
• 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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1 8 - 4 & yksd i z kf / kdj .k } kj k f n ;s t ku s o kys  i ze k.k  i =,  vu ki f Rr  i zek.k i = vkf n  ds lEc U/ k esa t ks d h 

eSu qv y  1 3  esa u k  lf Eef yr  g ks  
 

• i zek. k i =] vu ki f Rr  i ze k.k i = vkf n  dk u ke o f o o j .k  
• i zek. k i =] vu ki f Rr  i ze k.k i = vkf n  i zk Ir  dj u s gsr q i k=r k 
• vko sn u  dj u s ds f y;s dg k¡  @ f dll s lEi dZ  dj sa A 
• vko sn u  ' kq Yd ¼t gk¡  mf pr  g ks½  
• vU; ' kqY d ¼tg k¡  mf pr  gks½  
• vko sn u  i = dk i z k:i  ¼ ;f n  vko sn u  l kn s dk xt i j  g ksr k gS r ks  dì ; k mld k m Yys[ k dj r s g q,  

;g c r k, a f d vko sn u  dr kZ v ko sn u  dj r s le ; f du  c kr ksa d k o. kZu  dj sa ½  
• layX u dksa d h lw ph 
• layX u dksa d k i z k:i  
• vko sn u  dj u s dh i zf Ø;k 
• vko sn u  dj u s ds c kn  yksd i zkf / kdj . k es a g ksu s o k yh i zf Ø;k ¼ ;g k¡  i j  ml i zf Ø ;k d k f o o j .k n sa 

tks vko sn u  } kj k lkj h i zk Fkf edr k, a i wj h dj u s ds i ' pk r  yksd i z kf / kdj .k } kj k d h tkr h g S½  
• vko sn u  dh  lkj h i z kF kf edr k, a lg h r j g ls i wj h dj u s ds i ' pkr  i z ek. k &i = vu ki f Rr  

i zek. k&i = v kf n  tkj h dj u s ds  f y;s f u / kk Zf j r  le; v of / k  
• i zek. k i = ds i zH kko h j gu s le;  lh ek  ¼;f n  gk s r ks½  
• u o hf u dj .k dh i zf Ø; k ¼;f n  g ks r ks½  

 
 
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 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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1 8 - 5 & yksd i z kf / kdj .k esa gk su s o kys  i ath ;u  ds lac a/ k e sa  
 

• i ath;u  d k m )s' ; 
• vko sn u  dh  i k =r k 
• i wo kZi s{ kk, a ¼ ;f n  gk s r ks½  
• vko sn u  dj u s ds f y;s dg k¡ @f dlls lEi dZ dj sa   
• vko sn u  ' kq Yd ¼t gk¡  mf pr  g ks½  
• vU; ' kqY d ¼tg k¡  mf pr  gks½  
• vko sn u  i = dk i z k:i  ¼ ;f n  vko sn u  l kn s dk xt i j  g ksr k gS r ks  dì ; k mld k m Yys[ k dj r s g q,  

;g c r k, a f d vko sn u dr kZ v ko sn u  dj r s le;  f du  c k r ksa dk o. kZu  dj sa ½  
• layX u dksa d h lw ph 
• layX u dksa d k i z k:i  
• vko sn u  dj u s dh i zf Ø;k 
• vko sn u  dj u s ds c kn  yksd i zkf / kdj . k es a g ksu s o k yh i zf Ø;k ¼ ;g k¡  i j  ml i zf Ø ;k d k f o o j .k n sa 

tks vko sn u  } kj k lkj h i zk Fkf edr k, a i wj h  dj u s ds i ' p kr  yksd i zkf / kdj . k } kj k dh t kr h gS½  
• i zHkko h j gu s d h l e; lh ek ¼ ;f n  gks r ks½   

 
18.5- 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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1 8 - 6 & yksd i z kf / kdj .k ¼Municipal Corporation , Trade Tax , Entertainment Tax  vkf n ½  } kj k V sDl ysu s 

ds lEc U/ k es a 
 

• V sDl dk  u ke o f o o j .k 
• V sDl ysu s d k m )s' ; 
• V sDl f u / kkZj . k dj u s ds f y;s eki n aM  o i zf Ø ;k  
• c M s ¼major½  f M QkYV lZ  dh lwp h 
 
 

 
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 

 
 
 
1 8 - 7 & yksd i z kf / kdj .k } kj k u k xf j dksa d ks n h tku s o kys f c ty h @i ku h ds du sD' ku  ]  du sD' ku  d ks 

vL Fk k; h@ L Fk k; h :i  l s f oP Nsn u  ] v kf n  ds lEc U/ k esa ¼; g lw pu k L F k ku h; f u dk ; tS ls u xj  
i kf ydk@  u xj  i f j "kn  @IPCL } kj k n h tk l dr h gS  A 

 
• vko sn u  dh  i k =r k  

• i wo Zi s{k k, a ¼;f n  g ks r k s½  

• vko sn u  dj u s ds f y;s dg k¡  @ f dll s lEi dZ  dj sa 

• vko sn u  ' kq Yd ¼t gk¡  mf pr  g ks½  

• vU; ' kqY d @n s;  ¼tg k¡  mf pr  gks½  

• vko sn u  i = dk i z k:i  ¼ ;f n  vko sn u  l kn s dk xt i j  g ksr k gS r ks  dì ; k mYys [k dj r s gq,  ; g 

c r k, a f d vko sn u  dr k Z v ko sn u  dj r s le ; f du  c kr ksa dk o.k Zu  dj sa½  

• layX u dksa d h lw ph 

• layX u dksa d k i z k:i  
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• vko sn u  dj u s dh i zf Ø;k 
• vko sn u  dj u s ds c kn  yksd i zkf / kdj . k es a g ksu s o k yh i zf Ø;k ¼ ;g k¡  i j  ml i zf Ø ;k d k f o o j .k n sa 

tks vko sn u  } kj k lkj h i zk Fkf edr k, a i wj h dj u s ds i ' pk r  yksd i z kf / kdj .k } kj k d h tkr h g S½  
• f c y esa i z; ks x f dls x ;s ' k Cn ksa dk f o o j .k  
• f c y r Fkk vU ; lso kv ksa d s lEc U/ k e sa l eL ;k gk su s dh f L Fkf r  esa lEi dZ lw pu k  
• V sf j Q r Fkk vU ; n s; 

 
18.7- With relation to issuing new connection electricity/ water suppy, temproy and permanent 

disconnection etc. (This will 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 

 
 
1 8 - 8 & yksd i z kf / kdj .k } kj k u k xf j dksa d ks n h tku s o kyh vU ; lso k vksa dk f o o j .k  
 
 
18.8- Details of any other public services provided  by the public Authority . 
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