
Template for Information Handbook ________________________________ Version 1.0 

DOTW(Shuchna ka adhikar)Sheriya.doc   - 1 - 

  
 
 
 
 
 
 
 
 
 
 

lgfj;k fodkl vfHkdj.k xquk lgfj;k fodkl vfHkdj.k xquk lgfj;k fodkl vfHkdj.k xquk lgfj;k fodkl vfHkdj.k xquk     
 

 
 
 
 
 
_______________________________________________________________________________ 
 

Template for the Information Handbook under 
Right to Information Act 

________________________________________________ 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Template for Information Handbook ________________________________ Version 1.0 

DOTW(Shuchna ka adhikar)Sheriya.doc   - 2 - 

 
 
 
 
 
 
 
 
 
 
 

v?;k; 1 
 

izLrkouk 
 
 

Chapterl 
 

Introducion 
 

 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Template for Information Handbook ________________________________ Version 1.0 

DOTW(Shuchna ka adhikar)Sheriya.doc   - 3 - 

 
 
 
1-1& dì;k gLriqfLrdk dh i"̀BHkwfe ij izdk'k Mkysa ¼lwpuk dk vf/kdkj vf/kfu;e&2005½A 
1.1- Please throw light on the background of this hand -book (Right to Information Act-2005) 
 
1-2& gLriqfLrdk dk m)s'; A 
1.2- Objective / purpose of this hand-book 
 
1-3& ;g gLriqfLrdk fdu O;fDr;ksa @laLFkkuksa @ laxBuksa bR;kfn ds fy;s mi;ksxh gS A 
1.3- Who are the intended users of this hand-book? 
 
1-4& gLriqfLrdk dk izk:i A 
1.4- Organisation of theinformation in this hand-book  
 
1-5& ifjHkk"kk,sa ¼dì;k gLriqfLrdk esa iz;ksx djh x;h 'kCnkoyh dks ifjHkkf"kr djsa½ A 
1.5- Delinitions (Please proide definitions of various terms used in the hand-book)- 
 
1-6& gLriqfLrdk esa lek;ksftr fo"k;ksa ds laca/k esa foLrr̀ tkudkjh rFkk vU; tkudkfj;ksa ds 

fy;s laidZ 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& gLriqfLrdk esa miyC/k tkudkjh ds vfrfjDr lwpuk izkIr djus dh fof/k ,oa 'kqYdA 
1.6- procedure and Fee Structure for getting information not availahle in the hand-book - 
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v/;k; & 2 ¼ eSuqvy & 1 ½ 

 

laxBu dh fof'k"V;ka] dR̀; ,oa drZO; 

 

 

Chapter - 2 (Manual -1) 

Particulars ofOrganization, Functions and Duties 
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2-1& yksd izkf/kdj.k ds m)s'; 
2.1- Objective/purpose ofthe publicauthority . 
 
2-2& yksd izkf/kdj.k dk fe'ku@fotu 
2.2- Mission /Vision Statement of the public authority . 
 
2-3& yksd izkf/kdj.k dk laf{kIr bfrgkl vkSj blds xBu dk izlax  
2.3- Briefhistory of the public authority and context of its formation . 
 
2-4& yksd izkf/kdj.k ds drZO;  
2.4- Duties of the public authority.  
 
2-5& yksd izkf/kdj.k ds eq[; dR̀;  
2.5- Main activities being provided by the public authority. 
 
2-6& yksd izkf/kdj.k }kjk iznRr lsokvksa dh lwph ,oamudk laf{kIr fooj.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 izkf/kdj.k ds fofHkUu Lrjksa ¼'kklu]funs'kky;]{ks=]ftyk]Cykd vkfn½ ij laxBkRed 

<kapk ¼tgk¡ ykxw gks½ 
2.7- Organizationa Structure Diagram at various levels Namely State , direcctorate, region 

district, blolk etc ( whichever is applicable) 
 
2-8& yksd izkf/kdj.k dh dk;Zn{krk c<+kus gsrq tu lg;ksx dh vis{kk,sa 
2.8- Expectation of the public authority from the public for enhancing its effectiveness and  

efficiency . 
 
2-9& tulg;ksx lqfuf'pr djus ds fy;s fof/k @ O;oLFkk 
2.9- Arrangments and methods made for seeking public participation/ conmtribution . 
 
2-10& tu lsokvksa ds vuqJo.k ,oa f'kdk;rksa ds fujkdj.k dh O;oLFkk 
2.10- Mechaism available for monitoring the service deivery and pubic grievance resoution . 
 
 
 
 
 
 



Template for Information Handbook ________________________________ Version 1.0 

DOTW(Shuchna ka adhikar)Sheriya.doc   - 6 - 

 
 
2-11& eq[; dk;kZy; rFkk fofHkUu Lrjksa ij dk;kZy;ksa ds irs ¼ dì;k irksa dk tuinokj 

oxhZdj.k djsa½ 
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& dk;kZy; ds [kqyus dk le; % 
 dk;kZy; ds cUn gksu dk le; % 
2.12- Mornig hours of the office : 
 Closing hours of the office : 
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v/;k; & 3 ¼ eSuqvy & 2 ½ 

 

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

 

 

Chapter - 3 (Manual -2) 

Powers and duties of Officers and Employees 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Template for Information Handbook ________________________________ Version 1.0 

DOTW(Shuchna ka adhikar)Sheriya.doc   - 8 - 

 
3-1& dì;k fuEu izk:i ij vf/kdkfj;ksa ,oa deZpkfj;ksa dh 'kfDr;kas ,oa drZO; dk fooj.k miyC/k djk,sa 
 

in dk uke lfpo lgfj;k fodkl vfHkdj.k  

 jkT; 'kklu }kjk 

izk'kkldh; 1. 

2. 

3. 

.. 

.. 

.. 

xofuZaxokMh }kjk vuqeksfnr dk;Z ;kstukvksa dks 'kklu 
dks Hkstuk ,oa iz'kkldh; Lohdf̀r tkjh djkuk A 
 

foRrh; 1. 

2. 

3. 

.. 

.. 

.. 

 
vfHkdj.k dk ys[kk&tks[kk j[kuk rFkk vkgj.k laforj.k 
dk vf/kdkj   
 
 
 
 
 

'kfDr;ksa 

vU; 1. 

2. 

3. 

.. 

.. 

.. 

 
 

drZO; 1. 
2. 
3. 
 
4. 
5- 

le;&le; ij lapkyd e.My dh cSBd cqykuk  
;kstuk;sa rS;kj djuk 
;kstukvksa ds iw.kZ gksus ij mi;ksfxrk izek.k i= ,d= dj A.G.M.P. 
dks Hkstuk A 
ys[kk dk;Z dk la/kkj.k djkuk  
ekuhVfjax vuqJo.k fujh{k.k  
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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. 

.. 

.. 

.. 
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v/;k; & 4 ¼ eSuqvy & 3 ½ 

 

dR̀;ksa ds fuokZgu gsrq fu;e]fofu;e]vuqns'k]funsZf'kdk vkSj vfHkys[k 

 

 

Chapter - 4 (Manual -3) 

Rules, Regulations, Instructions, Manual and Records, for 

Discharging Functions 
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4-1& yksd izkf/kdj.k vFkok vlds vf/kdkfj;ksa ,oa dfeZ;ksa }kjk vius dR̀;ksa ds fuokZgu ds fy;s /kkfjr 
rFkk iz;ksx fd;s tkus okys fu;e]fofu;e]vuqns'k ]funsZf'kdk vkSj vfHkys[k dh lwph fuEu izk:i ij 
izLrqr djk,sa ¼;g lwpuk izR;sd vfHkys[k ds fy;s i`Fkd ls izzLrqr djsa½ 
vfHkys[kk dk uke  &&&&&&&&&& vfHkys[kk dk izdkj  & vfHkdj.k  
    
  fuEu esa ls fdlh ,d izdkj dks pqus 

¼fu;e ]fofu;e]vuqns'k] 
funsZf'kdk vfHkys[k] vU; ½ 

Øa- 'kk[kk dk uke la/kkfjr vfHkys[kks dh 
lwph 

vof/k vfHkys[kkksa dk 
oxhZdj.k 

1- lgfj;kfodkl 
vfHkdj.k  

fu;e@funsZ'k 1996 ls 2005 fujarj Hkkx izFke ,oa 
f}rh; 

2-  v/;{k @lnL;ksa dk 
euksu;u 

2001 ls 2005 fujarj 

3-  vfHkdj.k veys dks osru 
HkRrksa dk Hkqxrku  

2004&05 okf"kZd  

4-  lsok vfHkys[k Jherh 
ohuknsoh iky lgk- xzsM&3  

lsok izkjEHk ls lsok izkjaHk ls 

5-  lsok vfHkys[k Jh jktsUæ 
dqekj jSdokj Hk̀R; 

&&&&**&&&& &&&^^&&&& 

6-  dk;ksZa ds mi;ksfxrk izek.k 
i= Hkstus dh uLrh  

1996 ls fujarj fujarj 

7-  cSBd ,oa dk;Z;kstuk Hkstus 
ckcr 

2003&04 ,oa 2004&05 fujarj  

8-  DyLVj xksjk ds Lohdr̀ 
dk;kZyhu uLrh 

2004&05 okf"kZd 

9-  DyLVj nw/kbZ ds Lohdr̀ 
dk;ksZa dh uLrh 

2004&05 &&**&&& 

10-  DyLVj dkyk igkM ds 
Lohdr̀ dk;ksZa dh dk;Z uLrh 

2004&05 &&&**&&& 

11-  dyLVj oDluiqj ds 
Lohdr̀ dk;ksZa dh uLrh 

2004&05 &&&**&&& 

12-  DyLVj ceksjhdyk ds 
Lohdr̀ dk;ksZa dh dk;ZuLrh 

2004&05 &&&**&&& 

13-  dsUæh; {ks=h; ;kstukUrxZr 
izkIr vkoaVuls Lohdr̀ dk;ksZa 
dh dk;Z uLrh 

2004&05 &&&**&&&& 

14-  foHkkx Nk=kokl @vkJeksa 
esa Lohd̀r dk;ksZa dh uLrh 

2004&05 &&&**&&&& 

15-  LVkWiMse fuekZ.k dMbZ[ksMk 
,oa lh-lh- [kajtk fuekZ.k 
lkojkeksnh dh dk;Z uLrh  

