
vfHkys[k Øekad & ,d 

Manual No. – (i) 
 

 

 fo"k;%&laxBu ds dk;Z ,oa drZO; 

Subject : - The Particulars of its organization, function & duties. 
 

 

izi= & 1 

(Format - 1) 
 

NRrhlx<+ LVsV ikoj Vªkalfe'ku daiuh fyfeVsM dk Lo:i] dk;Z ,oa drZO; 

 

 NRrhlx<+ jkT; fo|qr e.My dk fo[kaMu djus ij mls 5 daiuh esa foHkkftr fd;k x;k FkkA orZeku esa 3 daiuh dk;Zjr gS] ftlesa ls ,d   

daiuh N-jk-fo-ikjs-da-fyfeVsM gSA ftlds v/khuLFk dk;Zikyu ;a=h] ehVj fjys ijh{k.k  laHkkx] lh-,l-ih-Vh-lh-,y] jk;x<+  dk;kZy; gS] ftldk 

orZeku Lo:i fuEu gSA 

 
 
 
 
 

 

 

¼uksV %& ;g vfHkys[k daiuh eq[;ky; esa gh rS;kj fd;k tkuk gSA½ 



 

vfHkys[k dzekad & nks 

Manual No. – (ii) 
 

fo"k;%& vf/kdkfj;ksa o deZpkfj;ksa ds vf/kdkj ,oa drZO; 

Subject : - The Power & Duties of its officers & Employees   
  

tkudkjh izsf"kr djus okys dk;kZy; dk uke %& dk;Zikyu ;a=h] ehVj fjys ijh{k.k laHkkx] N-x-LVsV ik-Vªkal-da-fyfe-jk;x<+ 

 

izi= & 2 

(Format - 2) 

 
Ø- 

(Sl. 
No.) 

dk;kZy; dk uke 

(Name of office) 

in 

(Designation) 

drZO; ,oa vf/kdkj 

(Power & Duties) 

vH;qfDr 

(Remark) 

1 2 3 4  
 

1 

dk;Zikyu ;a=h 

¼eh-fj-ijh-½la- 

N-x LVs ik- Vªk- da- fy-

jk;x<+ 

dk;Zikyu ;a=h vfr mPpnkc midsUnzksa  esa LFkkfir fofHkUu midj.kksa dh LFkkiuk iwoZ ijh{k.k ,oa 

LFkkiuk ds i'pkr fu;fer ijh{k.k ,oa lq/kkj dk;Z ]midsUnzksa esa py jgs fuekZ.k dk;ksZ 

dk Ik;Zos{k.k rFkk laHkkx esa dk;Zjr vf/kdkjh@ deZpkfj;ksa esa iz'kklfud fu;a=.k ,oa 

muds dk;ksZ dh leh{kk djuk rFkk daiuh ds fu;eksa] ifji= ,oa uhfr;ksa ds rgr dk;Z 

dks fdz;kUo;u djokuk o fo|qr iznk; ,oa dVkSrh ls lacaf/kr daiuh dh uhfr dks  ykxw 

djuk A ijh{k.k dk;Z gsrq vko';drkuqlkj lkexzh Ø; dj mudks vkcaVu djkus dh 

O;oLFkk djukA vfr mPpnkc miHkksDrkvksa ds ehVfjax lacaf/kr dk;Z laikfnr djukA 

 

 

& & rnSo & &  dk;Zikyu ;a=h 

lHkh vuqHkkxksa esa fd;s x;s dk;ksZ dh tkap&iM+rky djuk ,oa v/khuLFk vf/kdkfj;ksa@ 

deZpkfj;ksa }kjk fd, x, dk;Z] tkudkjh ,oa izfrosnuksa dks tkap mijkar] ofj"B 

vf/kdkjh ds lEeq[k izLrqr djus ds mijkar daiuh dks fHktokuk A 

 
& & rnSo & &  dk;Zikyu ;a=h 

LFkkiuk] jksdM+] dz; dk;Z ,oa rduhdh dk;Z esa dk;Zjr dk;kZy; lgk;d 

Js.kh&,d@nks@rhu }kjk fd;s x;s dk;ksZ dh tkap dj] vius ofj"B vf/kdkfj;ksa ds 

lEeq[k tkudkjh] izfrosnu bR;kfn izLrqr djuk A 

 

 

 

 

 



 

 
 

1 2 3 
 

4 
vH;qfDr 

(Remark) 
 dk;Zikyu ;a=h 

¼eh-fj-ijh-½la- 

N-x LVs ik- Vªk- da- 

fy-jk;x<+ 

Lkgk;d ;a=h 

dk;Zikyu ;a=h ds lgk;d ds :i esa vfr mPpnkc midsUnzksa  esa LFkkfir 

fofHkUu midj.kksa dh LFkkiuk iwoZ ijh{k.k ,oa LFkkiuk ds i'pkr fu;fer  

ijh{k.k djuk A ijh{k.k dk;Z gsrq vko';drkuqlkj lkexzh Ø; dj mudks 

vkcaVu djkus dh O;oLFkk djukA vfr mPpnkc miHkksDrkvksa ds ehVfjax 

lacaf/kr dk;Z laikfnr djukA  

 

 

& & rnSo & & dfu"B ;a=h 

dk;Zikyu ;a=h ,oa lgk;d ;a=h ds funsZ'kksa dk ikyu djuk] vfr mPpnkc 

midsUnzksa  esa LFkkfir fofHkUu midj.kksa dh LFkkiuk iwoZ ijh{k.k ,oa LFkkiuk 

ds i'pkr fu;fer  ijh{k.k djuk A ijh{k.k dk;Z gsrq vko';drkuqlkj 

lkexzh Ø; dj mudks vkcaVu djkus dh O;oLFkk djukA vfr mPpnkc 

miHkksDrkvksa ds ehVfjax lacaf/kr dk;Z laikfnr djukA  

 

 

