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B. Function and duties of each unit of the office (1 to 2 page )

S.no. Unit section Functions performed
1 Administrative Section . I U4 IRTSE I THdIIG bl U801 g fauor=
R v sRTsE e a1 |
TG DT AR K . Y TS AR BRI H Ao 1] BT Afed
far ) A1 AT BT FATAA |
. HOYO TgUc (AR U4 faehr™d) SAfS=a4 1964
(@HTH 29,/ 1964) B UL AT AATIH & 31fe
IS 718 A.Y. dgue (IR faf =) fFammaet 1966
IR a1 IR 1927 & SR HRIATE) |
. HOYO XS &TY gIUS] SATUR Ud fdhrd Hghrl 96
AT HaTe & B w1 BT fHar=ag= vd Farerd |
. 7Y gTIST HUTED] Dl AOIGXI,/ AT fIdRoT 1
TRIefoT |
2 Accounts _
3 Store _
4 Record Room —
5 Other if any (Give complete —
detail of each unit/ Section)

1- Work distribution of each officer can be updated and put in the following format.

U/S 4.1 (b) (ii)

S. Name Designation Remuner Duites
N. ation
1 | 1 T R, 30 yggdH | dad —
JIHISA
|
2 | Al IRE g RIEEIE] 8427.00 1. oIl BT YR BT
2. dgU  WUgY  §ET AT
] el B |
3. UgUT HUEHI B (ST
el d uiRsiAe e
Eap
4. IO I HTY |
5. Jguwl IR Ud fquor Hee
6. dqUl FHRIERI ¥ el
Capll
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7. SRTERIGA Ud MY qraol
Y e el B |

8. o ar |

9. aTEd A B |

10. dgUlT YUY/ URdsd Td

fad gae dRf |

11. TSI HaT3T BT ISt ST

12. AU |AUBYT YA Heel
Rrerad |

13, JgUw HaE 3T AR B

14. TR Ud STTad /3MTddH BRI
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3- Decision Making Process in graphic form (one page) U/S 4.1 (b) (iii)

Initiating the file Channels Decision making authority
Dealing staff Officers handling the

And the Section File at each level

Supervisory Authority

officer to whom accountable

DAY UG FaATAD 1STel gAIgS I HehRI 6 Fgifad Swx S

3G U (3TTHE IIT=E )

l

Gferd 2 & Ufd

l

ST Y9I §IRT ST, e, TR<Hl TAR) U R0 2 HRIATe]

qﬁewIquia?ﬁ

g HATelDh
( Decision Making Authority )

l

I ARETH U4 Yo &3 ABTIdgd, I god S
(Supervisory Authority)
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4. A)

Time norm, if decided by the organization U/S 4.1 (b) (iv)

BT BT fIaRoT

T G

dgucdl USRI bl HHE Il
NINEIKURIE]

AU FHTED JRaAT B G Bl UR STl THR0T
1 BT 1 YR B D1 A AT G
f&Te A ool T av aa fefRa g | i &
AT 97 T BRITer 9 g1 Ui 89 W)
Th HIE B HIaR

YR dw R YIS KEECEIEN
SEEMRINEIKURIC]

U AE H (A2 )

A= ISt & uRag= 1= U=

e Uit & 2 faq

A0Y0 <R (faf-rgwe) erfefr
1969 4T dgUwl (AR
faffm=) 1972 @ SEe WG
i # goie

JMTIE YT qAT Yo ST B U= IT=dT al Reafd
¥ e A8 & e |

I3 / Frfee <ad

IS YT B TH A H |

Quality Norms, if decided by the organisation :- Nil
Quantity target, for the office work to be done in the year.

BHID JAIIS BT AT Hifae Feg
RECRISP RN 45600 HIOFI0
31 Y g ey MR §Y AT A
BEIRSEEES

List of Acts, Rules Regulations Manuals, Circulars related with the functioning

Acts -

of office constituting the organization. ( Original text to be given in electronic form)
U/S 4.1 (b) (v)

NEERGIIEIERE B
HOYO AEHNI ATATICT AT 1960 Y €T 55(2) Td

EgRT — 64

Rules -

A Yol Aigucdl IR (fafrs) SfSf=aH 1964 (BHTH 29,/1964)

& U T I SIAIH I3 T8 HOYO U (RTAR
fafer=) Tl 1966 WRGR 91 1A 1972 |

DFO_North _Tendu.doc

-5-




Manuals -
Circulars -

6- Statement of various categories of documents held by it or under its control
U/S 4.1 (b) (vi)