2004&05 &&&**&&&& 

16-  lgfj;k oslykbZu losZ dk;Z 
uLrh 

2003&04 fujarj 

vfHkys[k 
dk 
laf{kIr 
ifjp;  
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fu;e]fofu;e]vuqns'k]funsZf'kdk vkSj vfHkys[k dh 
izfr dgk¡ ls izkIr dj ldrs gSa \ 

 
 
 
irk % lfpo lgfj;k fodkl vfHkdj.k xquk  
 
&&&&&&&&&&&&&&&&&&&&&&&&&&& 
 
nwjHkk"k % ¼07542½ 252572 
 
&&&&&&&&&&&&&&&&&&&&&&&&&&& 
 
QsDl % 
 
&&&&&&&&&&&&&&&&&&&&&&&&&&& 
 
bZ0esy0 % 
 
&&&&&&&&&&&&&&&&&&&&&&&&&&& 
vU; % 
&&&&&&&&&&&&&&&&&&&&&&&&&&& 

 
fu;e]fofu;e]vuqns'k]funsZf'kdk vkSj vfHkys[k dh izfr dks izkr  
djus dk 'kqYd ¼;fn dksbZ gks½ 
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4.1- Please provide list of rules, regulations, instructions, manual and records, held by 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. 

 
 

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 eSuqvy & 4 ½ 

 

uhfr fu/kkZj.k o dk;kZUo;u ds lEcU/kesa turk ;k tu izfrfuf/k ls ijke'kZuhfr fu/kkZj.k o dk;kZUo;u ds lEcU/kesa turk ;k tu izfrfuf/k ls ijke'kZuhfr fu/kkZj.k o dk;kZUo;u ds lEcU/kesa turk ;k tu izfrfuf/k ls ijke'kZuhfr fu/kkZj.k o dk;kZUo;u ds lEcU/kesa turk ;k tu izfrfuf/k ls ijke'kZ    

ds fy;s cuk;h x;h O;oLFkk dk fooj.kds fy;s cuk;h x;h O;oLFkk dk fooj.kds fy;s cuk;h x;h O;oLFkk dk fooj.kds fy;s cuk;h x;h O;oLFkk dk fooj.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/kkZj.k gsrq & 
 
1-1& D;k yksd izkf/kdj.k }kjk uhfr fu/kkZj.k ds lEcU/k esa turk ;k tu izfrfuf/k dh 

ijke'kZ Hkkxhnkjh dk dksbZ izkfo/kku gS \ ;fn gS rks O;oLFkk dk fooj.k bl izk:i esa 
izLrqr djsa A  

 
Øa-la- fo"k;@dR̀; dk uke D;k bl fo"k; esa turk dh 

Hkkxhnkjh vfuok;Z gS 
¼gk¡@ugha½ 

turk fd Hkkxhnkjh 
lqfuf'pr djus ds 
fy;s dh x;h O;oLFkk  

 
1- 

 
lgfj;k fodkl vfHkdj.k  

 
gk¡ 

 
lapkyd e.My 

 
 
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 ds dk;kZUo;u gsrq & 
 
5-2& D;k yksd izkf/kddj.k }kjk uhfr ds dk;kZUo;u ds lEcU/k esa turk ;k tu izfrfu/kh 

ls @dh ijke'kZ @Hkkxhnkjh dk dksbZ izkfo/kku gS \ ;fn gS rks O;oLFkk dk fooj.k bl 
izk:i esa izLrqr djsa 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- fo"k;@dR̀; dk uke D;k bl fo"k; esa turk dh 
Hkkxhnkjh vfuok;Z gS 
¼gk¡@ugha½ 

turk fd Hkkxhnkjh 
lqfuf'pr djus ds 
fy;s dh x;h O;oLFkk  

 
1- 

 
lgfj;k fodkl vfHkdj.k  

 
gk¡ 

 
lapkyd e.My 

 
 
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 eSuqvy & 5 ½ 

 

yksdizkf/kdkjh ds ikl ;k muds fu;a=.k esa miyC/k nLrkostksa dk izoxksZ yksdizkf/kdkjh ds ikl ;k muds fu;a=.k esa miyC/k nLrkostksa dk izoxksZ yksdizkf/kdkjh ds ikl ;k muds fu;a=.k esa miyC/k nLrkostksa dk izoxksZ yksdizkf/kdkjh ds ikl ;k muds fu;a=.k esa miyC/k nLrkostksa dk izoxksZ     

(categoies) ds vuqlkj fooj.k ds vuqlkj fooj.k ds vuqlkj fooj.k ds vuqlkj fooj.k  

 

 

Chapter - 6 (Manual -5) 

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

or under its control 
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6-1& yksd izkf/kdj.k ds ikl miyC/k 'kkldh; nLrkostksadh tkudkjh nsus gsrq fuEu izk:i 

dk iz;ksx djs lkFk gh ;g Hkh crk,sa dh ;g nLrkost dgk¡ miyC/k jgrs gS tSls fd 
lfpo Lrj ij funs'kky; Lrj ij vU; ¼d̀i;k ^^vU;** dk mi;ksx djus ds LFkku ij 
Lrj dk mYys[k djsa A  

 
Øa-la- izoxZ nLrkostdk 

uke ,oa 
,d iafDr 
esaifjp; 

nLrkost izkIr djusds fy;s 
izfØ;k 

/kkjd @fu;a=.kk/khu 

1- 
 

lgfj;k fodkl 
vfHkdj.k xquk 

vkosnu 
izkIr gksu 
ij  

lgk;d yksd lwpuk 
vf/kdkj 

yksd lwpuk 
vf/kdkjh 

 
 
 
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 eSuqvy & 6 ½ 

 

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

 

 

Chapter - 7 (Manual -6) 

A statement of  boards, council, committees and other bodies 

constitued as its part 
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7-1& dì;k yksd izkf/kdj.k ls laca) cksMZ] ifj"knksa] lfefr;ksa ,oa vU; fudk;ksa dk laf{kIr 

fooj.k fuEu izk:i ds vk/kkj ij nsa A 
 

• laca) laLFkk dk uke ,oa irk  
• laca) laLFkk dk izdkj ¼cksMZ] ifj"kn]lfefr]fudk; ;k vU;½ 
• laca) laLFkk dh laf{kIr ifjp; ¼LFkkiuk o"kZ] m)s';@eq[; dR̀;½ 
• laca) laLFkk dh Hkwfedk ¼ijke'kZnk=h@izca/kdkfj.kh@vU;½ 
• Lo:i ,oa orZeku lnL; 
• eq[; vf/kdkjh dk uke 
• eq[; dk;kZy; ,oa vU; 'kk[kkvksa ds irs 
• cSBd dh vkof̀r 
• D;k cSBd esa turk Hkkx ys ldrh gS \ 
• D;k cSBd ds dk;Zor̀ rS;kj dh tkrh gS \ 
• D;k turk cSBd dk dk;ZoR̀r izkIr dj ldrh gS\ vxj gk¡] rks izfØ;k dk fooj.k nsa 

 
 
 
 
 
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 eSuqvy & 7 ½ 

 

yksd lwpuk vf/kdkfj;ksa ds uke, inuke ,oa vU; fof'kf"V;ka  yksd lwpuk vf/kdkfj;ksa ds uke, inuke ,oa vU; fof'kf"V;ka  yksd lwpuk vf/kdkfj;ksa ds uke, inuke ,oa vU; fof'kf"V;ka  yksd lwpuk vf/kdkfj;ksa ds uke, inuke ,oa vU; 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& dì;k yksd izkf/kdj.k esa dk;Zjr yksd lwpuk vf/kdkfj;ksa ] lgk;d yksd lwpuk 

vf/kdkfj;ksa rFkk foHkkxh; vihysV vFkksfjVh ds lEca/k esa fuEu izk:i esa lwpuk izLrqr 
djsa A  

 
yksd izkf/kdj.k dk uke %& 
 

nwjHkk"k Øa-
la- 

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

QsDl bZ0esy0 irk 

1- 
 

Mka- vkj-
lh- feJk 

,-,l-Mh- 07542 252572 & & & lgfj;k fodkl 
vfHkdj.k xquk  

 
 
yksd lwpuk vf/kdkjh %& 
 

nwjHkk"k Øa-
la- 

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

QsDl bZ0esy0 irk 

1- 
 

vkj-,l-
ifjgkj 

DOTW 
lfpo 

07542 252572 & & & lgfj;k fodkl 
vfHkdj.k xquk  

 
foHkkxh; vihysV vFkksfjVh %& 
 

nwjHkk"k Øa-
la- 

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

QsDl bZ0esy0 irk 

1 
 

 dysDVj vFkok 
muds }kjk vf/kdr̀ 
vij dysDVj Lrj 
ds vf/kdkjh 

      

 
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 
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Public  Information Officers : 

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 eSuqvy & 8 ½ 

 

fu.kZ; ysufu.kZ; ysufu.kZ; ysufu.kZ; ysus dh izfØ;k s dh izfØ;k s dh izfØ;k s dh izfØ;k  

 

 

Chapter - 9 (Manual -8) 

Procedure followed in Decision Making Process 
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9-1& fdlh fo"k; ij fu.kZ; ysus ds fy;s yksd izkf/kdj.k esa D;k izfØ;k viuk;h tkrh gS \ ¼lfpoky; 
eSuqvy vkSj fcthul eSuqvy ds fu;eks] vkfn fu;eksa dk mi;ksx fd;k tk ldrk gSA½ 

¼ 'kklu funsZ'kkuqlkj ½¼ 'kklu funsZ'kkuqlkj ½¼ 'kklu funsZ'kkuqlkj ½¼ 'kklu funsZ'kkuqlkj 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& fdlh fo'ks"k fo"k; ij fu.kZ; ysus ds fy;s fu/kkZfjr fu;e ,oa izfØ;k D;k gS vFkok fu.kZ; ysus ds 

fy;s fdl&fdl Lrjksa ij fopkj fd;k tkrk gS\   1& xofuZaxokMh 1& xofuZaxokMh 1& xofuZaxokMh 1& xofuZaxokMh     
2& 'kklu Lrj 2& 'kklu Lrj 2& 'kklu Lrj 2& 'kklu Lrj  

 
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& fy;s x;s fu.kZ; dks turk rd igqpkus ds fy;s D;k&D;k O;oLFkk gS \  

lgk;d lapkyd  lgk;d lapkyd  lgk;d lapkyd  lgk;d lapkyd      
tulaidZ }kjk lfpo dysDVjtulaidZ }kjk lfpo dysDVjtulaidZ }kjk lfpo dysDVjtulaidZ }kjk lfpo dysDVj 

9.3- What are the arrangements to commuicate the descision to the public ? 
 
