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dk;kZy; lgk;d Hkwfe laj{k.k vf/kdkjh 
csgM+ d`";dj.k ;kstuk] jhok¼e-i z-½ 

1.A 
lajpukRed <kapk (Organizational Set up) 

 
 
OFFICE OF THE ASSISTANT SOIL CONSERVATON OFFICER 

(R.R.S.) REWA(M.P.) 
 

01 ofj"B d`f"k fodkl vf/kdkjh  05 in 
02 ekufp=dkj  01 in 
03 ys[kkiky  01 in 
04 lgk;d xzsM&nks  01 in 
05 lgk;d xzsM&rhu  01 in 
06 vuqjs[kd  01 in 
07 losZ;j  15 in 
08 pSueSu  05 in 
09 Hk̀R;  02 in 
10 pkSdhnkj  1 in 
11 fu;fer uSfefÙkd okgu pkyd  1 in 
  ;ksx 35 in 

 
 
 
 
 
 
 
 
 
 
 
 

 

A.S.C.O. (R.R.S.) REWA 

ACCOUNTANT  
Asst.Grade-II 

 

DRAFTSMAN 
SENIOR AGRICULTURE 

DEVELOPMENT OFFICER  

 

Asst. Grade -II 

 

Asst. Grade IIIrd 

 

Tracer 
 

Surveyor 

 

Chainman  

 

Peon  
 

Chaukidar  
Contg. Jeep   

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

S.No. Unit/Section  Designation  Functions performed  

 
01 

 
Administrative Section  

  

 Jh ,u-,y-xqIrk  
 
 
 
 

lgk;d Hkwfe laj{k.k 
vf/kdkjh  

iz'kklfud ,oa rduhdh 
milaHkkx dk laiw.kZ 
fu;a=.k  

02 ys[kk    
 Jh ,l-ds-feJ 

 
 

ys[kkiky  ys[kk d{k dk laiw.kZ dk;Z  

03 LVksj@LFkkiuk   
 Jh ch-ih-flag  

 
 

lgk;d xzsM&nks  LVksj ,oa LFkkiuk dk 
laiw.kZ dk;Z  

04 fjdkMZ :e    
 Jh ch-ih- flag  

 
 

lgk;d xzsM&nks  fjdkMZ dk laiw.kZ izHkkj  

05 vkod@tkod Vkbi    
 Jh vfu:) flag  

 
 
 

Vªslj  vkod&tkod Vkbi 
dk;Z] Mkd vkfn dk 
laiw.kZ dk;Z  

06 rduhdh    

 Jh vkj-ih-f)osnh ekufp=dkj  rduhdh dk;Z  
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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)(ii)  

 
S.No. Name Designation Remun 

eration 
Duties  

01 Jh ,u-,y-xqIrk  lgk;d Hkwfe laj{k.k 
vf/kdkjh  

oSrfud iz'kklfud ,oa rduhdh   

02 Jh ,l-ds-feJ  lgk;d xzsM&nks 
¼ys[kkiky½ 

oSrfud ys[kk 'kk[kk dk dk;Z 

03 Jh ch-ih-flag  lgk-xzsM&nks  oSrfud LFkkiuk@LVksj@dS'k  

04 Jh vfu:) flag  vuqjs[kd  oSrfud vkod@tkod] Vki  

05 Jh eksrhyky xqIrk  lgk-xzsM&rhu  oSrfud vk¡pfyd izca/kd] dk;kZ- 
esa vkod tkod 'kk[kk 
dk dk;Z ¼layXu½  

06 Jh vo/kjkt flag  losZ;j  oSrfud jk"Vªh; tyxzg.k {ks= ,oa 
Hkwfe laj{k.k dk;Z] fo -[k.M 
xaxso 

07 Jh ,e-ih-feJk  losZ;j  oSrfud jk"Vªh; tyxzg.k {ks= ,oa 
Hkwfe laj{k.k dk;Z] fo -[k.M 
xaxso 

08 Jh ch-,y-'kqDyk  losZ;j  oSrfud jk"Vªh; tyxzg.k {ks= ,oa 
Hkwfe laj{k.k dk;Z] fo -[k.M 
xaxso 

09 Jh x.ks'k flag  losZ;j  oSrfud jk"Vªh; tyxzg.k {ks= ,oa 
Hkwfe laj{k.k dk;Z] fo -[k.M 
fljekSj  

10 Jh eksgu flag  losZ;j  oSrfud jk"Vªh; tyxzg.k {ks= ,oa 
Hkwfe laj{k.k dk;Z] fo -[k.M 
fljekSj  

11 Jh Ogh-ih-Jhokl  losZ;j  oSrfud jk"Vªh; tyxzg.k {ks= ,oa 
Hkwfe laj{k.k dk;Z] fo -[k.M 
tok 

12 Jh ts-Mh-flg losZ;j  oSrfud jk"Vªh; tyxzg.k {ks= ,oa 
Hkwfe laj{k.k dk;Z] fo -[k.M 
tok 
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13 Jh jktHkku 'kekZ  Hk̀R;  oSrfud dks"kky;hu dk;Z  

