1

dk;ky; Bgk;d Hde Bij{k.k vi/kdkh

cgM d";dj.k ;ktuk] jhokie-1+

1.A

LjpukRed <kpk (Organizational Set up)

OFFICE OF THE ASSISTANT SOIL CONSERVATON OFFICER
(R.R.S) REWA(M.P.)

01 ofj'B df*k fodkl vi/kdkjh 05 in
02 ekufp=dkj 0l in
03 y[kkiky 0l in
04 Bgk; d xM&nk 01 In
05 Igk;d xM&rhu 01 In
06 vuj[kd 01 in
07 l0;j 15 1n
08 pueu 05 In
09 HR; 02 in
10 pkdhnkj 1in
11 fu;fer ufeflkd okgu pkyd 11in
;kx 35 1n
A.S.C.0.(R.R.S) REWA
ACCOUNTANT SENIOR AGRICULTURE
Asst.Grade | DRAFTSMAN DEVELOPMENT OFFICER
Asst. Grade -1 Tracer Surveyor
Asst. Grade lllrd Chainman

|

' '

Peon Chaukidar

Contg. Jeep
Driver
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1.B. Functions and duties of each unit of the Office (1to 2 page)

S.No. Unit/Sedion Designation

Functions performed

01

02

03

04

05

06

Administrative Section

Jh ,u-, y-xIrk Bgk;d Hfe Bj{k.k 1*kBfud ,0 rdundh

vifkdijh

V[ kk

Jh, 1dfed y [Kiky

LVkj @LFkkTuk

Jh chihflg Bgk; d xM&nk
fjdM e

Jh chib- flg Bgk; d xM&nk

vkod@tkod Vikbi

Jhviuz) flg Vlj
rdundh
Jh vkj-10f)onh ekufp=dkj
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mi DHkx dk Bk
fu;=.k

vk dfk ok ik ok

LVKj ,0 LFkkiuk dk
1i.k d;

fjokM dk Bi.k 1Hj

viod&tkod Vibi
dk;] Mkd wvikfin  dk
ik dk;

rduhdh dk;



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

S.No. Name Designation Remun Duties
eration
01 Jh,u-,y-xirk Iok;d Hfe Dj{k.k  orfud i'klfud ,0 rduhdh
vikdkjh
02 Jn, 1-dfed Bgk;d xM&nk orfud y[k K[k dk dk;
ty [kakyt

03 Jh chifflg I gkxMé&nk orfud LFkiuk@LVkj@d "k

04 Jh viuz) flg vuj[kd orfud viod@tkod] Vki

05 Jh ekrhyky Xlrk 1 gkxM&riu orfud wvkpfyd ic/kd] dk;k
e viod thod "kk[kk
dk dk; #lyXub

06 Jh vo/kjkt flg 10;j orfud jk'Vh; tyxg.k {k= ,0
Hfe Bj{.k dk;] fo-[k.M
XXO0

07 Jh , efedk 0;j orfud jk'Vh; tyxg.k {k= ,0
Hie Bj{.k dk;] fo-[k.M
XXO0

08 Jh ch, y-"kDyk Jo] | orfud jk'Vh; tyxg.k {i= ,0
Hie Bj{.k dk;] fo-[k.M
XX0

09 Jh x.k'k flg Jo] | orfud jk'Vh; tyxg.k {i= ,0
Hfe Bj{.k dk;] fo-[k.M
fljek

10 Jh ekgu flg 10;j orfud jk'Vh; tyxg.k {k= ,0
Hfe Bj{k.k dk;] fo-[k.M
fljekj

11 Jh Ogh-11-Jhok I 0;j orfud jk'Vh; tyxg.k {k= ,0
Hie Bj{.k dk;] fo-[k.M
tok

12 Jh €Mifllg 10;] orfud jk'Vh; tyxg.k {k= ,0
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Hfe Bj{k.k dk;] fo-[k.M
tok




13 Jh jkeHku kek

14 Jhd i lkn
f)onn

15 Jh xtln cgnj fllg
16 Jh eu’k dekj nc
17 Jh jkey[ku oek

18 Jh ieort oek

19 Jherh Bkfu;k dkNh
20 Jdh jkeef.k "Dyk

orfud

orfud

orfud
orfud
orfud
orfud
orfud

orfud

di'fky ;hu dk;
dk;ky; HR;

JEX{k= uljh MRk
JEX{k= uljh ekMko
JEx-{k= uljh [kk
dk;ky;hu HR; dk;
dk;ky ;hu dk;
Ji=dkyhu M;Vh
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3- Decision Making Processin Graphic Form (One Page) U/S
4.1 (b) (iii)

OFFICE OF SUB DIVISIONAL AGRI. OFFICER. REWA(M.P.)

rduich |
- mi | Tpkyd
Jgid Iplyd viplyd | _laPi ity
ﬁ/kdjkj{h' ‘?Lf"‘li "ol
LFKi uk jihok Jio
U
Vi
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4- A) Time, norm, if decided by the organisation. U/S 4.1(b)(iv)
B) Quality Norms, if decided by the organisation.
C) Quantity target, for the office work to be done in the year.