& & rnSo & & 
dfu"B i;Zos{kd  

  

lgk;d ;a=h ,oa dfu"B ;a=h ds funsZ'kksa dk ikyu djuk] vfr mPpnkc 

midsUnzksa  esa LFkkfir fofHkUu midj.kksa dh LFkkiuk iwoZ ijh{k.k ,oa LFkkiuk 

ds i'pkr fu;fer  ijh{k.k djuk A 

inLFk 

ugha gSa 

 

& & rnSo & & 
ijh{k.k lgk;d  

Js.kh&,d@nks 

lgk;d ;a=h ,oa dfu"B ;a=h ds funsZ'kksa dk ikyu djuk] vfr mPpnkc 

midsUnzksa  esa LFkkfir fofHkUu midj.kksa dh LFkkiuk iwoZ ijh{k.k ,oa LFkkiuk 

ds i'pkr fu;fer ijh{k.k djuk A 

 

 
& & rnSo & & ykbZu lgk;d Js.kh&nks 

lgk;d ;a=h ,oa dfu’B ;a=h ds funsZ'kksa dk fdz;kUo;u djuk 

 

inLFk 

ugha gSa 

 

& & rnSo & & dk;kZy; lgk;d Js.kh&,d 

LFkkiuk] jksdM+] dz; esa dk;Zjr dk;kZ-lgk-Js.kh&nks@rhu }kjk fd, x, 

dk;Z]  i=kpkj] tkudkjh] izfrosnu tkap mijkar dk;Zikyu ;a=h ds lEeq[k 

izLrqr djukA 

inLFk 

ugha gSa 

 

& & rnSo & & dk;kZy; lgk;d Js.kh&nks 

LFkkiuk] jksdM+] dz;] dk;Z  ls lacaf/kr tkudkjh] izfrosnu] i=kpkj] 

deZpkfj;ksa ds osru] vU; ns;dksa ds Hkqxrku laca/kh dk;Z dj vius laHkkxh; 

ys[kkikyu ¼dk;kZ-lgk-Js.kh&,d½ ds lEeq[k izLrqr djukA 

 

 

& & rnSo & & dfu"B 'kh?kzys[kd 

dk;Zikyu ;a=h }kjk fn, x, funsZ'kksa dk ikyu]deZpkfj;ksa dh okf"kZd 

xksiuh; pfj=koyh dk fjdkMZ j[kuk] xksiuh; i=] Vhi bR;kfn ds vkod] 

tkod dk dk;Z laiUu djuk rFkk lacaf/kr vf/kdkfj;ksa ds funsZ'kksa dk ikyu 

djuk ,oa muds }kjk nh xbZ fMDVs”ku o Vkbfiax djukA 

inLFk 

ugha gSa 

 
& & rnSo & & dk;kZy; lgk;d Js.kh&rhu 

lHkh vuqHkkx esa dk;Zjr dk;kZ-lgk-Js.kh&,d@nks ds dk;ksZ esa enn djuk] 

vkod& tkod dk dk;Z ,oa vf/kdkfj;ksa }kjk fn, x, dk;ksZ dk laiknu 

djuk A 

inLFk 

    ugha gSa 

 



 
& & rnSo & & MkVk ,UVªh vkijsVj 

dk;kZy; lgk;d Js.kh&nks ,oa rhu ds lgk;d ds :Ik esa dk;Z djuk ,oa 

Vkbfiax  ,oa MkVk dk ,UVªh dk dk;Z djuk A 

 

 & & rnSo & & ifjpkjd Js.kh&,d@nks@rhu 
lgk;d ;a=h@dfu"B ;a=h ,oa ykbuesu ds funsZ'kksa dk ikyu djukA 

 

 

 
& & rnSo & & Hk`R;@dfu"B Hk`R;  

dk;kZy; dks le; ij [kksyuk] can djuk] ikuh ,oa lQkbZ O;oLFkk dh 

ns[k&js[k ,oa lHkh dk;kZy;ksa esa Mkd forj.k dk dk;Z djukA 

inLFk 

    ugha gSa      

 & & rnSo & & eq[; lqj{kk lSfud dk;kZy; ,oa ifjlj dh ns[kHkky ,oa lqj{kk dk dk;Z djukA   

                                                                                      

 

        ------lgh------ 

vihyh; vf/kdkjh ,oa dk;Zikyu ;a=h 

ehVj fjys-ijh{k.k- laHkkx 

N-x-LVsV ik-Vªkal-da-fy-jk;x<+ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



vfHkys[k dzekad & rhu 

Manual No. – (iii) 
 

fo"k; %&   fu.kZ; izfdz;k esa vuqlj.k dh tkus okyh dk;Ziz.kkyh] i;Zos{k.k ,oa tokcnsgh dh O;oLFkk lfgr A 

Subject :- The procedure followed in the decision making process, including channels of supervision & accountability. 

 

tkudkjh izsf’kr djus okys dk;kZy; dk uke %&  dk;Zikyu ;a=h] ehVj fjys ijh{k.k -laHkkx] N-x-LVsV ik-Vªkal-da-fyfe-jk;x<+ 

 

izi= & 3 

(Format – 3) 

 

dz- 

(Sl. 
No.) 

dk;Z dk fooj.k 

(Nature of work) 
fu.kZ; fy, tkus ds iwoZ dh izfdz;k 

(Procedure followed in decision making) 
fu.kZ; ls visf{kr ifj.kke (out come) 

izkIr gksus ds fy, lafu;U=.k 

(Supervision) ,oa tokcnsgh dh 

O;oLFkk 

vH;qfDr 

(Remark)  

1 2 3 4 5 

1 LFkkiuk vuqHkkx daiuh ds fu/kkZfjr fu;eksa] ifji=] vkns'kksa ,oa 

fn'kk& funsZ'kksa ds rgr vf/kdkjh@ deZpkfj;ksa ds 

osru ns;dksa] vodk'k] ;k=k HkRrk] fpfdRlk] 

LFkkukarj.k bR;kfn dk;ksZ dks fdz;kUo;u djuk A 

dk;kZ-lgk-Js.kh&,d@nks@rhu]   

dk;Zikyu vfHk;arkA 

 