14 Jh d:.kk izlkn 
f)osnh  

Hk̀R;  oSrfud dk;kZy; Hk̀R;  

15 Jh xtsUnz cgknqj flag  pSueSu  oSrfud jk-t-xz-{ks= ulZjh MHkkSjk  

16 Jh euh"k dqekj nqcs  pSueSu  oSrfud jk-t-xz-{ks= ulZjh ekMkSo  

17 Jh jkey[ku oekZ  pSueSu  oSrfud jk-t-xz-{ks= ulZjh [kSjk  

18 Jh izseorh oekZ  pSueSu  oSrfud dk;kZy;hu Hk`R; dk;Z  

19 Jherh lksfu;k dkNh  pSueSu  oSrfud dk;kZy;hu dk;Z  

20 Jh jktef.k 'kqDyk  pkSdhnkj  oSrfud jkf=dkyhu M~;wVh  
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3- Decision Making Process in Graphic Form (One Page) U/S 
4.1 (b) (iii)  

 
 

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

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
rduhdh 

 
 
 

lgk;d 
Hkwfe laj{k.k 
vf/kdkjh 
jhok    

 

LFkkiuk 
ys[kk 
LVksj 

 
 

mi 
lapkyd 
d`f"k 
jhok   

 
 
 

vk¡pfyd 
izcU/kd 
jhok    

 
 

lapkyd 
d`f"k Hkksiky 



 

Contests Downloaded from www.rewa.nic.in  

6 

 
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 QSDl@rkj mlh fnu 

02 'kklu ls izkIr i=ksa dh tkudkjh 3 fnol  

03 v)Z'kk- i= tks 'kklu lapk- d̀f"k ,oa vU; 3 fnol 

04 vU; i=ksa dh tkudkjh  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/;izns'k osru fu/kkZj.k fu;e  

02- e-iz-ewyHkwr fu;e  

03- iqujhf{kr vodk'k fu;e  
04- e-iz-;k=k HkÙkk fu;e  

05- e-iz-fpfdRlk ifjp;kZ fu;e 
06- e-iz-HkaMkj Ø; fu;e 
07- iqujhf{kr osru fu/kkZj.k fu;e 1998 

08- eagxkbZ HkRrk varfje jkgr fu;e 

09- lkekU; Hkfo"; fuf/k fu;e 

10- e-iz-isa'ku fu;e 1976 
11- xksiuh; izfrosnu fu;e ,oa izfØ;k 

 
Regulations  

'kklu dh uhfr fu/kkZj.k ds vk/kkj ij mDr fu;eksa dk ikyu djukA  
 
 
Manuals  

01- Hkwfe laj{k.k eSuqvyA  
 

 
Circulars  

e/;izns'k lkekU; iqLrd ifji=A  
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06- Statement of various categories of documents held by it 
or under its control U/S 4.1 (b) (vi)  

S. 
N. 

Name of 
Documents 

Kind of Document like 
Microfilm, Register, 
Books, Diskette etc. 

Nature and content of 
Document 

Duration of 
Records  

(1) (2) (3) (4) (5) 

  
LFkkiuk 'kk[kk  

   