9-4& fofHkUu Lrj ij fdu vf/kdkfj;ksa dh laLrqfr fu.kZ; ysus ds fy;s izkIr dh tkrh gS \ 

lgk;d lapkyd  lgk;d lapkyd  lgk;d lapkyd  lgk;d lapkyd      
tulaidZ }kjk lfpo dysDVjtulaidZ }kjk lfpo dysDVjtulaidZ }kjk lfpo dysDVjtulaidZ }kjk lfpo dysDVj  

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

 
9-5& vafre fu.kZ; ysus ds fy;s izkf/kdkfjr vf/kdkjh A   ¼ 'kklu funsZ'kkuqlkj  ½¼ 'kklu funsZ'kkuqlkj  ½¼ 'kklu funsZ'kkuqlkj  ½¼ 'kklu funsZ'kkuqlkj  ½ 
 
9.5- Who is the final authority thet wets the decision ? 
 
9-6& eq[; fo"k; ftl ijyks izkf/kdj.k }kjk fu.kZ; fy;k tkrk gS mldk fooj.k fuEu izk:i esa vyx ls 

izLrqr djsa A 
 

Øa- la-  

fo"k; ¼ftl laca/k esa fu.kZ; fy;k tkuk gS½  
fn'kk&funsZ'k ¼;fn gks rks½  
fu.kZ; ysus dh izfØ;k 'kklu funsZ'kkuqlkj  
fu.kZ; ysus esa 'kkfey vf/kdkjh ds inuke lfpo lgfj;k fodkl vfHkdj.k xquk 
fu.kZ; ysus esa 'kkfey vf/kdkfj;ksa dh lEidZ lwpuk  07542& 252572 
fu.kZ; ds fo:) dgk¡ vkSj dSls vihy djsa  'kklu 
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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 eSuqvy & 9 ½ 

 

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

 

 

Chapter - 10 (Manual -9) 

Diectory of Officers and Employee 
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10-1& dì;k tkudkjh fuEu izk:i esa tuin okj nsa A 
 

nwjHkk"k Øa-
la- 

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

QsDl bZ0esy0 irk 

1 
 
Jh vkj-,l-ifjgkj lfpo 

DOTW 
07542 252572 251080 & & lgfj;k fodkl 

vfHkdj.k xquk  
2- Jhefr ohuk 
nsohiky 

lgk- 
xzsM& 3 

07542 252572 & & & lgfj;k fodkl 
vfHkdj.k xquk  

3- Jh jktsUæ dqekj 
jSdokj 

Hk̀R; 07542 252572 & & & lgfj;k fodkl 
vfHkdj.k xquk  

 
 
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 eSuqvy & 10 ½ 

 

izR;sd vf/kdkizR;sd vf/kdkizR;sd vf/kdkizR;sd vf/kdkjh vkSj deZpkjh }kjk izkIr ekfld ikfjJfed vkSj mldsjh vkSj deZpkjh }kjk izkIr ekfld ikfjJfed vkSj mldsjh vkSj deZpkjh }kjk izkIr ekfld ikfjJfed vkSj mldsjh vkSj deZpkjh }kjk izkIr ekfld ikfjJfed vkSj mlds    

fu/kkZj.k dh i)fr fu/kkZj.k dh i)fr fu/kkZj.k dh i)fr fu/kkZj.k dh 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 
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11-1& dì;k tkudkjh fuEu izk:i esa ns A 
 

Øa0la0 uke inuke ekfld 
ikfjJfed 

ikfjrksf"kd@ 
ikfjrksf"kd 
HkRrk 

ikfjJkfed ds fu/kkZj.k 
dh i)fr tks fu;ekoyh 
esa nh x;h gks 

1- Jhefr ohuk 
nsoh iky 

lgk xzsM &3 4966¾00 & 'kkldh; fu;ekuqlkj  

2- Jh jktsUæ 
dqekj jSdokj 

Hk̀R; 4734¾00 & &&&&&**&&&&&& 

 
 
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 eSuqvy & 11 ½ 

 

izR;sd vfHkdj.k dks vkoafVr ctVizR;sd vfHkdj.k dks vkoafVr ctVizR;sd vfHkdj.k dks vkoafVr ctVizR;sd vfHkdj.k dks vkoafVr ctV    

¼lHkh ;kstukvksa] O;; izLrkoksa rFkk /ku forj.k dh lwpuk½ ¼lHkh ;kstukvksa] O;; izLrkoksa rFkk /ku forj.k dh lwpuk½ ¼lHkh ;kstukvksa] O;; izLrkoksa rFkk /ku forj.k dh lwpuk½ ¼lHkh ;kstukvksa] O;; izLrkoksa rFkk /ku forj.k dh lwpuk½  

 

 

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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fuekZ.k ] fodkl rduhdh dk;Z djus okys yksd izkf/kdj.kksa ds fy;s  
 
12-1& yksd izkf/kdj.k ds izR;sd vfHkdj.k dks vkoafVr ctV dh lwpuk] ftlesa fd lHkh ;kstukvksa ] O;; 

izLrkoksa rFkk /ku forj.k dh lwpuk gks fuEu izk:i esa nsa A 
 
o"kZ 2004&2005 %& 

Øa- 
la- 

;kstuk dk uke dk;Z dk;Z 
izkjaHk 
gksus dh 
fnukad 

dk;Z ds 
lekiu 
dh 
vuqekfur 
fnukad 

izLrk 
for 
ctV 

Lohdr̀ 
ctV 

'kklu 
}kjk 
iznr 
¼fd'rksa 
esa½ 

dqy 
O;; 

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

1- 6 uydwi [kuu 
 

 2896@ 
fn- 8-9-05 

foRrh; 
o"kZ 

11-06 11-06 ,d 
eq'r 

 lacaf/kr 
dk;Z ,tsalh 

 6 uohu uydwi [kuu dk;Z 
 

 607@ 
fn- 5-3-05 

foRrh; 
o"kZ 

8-82 8-82 ,d 
eq'r 

265000 lacaf/kr 
dk;Z ,tsalh 

 lgfj;k cLrh nqxkZiqj esa 
fo|qrhdj.k dk;Z 

 785@ 
fn- 12-3-05 

foRrh; 
o"kZ 

178070 178070 ,d 
eq'r 

 lacaf/kr 
dk;Z ,tsalh 

 iqfy;k @ckcw] xaxk@HkqTth ds 
uohu flapkbZ uydwi [kuu ij 
fo|qrhdj.k  

 785@ 
fn- 12-3-05 

foRrh; 
o"kZ 

252930 252930 ,d 
eq'r 

 lacaf/kr 
dk;Z ,tsalh 

 fd'kuk@gehjk ] 
ljnkj@Hkejk] >qfu;ka @j??kw] 
[ksek @tknks uohu flapkbZ 
uydwi [kuu ij fo|qrhdj.k  

 785@ 
fn- 12-3-05 

foRrh; 
o"kZ 

286221 286221 ,d 
eq'r 

 lacaf/kr 
dk;Z ,tsalh 

 naxy@ijek ds iqjkus dwi 
ejEer ,oa dksey @nkStk ds 
uohu dwi fuekZ.k ij 
fo|qrhdj.k dk;Z  

 785@ 
fn- 12-3-05 

foRrh; 
o"kZ 

39752 39752 ,d 
eq'r 

 lacaf/kr 
dk;Z ,tsalh 

 vksedkj @nkStk] lejFk@ 
fd'kuk ]xtqvk@ eaxyk] 
fujifr;k@rqyk ds iqjkus dwi 
ejEer rd fo|qrhdj.k dk;Z 

 785@ 
fn- 12-3-05 

foRrh; 
o"kZ 

94614 94614 ,d 
eq'r 

 lacaf/kr 
dk;Z ,tsalh 

 y{e.k @nkStk] cæh@Hkaojyky 
] jru@izhre ds iqjkus dwi 
ejEer rd fo|qrhdj.k dk;Z 

 785@ 
fn- 12-3-05 

foRrh; 
o"kZ 

293834 293834 ,d 
eq'r 

 lacaf/kr 
dk;Z ,tsalh 

 dj.k flag @fd'kuk ] lw[kk 
@lksek ]dS'kjh @vejpan] 
v'kksd @Hkjkslk] 
jkeflag@nkStk ds iqjkus dwi 
ejEer rd fo|qrhdj.k dk;Z  

 785@ 
fn- 12-3-05 

foRrh; 
o"kZ 

94614 94614 ,d 
eq'r 

 lacaf/kr 
dk;Z ,tsalh 

 18 lgfj;k fgrxzkfg;ksa dh  
19-776 gsDV;sj Hkwfe lq/kkj ,oa 
[kkn cht] nokbZ;ka iznk; 

 525@ 
fn- 28-2-05 

foRrh; 
o"kZ 

1-943 1-943 ,d 
eq'r 

1-75 lacaf/kr 
dk;Z ,tsalh 

 23 lgfj;k fgrxzkfg;ksa dh  
15-255 gs- Hkwfe lq/kkj ,oa [kkn 
cht] nokbZ;ka iznk; 