S.No. Name of Decument Kind of Nature and | Duration
Document like | content of of
microfilm Document Records
Register,
Book, Diskette
etc.
1 | AU gHIITERT Bl gl NS ESA FHEATRINRT, | el
NCINIE] e
2 | SRTENT gHOS FUBY / Adad | IR A/ qed,/ | S Ia
EIRN| EIENIN
TR A
3 | SITaTed gaRel Bl gl NISESA JETeR URdd |
B DI IO/
o Reafay
5 | faer sl a1 s NSECN deg |uifed |
AR
5 | Rrue el Id9 Uoll grAT | RISRER UNIRE] I
ERERN Rerfay 974 gfs
amfe
7 | ol@l WYURY Adbe 81/ oloR | IRER grae Refa | emi
Cl Y faaRor
affe
8 | dgUl HUTEDI DI Fib &TdT | ISR gy fadre,/ | werdl
Y] S URIERCHIT
P EISEE] RfoTeR G1.371.7e. oIl
SURISECIIES
10 | dgU |UEHI B UicdTsd | ISR [ECRRUIED NINIEREE]
TR %A Uoil Rerfcr E3
11 | dgUe  |UEU  YIATed | ) faaror o1 NINIERE]
TTRSA® T Rerfcr NE3
12 | AgUH BRIl Bl USig gb TSI 3@ | Uoiiad gig
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13

FATeI® HS DI ST Uil IoRER HET BT @S | 3pTen fafeT

V.

Structure of consultative committees in which public representatives are

members including
= Name of the committee
Copy of the Orders/Circulars for formation
Function
Members
Duties and responsibilities
= Accessibility of minutes for public U/S 4.1 (b) (vii)
Proceeding, Minutes of the meeting (copy to be made available and be
given in the electronic form with hypertext link)

=
=
=
=

Name of the Board, Council, Committees etc. including members and
their qualifications. (Original text to be given in electronic form)
U/S 4.1 (b) (Viii)

S.No. Name of the Body Name of the members Qualification
1 RSTefl a9 IS FedhR 1. S0 9IR el IH— 9941,
g WA IR el
EEGAGRIGERST) 2. #l. geExard, gr—
PIIARY, IUTeTe]
3. #l HaRdTd U=, IH—
BICATS] AaY
4. 87 AT, AH— GSl,
g
5. &1 que faearq, am—
RIREREN
6. #. IARATA 9. el ATH—
gurel, Hay
7. & 7Td 4. BICdTd,
TH— SIS, TG

Order of the formation.
(Original text to be given in electronic form and to be hyper linked)

RTeT a9ITS FEdhRI §9 AAifad SRk Iqel & Farad Aed & Hara
8.11.02 I fAGd F¥I=1 ST AT | T YT 93 16.11.02 I FIH BI 75 |

Charter / Memorandum of Articles of Association
(Original text be given in electronic form and to be hyper linked)

fR®

Govt. Instruction for the way in which meeting will be conducted
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(Original text to be given in electronic form and be hyper linked)

8% U4 e Y H ATH FH1 MM B BT ITae= 2 |

V. Whether open to public or not.
IBRED
VI. Availability of the proceedings/ minutes of the last meeting

T aATaSl FEHRI §Y & SUMIH & AR 3 A8 ¥ FaTadd d0sd Bl

(Original text to be given chronolog|cally in electronec form and to be hyper linked)

T 91 DI SSB Feel HRIare! B fdavvr IRReR # Falkd g |

9- Directory the officers and employees ( to linked with treasury data bank )
U/S 4.1 (b) (ix)
S.No. Name Designation Address & Contact No.
If any
1 1. Berd g, FECICEIED JTHTATON & U
2 2. g0, R SEEEEED _—
3 %71, TRE YA RICIEIC] fafde eme aqa

10- Monthly remuneration and compensation ( to be linked with treasury Data Bank ) U/S 4.1 (b)
(X)
S.No. Name _ Remuneration Compensation
1 D R AG AR SEREEED a1 ITHSd A
2 1 TRE A<IYH RICIEI] 8427
11-

U/S 4.1 (b) (XI).No.

Annual Budget allocation and Expenditure statement ( to be linked with treasury Data Bank)

&
12- Programmes and beneficiaries U/ S 4.1 (b) (xii)
A- List of the programmes ( in electronic form) - Nil
B- Norms for selection of the beneficiary ( Original text of the circular
to be given in electronic form) - Nil
C- Detailed Information - Nil
S.No. Name of the Administrative Year Amt. Allocated No of
Programe Department Beneficiaries
-- - -- Nil-- - -
13- List of the recipients and nature of concession U/S 4.1 (b) (xiii)
S.No. Name of Name Address Year Kind of Approximate
concession Support Value of
Concession
nil
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14- Information available in the office ( link with item 6 ) U/S 4.1 (b) (xiv)

S.No. Categories Hard copy Electronic Form

NTHY

15- Facility available ( Library, public counter etc) to citizen for information. U/S 4.1 (b) (XV)

S.No. Facility Name of incharge Duration of Contact No.
opening (time to Telephone No.
be given )
nil nil nil nil nil
16- Information about the P10/ Designation/ Working experience U/S 4.1 (b) (xvi)
Name : S.N. Singh
Designation : SERELCR
Tel.No. : (O) 234204

e mail address :
Place of Work and Address : Betul
Contact hours for public : 10.30 A.M. to 5.30 P.M.

17- Any other information in citizen related facilities U/S 4.1 (b) (xvii)

U HeTeldh
Tt TSt I IR g -
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