2 jksdM+ vuqHkkx daiuh ds fu/kkZfjr fu;eksa] ifji= ,oa vkns'kksa ds 

rgr deZpkfj;ksa ds osru dk forj.k ,oa vxznk; 

o jksdM+ ls lacaf/kr dk;ksZ dk ys[kktks[kk jksdM+ esa 

fy[kuk ,oa VsyhQksu fcy ds Hkqxrku lacaf/kr 

dk;ZA 

dk;kZy; lgk;d Js.kh&,d@nks] 

dk;Zikyu vfHk;ark A 

 

 

 

 

 

 

 

 

 



 

 

1 2 3 4 5 

3 dz; vuqHkkx daiuh ds fu/kkZfjr fu;eksa] ifji=] vkns'kksa a ,oa 

ukElZ ds vuqlkj vfr mPpnkc midsUnzksa esa yxus 

okyh lkexzh dk mi;ksx ,oa j[kj[kko gsrq lkexzh 

dk dz; djuk A 

dk;kZy; lgk;d Js.kh&nks@,d ] 

lgk;d ;a=h] dk;Zikyu ;a=hA 

 

4 dk;Z vuqHkkx daiuh ds fu/kkZfjr fu;eksa] ifji=] vkns'kksa  ,oa 

ukElZ ds vuqlkj midsUnzksa esa midj.kksa dh {kerk 

o`f) ,oa uohuhdj.k ds izLrkoksa ij fopkj dj 

vko”;d eatwjh iznku djuk@djokuk rFkk iqjkus 

,oa [kjkc midj.kksa dk losaZ fjiksVZ rS;kj dja 

eatwjh djuk@djokukA  

dk;kZy; lgk;d Js.kh&nks@,d ] 

lgk;d ;a=h] dk;Zikyu ;a=hA 

 

5 rduhdh vuqHkkx fo|qr dh miyC/krk ,oa vkiwfrZ dks /;ku esa j[krs 

gq, lqpk: :i ls fo|qr iznk; lqfuf'pr djukA 

QkYV fVª zihax ,oa vojks/k dk fo”ys"k.k dj 

izksVsD'ku flLVe dks nq:Lr j[kukA  

lgk;d ;a=h] dk;Zikyu ;a=h  

6 vkod &tkod 

vuqHkkx 

eaMy ds fofHkUu dk;kZy; ,oa vU; foHkkxh; 

dk;kZy; ls izkIr i=ksa dks vkod ,oa tkod dk 

dk;Z djuk A  

dk;kZy; lgk;d Js.kh&rhu@nks  

 

               

        ------lgh------ 

vihyh; vf/kdkjh ,oa dk;Zikyu ;a=h 

ehVj fjys-ijh{k.k- laHkkx 

N-x-LVsV ik-Vªkal-da-fy-jk;x<+ 

 

 

 

 

 

 



 

 

vfHkys[k dzekad & pkj 

Manual No. – (iv) 
 

fo"k;%& dk;Z djus dk fufgr ekin.M 

Subject : - The norms set by it for the discharge of its function. 

     

tkudkjh izsf"kr djus okys dk;kZy; dk uke %&  dk;Zikyu ;a=h] ehVj -fjys ijh{k.k laHkkx] N-x-LVsV ik-Vªkal-da-fyfe-jk;x<+ 

 

izi= & 4 

           (Format - 4) 

 
dz- 

(S.No) 

dk;Z dk fooj.k 

(Details of function) 

dk;Z djus gsrq] fu/kkZfjr ekin.M 

(The norms set to discharge the function) 

vH;qfDr 

 (Remark) 

1 2 3 4 

1 LFkkiuk vuqHkkx daiuh ds fu/kkZfjr fu;eksa] ifji=ksa] vkns'kksa ,oa dEiys’ku 

vkWQ jsxwys'kUl ,.M LVsfMax vkWMlZ bLVscfy’kesaV esVj ds 

rgr dk;Z djukAvf/kdkfj;ksa ,oa deZpkfj;ksa ds osru ns;d] 

;k=k HkRrk] fpfdRlk ns;d] vodk'k Lohd`fr] vf/kle; 

ns;d HkRrk bR;kfn dk;ZA 

 

2 jksdM+ vuqHkkx  daiuh ds fu/kkZfjr fu;eksa] ifji=ksa] vkns’kksa ds rgr jksdM+ dk 

vkod&tkod ,oa Hkqxrku laca/kh dk;Z laiUu djuk A  

 

3 dz; vuqHkkx  daiuh ds fu/kkZfjr fu;eksa] ifji=ksa] vkns'kksa ,oa Msyhxs'ku 

vkWQ ikWoj esa nh xbZ 'kfDr;ksa ds rgr vfr mPpnkc 

midsUnzksa esa yxus okyh midj.kksa] vU; lkexzh dk dz; laca/kh 

dk;Z laiUu djuk A 

 

  

 

 

 

 

 



 

1 2 3 4 

4 dk;Z vuqHkkx daiuh ds fu/kkZfjr fu;eksa] ifji=ksa] vkns'kksa ,oa Msyhxs'ku  

vkWQ ikWoj esa nh xbZ 'kfDr;ksa ds rgr izkDdyuksa dh Lohd`fr 

,oa vuqi;ksxh lkefxz;ksa dh losZ&fjiksVZ Lohd`r djuk A  

 

5 rduhdh vuqHkkx daiuh ds fu/kkZfjr fu;eksa] ifji=ksa] vkns'kksa ds rgr dk;Z djuk 

,oa fo|qr iznk;] QkYV]fVªihax bR;kfn dk;ksZ dh leh{kk djukA  

 

6 vkod&tkod vuqHkkx fofHkUu dk;kZy;ksa ls izkIr i=ksa dks vkod jftLVj esa vafdr 

dj lacaf/kr vuqHkkx@vf/kdkjh dks izLrqr djuk ,oa dk;kZy; 

ds i=ksa tkod jftLVj esa vafdr dj vU; dk;kZy;ksa dks 

Hkstuk lqfuf'pr djuk A 

 

 

 

