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B. Function and duties of each unit of the Office (1 to 2 Page)

S.No.

Unit Section

Functions performed

Administrative Section

1. TSI Ud RIS STaIs] bl AU T fqavop

B |

2. Y IATIST TSI B H Heli S Hb] BT AFfed 11
IS DT AT |

3. 9.9, TU (AR U fadr) sriafaH 1964 (ST
29,/1964) & Tl AT AFRAFTRH & 3= 9918 18 A.U.
AU (R fafH) fFsTeett 1966 WRA 9 @1fefs
1927 & STFAR HIIATE! |

4. Y. S Y gAYl AR T [Jb_T AghI T HAffad
HIITel & BT WUl &1 a3 Ud 2Tt |

5. S TAIIS HUTED] Dl ASIGY! /FATHI IR0 T uideror |

Accounts

8) Hu. i arfras! A & Jiavid f+ol A IR

o

T gl o1 G Aoi1 IR HA Yd IAD] W

ST R DY HRIATS] BRI |

Store

Record Room

[RAEZ

Other , if any

( Give complete detail of

each unit/ section)
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2- Work distribution order of each officer can be updated and put in the following
format . U/S 4.1 (b) (i1)

S.No. Name Designation Remuneration Duties
1 S .. ST SECEERNEEAN 8595
et <.
2 21 414, S IYFTHS AT BRI 10272
GIESIESI
3 31 T.%. ABR IRATT 9690 1. <IET BT AYRT BRI
2. QU WUSYl 1 &l YRl
daefl BT |
3. TGU ARSI & (STHTeT) e
o TS Faeh Hrd

. AT e} B

. AU ATAR U4 fquor |aet |

4
5
6. TSI SHRAGRI | HL! B
7

. IRTEIgGd Ud AW aArasl

AUgY fadd e Sl

8. Mui ST UM ARISTR. ATSTT
B |

9. P & |

10. dTe gael B

11, d<U«  |YEU/YRdsd

e Gael o

12, OGO odiRll B golidd
BT |

13, dgUl WUSY YA Hadl
R |

14, TGUH HeEl 3 Hrd T
ot s
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3. Decision Making process in graphic form (one page) U/S 4.1 (b) (ii1)

Initiating the file Channerls Decision making authouity
Dealing staff Officers handling the

And the section file at each level

Supervisory Authority

Officer to whom accountable

OFFICE OF THE D.F.O. WEST BETUL DIVISION

3ITIE YT (3719 2Tt #)

!

AT IRaT By U

l

T G9RI §IRT ST, eI, KA TARI U FIRRT &g HRIATE]

!

TRI6T0T IY Ugedh

!

ydg gD

(Decision Making Authority)

!

I ¥ReTH T U HETYEEd ,, el gecl, el
(Supervisory Authority)
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4. A) Time norm, if decided by the organisation , U/S 4.1 (b) (iv)

AP S B fqavor I A
1 AU US| Dl AHE dIHF1 IR D1 | AU FUTED JRIAT Dl G UR GTa] bRl G4
UGS BRI A UK DR Bl T AT 7Y a1 |

3Tl Uep ¥ e REiiRe & | &1 1131 &1 Y1 e
1 SHTS W AT UT 81 IR U A18 &b WIaR

2 AUV B IR YT 1Y IAIISl U0 | Uh AW H (AT d )
R T YT

3 faff=1 grost & gRas = ua JATdE Ui & a1 faa 4 |
SR BRAT |

4 A.Y. g9 (@R Ud fafre) ATIE UTIeT AT ghedh STHT 1 IR gT=a o Reyfad #
ITAFRIA 1969 T2 AU (RMUR | T A8 & SN |

fafea=) 1972 vd S Grd forami
ERSIEE]

5 g /fifeear 2gs TP Y] & Uh HIE H |

B) Quality Norms, if decided by the organisation .
C) Quantity target, for the office work to be done in the year .

HHTD qATIST BT AH AT deg
1 AU Ul 25200 A IR
2 I I AY TS | e 1 iR we Preres 9 FuiRd T8 2

5- List Acts, Rules Regulations Manuals, Circulars related with the
functioning of office constituting the organization. (Original text to be
given in electronic form ) U/S 4.1 (b) (v)

Acts -
1. AEHTRAT AR — AU, ATHRI AARICT TATIH 1960 T &R 55(2) Ud
&R 64

Rules -
Y. drgue AR (A ae) sriafam 1964 (5916 29,/1964) @& ST T2

Waﬁﬁmaﬂﬁ%‘q.u. Agucd (AR A=) et 1966 R 9= srfaf s
1972
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Manuals -

Circulars -

6-

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

No. Name of Document Kind of Nature and Duration of
Document Content of Records
like Document
microfilm,
Register,
Books,
Diskette etc.
1 dgU ShTITGRI Bl Toil foTer G TAT TR /ST SR IR IBEINE
MR
2 IRTET IS FUBYT /fad= I Ul | IoRex |/ /T R | ST Fafe)
qRes AT
3 AT YBRON Bl Jofl IR qIETR ORI PR BT | IR
gotl /gaare Rerfa
4 TS0, @, I1oT1 et gl T /BT 9 2006—07 b
5 fawTa Bt B goit IR deT aIfed B | el
6 RRATYAT & I ol AT b Uofl | IR YT bl Rerfa I
a9 g amfa
7 G AYRT DS G81 /IR q8 NSESA I Reafd =2 IRl
faeRor 3
8 G UT FUTED] DI Heicb aTal YhRol | IFSRER g o, /e anfe | ol
9 qre- Yol NS ESAY U137, Qe YT 3ffe | eIy
10 g U HUTED] BT UIedre- UIRHfh | ISTex faavor o1 Rerfa NINACRRUINED
gl
11 dg U HUBYT Ulcare- URSIAG il | %l faavor o1 Rerfa NINRCRREANED
12 SR RISICIRNIDE b EEIBEEEIC] TSI glg d
13 TATAD AUSA Bl HITST Toll TR HITSTT 31 1Ay SURIRGISAIGED
HRIATE!
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7- l. Structure of consultative committees in which public
representatives are mebers including