 525@ 
fn- 28-2-05 

foRrh; 
o"kZ 

1-557 1-557 ,d 
eq'r 

1-40 lacaf/kr 
dk;Z ,tsalh 
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 17 lgfj;k fgrxzkfg;ksa dh  
16-865 gs- Hkwfe lq/kkj ,oa 
[kkncht nokb;ka iznk; 

 525@ 
fn- 28-2-05 

foRrh; 
o"kZ 

1-753 1-753 ,d 
eq'r 

1-58 lacaf/kr 
dk;Z ,tsalh 

 23 lgfj;k fgrxzkfg;ksa dh  
35-323 gs- Hkwfe lq/kkj ,oa [kkn 
cht ] nokbZ;ka iznk; 

 525@ 
fn- 28-2-05 

foRrh; 
o"kZ 

2-412 2-412 ,d 
eq'r 

2-17 lacaf/kr 
dk;Z ,tsalh 

 7 lgfj;k fgrxzkfg;ksa dh  
3-850 gs- Hkwfe lq/kkj ,oa [kkn 
cht ] nokbZ;ka iznk; 

 525@ 
fn- 28-2-05 

foRrh; 
o"kZ 

0-344 0-344 ,d 
eq'r 

0-30 lacaf/kr 
dk;Z ,tsalh 

 9 lgfj;k fgrxzkfg;ksa dh  
6-519 gs- Hkwfe lq/kkj ,oa [kkn 
cht ] nokbZ;ka iznk; 

 525@ 
fn- 28-2-05 

foRrh; 
o"kZ 

0-595 0-595 ,d 
eq'r 

0-53 lacaf/kr 
dk;Z ,tsalh 

 5 lgfj;k fgrxzkfg;ksa dh  
4-337 gs- Hkwfe lq/kkj ,oa [kkn 
cht ] nokbZ;ka iznk; 

 525@ 
fn- 28-2-05 

foRrh; 
o"kZ 

0-35 0-35 ,d 
eq'r 

0-31 lacaf/kr 
dk;Z ,tsalh 

 32 lgfj;k fgrxzkfg;ksa dh  
37-722 gs- Hkwfe lq/kkj ,oa [kkn 
cht ] nokbZ;ka iznk; 

 525@ 
fn- 28-2-05 

foRrh; 
o"kZ 

3-007 3-007 ,d 
eq'r 

2-70 lacaf/kr 
dk;Z ,tsalh 

 16 lgfj;k fgrxzkfg;ksa dh  
10-796 gs- Hkwfe lq/kkj ,oa [kkn 
cht ] nokbZ;ka iznk; 

 525@ 
fn- 28-2-05 

foRrh; 
o"kZ 

0-849 0-849 ,d 
eq'r 

0-76 lacaf/kr 
dk;Z ,tsalh 

 15 lgfj;k fgrxzkfg;ksa dh  
13-510 gs- Hkwfe lq/kkj ,oa [kkn 
cht ] nokbZ;ka iznk; 

 525@ 
fn- 28-2-05 

foRrh; 
o"kZ 

0-990 0-990 ,d 
eq'r 

0-89 lacaf/kr 
dk;Z ,tsalh 

 34 lgfj;k fgrxzkfg;ksa dh  
35-933 gs- Hkwfe lq/kkj ,oa [kkn 
cht ] nokbZ;ka iznk; 

 525@ 
fn- 28-2-05 

foRrh; 
o"kZ 

2-803 2-803 ,d 
eq'r 

2-52 lacaf/kr 
dk;Z ,tsalh 

 18 lgfj;k fgrxzkfg;ksa dh  
42-450 gs- Hkwfe lq/kkj ,oa [kkn 
cht ] nokbZ;ka iznk; 

 525@ 
fn- 28-2-05 

foRrh; 
o"kZ 

3-022 3-022 ,d 
eq'r 

2-72 lacaf/kr 
dk;Z ,tsalh 

 14 lgfj;k fgrxzkfg;ksa dh  
42-547 gs- Hkwfe lq/kkj ,oa [kkn 
cht ] nokbZ;ka iznk; 

 525@ 
fn- 28-2-05 

foRrh; 
o"kZ 

3-244 3-244 ,d 
eq'r 

2-92 lacaf/kr 
dk;Z ,tsalh 

 eNyh ikyu rkykc fuekZ.k   525@ 
fn- 28-2-05 

foRrh; 
o"kZ 

2-00 2-00 ,d 
eq'r 

0-60 lacaf/kr 
dk;Z ,tsalh 

 4 uydwi [kuu   525@ 
fn- 28-2-05 

foRrh; 
o"kZ 

5-88 5-88 ,d 
eq'r 

5-88 lacaf/kr 
dk;Z ,tsalh 

 3 uydwi [kuu   525@ 
fn- 28-2-05 

foRrh; 
o"kZ 

4-41 4-41 ,d 
eq'r 

4-41 lacaf/kr 
dk;Z ,tsalh 

 5 uydwi [kuu  525@ 
fn- 28-2-05 

foRrh; 
o"kZ 

7-35 7-35 ,d 
eq'r 

7-35 lacaf/kr 
dk;Z ,tsalh 

 5 uydwi [kuu  525@ 
fn- 28-2-05 

foRrh; 
o"kZ 

7-35 7-35 ,d 
eq'r 

7-35 lacaf/kr 
dk;Z ,tsalh 

 5 uydwi [kuu  525@ 
fn- 28-2-05 

foRrh; 
o"kZ 

7-55 7-55 ,d 
eq'r 

7-35 lacaf/kr 
dk;Z ,tsalh 

 5 uydwi [kuu  525@ 
fn- 28-2-05 

foRrh; 
o"kZ 

7-35 7-35 ,d 
eq'r 

7-35 lacaf/kr 
dk;Z ,tsalh 

 eNyh ikyu Vªsfuax vkfn 
 

 525@ 
fn- 28-2-05 

foRrh; 
o"kZ 

0-90 0-90 ,d 
eq'r 

& lacaf/kr 
dk;Z ,tsalh 

 15 lgfj;k fgrxzkfg;ksa dh  
21-348 gs- Hkwfe lq/kkj ,oa [kkn 
cht ] nokbZ;ka iznk; 

 527@ 
fn- 28-2-05 

foRrh; 
o"kZ 

2-73 2-73 ,d 
eq'r 

2-73 lacaf/kr 
dk;Z ,tsalh 
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 17 lgfj;k fgrxzkfg;ksa dh  
15-255 gs- Hkwfe lq/kkj ,oa [kkn 
cht ] nokbZ;ka iznk; 

 527@ 
fn- 28-2-05 

foRrh; 
o"kZ 

2-66 2-66 ,d 
eq'r 

2-66 lacaf/kr 
dk;Z ,tsalh 

 11 lgfj;k fgrxzkfg;ksa dh  
24-941 gs- Hkwfe lq/kkj ,oa [kkn 
cht ] nokbZ;ka iznk; 

 527@ 
fn- 28-2-05 

foRrh; 
o"kZ 

3-21 3-21 ,d 
eq'r 

3-21 lacaf/kr 
dk;Z ,tsalh 

  
11 lgfj;k fgrxzkfg;ksa dh  
17-541 gs- Hkwfe lq/kkj ,oa [kkn 
cht ] nokbZ;ka iznk; 

 527@ 
fn- 28-2-05 

foRrh; 
o"kZ 

2-24 2-24 ,d 
eq'r 

2-24 lacaf/kr 
dk;Z ,tsalh 

 19 lgfj;k fgrxzkfg;ksa dh  
31-303 gs- Hkwfe lq/kkj ,oa [kkn 
cht ] nokbZ;ka iznk; 

 527@ 
fn- 28-2-05 

foRrh; 
o"kZ 

3-99 3-99 ,d 
eq'r 

3-99 lacaf/kr 
dk;Z ,tsalh 

 11 lgfj;k fgrxzkfg;ksa dh  
26-380 gs- Hkwfe lq/kkj ,oa [kkn 
cht ] nokbZ;ka iznk; 

 527@ 
fn- 28-2-05 

foRrh; 
o"kZ 

3-36 3-36 ,d 
eq'r 

3-36 lacaf/kr 
dk;Z ,tsalh 

 10 lgfj;k fgrxzkfg;ksa dh  
25-717 gs- Hkwfe lq/kkj ,oa [kkn 
cht ] nokbZ;ka iznk; 

 527@ 
fn- 28-2-05 

foRrh; 
o"kZ 

3-23 3-23 ,d 
eq'r 

3-23 lacaf/kr 
dk;Z ,tsalh 

 20 lgfj;k fgrxzkfg;ksa dh  
31-600 gs- Hkwfe lq/kkj ,oa [kkn 
cht ] nokbZ;ka iznk; 

 527@ 
fn- 28-2-05 

foRrh; 
o"kZ 

3-99 3-99 ,d 
eq'r 

3-99 lacaf/kr 
dk;Z ,tsalh 

 11 lgfj;k fgrxzkfg;ksa dh  
31-228 gs- Hkwfe lq/kkj ,oa [kkn 
cht ] nokbZ;ka iznk; 

 527@ 
fn- 28-2-05 

foRrh; 
o"kZ 

3-92 3-92 ,d 
eq'r 

3-92 lacaf/kr 
dk;Z ,tsalh 

 11 lgfj;k fgrxzkfg;ksa dh  
31-689 gs- Hkwfe lq/kkj ,oa [kkn 
cht ] nokbZ;ka iznk; 

 527@ 
fn- 28-2-05 

foRrh; 
o"kZ 

3-95 3-95 ,d 
eq'r 

3-95 lacaf/kr 
dk;Z ,tsalh 

 18 lgfj;k fgrxzkfg;ksa dh  
28-454 gs- Hkwfe lq/kkj ,oa [kkn 
cht ] nokbZ;ka iznk; 

 527@ 
fn- 28-2-05 

foRrh; 
o"kZ 

3-67 3-67 ,d 
eq'r 

3-67 lacaf/kr 
dk;Z ,tsalh 

 10 lgfj;k fgrxzkfg;ksa dh  
10-719 gs- Hkwfe lq/kkj ,oa [kkn 
cht ] nokbZ;ka iznk; 