        ------lgh------ 

vihyh; vf/kdkjh ,oa dk;Zikyu ;a=h 

ehVj fjys-ijh{k.k- laHkkx 

N-x-LVsV ik-Vªkal-da-fy-jk;x<+ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

vfHkys[k dzekad & ikap 

Manual No. – (v) 
fo"k;%&    foHkkx }kjk mi;ksx es a yk;s tkus okys fu;eksa] vkns’kksa] vfHkys[kksa] vf/kfu;eksa] lafgrkvksa dk fooj.k A 

              tkudkjh izsf’kr djus okys dk;kZy; dk uke %& dk;Zikyu ;a=h] ehVj -fjys ijh{k.k -laHkkx] N-x-LVsV ik-Vªkal-da-fyfe-jk;x<+ 
    

izi= & 5 

(Format - 5) 

 

1 2 3 4 5 

dz- 

(Sl. 
No.) 

foHkkx@ dk;Z dk uke 

(Name of Department / 
office) 

laLFkk @ laxBu ds vf/kdkfj;ksa @ deZpkfj;ksa dks vius 

nkf;Roksa ds fuoZgu gsrq mi;ksx esa yk;h tkus okyh fu;eksa] 

vkns'kksa] vfHkys[kksa] lafgrkvksa dh laf{kIr fooj.k  

(The Rules, Regulations, Instructions, Manuals & Records, 
held by it or under its control or used by its employees for 

discharging Its functions) 

layXud ds lanHkZ dk 

fooj.k  

(Reference of enclosure) 

vH;qfDr 

(Remark) 

1 LFkkiuk vuqHkkx daIyh'ku vkWQ jsX;wys'ku ,.M LVsfMax vkWMlZ] bLVscfy'kesaV 

esVlZA daiuh ds ifji=] vkns'k ,oa Msyhx'ku vkWQ ikWoj 

dk;kZy; esa miyC/k gS A 

layXu djuk laHko ugha 

gSA 

 

2 jksdM+ vuqHkkx ds'k esuqvy ,oa vkns'k ifji= daiuh ds ikl miyC/k gS A   

3 Ø; vuqHkkx Ø; ls lacaf/kr vkns'k] ifji= daiuh ds ikl miyC/k gS A   

4 dk;Z vuqHkkx  dk;Z ls lacaf/kr vkns'k] ifji= daiuh ds ikl miyC/k gS A   

5 rduhdh vuqHkkx ifji=]fu;e ,oa vkns'k] dh izfr daiuh ds ikl miyC/k gSA    

uksV%& LFkkiuk ls lacaf/kr izpfyr fu;eksa@vkns'kksa@vfHkys[kksa@lafgrkvksa ls lacaf/kr tkudkjh eq[;ky; }kjk rS;kj dh tkosxh vU; fo’k;ksa dh tkudkjh 

tSls dk;Z] jktLo] mRiknu] flfoy vkfn fo’k;kuqlkj izR;sd foHkkxk/;{kksa }kjk rS;kj dj HkstsaA 

        ------lgh------ 

vihyh; vf/kdkjh ,oa dk;Zikyu ;a=h 

ehVj fjys-ijh{k.k- laHkkx 

N-x-LVsV ik-Vªkal-da-fy-jk;x<+ 

 

 

 

 



 

vfHkys[k dzekad & N% 

Manual No. – (vi) 
                 fo"k;%& foHkkx ds ikl miyC/k fofHkUu izdkj ds vfHkys[kksa dh lwph rS;kj djukA 

   tkudkjh izsf"kr djus okys dk;kZy; dk uke %&  dk;Zikyu ;a=h] ehVj fjys-ijh{k.k laHkkx] N-x-LVsV ik-Vªkal-da-fyfe-jk;x<+ 

            

(Format - 6) 

dz- 

(Sl. 
No.) 

foHkkx dk uke @ dk;kZy; dk 

uke 

(Name of Department / Office) 

vfHkys[kksa dk fooj.k 

(Particulars of documents) 

miyC/krk dk lanHkZ ¼ftl Qkby vFkok ftl vfHkys[k 

esa miyC/k gS½ 

(Reference of availability of categorized documents ) 

vH;qfDr 

(Remark) 

1 2 3 4 5 
1 dk;Zikyu ;a=h 

¼eh-fj-ijh-½ laHkkx 

  N-x LVs ik- Vªk- da- fy-jk;x<+ 

LFkkiuk laca/kh vfHkys[k %& 

¼ifji=] vkMZj ,oa vU; ½ 

 

Qkby  30  u- 

jftLVj  20 u-  

 

2  jksdM+ laca/kh vfHkys[k%& 

¼ds'kcqd] ifji=] vkMZj] psd 

jftLVj] lh-vkj-,- cqd] euh 

fjflIV½ 

Qkby  09 u-] jftLVj 06 

ds'kcqd lfgr     

 

3  Ø; laca/kh vfHkys[k %& 

¼dz; jftLVj]VsaMj jftLVj]  

okgu]foKkiu] LVkd]½ 

Qkby Ø- 11 u- 

jftLVj   09 u- 

 

4  dk;Z laca/kh vfHkys[k %& 

¼vkns'k] ifji=] bLVhesV] 

losZ&fjiksVZ]nq?kZVuk bR;kfn½ 

Qkby Ø- 17 u- 

jftLVj   08 u- 

 

5  vkod&tkod vfHkys[k%& tkod jftLVj  1 ,oa vkod jftLVj  1  

 

        ------lgh------ 

vihyh; vf/kdkjh ,oa dk;Zikyu ;a=h 

ehVj fjys-ijh{k.k- laHkkx 

 

 

N-x-LVsV ik-Vªkal-da-fy-jk;x<+ 

 



 

 

 

vfHkys[k dzekad & lkr 

Manual No. – (vii) 
 

fo"k;%&    uhfr fu/kkZj.k ;k mlds fdz;kUo;u] dh izfdz;k esa loZlk/kkj.k turk ls lykg&e'kfojk djus dh dksbZ O;oLFkk gks] rks mldk mYys[k A 

Subject : -  The particulars of any arrangement that exists for consultation with, or representation by, the members of the public in relation to the 

formulation of its policy or implementation thereof. 