Name of the Committee

Copy of the Orders/ Circulars for formation
Functions

Members

Duties and responsibilities

Accessibility of minutes for public U/S 4.1 (b) (Vii)

® & & O o o

Il. Proceedings, Minutes of the Meetings (Copy to be made available
and be given in the electronic form with hypertext link)

8- l. 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 Qualifications
1 ST aFIaSt e | 1. 21 UIeTiis g UTH G e

mﬁ. e 4 2. £ X9 RN I1ed 1. ST SUTeTe]

(R ) 3. A1 SKIRT U FATES A

4. A ATHNE gD, UM HATGTYR AEH
5. # AU Iz, I el wew

6. # H~] d. R g UM el TS

7. 47 SH1 4. S U UTE A<l

8. =l et Ry 9. foiaT 7 qTiRisT 9ew
9. 2Nl &R Sil 4R I18d UM 9rS, Fa

Il. Order of the formation.
(Original text to be given in electronic form and to be hypertext link)

ret g ufeam 99a & FaTed Aed & arervr 16.11.03 &1 fafdad
THIE BRIIT T B UG UIH 98 fTd 31,/3,/03 B 7~ BT T8 |

[l. Charter / Memorandum of Articles of Association
(Original text to be given in electronic form and to be hypertext link)
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IV.  Govt. instruction for the way in which meeting will be conducted
(Original text to be given in electronic form and to be hypertext link)

TSTeT Y HEh Rl Y @ SUMIH & AR 3 718 H AdIdld Hedl Bl 9ob
Td U a¥ H STHRIHT AT B Bl YTGe = 2 |

V. ‘Whether open to public or not.
PR

VI.  Availability of the proceedings/ minutes of the last meeting
(Original text to be given chronologically in electronic form and to

be hypertext link)
T I91 B Job T STRIATE! BT faavor ITex § [emlRa 2 |

9 Directory of the officers and employees ( to be linked with treasury
data bank) U/S 4.1 (b) (ix)

S.No. [Name Designation |Address & Contact No, If any
1 ) RSN Heell Udgd Tdiad  [d.A.. e Iqd 91 aaHsd
2 s 1. reAT , FAH NG U A3 el
3 2 4L, ST, Ma. .99 TU qHI. dES! L.
4 |5 TAB. ER KICEIC] SIETATS THTRY g 2Tl

10 Monthly remuneration and compensation ( to linked with treasury
data bank) U/S 4.1 (b) (x)

S.No. Name Remuneration Compensation
1 2 RS "l &S Adicid 21393
2 |5 B9 smeAr , 4aw NECKGH 8595
3 21 4L, ST, Aa. NEK:E 10272
4 |57 T, R [SECRIK 9690

11 Annual Budget allocation and Expenditure statement ( to be linked
with treasury data bank) U/S 4.1 (b) (xi)

S.N. Budget Head Name of work Year Allocation

Expenditure

[RAED
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12 Programmes and beneficiaries U/S 4.1 (b) (xii)
A List of the programmes (in electronic form)
1. Tgof SR U Td ISR AT |
B Norms for selection of the beneficiary (Original text of the circular to be
given in electronic form)
TTHI &1 Fd BT ST feaunfea &1 = fhar S e |
C. Detailed Information
S.N.|Name of the Programme | Admimistrative Year Amt. No. Of
Department Allocated Beneficiaries
13 List of the recipients and nature of concession U/S 4.1 (b) (xiii)
S.No. Nature of | Name Address Year Kind of Approximate
concession Support Value of
Concession
Nil Nil Nil Nil Nil Nil Nil
14 Information available in the office ( link with ltem 6) U/S 4.1 (b) (xiv)
S.No. Categories | Hard Electronic
Copy Form
General
15 Facility available ( Library , Public counter etc) to citizen for
information U/S 4.1 (b) (xv)
S.No. Facility Name of | Duration of opening Contact No.
incharge (time to be given) Telephone No.
Nil Nil Nil Nil Nil
16 Information about the PIO / Designation / Working Experience U/S 4.1
(b) (xvi)
° Name K.P. Athya
. Designation SEEEED
o Tel. No (O) 07141- 234708
° E-mail Address westbetul _tdn @rediffmail.com
° Place of Work and  Betul
Address
° Contact hours for public 10.30 AM to 5.30 PM
17 Any other information in citizen related facilities U/S 4.1 (b) (xvii)
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AT BT JfADBN — 2005

ARIIGES

NRIESICNIRRCINRIERE

BECE LY
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AIHD W 39

gf=

e Faredd (1)

SUTTHEATIBR (2) TGTITe (1)
fereen /dras
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