01 QDI@rij mlh fnu
02  "Klu I ikir i=k dh tudkjh 3 fnol
03 V)"l i= & "Klu Ipk dfk ,o0 wi; 3 fnoll
04  vU; 1=k dh thudkjh 7 fnol
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5- List of Acts, Rules, Regulations Manuals, Circulars

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

Acts NIL

Rules
01- e/;in’ oru fu/kkj.k fu;e

02- e-1-eytkr fu;e

03 1ujn{kr vodk'k fuse

04 e-i-;k=k WUk fuse

05 e-i-fpfdRIk ifjp;k fu;e

06 e-14kMkj @; fuse

07- 1ujhf{kr oru fu/kj.k fu;e 1998
08 egxkb HRrk vrfje jkgr fu;e
09 Rlkekl; Hdfo"; fuf/k fu;e

10 e-i-1'ku fu;e 1976

11 xkiun; ifronu fu;e ,o0 1f@;k

Regulations
"lu dh utfr fu/ij.k d vikkj ij mDr fu;ek dk ikyu djukA

M anuals
01 tkfe Bj{k.k euvyA

Circulars
e/;in" Tkell; ilrd 1fji=A

Contests Downloaded from www.rewanicin



06- Statement of various categories of documents held by it
or under itscontrol U/S 4.1 (b) (vi)

S Name of Kind of Document like Nature and content of Duration of
N. Documents o Regser Document Records
@) 2 ©) (4) ©)
LFkknuk *kk [k
01 Lotdr@Hj in uLrh Londr@Hj ink BECU/k ych voflk rd
dh thudkjh vitky [k ,0 i=kpkj uLrh
02 ok fuokr uLrh depkfj;k dh BokfuoRr ych vof/k rd
BEcU/kh LFkkb uLir
03  depkfj;k dn Bok ok ifLrdk, depkfj;k d Dok vitky [k deplfj;k dh
ifLrdk; IEcU/k fooj.k ok mifLFkfr 1
lok fuokr
fnukd rd
04  depkfj;k db uLrh lok 1 Recfl/kr vitky [k dk  depkfj;k dh
0;f0rxr uLrh /g .K 1= ,0 vkn"k dk Lok mifLFr 1
Ixg lok fuokr
fnukd rd
05 miflFfr 1t it deplfj;k dn ekfld miflFr ekfld
dk fooj.k
06 uLrh jfELVj ith [ky tku okyh ub ufLr;k okf'kd
dk fooj .k
07 oru of) ith it depkfj;k dk oru of) I okfuoRr fnukd
Lotdfr ith rd
08 @ellur uLrh uLrh depkfj;k dn foHkkxh; lokfuofr fnukd
@eklufr BEcU/k tkudkjh rd
09  lok fuokr Bc/h  ulrh lok fuokr Bc/kh thkudkjh I okfuoRr fnukd
rd
10 ofj'Brk 1/j.k uLrh ofj"Brk fu/kj.k Ic/kh I okfuoRr fnukd
clor thudkjh rd
yi[k KKk
11 d%cd ith 0;; fooj.k ych vof/k rd
yxkrkj
12 fey jftLyj ith n;d Hxrku fooj.k ych vofk rd
yxkrkj
13 diview ith fcy dk fooj.k ych vof/k rd
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S. Name of Kind of Document like Nature and content of Duration of
N. Documents R el Document Records
@ @ 4 ®
14 ,D;jul jky it Hkxrku BECU/ ych vof/k rd
yxkrkj
15 pd jftLvj ith pd fooj.k 1th ych vof/k rd
yxkrkj
16 fcy VitV cd ith di'kky; e n;d ilrr dju  ycth vof/k rd
gr ith yxkrkj
17 cd MV jfeLvj it cd MKV dh tkudkjh MKV yceh vof/k rd
viodé&tkod yxkrkj
18 vixe 1th it vixe 1th dVkrh 1.k gku ych vof/k rd
rd yxkrkj
19  vfxe dVkrh ith  ith Lvukt] 2-R;kakj] 3 Nheld; ych vof/k rd
Hkfo"; fuf/k dVkrh ith vkfn  yxkrkj
20 DkHfu-@Mmih, Q- ith depkfj;k dk TkHfu-@Mrir  ych vof/k rd
it ,Q- y[k fooj.k 1t yxkrkj
21 BkHfu- iklled ith b depkjr@vikdiji] ych vof/k rd
vyx&vyx Lfjr dh gkt yxkrkj
gA
22 follikxh; Hfo"; ith prrk J.k depkfj;k dk y[k ych vof/k rd
fuf/k ytj fooj.k 1th yxkrkj
23 fpfdRlk ith ith depkfj;k d fpfdRlk n;d  ych vof/k rd
Hkxrku BECU/ yxkrj
24 k=kn;d it it depkfj;k d ;k=k n;d ych vof/k rd
Hkxriu BEcU/kh yxkrkj
25  (gkmpj uLrh uLrh Hkxrku “knk Ogkmpj uLrh tkgHe 1 yxkrkj
H.MKG Kk [k
26 Hk.Mkj dk Hkfrd  uLrh VLFKb Hk.Mkj d Hkkfrd ikjhk 1 yxkrkj
IR;kiu uLrh IR;kiu BECU/kh
21 @; MecU/Mh ulrh  ulrh lkexh @; dk;okgh uLrh ikjHk 1 yxkrkj
28 viy[ku ilrko uLrh VV&QV Bkexh dh u'V gr ikjhk 1 yxkrkj
uLrh dk; okgh
29 He.Mkj Bkexh 1th ith LFkkb Hk.Mkj Bkexh dk bnkt  ikjHk T yxkrij
30 LVhujh 10 it di;ky; mizkx gr LVi&ugh  akgHe B yxkrij
31 onh @; ith 1th prik 3.k depkfj;k dkont 1kjHk T yxkrkj
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S. Name of Kind of Document like Nature and content of Duration of