tkudkjh izsf"kr djus okys dk;kZy; dk uke %&  dk;Zikyu ;a=h] ehVj-fjys ijh{k.k- -laHkkx] N-x-LVsV ik-Vªkal-da-fyfe-jk;x<+ 

izi= & 7 

(Format - 7) 
 

1 2 3 4 5 

dz- 

(Sl. 
No.) 

foHkkx@ dk;Z dk uke 

(Name of Department / office) 

uhfr fu/kkZj.k ;k mlds fdz;kUo;u] dh izfdz;k esa 

loZlk/kkj.k turk ls lykg&e'kfojk ysus dh O;oLFkk 

@ ;kstuk dk uke (Details of arrangement for   

consultation with public for formation of its policy or 
implementation thereof) 

O;oLFkk @ ;kstuk dk fooj.k 

(Particulars of arrangement of 
scheme)  

¼lnL; dkSu dkSu gksrs gSa cSBd 

dc&dc vkgwr dh tkrh gS 

vkfn½ 

vH;qfDr 

(Remark) 

1 &&  fujad  && &&  fujad  && &&  fujad  &&  

  
 

        ------lgh------ 

vihyh; vf/kdkjh ,oa dk;Zikyu ;a=h 

ehVj fjys-ijh{k.k- laHkkx 

N-x-LVsV ik-Vªkal-da-fy-jk;x<+ 

 

 

 

 

 

 



 

 

vfHkys[k dzekad & vkB 

Manual No. – (viii) 
 

fo"k;%& nks ;k nks ls vf/kd lnL;ksa okyh cksMZ dkmWafly] lfefr ;k lewg dk uke tks laxBu dk fgLlk gks vFkok ftldk xBu eaMy dks lykg nsus ds fy;s fd;k x;k 

gks vkSj D;k ;g lfefr;ksa tu lkekU; ds [kqyh gS vFkok cSBd dh dk;Zokfg;ksa dk fooj.k tu lkekU; ds voyksdukFkZ miyC/k gSA 

Subject : -  A Statement of the Boards, councils, committees and other bodies consisting of two or more persons constituted as its part or for the 
purpose of its advise, and as to whether meetings of those boards, councils, committees and other bodies are open to the public, or the 
minutes of such meetings are accessible for public. 

tkudkjh izsf"kr djus okys dk;kZy; dk    %&  dk;Zikyu ;a=h] ehVj -fjys-ijh{k.k laHkkx] N-x-LVsV ik-Vªkal-da-fyfe-jk;x<+ 

izi= & 8 

(Format - 8) 

1 2 3 4 5 6 
dz- 

(Sl. 
No.) 

foHkkx@ dk;Z dk 

uke 

(Name of 
Department / 

office) 

nks ;k nks ls vf/kd lnL;ksa okyh cksMZ dkmWafly] 

lfefr ;k lewg ¼ny½ dk uke tks laxBu dk 

fgLlk gks vFkok ftldk xBu eaMy dks lykg 

nsus ds fy;s fd;k x;k gS (Boards, councils, 

committees and other bodies consisting of two 
or more persons constituted as its part or for 

the purpose of its advise ) 

D;k bldh cSBd esa 

tulkekU; dks Hkkx ysus 

dh vuqefr gS 

(As to whether meetings 
of those boards, 

councils, committees 
and other bodies are 
open to the public ) 

D;k cSBd dh dk;Zokgh 

dk fooj.k tulkekU; 

ds voyksdu ds fy, 

miyC?k gS 

(The minutes of such 
meetings are 

accessible for public )  

vH;qfDr 

(Remark) 

1 && fujad && && fujad && && fujad && && fujad &&  

 

 

        ------lgh------ 

vihyh; vf/kdkjh ,oa dk;Zikyu ;a=h 

ehVj fjys-ijh{k.k- laHkkx 

N-x-LVsV ik-Vªkal-da-fy-jk;x<+ 

 

 

 

 

 



 

 

vfHkys[k dzekad & ukS 

Manual No. – (ix) 
fo"k;%& vf/kdkfj;ksa o deZpkfj;ksa dh Mk;jsDVªh 

Subject :- A Directory of its officers & employees. 

tkudkjh izsf"kr djus okys dk;kZy; dk uke   %& dk;Zikyu ;a=h] ehVj fjys-ijh{k.k -laHkkx] N-x-LVsV ik-Vªkal-da-fyfe-jk;x<+ 
 

izi= & 9 

(Format - 9) 

dz- 

(Sl. 
No.) 

LFkku dk uke 

(Place of posting) 

dk;kZy; dk uke 

(Name of office) 

in 

(Designation) 

vf/kdkjh o deZpkjh dkuke 

(Name of officer & 
employee) 

deZpkjh la[;k 

(Employee No.) 

vH;qfDr 

(Remark) 

1 2 3 4 5 6 7 
1  

jk;x<+ 

dk;Zikyu ;a=h 

eh-fj-ijh-la- 

N-x-LVsV ik-Vªkal-da-fy] 

jk;x<+ 

dk;Zikyu vfHk;ark Jh ts-ih- flnkj  11520982  

2 Lkgk;d ;a=h  Jh g"kZnhi okjs 18340198  

3 dfu"B ;a=h  Jh th0 ih0 eUusokj 95480081  

4 Ikjh0 lgk0 Js.kh&,d Jh euh"k dqekj tkaxMs+ 09331199  

5 Ikjh0 lgk0 Js.kh&,d Jh yfyr dqekj flnkj 92314739  

6 Ikjh0 lgk0 Js.kh&,d Jh x;k jke f/kjgs 92312809  

7 dk;kZ0 lgk0 Js.kh& nks Jh ,e0 Mh0 ckjhd 09334093  
8 MkVk ,UVªh vkijsVj Jherh vfurk cSjkxh 19340166  

9 MkVk ,UVªh vkijsVj Jh eukst dqekj ckanys 20340360  

10 ifj-Js.kh&01 ¼yk-½ Jh Mh0 ch0 uk;d  11340787  

11 ifj-Js.kh&03 ¼yk-½ Jh mek'kadj Mulsuk 13340076  

12 eq[; Lkqj{kk lSfud Jh ,l0 ds0 eksnh 90333426  

 