 789@ 
fn- 12-3-05 

foRrh; 
o"kZ 

1-36 1-36 ,d 
eq'r 

1-36 lacaf/kr 
dk;Z ,tsalh 

 2 uydwi [kuu 
 

 789@ 
fn- 12-3-05 

foRrh; 
o"kZ 

3-16 3-16 ,d 
eq'r 

3-16 lacaf/kr 
dk;Z ,tsalh 

 2 uydwi [kuu 
 

 789@ 
fn- 12-3-05 

foRrh; 
o"kZ 

3-16 3-16 ,d 
eq'r 

3-16 lacaf/kr 
dk;Z ,tsalh 

 3 uydwi [kuu 
 

 789@ 
fn- 12-3-05 

foRrh; 
o"kZ 

4-74 4-74 ,d 
eq'r 

4-74 lacaf/kr 
dk;Z ,tsalh 

 3 uydwi [kuu 
 

 789@ 
fn- 12-3-05 

foRrh; 
o"kZ 

4-74 4-74 ,d 
eq'r 

4-74 lacaf/kr 
dk;Z ,tsalh 

 7 uydwi [kuu 
 

 789@ 
fn- 12-3-05 

foRrh; 
o"kZ 

11-06 11-06 ,d 
eq'r 

11-06 lacaf/kr 
dk;Z ,tsalh 

 10 lgfj;k fgrxzkfg;ksa dh  
7-504 gs- Hkwfe lq/kkj ,oa [kkn 
cht ] nokbZ;ka iznk; 

 1136@ 
fn- 5-4-05 

foRrh; 
o"kZ 

1-100 1-100 ,d 
eq'r 

0-66 lacaf/kr 
dk;Z ,tsalh 

 8 lgfj;k fgrxzkfg;ksa dh  
8-000 gs- Hkwfe lq/kkj ,oa [kkn 
cht ] nokbZ;ka iznk; 

 1136@ 
fn- 5-4-05 

foRrh; 
o"kZ 

2-209 2-209 ,d 
eq'r 

1-32 lacaf/kr 
dk;Z ,tsalh 
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 2 lgfj;k fgrxzkfg;ksa dh  
1-454 gs- Hkwfe lq/kkj ,oa [kkn 
cht ] nokbZ;ka iznk; 

 1136@ 
fn- 5-4-05 

foRrh; 
o"kZ 

0-259 0-259 ,d 
eq'r 

0-16 lacaf/kr 
dk;Z ,tsalh 

 6 lgfj;k fgrxzkfg;ksa dh  
11-579 gs- Hkwfe lq/kkj ,oa [kkn 
cht ] nokbZ;ka iznk; 

 1136@ 
fn- 5-4-05 

foRrh; 
o"kZ 

2-130 2-130 ,d 
eq'r 

1-28 lacaf/kr 
dk;Z ,tsalh 

 10 lgfj;k fgrxzkfg;ksa dh  
12-547 gs- Hkwfe lq/kkj ,oa [kkn 
cht ] nokbZ;ka iznk; 

 1136@ 
fn- 5-4-05 

foRrh; 
o"kZ 

2-127 2-127 ,d 
eq'r 

1-28 lacaf/kr 
dk;Z ,tsalh 

 20 lgfj;k fgrxzkfg;ksa dh  
18-789 gs- Hkwfe lq/kkj ,oa [kkn 
cht ] nokbZ;ka iznk; 

 1136@ 
fn- 5-4-05 

foRrh; 
o"kZ 

2-915 2-915 ,d 
eq'r 

1-74 lacaf/kr 
dk;Z ,tsalh 

 3 uydwi [kuu oD'kuiqj ,oa  
1 uydwi [kuu lwtk[ksMh 

 1136@ 
fn- 5-4-05 

foRrh; 
o"kZ 

6-32 6-32 ,d 
eq'r 

6-32 lacaf/kr 
dk;Z ,tsalh 

 2 uydwi [kuu >kxj  
2 uydwi [kuu eksbZ 

 1136@ 
fn- 5-4-05 

foRrh; 
o"kZ 

6-32 6-32 ,d 
eq'r 

6-32 lacaf/kr 
dk;Z ,tsalh 

 tujsVj lsV iznk; 
 
 

 1136@ 
fn- 5-4-05 

foRrh; 
o"kZ 

0-90 0-90 ,d 
eq'r 

0-90 lacaf/kr 
dk;Z ,tsalh 

 mUur d̀f"k dk;Z ;kstuk] es< 
ca/kku ] Hkwfe leryh dj.k ] 
ukMsi Vsad 

  foRrh; 
o"kZ 

3-30 3-30 ,d 
eq'r 

 lacaf/kr 
dk;Z ,tsalh 

 mUur d̀f"k dk;Z ;kstuk] es< 
ca/kku ] Hkwfe leryh dj.k ] 
ukMsi Vsad 

  foRrh; 
o"kZ 

3-26 3-26 ,d 
eq'r 

 lacaf/kr 
dk;Z ,tsalh 

 mUur d̀f"k dk;Z ;kstuk] es< 
ca/kku ] Hkwfe leryh dj.k ] 
ukMsi Vsad 

  foRrh; 
o"kZ 

1-84 1-84 ,d 
eq'r 

 lacaf/kr 
dk;Z ,tsalh 

 mUur d̀f"k dk;Z ;kstuk] es< 
ca/kku ] Hkwfe leryh dj.k ] 
ukMsi Vsad 

  foRrh; 
o"kZ 

2-00 2-00 ,d 
eq'r 

 lacaf/kr 
dk;Z ,tsalh 

 mUur d̀f"k dk;Z ;kstuk] es< 
ca/kku ] Hkwfe leryh dj.k ] 
ukMsi Vsad 

  foRrh; 
o"kZ 

3-00 3-00 ,d 
eq'r 

 lacaf/kr 
dk;Z ,tsalh 

 mUur d̀f"k dk;Z ;kstuk] es< 
ca/kku ] Hkwfe leryh dj.k ] 
ukMsi Vsad 

  foRrh; 
o"kZ 

2-30 2-30 ,d 
eq'r 

 lacaf/kr 
dk;Z ,tsalh 

 mUur d̀f"k dk;Z ;kstuk] es< 
ca/kku ] Hkwfe leryh dj.k ] 
ukMsi Vsad 

  foRrh; 
o"kZ 

2-11 2-11 ,d 
eq'r 

 lacaf/kr 
dk;Z ,tsalh 

 mUur d̀f"k dk;Z ;kstuk] es< 
ca/kku ] Hkwfe leryh dj.k ] 
ukMsi Vsad 

  foRrh; 
o"kZ 

2-50 2-50 ,d 
eq'r 

 lacaf/kr 
dk;Z ,tsalh 

 mUur d̀f"k dk;Z ;kstuk] es< 
ca/kku ] Hkwfe leryh dj.k ] 
ukMsi Vsad 

  foRrh; 
o"kZ 

2-00 2-00 ,d 
eq'r 

 lacaf/kr 
dk;Z ,tsalh 

 Jh xIikyky iq= Jh jkeyky 
xzke vghj [ksMh jk/kkSx<+ 
lgfj;k  
 

 787@ 
fn- 12-3-05 

foRrh; 
o"kZ 

6000 6000 ,d 
eq'r 

6000 lacaf/kr 
dk;Z ,tsalh 
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 jk/ks';ke iq=Jh gjhfd'ku xzke 
jkeuxj  

 787@ 
fn- 12-3-05 

foRrh; 
o"kZ 

6000 6000 ,d 
eq'r 

6000 lacaf/kr 
dk;Z ,tsalh 

 Jh fpjkasth iq=Jh lw[kk xzke 
jcMh 

 787@ 
fn- 12-3-05 

foRrh; 
o"kZ 

7500 7500 ,d 
eq'r 

7500 lacaf/kr 
dk;Z ,tsalh 

 Jh fc'ku iq= eqr;k xzke jcMh 
 
 