01 Lohd`r@Hkjs in 
dh tkudkjh  

uLrh  Lohd`r@Hkjs inksa lEcU/kh 
vfHkys[k ,oa i=kpkj uLrh  

yach vof/k rd  

02 lsok fuo`Rr  uLrh  deZpkfj;ksa dh lsokfuo`Rr 
lEcU/kh LFkkbZ uLrh  

yach vof/k rd  

03 deZpkfj;ksa dh lsok 
iqfLrdk;sa  

lsok iqfLrdka,  deZpkfj;ksa ds lsok vfHkys[k 
lEcU/k fooj.k  

deZpkfj;ksa dh 
lsok mifLFkfr ls 
lsok fuo`Rr 
fnukad rd  

04 deZpkfj;ksa dh 
O;fDrxr~ uLrh  

uLrh  lsok ls lEcfU/kr vfHkys[kksa dk 
la/kkj.k] i= ,oa vkns'kksa dk 
laxzg  

deZpkfj;ksa dh 
lsok mifLFkfr ls 
lsok fuo`Rr 
fnukad rd 

05 mifLFkfr iath  iath  deZpkfj;ksa dh ekfld mifLFkfr 
dk fooj.k  

ekfld  

06 uLrh jftLVj  iath  [kkys tkus okyh ubZ ufLr;ksa 
dk fooj.k  

okf"kZd  

07 osru o`f) iath iath deZpkfj;ksa dk osru o`f) 
Lohd`fr iath 

lsokfuo`Rr fnukad 
rd  

08 ØeksUur uLrh  uLrh deZpkfj;ksa dh foHkkxh; 
ØeksUufr lEcU/kh tkudkjh  

lsokfuo`Rr fnukad 
rd 

09 lsok fuo`Rr lca/kh  uLrh lsok fuòRr lca/kh tkudkjh  lsokfuo`Rr fnukad 
rd 

10 ofj"Brk la/kkj.k 
ckor~  

uLrh ofj"Brk fu/kkZj.k lca/kh 
tkudkjh  

lsokfuo`Rr fnukad 
rd 

  
ys[kk 'kk[kk  

   

11 dS'k cqd  iath  O;; fooj.k  yach vof/k rd 
yxkrkj  

12 fcy jftLVj  iath  ns;d Hkqxrku fooj.k  yach vof/k rd 
yxkrkj  

13 dUVhtsUV  iath  fcy dk fooj.k  yach vof/k rd 
yxkrkj  
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S. 
N. 

Name of 
Documents 

Kind of Document like 
Microfilm, Register, 
Books, Diskette etc. 

Nature and content of 
Document 

Duration of 
Records  

(1) (2) (3) (4) (5) 

14 ,D;wjsUl jksy  iath  Hkqxrku lEcU/kh  yach vof/k rd 
yxkrkj  

15 psd jftLVj  iath  psd fooj.k iath  yach vof/k rd 
yxkrkj  

16 fcy VªkaftV cqd  iath  dks"kky; esa ns;d izLrqr djus 
gsrq iath  

yach vof/k rd 
yxkrkj  

17 cSad Mªk¶V jftLVj iath  cSad Mªk¶V dh tkudkjh ¼Mªk¶V 
vkod&tkod½  

yach vof/k rd 
yxkrkj  

18 vfxze iath  iath  vfxze iath dVkSrh iw.kZ gksus 
rd  

yach vof/k rd 
yxkrkj  

19 vfxze dVkSrh iath  iath  1-vukt] 2- R;kSgkj] 3- lkekU; 
Hkfo"; fuf/k dVkSrh iath vkfn 

yach vof/k rd 
yxkrkj  

20 lk- Hk- fu-@Mh-ih-,Q- 
iath  

iath  deZpkfj;ksa dk lk- Hk- fu -@Mh-ih-
,Q- ys[kk fooj.k iath 

yach vof/k rd 
yxkrkj  

21 lk- Hk- fu- iklcqd  iath  lHkh deZpkjh@vf/kdkjh] 
vyx&vyx la/kkfjr dh tkrh 
gSA 

yach vof/k rd 
yxkrkj  

22 foHkkxh; Hkfo"; 
fuf/k ystj  

iath  prFkZ Js.kh deZpkfj;ksa dk ys[kk 
fooj.k iath  

yach vof/k rd 
yxkrkj  

23 fpfdRlk iath  iath deZpkfj;ksa ds fpfdRlk ns;d 
Hkqxrku lEcU/kh  

yach vof/k rd 
yxkrkj 

24 ;k=k ns;d iath iath deZpkfj;ksa ds ;k=k ns;d 
Hkqxrku lEcU/kh  

yach vof/k rd 
yxkrkj 

25 Ogkmpj uLrh  uLrh  Hkqxrku 'kqnk Ogkmpj uLrh  izkjaHk ls yxkrkj  

  
Hk.Mkj 'kk[kk 

   