        ------lgh------ 

vihyh; vf/kdkjh ,oa dk;Zikyu ;a=h 

ehVj fjys-ijh{k.k- laHkkx 

N-x-LVsV ik-Vªkal-da-fy-jk;x<+ 

 

 



 

 

 

 

vfHkys[k dzekad & nl 

Manual No. – (x) 
fo"k;%&    vf/kdkfj;ksa @ deZpkfj;ksa dks feyus okyh ekfld ifjyfC/k;ka] fu;ekuqlkj {kfriwfrZ dh O;oLFkk lfgr A 

Subject : -  The monthly remuneration received by each of its officers & employees, including the system of compensation as provided in its 
regulation. 

tkudkjh izsf"kr djus okys dk;kZy; dk uke    %& dk;Zikyu ;a=h] ehVj fjys-ijh{k.k -laHkkx]] N-x-LVsV ik-Vªkal-da-fyfe-jk;x<+ 

izi= & 10 ¼v½ 

Format – 10(A) 

dz- LFkku dk 

uke 

dk;kZy; dk uke 

(Name of office) 

in 

(Designation) 

vf/kdkjh o deZpkjh dk uke 

(Name of officer & 
employee) 

ekg fnlEcj 2022 

esa osru HkRrs lfgr 

dqy izkfIr;ka 

vH;qfDr 

 

1 2 3 4 5 6 7 
1    

jk;x<+ 

 

dk;Zikyu ;a=h 

eh-fj-ijh-la- 

N-x-LVsV ik-Vªkal-

da-fy]jk;x<+ 

dk;Zikyu vfHk;ark Jh ts-ih- flnkj  145279-00  

2 Lkgk;d ;a=h  Jh g"kZnhi okjs 95146-00  
4 dfu"B ;a=h  Jh th0 ih0 eUusokj 105370-00  
6 Ikjh0 lgk0 Js.kh&,d Jh euh"k dqekj tkaxMs+ 83633-00  
7 Ikjh0 lgk0 Js.kh&,d Jh yfyr dqekj flnkj 97330-00  
8 Ikjh0 lgk0 Js.kh&,d Jh x;k jke f/kjgs 102694-00  
9 dk;kZ0 lgk0 Js.kh& nks Jh ,e0 Mh0 ckjhd 68145-00  
10 MkVk ,UVªh vkijsVj Jherh vfurk cSjkxh 29992-00  
11 MkVk ,UVªh vkijsVj Jh eukst dqekj ckanys 19800-00  
12 ifj- Js.kh&01 ¼yk-½ Jh Mh0 ch0 uk;d  55382-00  
13 ifj-Js.kh&03 ¼yk-½ Jh mek'kadj Mulsuk 47507-00  
14 eq[; Lkqj{kk lSfud Jh ,l0 ds0 eksnh 115599-00  

        ------lgh------ 

vihyh; vf/kdkjh ,oa dk;Zikyu ;a=h 

ehVj fjys-ijh{k.k- laHkkx 

N-x-LVsV ik-Vªkal-da-fy-jk;x<+ 



 

 

 

izi= & 10 ¼c½ 

Format – 10(B) 

1 2 3 4 5 6 7 

dz- 

(Sl. 
No.) 

dk;kZy; dk uke 

(Name of office) 

vf/kdkjh @ deZpkjh 

dk uke 

(Name of officer & 
employee) 

in 

(Designation) 

{kfriwfrZ dk fooj.k               

31-12-2022 rd 

Details of Compensation  
(up to 31st December  2022) 

{kfriwfrZ nsus dk dkj.k 

(Reasons for extending 
compensation)  

vH;qfDr 

 (Remark) 

1 fujad 

 

fujad 

 

fujad 

 

fujad 

 

fujad 

 

fujad 

 

 

 

        ------lgh------ 

vihyh; vf/kdkjh ,oa dk;Zikyu ;a=h 

ehVj fjys-ijh{k.k- laHkkx 

N-x-LVsV ik-Vªkal-da-fy-jk;x<+ 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

vfHkys[k dzekad & X;kjg 

Manual No. - (xi) 
 

fo"k;%&  ;kstukvksa dk fooj.k] izLrkfor [kpZ ,oa okLrfod forfjr jkf'k n'kkZrs gq, fofHkUu foHkkxks dks vkcafVr ctV A  

Subject : -  The budget allocated to each of its agency, indicating the particulars of all plans, proposed expenditures and report on disbursement 
made. 

      tkudkjh izsf"kr djus okys dk;kZy; dk uke %&  dk;Zikyu ;a=h] ehVj fjys-ijh{k.k -laHkkx]] N-x-LVsV ik-Vªkal-da-fyfe-jk;x<++ 

 

izi= &11 (Format - 11) 

1 2 3 4 5 6 7 
dz-  foHkkx @ dk;kZy; 

dk uke 

;kstuk dk fooj.k 

(Particulars of plans) 

vof/k 2022&23 

dk ctV vkcaVu  

izLrkfor O;; 

31.03.2023  

jkf'k forj.k dk izfrosnu 

( 31.12.2022)  

vH;qfDr 

(Remark) 

1 dk;Zikyu ;a=h 

eh-fj-ijh-la- 

N-x-LVsV ik-Vªkal-da-

fy]jk;x<++ 

LFkkiuk ctV 25-77 yk[k 25-77 yk[k  12-67 yk[k  

  vks ,.M ,e ctV 34-66 yk[k 34-66 yk[k  16-72 yk[k  
 

 

        ------lgh------ 

vihyh; vf/kdkjh ,oa dk;Zikyu ;a=h 

ehVj fjys-ijh{k.k- laHkkx 

N-x-LVsV ik-Vªkal-da-fy-jk;x<+ 

 

 

+ 

 

 

 

 

 



 

 

 

dafMdk 11¼v½ 

    dk;Zikyu ;a=h] eh-fj-ijh- -laHkkx] N-x-LVsV ik-Vªkal-da-fyfe-jk;x<+ ladk; gsrq Lohd`r inksa dk lsVvi 31 fnlEcj&2022 dh fLFkfr esaA 