 787@ 
fn- 12-3-05 

foRrh; 
o"kZ 

7500 7500 ,d 
eq'r 

7500 lacaf/kr 
dk;Z ,tsalh 

 Jh fot; flag iq= jkeflag 
xzke jcMh 

 787@ 
fn- 12-3-05 

foRrh; 
o"kZ 

7500 7500 ,d 
eq'r 

7500 lacaf/kr 
dk;Z ,tsalh 

 Jh jkek iq= ekuuk xzke jcMh 
 

 787@ 
fn- 12-3-05 

foRrh; 
o"kZ 

7500 7500 ,d 
eq'r 

7500 lacaf/kr 
dk;Z ,tsalh 

 Jh jes'k iq= feJh xzke jcMh 
 

 787@ 
fn- 12-3-05 

foRrh; 
o"kZ 

7500 7500 ,d 
eq'r 

7500 lacaf/kr 
dk;Z ,tsalh 

 Jh tkudh yky iq= vtqZu 
xzke dapuiqjk  

 787@ 
fn- 12-3-05 

foRrh; 
o"kZ 

7500 7500 ,d 
eq'r 

7500 lacaf/kr 
dk;Z ,tsalh 

 Jh eksgj flag iq= yVwj xzke 
Hkqyk;a  

 787@ 
fn- 12-3-05 

foRrh; 
o"kZ 

7500 7500 ,d 
eq'r 

7500 lacaf/kr 
dk;Z ,tsalh 

 Jh xtjkt flag iq= Qwl;k  
Jhefr jkekokbZ ifRu xtjkt 

 787@ 
fn- 12-3-05 

foRrh; 
o"kZ 

7500 7500 ,d 
eq'r 

7500 lacaf/kr 
dk;Z ,tsalh 

 Jh jkds'k iq= cæhyky xzke 
yk[ksjh 

 787@ 
fn- 12-3-05 

foRrh; 
o"kZ 

6000 6000 ,d 
eq'r 

6000 lacaf/kr 
dk;Z ,tsalh 

 Jh iIiw iq= uRFkw  
 

 976@ 
fn- 28-3-05 

foRrh; 
o"kZ 

6000 6000 ,d 
eq'r 

6000 lacaf/kr 
dk;Z ,tsalh 

 Jh xksfcUn iq= xqykc 
 

 976@ 
fn- 28-3-05 

foRrh; 
o"kZ 

6000 6000 ,d 
eq'r 

6000 lacaf/kr 
dk;Z ,tsalh 

 Jh nksyk iq= eksguyky 
 

 976@ 
fn- 28-3-05 

foRrh; 
o"kZ 

6000 6000 ,d 
eq'r 

6000 lacaf/kr 
dk;Z ,tsalh 

 Jhefr xqykcokbZ ifRu X;kjlh 
 

 976@ 
fn- 28-3-05 

foRrh; 
o"kZ 

6000 6000 ,d 
eq'r 

6000 lacaf/kr 
dk;Z ,tsalh 

 Jh uank iq= gYdk 
 

 976@ 
fn- 28-3-05 

foRrh; 
o"kZ 

6000 6000 ,d 
eq'r 

6000 lacaf/kr 
dk;Z ,tsalh 

 Jhefr dLrwjhokbZ ifRu 
dY;k.k 
 

 976@ 
fn- 28-3-05 

foRrh; 
o"kZ 

6000 6000 ,d 
eq'r 

6000 lacaf/kr 
dk;Z ,tsalh 

 Jhefr mekokbZ ifRu yk[ku 
 

 976@ 
fn- 28-3-05 

foRrh; 
o"kZ 

6000 6000 ,d 
eq'r 

6000 lacaf/kr 
dk;Z ,tsalh 

 Jh Qwyflag iq= vtZu 
 

 976@ 
fn- 28-3-05 

foRrh; 
o"kZ 

6000 6000 ,d 
eq'r 

6000 lacaf/kr 
dk;Z ,tsalh 

 Jh cq)k iq= cynsok  
 

 976@ 
fn- 28-3-05 

foRrh; 
o"kZ 

7500 7500 ,d 
eq'r 

7500 lacaf/kr 
dk;Z ,tsalh 

 Jh izhre iq= /kuflag 
 

 976@ 
fn- 28-3-05 

foRrh; 
o"kZ 

6000 6000 ,d 
eq'r 

6000 lacaf/kr 
dk;Z ,tsalh 

 Jhefr xqM~MhokbZ ifRu 
Qwyflag jkeiqj ekswgYyk 

 976@ 
fn- 28-3-05 

foRrh; 
o"kZ 

6000 6000 ,d 
eq'r 

6000 lacaf/kr 
dk;Z ,tsalh 

 Jhefr fo|k ifRu v'kksddqekj 
 

 976@ 
fn- 28-3-05 

foRrh; 
o"kZ 

6000 6000 ,d 
eq'r 

6000 lacaf/kr 
dk;Z ,tsalh 

 Jh lV: iq= fQRrk 
 

 976@ 
fn- 28-3-05 

foRrh; 
o"kZ 

7500 7500 ,d 
eq'r 

7500 lacaf/kr 
dk;Z ,tsalh 

 Jh lksMw iq= fQRrk  
 

 976@ 
fn- 28-3-05 

foRrh; 
o"kZ 

7500 7500 ,d 
eq'r 

7500 lacaf/kr 
dk;Z ,tsalh 
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 Jh jkepj.k iq= jruk 
 

 976@ 
fn- 28-3-05 

foRrh; 
o"kZ 

7500 7500 ,d 
eq'r 

7500 lacaf/kr 
dk;Z ,tsalh 

 Jhefr clarhokbZ ifRu 
cqansyflag 
 

 978@ 
fn- 28-3-05 

foRrh; 
o"kZ 

6000 6000 ,d 
eq'r 

6000 lacaf/kr 
dk;Z ,tsalh 

 Jh rqylhjke iq= lejFk  
 

 978@ 
fn- 28-3-05 

foRrh; 
o"kZ 

14400 14400 ,d 
eq'r 

14400 lacaf/kr 
dk;Z ,tsalh 

 Jh HkkxhjFk iq= uRFkw 
 

 978@ 
fn- 28-3-05 

foRrh; 
o"kZ 

9000 9000 ,d 
eq'r 

9000 lacaf/kr 
dk;Z ,tsalh 

 Jh xsank iq= yk[ku flag 
 

 978@ 
fn- 28-3-05 

foRrh; 
o"kZ 

9000 9000 ,d 
eq'r 

9000 lacaf/kr 
dk;Z ,tsalh 

 Jh nsoh flag iq= mnqvk 
 

 978@ 
fn- 28-3-05 

foRrh; 
o"kZ 

9000 9000 ,d 
eq'r 

9000 lacaf/kr 
dk;Z ,tsalh 

 Jhefr eqUuhokbZ ifRu Hkjkslk 
 

 978@ 
fn- 28-3-05 

foRrh; 
o"kZ 

6000 6000 ,d 
eq'r 

6000 lacaf/kr 
dk;Z ,tsalh 

 Jh fneku iq= /kUukyky 
 

 978@ 
fn- 28-3-05 

foRrh; 
o"kZ 

6000 6000 ,d 
eq'r 

6000 lacaf/kr 
dk;Z ,tsalh 

 Jh ijek iq= :ik 
 

 978@ 
fn- 28-3-05 

foRrh; 
o"kZ 

6000 6000 ,d 
eq'r 

6000 lacaf/kr 
dk;Z ,tsalh 

 Jh ckjsyky iq=gYdk 
 

 978@ 
fn- 28-3-05 

foRrh; 
o"kZ 

6000 6000 ,d 
eq'r 

6000 lacaf/kr 
dk;Z ,tsalh 

 Jh fo'ku iq= Hkjkslk 
 

 978@ 
fn- 28-3-05 

foRrh; 
o"kZ 

6000 6000 ,d 
eq'r 

6000 lacaf/kr 
dk;Z ,tsalh 

 Jh iIiw iq= Hkqtoy 
 

 978@ 
fn- 28-3-05 

foRrh; 
o"kZ 

9000 9000 ,d 
eq'r 

9000 lacaf/kr 
dk;Z ,tsalh 

 Jh lqjs'k iq= jkeHkjkslk 
 

 978@ 
fn- 28-3-05 

foRrh; 
o"kZ 

9000 9000 ,d 
eq'r 

9000 lacaf/kr 
dk;Z ,tsalh 

 Jh Hkkxpan iq= lqanjk  
 

 978@ 
fn- 28-3-05 

foRrh; 
o"kZ 

7500 7500 ,d 
eq'r 

7500 lacaf/kr 
dk;Z ,tsalh 

 Jh gjhcYyHk iq= cq)k 
 

 978@ 
fn- 28-3-05 

foRrh; 
o"kZ 

7500 7500 ,d 
eq'r 

7500 lacaf/kr 
dk;Z ,tsalh 

 Jh NksVb~;k iq= cq/kqvk 
 

 1037@ 
fn- 31-3-05 

foRrh; 
o"kZ 

6000 6000 ,d 
eq'r 

6000 lacaf/kr 
dk;Z ,tsalh 

 Jh jk/kks';ke iq= eksgYyh 
 

 1037@ 
fn- 31-3-05 

foRrh; 
o"kZ 

10500 10500 ,d 
eq'r 

10500 lacaf/kr 
dk;Z ,tsalh 

 Jh dqejyky iq= fojdw 
 

 1037@ 
fn- 31-3-05 

foRrh; 
o"kZ 

10500 10500 ,d 
eq'r 

10500 lacaf/kr 
dk;Z ,tsalh 

 Jh ljcu iq= ijlknh  
 

 1037@ 
fn- 31-3-05 

foRrh; 
o"kZ 

10500 10500 ,d 
eq'r 

10500 lacaf/kr 
dk;Z ,tsalh 

 Jh jes'k iq= eksguyky 
 

 1037@ 
fn- 31-3-05 

foRrh; 
o"kZ 

10500 10500 ,d 
eq'r 

10500 lacaf/kr 
dk;Z ,tsalh 

 Jh cæh iq= ijlknh 
 

 1037@ 
fn- 31-3-05 

foRrh; 
o"kZ 

7500 7500 ,d 
eq'r 

7500 lacaf/kr 
dk;Z ,tsalh 

 Jh xqM~Mk iq= ekuflag 
 

 2300@ 
fn- 21-7-05 

foRrh; 
o"kZ 

14400 14400 ,d 
eq'r 

14400 lacaf/kr 
dk;Z ,tsalh 

 Jh ?kfl;k iq= xuir 
 
 

 2300@ 
fn- 21-7-05 

foRrh; 
o"kZ 

14400 14400 ,d 
eq'r 

14400 lacaf/kr 
dk;Z ,tsalh 

 Jhefr clarh iq=h feJhyky 
 

 2300@ 
fn- 21-7-05 

foRrh; 
o"kZ 

9000 9000 ,d 
eq'r 

9000 lacaf/kr 
dk;Z ,tsalh 
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 Jhefr esokokbZ ifRu Hke: 
 