26 Hk.Mkj dk HkkSfrd 
lR;kiu uLrh  

uLrh  vLFkkbZ Hk.Mkj ds HkkSfrd 
lR;kiu lEcU/kh  

izkjaHk ls yxkrkj 

27 Ø; lEcU/kh uLrh  uLrh  lkexzh Ø; dk;Zokgh uLrh  izkjaHk ls yxkrkj 

28 viys[ku izLrko 
uLrh  

uLrh  VwVs&QwVs lkexzh dh u"V gsrq 
dk;Zokgh  

izkjaHk ls yxkrkj 

29 Hk.Mkj lkexzh iath iath  LFkkbZ Hk.Mkj lkexzh dk banzkt  izkjaHk ls yxkrkj 

30 LVs'kujh iath  iath  dk;kZy; mi;ksx gsrq LVs'kujh   izkjaHk ls yxkrkj 

31 onhZ Ø; iath  iath  prqFkZ Js.kh deZpkfj;ksa dks onhZ 
iznk; lEcU/kh  

izkjaHk ls yxkrkj 
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S. 
N. 

Name of 
Documents 

Kind of Document like 
Microfilm, Register, 
Books, Diskette etc. 

Nature and content of 
Document 

Duration of 
Records  

(1) (2) (3) (4) (5) 

32 fctyh ns;d iath  iath  dk;kZy; dk fctyh ns;d 
Hkqxrku  

izkjaHk ls yxkrkj 

33 dUT;wesfcy iath iath  lkekU; mi;ksx dh lkexzh 
¼Ø; lkexzh½ 

izkjaHk ls yxkrkj 

34 felysfu;l iath  iath  lkekU; gS.M fjlhIV baUnzkt 
iath  

izkjaHk ls yxkrkj 

35 ,e -ih-Vh-lh-&6 
iath  

iath  jlhn cqd jftLVj  izkjaHk ls yxkrkj 

36 eLVj jksy iath  iath  eLVj jksy baUnzkt iath  izkjaHk ls yxkrkj 

37 Hkou fdjk;k iath  iath  Hkou fdjk;k ns;d baUnzkt iath  izkjaHk ls yxkrkj 

  
rduhdh 'kk[kk  

   

38 odZ pktZ iath  iath  ;kstuk lEcU/kh ns;dksa ds tkap 
mijkar banzkt  

izkjaHk ls yxkrkj 

39 rduhdh Lohd`fr 
iath  

iath  vf/kdkj {ks= ds vUrxZr~ 
rduhdh Lohd`fr dk;Z  

izkjaHk ls yxkrkj 

40 iz'kkldh; Lohd`fr 
iath  

iath  vf/kdkj {ks= ds vUrxZr~ 
rduhdh Lohd`fr dk;Z  

izkjaHk ls yxkrkj 

41 ;kstuk iath  iath  ofj"Bky; Lohd`fr i'pkr~ 
;kstukvksa dk bUnzkt  

izkjaHk ls yxkrkj 

     
 
 



 

Contests Downloaded from www.rewa.nic.in  

11 

7- I- Structure of consultative committees in which public 
representatives are members 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)  

 
II  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-  
 
I 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  

    

 NIL   

    

 
 
 
II Order of the formation  
(original text to be given in electronic from and to be hyper linked)  
 
III 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/S 4.1 (b) (ix)  

 