Ø Lohd`r inksa dk uke osrueku Lohd`r in la[;k Hkjs gq, in la[;k fjDr in fjekdZ 

1 dk;Zikyu ;a=h 75500-177800 1 1 0  

2 lgk;d vfHk;Urk 56100-144300 2 1 1  

3 dfu"B ;a=h 35400-112400 0 1 -1  

4 dfu"B i;Zos{kd 32200-112000 2 0 2  

5 ijh{k.k lgk;d Js.kh&,d 27600-90200 2 3 -1  

6 ijh{k.k lgk;d Js.kh&nks 23900-78200 2 0 2  

7 ykbZu lgk;d Js.kh&nks 23900-78200 0 0 0  

8 dk;kZy; lgk;d Js.kh&,d 32200-112200 1 0 1  

09 dk;kZy; lgk;d Js.kh&nks 27600-90200 1 1 0  

10 dfu"B 'kh?kzys[kd 27600-90200 1 0 1  

11 dk;kZ0 lgk0 Js.kh&rhu 23900-78200 
2 

2 
0 

 

12 MkVk ,UVªh vkijsVj 19800-62600 

13 Ikfjpkjd Js.kh&,d 19800-62600 1 1 0  

14 Ekq[; lqj{kk lSfud 19800-62600 0 1 -1  

15 Ikfjpkjd Js.kh&nks 17800-56500 1 0 1  

16 Ikfjpkjd Js.kh&rhu 15600-45200 0 1 -1  

17 ofj- lqj{kk lSfud 17800-56500 2 0 2  

18 Hk`R; 15600-45200 2 0 2  

19 lqj{kk lSfud 15600-45200 0 0 0  

20 Ckkxoku 15600-45200 0 0 0  

21 Lohij 15600-45200 0 0 0  

22  dfu"B Hk`R; 14800-33000 0 0 0  

 ;ksx  20 12 8  

                                                                                         

 

        ------lgh------ 

                                                                                       vihyh; vf/kdkjh ,oa dk;Zikyu ;a=h 

ehVj fjys-ijh{k.k- laHkkx 

N-x-LVsV ik-Vªkal-da-fy-jk;x<+ 



 

 

vfHkys[k dzekad & ckjg 

Manual No. - (xii) 
 

fo"k;%&    vuqnku dk;Zdze dks fdz;kfUor djus dh O;oLFkk] vkcafVr jkf’k ,oa fgrxzkfg;ksa dks fooj.k lfgrA 

Subject : -  The manner of execution of subsidy programme, including the amount allocated and the details of beneficiaries of such   programme.  
 

tkudkjh izsf’kr djus okys dk;kZy; dk uke   %&  dk;Zikyu ;a=h] ehVj fjys-ijh{k.k -laHkkx]] N-x-LVsV ik-Vªkal-da-fyfe-jk;x<+ 

uke] irk  

  

izi= &12 

(Format - 12) 
 

1 2 3 4 5 6 7 8 

dz- 

(Sl. 
No.) 

foHkkx @ 

dk;kZy; dk uke 

(Name of 
Department & 

Office) 

vuqnku dk;Zdze @ 

;kstuk dk uke 

  

  

  izkIr vuqnku 

jkf'k 

  

  

izkIr vuqnku jkf’k 

ds fo:) O;; dh 

xbZ jkf'k 

  

vuqnku jkf’k ds 

fo:) HkkSfrd 

miyfC/k 

   

ykHkkfUor 

fgrxzkfg;ksa dh 

fooj.k 

(Details of 
beneficiaries) 

  

vU; fooj.k 

1 && fujad && && fujad && && fujad && && fujad && && fujad && && fujad && && fujad && 

 
  

                                                            

        ------lgh------ 

                                                                             vihyh; vf/kdkjh ,oa dk;Zikyu ;a=h 

ehVj fjys-ijh{k.k- laHkkx 

N-x-LVsV ik-Vªkal-da-fy-jk;x<+ 

 

 

 

 

 



 

 

 

vfHkys[k dzekad & rsjg 

Manual No. - (xiii) 
 

fo"k;%&    e.My ls NwV] ijfeV ;k vkFkjkbts’ku izkIr djus okyksa ds fooj.k A 

Subject : -  The Particulars of recipients of concessions, permits or authorisations granted by it. 

 

tkudkjh izsf"kr djus okys dk;kZy; dk uke    %&  dk;Zikyu ;a=h] ehVj fjys-ijh{k.k -laHkkx]] N-x-LVsV ik-Vªkal-da-fyfe-jk;x<+ 

uke] irk  

  

 

izi= &13 

(Format - 13) 
 

1 2 3 4 8 
dz- 

(Sl. 
No.) 

foHkkx @ dk;kZy; dk uke 

(Name of Department & Office) 

O;fDr @ laLFkk dk uke o irk 

( Partuculars of Recipient) 

  

NwV @ ijfeV @ vFkksjkbts’ku 

dk fooj.k ¼iz;kstu ,oa vof/k½ 

  

  

vH;qfDr 

( Remark) 

 

1 && fujad && && fujad && && fujad && && fujad && 

  

        ------lgh------ 

                                                                          vihyh; vf/kdkjh ,oa dk;Zikyu ;a=h 

ehVj fjys-ijh{k.k- laHkkx 

N-x-LVsV ik-Vªkal-da-fy-jk;x<+ 

 

 

 

 

 

 



 

 

 

vfHkys[k dzekad & pkSng  

 Manual – (xiv) 
 

fo"k; %& ,slh tkudkjh dk fooj.k tks bysDV~zWkfud :Ik esa miyC/k gks A 

Subject : - Details in respect of the information, available to as held by it, reduced in an electronic form: 
 

tkudkjh izsf’kr djus okys dk;kZy; dk    %& dk;Zikyu ;a=h] ehVj fjys-ijh{k.k -laHkkx]] N-x-LVsV ik-Vªkal-da-fyfe-jk;x<+ 

uke] irk  

 

 
(Format – 14)  

 

1 2 3 

dz- 

(Sl. 
No.) 