 2300@ 
fn- 21-7-05 

foRrh; 
o"kZ 

9000 9000 ,d 
eq'r 

9000 lacaf/kr 
dk;Z ,tsalh 

 Jhefr clarh @jkepj.k 
 

 2300@ 
fn- 21-7-05 

foRrh; 
o"kZ 

9000 9000 ,d 
eq'r 

9000 lacaf/kr 
dk;Z ,tsalh 

 Jhefr js.kqokbZ @Hkqvkyflag 
 

 2300@ 
fn- 21-7-05 

foRrh; 
o"kZ 

9000 9000 ,d 
eq'r 

9000 lacaf/kr 
dk;Z ,tsalh 

 Jhefr lkfo=hokbZ @?ku';ke 
 

 2300@ 
fn- 21-7-05 

foRrh; 
o"kZ 

9000 9000 ,d 
eq'r 

9000 lacaf/kr 
dk;Z ,tsalh 

 Jhefr :ik okbZ @eksr;k  
 

 2300@ 
fn- 21-7-05 

foRrh; 
o"kZ 

9000 9000 ,d 
eq'r 

9000 lacaf/kr 
dk;Z ,tsalh 

 Jh orh @ouokjh 
 

 2300@ 
fn- 21-7-05 

foRrh; 
o"kZ 

6800 6800 ,d 
eq'r 

6800 lacaf/kr 
dk;Z ,tsalh 

 10 lgfj;k fgrxzkfg;ksa dh  
18 gs- Hkwfe lq/kkj  

 528@ 
fn- 28-2-05 

foRrh; 
o"kZ 

3-242 3-242 ,d 
eq'r 

2-91 lacaf/kr 
dk;Z ,tsalh 

 14 lgfj;k fgrxzkfg;ksa dh  
19-164 gs- Hkwfe lq/kkj  

 528@ 
fn- 28-2-05 

foRrh; 
o"kZ 

3-56 3-56 ,d 
eq'r 

3-00 lacaf/kr 
dk;Z ,tsalh 

 10 lgfj;k fgrxzkfg;ksa dh  
15-729 gs- Hkwfe lq/kkj  

 528@ 
fn- 28-2-05 

foRrh; 
o"kZ 

3-10 3-10 ,d 
eq'r 

2-79 lacaf/kr 
dk;Z ,tsalh 

 4 uydwi [kuu  528@ 
fn- 28-2-05 

foRrh; 
o"kZ 

5-88 5-88 ,d 
eq'r 

5-88 lacaf/kr 
dk;Z ,tsalh 

 15 lgfj;k fgrxzkfg;ksa dh  
11-526 gs- Hkwfe lq/kkj  

 528@ 
fn- 28-2-05 

foRrh; 
o"kZ 

2-48 2-48 ,d 
eq'r 

2-48 lacaf/kr 
dk;Z ,tsalh 

 14 lgfj;k fgrxzkfg;ksa dh  
16-416 gs- Hkwfe lq/kkj  

 528@ 
fn- 28-2-05 

foRrh; 
o"kZ 

3-57 3-57 ,d 
eq'r 

3-57 lacaf/kr 
dk;Z ,tsalh 

 9 lgfj;k fgrxzkfg;ksa dh  
13-774 gs- Hkwfe lq/kkj  

 528@ 
fn- 28-2-05 

foRrh; 
o"kZ 

2-99 2-99 ,d 
eq'r 

2-99 lacaf/kr 
dk;Z ,tsalh 

 rkykc fuekZ.k Åejh  
 

 789@ 
fn- 12-3-05 

foRrh; 
o"kZ 

603500 603500 ,d 
eq'r 

603500 lacaf/kr 
dk;Z ,tsalh 

 rkykc fuekZ.k [;kcnk 
 

 789@ 
fn- 12-3-05 

foRrh; 
o"kZ 

396500 396500 ,d 
eq'r 

120000 lacaf/kr 
dk;Z ,tsalh 

 
 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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 vU; yksd izkf/kdj.kksa ds fy;s 
 

Øa-la0 en izLrkfo ctV Lohdr̀ ctV 'kklu }kjk iznr ¼fd'rksa esa½ dqy O;; 
1- 
 

lgfj;k 
fodkl 
vfHkdj.k 

  ,d eq'r  

 
 
 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 eSuqvy & 12 ½ 

 

vuqnku @jkt lgk;rk dk;ZØeksa ds fØ;kUo;u dh jhfr vuqnku @jkt lgk;rk dk;ZØeksa ds fØ;kUo;u dh jhfr vuqnku @jkt lgk;rk dk;ZØeksa ds fØ;kUo;u dh jhfr vuqnku @jkt lgk;rk dk;ZØeksa ds fØ;kUo;u dh jhfr  

 

 

Chapter - 13 (Manual -12) 

The Manner of Execution of Subsidy Programmes 
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13-1& dì;k fuEu izk:i ij tkudkjh miyC/k djk,sa A 
 

• dk;ZØe@;kstuk dk uke 
• dk;ZØe@;kstuk ds izHkkoh jgus dh le; lhek  
• dk;ZØe dk m)s';  
• dk;ZØe ds HkkSfrd ,oa okf.kfT;d y{; ¼foxr o"kZ esa½ 
• ykHkkFkhZ dh ik=rk 
• iwokZis{kk,a] 
• vuqnku @lgk;rk  izkIr djus dh izfØ;k 
• ik=rk fuf'pr djus ds fy;s ekun.M 
• fn;s tkus okys vuqnku@lgk;rk dk fooj.k ¼ftlesa vuqnku dh jkf'k dk fooj.k gks½ 
• vuqnku@lgk;rk ds forj.k dh izfØ;k  
• vkosnudjus ds fy;s dgk¡ @fdlls lEidZ djsa  
• vkosnu 'kqYd ¼tgk¡ mfpr gks½ 
• vU; 'kqYd ¼tgk¡ mfpr gks½ 
• vkosnu i= dk izk:i ¼;fn vkosnu lklns dkxt ij gksrk gS rks dì;k mldk mYys[k djrs 

gq;s ;g crk,safd vkosnu drkZ vkosnu djrs le; fdu ckrksa dk o.kZu djsa½ 
• layxzdksa dh lwph 
• layxzdksa dk izk:i 
• izfØ;k ls lEcfU/kr leL;k gksus ij dgk¡ lEidZ djsa  
• miyC/k /kujkf'k dk fooj.k ¼fofHkUu Lrjksa ij tSls fd ftyk Lrj ij Cykd Lrj ij bR;kfn½ 
• ykHkkfFkZ;ksa dh lwph ¼fuEu izk:i ij ½ 
 

fuokl foHkkx 
}kjk 

iznRr Øa- 

ykHkkFkhZ 
dk uke 

vuqnku 
dh jkf'k 

cfYn;r ik=rk 
dk 
vk/kkj 

ftyk 'kgj eksgYyk@ 
xk¡o 

edku ua- 

 
 
 

        

 
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 eSuqvy & 13 ½ 

 

fj;k;rksa]vuqKki=ksa rFkk izf/kdkjksa ds izfIrdrkZvksa ds laca/k esa fooj.kfj;k;rksa]vuqKki=ksa rFkk izf/kdkjksa ds izfIrdrkZvksa ds laca/k esa fooj.kfj;k;rksa]vuqKki=ksa rFkk izf/kdkjksa ds izfIrdrkZvksa ds laca/k esa fooj.kfj;k;rksa]vuqKki=ksa rFkk izf/kdkjksa ds izfIrdrkZvksa ds laca/k esa fooj.k         

 

 

Chapter - 14 (Manual -13) 

Particulars of Recipients of Concessions,pemits or  

authoization ganted by it  
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14-1 dì;k fuEu izk:i ij tkudkjh miyC/k djk,a A  
 

• dk;ZØe dk uke  
• izdkj ¼fj;k;r]vuqKki= vFkok izf/kdkj esa ls ,d pqus ½  
• mís'; 
• y{; ¼foxr o"kZ esa½  
• ik=rk  
• ik=rk dk vk/kkj 
• iwoZis{kk,a  
• izkIr djus dh izfØ;k 
• fj;k;r]vuqKki= vFkok izkf/kdkj fn;s tkus ds fy;s fu/kkZfjr le; lhek 
• vkosnu 'kqYd  
• vkosnu i= dk izk:i  
• layxzdksa dh lwph  
• layxzdksa dk izk:i 
• izkfIrdrkZvksa dh lwph ¼fuEu izk:i ij ½  
foHkkx }kjk 
iznr Øekad 

izkfIrdrkZ 
dk uke 

oS/krk fdl 
fnukad rd 

gS 

ofYn;r fuokl 

    ftyk  'kgj  eksgYyk@xk¡o edku 
ua- 

        
 fj;k;r ds fy;s fuEu tkudkjh Hkh miyC/k djk,a  

• fn;s tkus okys ykHk dk fooj.k  
• ykHk ds forj.k dh izfØ;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 eSuqvy & 14 ½ 

 

dR̀;ksa ds fuoZgu ds fy, LFkkfir ekud @fu;e  dR̀;ksa ds fuoZgu ds fy, LFkkfir ekud @fu;e  dR̀;ksa ds fuoZgu ds fy, LFkkfir ekud @fu;e  dR̀;ksa ds fuoZgu ds fy, LFkkfir ekud @fu;e   

 

 

Chapter - 15 (Manual -14) 

Norms set by it for the dischage of its fonctions  
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15-1& yksd izkf/kdj.k }kjk vius fofHkUu fØ;kdykiksa @dk;ZØeksa ds laiknu gsrq iz;ksx fd;s tkus 

ekud@fu;eksa dk dk;ZØeokj fooj.k miyC/k djk;sa A 
 
 ¼1½ ck;ykt ea fufgr vf/kdkjksa dk ikyu djuk] iz'kkldh; ,oa foRrh; Lohdf̀r tkjh djkuk 

fØ;kUo;u ,stsfUl;ks dk jkf'k miyC/k djkuk A 

 ¼2½ e0iz0 'kklu vkfne tkfr dY;k.k foHkkx ea=ky; ds i= Øa- ,Q&23@120@99@25@3 

fnukad 17-5-2000 vuqlkj [kk| lqj{kk ] f'k{kk ]jkstxkj] LokLF; ]is;ty ,oa v/kkslajpuk laca/kh 

fodkl dk;ksZa dh ;kstuk,a rS;kj djuk ,oa vU; izkIr funsZ'kksa dk ikyu djuk A 

 ¼3½ lapkyuky; vkfne tkfr {ks=h; fodkl ;kstuk;sa e-iz- Hkksiky ds i= Øa- 275¼1½@2004@ 

2030 fnukad 21-6-04 esa fufgr fu;eksa vuqlkj ;kstuk rS;kj djuk ,oa mudk fØ;kUo;u djukA 

 
 
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 eSuqvy & 15 ½ 

 

bySDVªkWfud :i esa miyC/k lwpuk;sa  bySDVªkWfud :i esa miyC/k lwpuk;sa  bySDVªkWfud :i esa miyC/k lwpuk;sa  bySDVªkWfud :i esa miyC/k lwpuk;sa   

 