S.N.  Name Designation  Address & Contact No., if any  

01 Jh ,u-,y-xqIrk  lgk;d Hkwfe 
laj{k.k vf/kdkjh  

dhfrZØkfUr ds ikl] fuifu;k] jhok  

02 Jh ,l-ds-feJ  lgk;d xzsM&nks 
¼ys[kkiky½ 

,y-vkbZ-th- 3@27@310] usg: uxj 
jhok  

03 Jh ch-ih-flag  lgk-xzsM&nks  ,y-vkbZ-th- 3@27@310 usg: uxj] 
jhok 

04 Jh vfu:) flag  vuqjs[kd  ,e-vkbZ-th- 5] i)e/kj dkWyksuh jhok  

05 Jh eksrhyky xqIrk  lgk-xzsM&rhu  ,e-vkbZ-th- 14] i)e/kj dkWyksuh jhok 

06 Jh vo/kjkt flag  losZ;j  fo-[k.M -xaxso] jhok  

07 Jh ,e-ih-feJk  losZ;j  fo-[k.M -xaxso] jhok  

08 Jh ch-,y-'kqDyk  losZ;j  fo-[k.M -xaxso] jhok  

09 Jh x.ks'k flag  losZ;j  fo-[k.M fljekSj] jhok  

10 Jh eksgu flag  losZ;j  fo-[k.M fljekSj] jhok  

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

12 Jh ts-Mh-flg losZ;j  fo-[k.M tok] jhok  

13 Jh jktHkku 'kekZ  Hk̀R;  iM+jk] jhok  

14 Jh d:.kk izlknf)osnh  Hk̀R;  fljekSj pkSjkgk] jhok  

15 Jh xtsUnz cgknqj flag  pSueSu jk-t-xz-{ks= MHkSjk ulZjh  

16 Jh euh"k dqekj nqcs  pSueSu jk-t-xz-{ks= ekMkSo ulZjh 

17 Jh jkey[ku oekZ  pSueSu jk-t-xz-{ks= [kSjk ulZjh 

18 Jh izseorh oekZ  pSueSu fpjgqyk dkWyksuh jhok  

19 Jherh lksfu;k dkNh  pSueSu dqBqfy;k] jhok  

20 Jh jktef.k 'kqDyk  pkSdhnkj  <sdgk] jhok  
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10- Monthly remuneration and compensation (to be linked with 
treasury Data Bank) U/S 4.1 (b) (x)  

 
01- Office Staff  
 

Remuneration S.N Name  
Gross Amount 

Compensation  

01 Jh ,u-,y-xqIrk  13595-00 & 

02 Jh ,l-ds-feJ  8109-00 & 

03 Jh ch-ih-flag  8477-00 & 

04 Jh eksrhyky xqIrk 7161-00 & 

05 Jh vfu:) flag 6790-00 & 

06 Jh vo/kjkt flag  9647-00 & 

07 Jh e/kqlwnu izlkn feJk  9844-00 & 

08 Jh ch-,y-'kqDyk  9293-00 & 

09 Jh x.ks'k flag  9450-00 & 

10 Jh eksgu flag  9293-00 & 

11 Jh Ogh-ih-Jhokl  9450-00 & 

12 Jh ts-Mh-flg 9450-00 & 

13 Jh jktHkku 'kekZ  5142-00  

14 Jh d:.kk izlkn f)osnh  5047-00  

15 Jh xtsUnz cgknqj flag  5905-00  

16 Jh euh"k dqekj nqcs  4976-00  

17 Jh jkey[ku oekZ  5126-00  

18 Jh izseorh oekZ  4804-00  

19 Jherh lksfu;k dkNh  4133-00  

20 Jh jktef.k 'kqDyk  5516-00  
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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. 
No. 

Budget Head Name of work Year Allocation Expenditure  

01 Plan  

13-2402-00-102- 0101-3142 

osru HkÙks ,oa 
dfUVutsUlh  

2005-06 590000.00 938192.00 

02 80-4402-00-800 0101 -
3478-42-007 

ekbØksekbuj 
¼flapkbZ ;kstuk½ 

2005-06 500000.00 – 

03 13-2401-00-800-0701 -
1580-32-000 

Hkw&ty lao/kZu 
;kstuk  

2005-06 45000.00 – 
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12- Programmes and beneficiaries U/S 4.1 (b) (xii)  
 
A List of the Programmes (in electronic from)  
B Norms for selection of the beneficiary (original text of the circular to be 
given in electronic form)  
 
C Detailed Information  
 

S 
No. 

Name of the 
Programme 

Administrative 
Department 

Year Amt. 
Allocated 

No. of 
Beneficiaries 

(1) (2) (3) (4) (5) (6) 

01 Hkw&ty lao?kZu  lapkyd d`f"k Hkksiky  2005&06 45000-00  

02 ekbØksekbuj lapkyd d`f"k Hkksiky  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 

concession  
Name Address  Year Kind of 

support 
Approximate 
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- O;; ¼Iyku½ ¶ykih  

2- rduhdh tkudkjh  ¶ykih  

3- okgu lca/kh  ¶ykih  

4- ctV ¶ykih  
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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 
(time to be given)  

Contract No. 
Telephone 
No.  

   

 

 

 

NIL 

 

 

 
 

 & 
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16- Information about the PIO/Designation/Working experience 
U/S 4.1(b) (xvi)  

 
 

Name  : Jh ch-ih-flag  

Designation : lgk;d xzsM&nks  

Tel. No.  : & 

E-mail Address  : & 

Place of Work and Address  : dk;kZy; lgk;d Hkwfe laj{k.k vf/kdkjh ¼csgM+½ jhok  

Contract hours for public  : 10%30 lqcg ls 05%30 'kke rd  
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17- Any other information in citizen related facilities U/S 4.1 (b) 

(xvii)  
 
 
 
 
 

NIL 
 
 
 
 
 
 
 