,slh lwpuk tks bysDV~zkfud QkeZ vFkkZr~ Q~ykih] lhMh] esa miyC/k gS & dk fooj.k vH;qfDr 

 (Remark) 

1 &  &  &  fujad  &  &  &  

 

 

        ------lgh------ 

                                                                           vihyh; vf/kdkjh ,oa dk;Zikyu ;a=h 

ehVj fjys-ijh{k.k- laHkkx 

N-x-LVsV ik-Vªkal-da-fy-jk;x<+ 

 

 

 

 

 

 

 



 

 

vfHkys[k dzekad & iUnzg  

 Manual – (xv) 
 

fo"k; %& tkudkjh izkIr djus gsrq ukxfjdksa dks miyC/k lqfo/kk dk fooj.k ;fn tulkekU; ds fy;s iqLrdky; vFkok okpuky; dh lqfo/kk gks rks blds dk;Z ds le; 

lfgrA 

Subject : -  The particulars of facilities available to citizens for obtaining information, including the working hours of a library or reading room, if 
maintained for public use. 

 

tkudkjh izsf’kr djus okys dk;kZy; dk    %&  dk;Zikyu ;a=h] ehVj fjys-ijh{k.k -laHkkx] N-x-LVsV ik-Vªkal-da-fyfe-jk;x<+ 

uke] irk  

  

izi= & 15   

(Format – 15)  

 
1 2 3 4 5 

dz- 

(Sl. 
No.) 

foHkkx @ dk;kZy; dk uke 

(Name of Department & 
Office) 

tkudkjh izkIr djus gsrq 

ukxfjdksa dks miyC/k lqfo/kk 

dk fooj.k 

;fn tulkekU; ds fy,&iqLrdky; @ 

okpuky; dh lqfo/kk gks rks] blds dk;Z 

dk le; 

vH;qfDr 

 (Remark) 

1 & & fujad & & & & fujad & & & & fujad & & & & fujad & & 

 

        ------lgh------ 

                                                                           vihyh; vf/kdkjh ,oa dk;Zikyu ;a=h 

ehVj fjys-ijh{k.k- laHkkx 

N-x-LVsV ik-Vªkal-da-fy-jk;x<+ 

 

 

 

 

 

 

 



 

 

vfHkys[k dzekad & lksyg 

Manual No. - (xvi) 
 

fo"k;%&    tulwpuk vf/kdkjh dk uke] inuke o vU; fooj.k A 

     Subject : -  The names, designations and other particulars of the Public  Information Officers; 

   tkudkjh izsf’kr djus okys dk;kZy; dk    %& dk;Zikyu ;a=h] ehVj fjys-ijh{k.k -laHkkx] N-x-LVsV ik-Vªkal-da-fyfe-jk;x<+ 

uke] irk  

 

izi= &16 

(Format - 16) 
 

1 2 2 3 4 5 
dz- 

(Sl. 
No.) 

LFkku 

(Place) 

foHkkx @ dk;kZy; dk 

uke 

(Name of Department 
& Office) 

 tulwpuk vf/kdkjh dk uke inuke ,oa 

nwjHkk"k dzekad 

 (Name of public information officer) 

  

lgk;d tulwpuk vf/kdkjh dk uke inuke ,oa 

nwjHkk"k dzekad 

 ( Name of Asstt. Public information officer ) 

vH;qfDr 

( Remark) 

 

uke in nwjHkk"k uke in nwjHkk"k  
1 jk;x<+ dk;Zikyu ;a=h 

eh-fj-ijh-la- 

N-x-LVsV ik-Vªkal-da-fy-

jk;x< 

Jh g"kZnhi okjss lgk;d ;a=h 9179654343 Jh ,e-Mh- ckjhd dk;kZ0 lgk0 

Js.kh&nks 

9926160645  

  

        ------lgh------ 

                                                                              vihyh; vf/kdkjh ,oa dk;Zikyu ;a=h 

ehVj fjys-ijh{k.k- laHkkx 

N-x-LVsV ik-Vªkal-da-fy-jk;x<+ 

 

 

 

 

 



 

 

dafMdk & 16 

yksd lwpuk vf/kdkjh dk uke] inuke ,oa vU; fooj.k 
 

lwpuk dk vf/kdkj vf/kfu;e 2005 dh /kkjk 5¼1½ ,oa 19¼1½ ds vuqlkj dk;Zikyu ;a=h] ehVj fjys-ijh{k.k -laHkkx] jk;x<+ ds dk;kZy; esa fuEufyf[kr 

vf/kdkfj;ksa dh fu;qfDr dh xbZ gSA 

 
 

vf/kfu;e dh /kkjk 5¼1½ ds rgr yksd lwpuk 

vf/kdkjh dk uke] inuke rFkk nwjHkk"k Øekad 

vf/kfu;e dh /kkjk 19¼1½ ds rgr vihyh; 

vf/kdkjh dk uke] inuke rFkk nwjHkk"k 

Øekad 

            dk;kZy; dk irk 

     

Jh g"kZnhi okjs   Ekks &9179654343 Jh ts-ih-flnkj eks-& 9993310105 dk;Zikyu ;a=h 

ehVj-fjys-ijh{k.k -laHkkx 

N-x-LVsV ik-Vªkal-da-fy-jk;x<+ 

 

vfHkys[k dzekad & l=g  

 Manual – (xvii) 
 

fo"k; %&    bl izdkj ds vU; tkudkjh tks izkf/kd`r fd;k x;k gks%& 

Subject : -  Such other information as may be prescribed and thereafter update these publications every year 

tkudkjh izsf’kr djus okys dk;kZy; dk uke   %&  dk;Zikyu ;a=h] ehVj fjys-ijh{k.k -laHkkx ] N-x-LVsV ik-Vªkal-da-fyfe-jk;x<+ 

uke] irk  

izi= & 17 

(Format – 17)  

 

---------------------------------------------------------------------fujad---------------------------------------------------  

        ------lgh------ 

                                                                             vihyh; vf/kdkjh ,oa dk;Zikyu ;a=h 

ehVj fjys-ijh{k.k- laHkkx 

N-x-LVsV ik-Vªkal-da-fy-jk;x<+ 

 

 

 