N. Documents R el Document Records

@ @ ©) 4 ®

32 feeyhn;d ith ith dk;ky; dk fctyh n;d ikjhk 1 yxkrkj
Hkxrku

33 diT;efcy 1th ith Lkell; mi;kx dh Bkexh ikjhk b yxkrkj
2; Nex

4 felyfu; 1 1th  ith Bkek); g.M fjHnV binkt ikjhk 1 yxkrkj
it

3B Le-imViI&6 1th jlin cd jfELvj ikjik 1 yxkrkj

it
36 elVj jky 1th ith eLVj jky blnkt 1th ikjHk 0 yxkrkj
37 Hou fdjk;k 1€h 1th tkou fdjk;k n;d bunkt ith ikjhk T yxkrkj

rduhdh "kk[kk

38 od pktith ith ;keuk BEcU/M n;dk d tkp  akghk B yxkrkj
mijkr bnkt
39  rdutdh Lodfr  ith vikdkj {k= d virxr ikjhk 1 yxkrkj
it rduhdh Lotdfr dk;
40 i'lkidh; Lodfr ith vikdkj {k= d virxr ikjHk 1 yxkrkj
it rduhdh Lotdfr dk;
41 ktuk 1t ith ofj"Bky; Lotdfr i"pkr ikjhk 1 yxkrkj

skeukvk dk bnkt
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7- |- Structure of consultative committees in which public
representatives are membersincluding

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)

I Proceedings, Minutes of the Meetings (copy to be made available and be
given in the electronic from with hypertext link)

NIL
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08-

| Name of the Board, Council, Committees etc. including
members and their qualifications. (Original text to be given in
electronic form) U/S4.1 (b) (viii)

S.No. Nameof theBody| Name of the| Qudlifications
members

NIL

[1 Order of the formation
(original text to be given in electronic from and to be hyper linked)

[11 Charter/Memorandum of Articles of Association.
(Original text to be given in electronic from and to be hyper linked)

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

V Whether open to public or not

VI Availability of the proceedings /minutes of the last meetings (Original text
to be given chronologically in electronic from and to be hyper linked)

NIL
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9. Directory of the officers and employees (to be linked with treasury data
bank) U/S4.1 (b) (ix)