 

Chapter - 16 (Manual -15) 

Information available in an electronic from  
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16-1& foHkkx }kjk fofHkUu dk;ZØeksa ls lacaf/kr tkudkjh izLrqr djsa tks fd bysDVªkfud QkesZV esa gksA 
 
 
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 eSuqvy & 16 ½ 

 

lwpuk izkIr djus ds fy, ukxfjdksa dks miyC/k lqfo/kkvksa dk foolwpuk izkIr djus ds fy, ukxfjdksa dks miyC/k lqfo/kkvksa dk foolwpuk izkIr djus ds fy, ukxfjdksa dks miyC/k lqfo/kkvksa dk foolwpuk izkIr djus ds fy, ukxfjdksa dks miyC/k lqfo/kkvksa dk fooj.k   j.k   j.k   j.k    

 

 

Chapter - 17 (Manual -16) 

Particulas of the facilities available to citizens for obtainig 

information  
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17-1& lwpukvksa dks turk rd igqapkus ds fy;s foHkkx @laxBu }kjk dh x;h O;oLFkk dk fooj.k tSls & 
 

• iqLrdky; 
• ukVd@uqDdM 
• v[kckjksa ds }kkjk  √ 
• izn'kZuh 
• lwpuk iVy 
• vfHkys[kksa dk fufj{k.k 
• nLrkostksa dh izfr izkIr dh O;oLFkk    √ 
• miyC/k foHkkxh; eSuqvy 
• yksd izkf/kdj.k dh osolkbZV 
• vU; izpkj izlkj ds lk/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 eSuqvy & 17 ½ 

 

vU; mi;ksxh tkudkfj;ka    vU; mi;ksxh tkudkfj;ka    vU; mi;ksxh tkudkfj;ka    vU; mi;ksxh tkudkfj;ka     

 

 

Chapter - 18 (Manual -17) 

Other Useful Information  
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18-1& yksd izkf/kdj.k ls tuekul }kjk lkekU;r% iqNs tkus okys iz'u o muds mRrj A 
 
18.1- Frequently Asked Questions and their Answers by public 
 
18-2& lwpuk izkIr djus ds lEcU/k esa  

• vkosnu i= ¼rFkk lUnHkZ ds fy;s ,d Hkjs gq, vkosnu i= dh izfr½ 
• 'kqYd 
• lwpuk vkosnu i= ij fdl rjg ls ek¡xh tk;s & dqN fVIl 
• lwpuk u nsus o vihy djus ds lEcU/k esa ukxfjd ds vf/kdkj o vihy djus dh izfØ;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  

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

• izf'k{k.k dk;ZØe dk uke o fooj.k  
• izf'k{k.k dk;ZØe @;kstuk ds izHkkoh jgus dh le; lhek 
• izf'k{k.k dk;ZØe dk m)s'; 
• izf'k{k.k dk;ZØe ds HkkSfrd ,oa okf.kfT;d y{; ¼foxr o"kZ esa½ 
• ykHkkFkhZ dh ik=rk  
• iwokZis{kk,a ¼;fn gks rks½ 
• vuqnku lgk;rk ¼;fn gks rks ½ 
• fn;s tkus okys vuqnku @lgk;rk dk fooj.k ¼ftlesa vuqnku dh jkf'k dk fooj.k gks½ 
• vuqnku @lgk;rk ds forj.k dh izfØ;k  
• vkosnu djus ds fy;s dgk¡@fdlls lEidZ djsa  
• vkosnu 'kqYd ¼tgk¡ mfpr gks½ 
• vU; 'kqYd ¼tgk¡ mfpr gks½ 
• vkosnu i= dk izk:i ¼;fn vkosnu lkns dkxt ij gksrk gS rks dì;k mldk mYys[k djrs gq, 

;g crk,a fd vkosnu drkZ vkosnu djrs le; fdu ckrksa dk o.kZu djsa ½ 
• layXudksa dh lwph 
• layXudksa dk izk:i  
• vkosnu djus dh izfØ;k  
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• p;u izfØ;k 
• izf'k{k.k dk;ZØe dh le; lkfj.kh ¼;fn gks rks½ 
• izf'k{k.k ds le; ds ckjs esa vkosnd dks lwfpr djus dk rjhdk 
• izf'k{k.k dk;ZØeksa ds ckjs esa turk dks tkx:d djus ds fy;s yksd izkf/kdj.k }kjk fd;s tkus 

okys dk;Z 
• fofHkUu Lrjksa ij tSls fd ftyk Lrj ij] Cykd Lrj bR;kfn ij izf'k{k.k dk;ZØeksa ds ykHkkfFkZ;ksa 

dh lwph rFkk vU;  
 
 
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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18-4& yksd izkf/kdj.k }kjk fn;s tkus okys izek.k i=, vukifRr izek.k i= vkfn ds lEcU/k esa tks dh 
eSuqvy  13 esa uk lfEefyr gks  

 
• izek.k i=] vukifRr izek.k i= vkfn dk uke o fooj.k  
• izek.k i=] vukifRr izek.k i= vkfn izkIr djus gsrq ik=rk 
• vkosnu djus ds fy;s dgk¡ @ fdlls lEidZ djsa A 
• vkosnu 'kqYd ¼tgk¡ mfpr gks½ 
• vU; 'kqYd ¼tgk¡ mfpr gks½ 
• vkosnu i= dk izk:i ¼;fn vkosnu lkns dkxt ij gksrk gS rks dì;k mldk mYys[k djrs gq, 

;g crk,a fd vkosnu drkZ vkosnu djrs le; fdu ckrksa dk o.kZu djsa ½ 
• layXudksa dh lwph 
• layXudksa dk izk:i 
• vkosnu djus dh izfØ;k 
• vkosnu djus ds ckn yksd izkf/kdj.k esa gksus okyh izfØ;k ¼;gk¡ ij ml izfØ;k dk fooj.k nsa 

tks vkosnu }kjk lkjh izkFkfedrk,a iwjh djus ds i'pkr yksd izkf/kdj.k }kjk dh tkrh gS½ 
• vkosnu dh lkjh izkFkfedrk,a lgh rjg ls iwjh djus ds i'pkr izek.k &i= vukifRr 

izek.k&i= vkfn tkjh djus ds fy;s fu/kkZfjr le; vof/k  
• izek.k i= ds izHkkoh jgus le; lhek ¼;fn gks rks½ 
• uohfudj.k dh izfØ;k ¼;fn gks rks½ 

 
 
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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18-5& yksd izkf/kdj.k esa gksus okys iath;u ds laca/k esa  
 

• iath;u dk m)s'; 
• vkosnu dh ik=rk 
• iwokZis{kk,a ¼;fn gks rks½ 
• vkosnu djus ds fy;s dgk¡@fdlls lEidZ djsa  
• vkosnu 'kqYd ¼tgk¡ mfpr gks½ 
• vU; 'kqYd ¼tgk¡ mfpr gks½ 
• vkosnu i= dk izk:i ¼;fn vkosnu lkns dkxt ij gksrk gS rks dì;k mldk mYys[k djrs gq, 

;g crk,a fd vkosnudrkZ vkosnu djrs le; fdu ckrksa dk o.kZu djsa ½ 
• layXudksa dh lwph 
• layXudksa dk izk:i 
• vkosnu djus dh izfØ;k 
• vkosnu djus ds ckn yksd izkf/kdj.k esa gksus okyh izfØ;k ¼;gk¡ ij ml izfØ;k dk fooj.k nsa 

tks vkosnu }kjk lkjh izkFkfedrk,a iwjh  djus ds i'pkr yksd izkf/kdj.k }kjk dh tkrh gS½ 
• izHkkoh jgus dh le; lhek ¼;fn gks rks½  

 
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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18-6& yksd izkf/kdj.k ¼Municipal Corporation , Trade Tax , Entertainment Tax  vkfn½ }kjk VsDl ysus 

ds lEcU/k esa 
 

• VsDl dk uke o fooj.k 
• VsDl ysus dk m)s'; 
• VsDl fu/kkZj.k djus ds fy;s ekinaM o izfØ;k  
• cMs ¼major½ fMQkYVlZ dh lwph 
 
 

 
18.6- With relation to collection of tax by Public Authority (Municipal Corporation, Trade Tax, 

Entertainment tax etc) 
 

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

 
 
 
18-7& yksd izkf/kdj.k }kjk ukxfjdksa dks nh tkus okys fctyh @ikuh ds dusD'ku ] dusD'ku dks 

vLFkk;h@ LFkk;h :i ls foPNsnu ] vkfn ds lEcU/k esa ¼;g lwpuk LFkkuh; fudk; tSls uxj 
ikfydk@ uxj ifj"kn @IPCL }kjk nh tk ldrh gS A 

 
• vkosnu dh ik=rk  

• iwoZis{kk,a ¼;fn gks rks½ 

• vkosnu djus ds fy;s dgk¡ @ fdlls lEidZ djsa 

• vkosnu 'kqYd ¼tgk¡ mfpr gks½ 

• vU; 'kqYd @ns; ¼tgk¡ mfpr gks½ 

• vkosnu i= dk izk:i ¼;fn vkosnu lkns dkxt ij gksrk gS rks dì;k mYys[k djrs gq, ;g 

crk,a fd vkosnu drkZ vkosnu djrs le; fdu ckrksa dk o.kZu djsa½ 

• layXudksa dh lwph 

• layXudksa dk izk:i 
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• vkosnu djus dh izfØ;k 
• vkosnu djus ds ckn yksd izkf/kdj.k esa gksus okyh izfØ;k ¼;gk¡ ij ml izfØ;k dk fooj.k nsa 

tks vkosnu }kjk lkjh izkFkfedrk,a iwjh djus ds i'pkr yksd izkf/kdj.k }kjk dh tkrh gS½ 
• fcy esa iz;ksx fdls x;s 'kCnksa dk fooj.k  
• fcy rFkk vU; lsokvksa ds lEcU/k esa leL;k gksus dh fLFkfr esa lEidZ lwpuk  
• VsfjQ rFkk vU; ns; 

 
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 

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