SN. Name Designation Address& Contact No., if any

01 Jh ,u-,y-xlrk Igk;d Hfe difr@kfir d ikl fuifu;k] jhok
Ij{k.k vikdkjh

02 Jh,I1-dfed Igk;d xM&nk , yvib-th- 3@27@310] ug: uxj
Iy [Kkakyh Jhok

03 Jh ci-itflg I gk-xM&nk ,YVib-th- 3@27@310 ug : uxj]

Jhok

04 Jhvfu:) flg vuj[kd ,evib-th- 5] 1)e/kj dkykuh jhok

05 Jh ekrhyky xIrk I gk-xM&rriu ,evib-th- 14] 1)e/kj dkykuh jhok

06 Jh vo/kjkt flg lo;] fo-[k.M xxo] jhok

07 Jn ,e-infedk lo;] fo-[k.M xxo] jhok

08 Jh cf-,y-"kDyk lo;j fo-[k.M Xxxo] jhok

09 Jh x.k flg lo;j fo-[k.M fHjekj] jhok

10 Jh ekgu flg lo;j fo-[k.M fHjekj] jhok

11 Jh Ogh-ih-Jhokl lo;j fo-[k.M tok] jhok

12 Jh tMfllg lo;] fo-[k.M tok] jhok

13 Jh jkeku “kek HR ; IMjK] jhok

14 Jhd: ki lknf)onh  HR; fhjekj pkjkgk] jhok

15 Jh xtln cginj flg pueu JEX-{k= MHkgk ul jh

16 Jh eul'k dekj nc pueu JEx-{k= ekMko ul jh

17 Jh jkey[ku oek pueu JEx-{k= [kjk uljh

18 Jh 1eorh oek pueu fpjgyk dkykun jhok

19 Jterh Ikfu;k diNh  pueu dBfy ;K jhok

20 Jh jktef.k "kDyk pkdinkj <dgk| jhok
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10- Monthly remuneration and compensation (to be linked with
treasury Data Bank) U/S4.1 (b) (x)

01- Office Staff

SN Name Remuneration Compensation
Gross Amount

00 Jh,u-,yxIrk 1359500 &
02 Jh, 1-dfed 810900 &
03 Jh chifflg 8477.00 &
04 Jh ekrhyky xIrk 7161.00 &
05  Jhviuz) flg 679000 &
06 Jh vokjkt flg 964700 &
07 Jhelklnu i lkn fedk 984400 &
08 Jhch,y-"kDyk 929300 &
09  Jh x.k flg 9450.00 &
10 Jh ekgu flig 929300 &
11 Jh Oghif-Jhokl 9450.00 &
12 Jn tMfllg 945000 &
13 JktHkku "lek 514200

14 Jhdz .Mk ilkn f)onh 5047-00

15 Jh xtln cgknj flg 590500

16 Jh eut'k dekj nc 4976.00

17 Jb jkey[ku oek 5126:00

18 Jh ieorh oek 480400

19 Jherh Bkfu;k dkNh 413300

20 Jh jktef.k "Oyk 551600
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11- Annual Budget allocation and Expenditure statement (to be
linked with treasury Data Bank ( U/S 4.1(b) (xi)

S. Budget Head Name of work Yer Allocation  Expenditure

No.

01 Plan oru HkUk ,0 2005-06  590000.00 938192.00
13-2402-00-102- 0101-3142  AfVUTEUHN

02 80-4402-00-800 0101 - ekb@kekbUJ 2005-06  500000.00 -
3478-42-007 il pkb ;kEuk:

03 13-2401-00-800-0701 - Hk&ty 1o/ku 2005-06 45000.00 -
1580-32-000 -kuk
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12- Programmes and beneficiaries U/S4.1 (b) (xii)

A List of the Programmes (in electronic from)

B Norms for selection of the beneficiary (origina text of the circular to be
given in electronic form)

C Detailed Information

S Name of the Administrative Y ear Amt. No. of
No. Programme Department Allocated Beneficiaries
@ 2 3 4 ©) (6)
01 H&ty lo%u Ipkyd df'k Hkiky 2005&06  45000-00
02 ekb@kekbuj Ipkyd df'k Hkiky 2005&06  500000-00
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13- List of the recipients and nature of concession U/S 4.1(b)
(xiii)

S.No. Nature of | Name Address | Year
concession

Kind of | Approximate
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)

SN Categories Hard Copy Electronic Form
1 055 Hykut fiykih
2 rdundh tkudkjh Tykin
3 okgu Rc/i fiykih
4 ctv Tykin
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15- Facility available (liabrary, Public counter etc.) to citizen for

information U/S 4.1(b) (xv)

SN | Facility Name of In charge | Duration of opening | Contract No.
(time to be given) Telephone
No.
&
NIL
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16- Information about the Pl O/Designation/\WWorking experience
U/S4.1(b) (xvi)

Name : Jh chikfllg

Designation o Igk;d xM&nk

Tel. No. &

E-mail Address &

Placeof Work and Address  :  dk;ky; Igk;d tkfe Bj{k.k vi/kdkjh icgM: jhok
Contract hours for public ;10130 Bcg 1 05130 “kke rd
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17- Any other information in citizen related facilities U/S 4.1 (b)
(xvii)

NIL
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