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ËŭõĂõ 1 

ƵŻêĂûîĂ 
 

Chapter1 

Introduction 
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1.1. Ûć ðõĂ žŽêðą˛ŽêÛĂ Ư̂ ðćʾóĆ˒ô ðö ƷÛĂü  çĂøɄ ( þĆàîĂ ÛĂ Ë˒íÛĂö Ë˒íˑîõô -2005)।  
1.1. Please throw light on the background of this hand-book ( Right to Information Act 

� 2005). 
 
1.2. žŽêðą˛ŽêÛĂ ÛĂ Ïʤ̀Żõ। 
1.2. Objective / purpose of this hand-book 
 
1.3. õÿ žŽêðą˛ŽêÛĂ ˏÛî ʵ˓ɪõɐ / þÉŽëĂîɐ / þÉÝæîɐ ÍŬõĂːì Û̀ ˓øõċ ÏðõďÝĄ ÿČģ 
1.3. Who are the intended users of this hand-book? 
 
1.4. ÿŽêðą˛ŽêÛĂ ÛĂ ƷĂȷð । 
1.4. Organisation of the  information in this hand-book  
 
1.5. ðăöóĂýĂÕÉ (Ûć ðõĂ žŽêðą˛ŽêÛĂ ôɄ ƷõďÝ Ûö̙ ÝõĄ üųìĂûøĄ Ûď ðĂăöóĂˑýत Ûö́)ģ 
1.5. Definitions (Please provide definitions of various terms used in the hand-book). 
 
1.6. žŽêðą˛ŽêÛĂ ôɄ þôĂõď˓âê ˑûýõɐ Û̀ þÉòÉí ôɄ ˑûŽêćê âĂîÛĂö̙ êëĂ ËŰõ âĂîÛĂăöõɐ Û̀ ˓øõċ 

þÉðÛŘ  ʵ˓ɪ। 
1.6. Contact person in case some body wants to get more information on topics covered  

in the hand-book as well as other information also. 
 
1.7. žŽêðą˛ŽêÛĂ ôɄ Ïðøųí âĂîÛĂö̙  Û̀ Ëˑêăöɪ þĆàîĂ ƷĂʰ Ûöîċ Ư̂ ˑû˒í ÕûÉ üąŸÛ ģ 
1.7. Procedure and Fee Structure for getting information not available in the hand-book. 
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ËŭõĂõ - 2 ( ôČîąËø � 1) 

þÉÝæî Ûˡ ̀û̃ǘʺõĂÉ, Ûć Ūõ�ÕûÉ�ÛêŘr  
 

Chapter-2 (Manual � 1) 

Particulars of Organization, Functions and Duties 
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2.1. øďÛ ƷĂ˒íÛöé Û̀ Ïʤ̀Żõ� 
2.1. Objective/purpose of the public authority. 
 
2.2. øďÛ ƷĂ˒íÛöé ÛĂ�˒ôüî / ˑûâî� 
2.2. Mission / Vision Statement of the public authority. 
 
2.3.   øďÛ ƷĂ˒íÛöé ÛĂ þÉ˔Ŗʰ ÍˑêÿĂþ  Úö ÍþÛ̀ Ýæî ÛĂ ƷþÉÝ  
2.3.   Brief history of the public authority and context of its formation. 
 
2.4. øďÛ ƷĂ˒íÛöé Û̀�ÛêŘʵ� 
2.4. Duties of the public authority. 
 
2.5. øďÛ ƷĂ˒íÛöé Û̀�ôąŞõ�Ûć Ŭõ� 
2.5. Main activities/functions of the public authority. 
 
2.6. øďÛ ƷĂ˒íकरण ʜĂöĂ�Ʒìʕ�þċûĂɝ�Ư̂�þĆàĄ�ÕûÉ�ÏîÛĂ þÉ˔Ŗʰ�ˑûûöéģ 
2.6. List of services being provided by the public authority with a brief write-up on them. 
 
2.7. øďÛ ƷĂ˒íÛöé� Û̀ ˑûóʭ� Žêöɐ� �üĂþî, ˑîì̀üĂøõ, ŖċƲ, ˓âøĂ, ųøĂÛ Ìːì)�पर þÉÝæîĂŬôÛ  

èĂÉàĂ(âÿĂÈ øĂÝĆ ÿď) 
2.7. Organizational Structure Diagram at various levels namely State, directorate, region 

district, block etc (whichever is applicable). 
 
2.8. øďÛ ƷĂ˒íÛöé ��Ư̂�ÛĂõŘìŖêĂ�òĜĂîċ�ÿċêą�जन þÿõďÝ Ư̂ ËðċŖĂÕÉ� 
2.8. Expectation of the public authority from the public for enhancing its effectiveness 

and efficiency. 
 
2.9 जन þÿõďÝ þąˑî˗ʶê Ûöîċ Û̀ ˓øõċ ˑû˒í / ʵûŽëĂ 
2.9 Arrangments and methods made for seeking public participation/ contribution. 
 
2.10. âî  þċûĂɝ Û̀ Ëîąǁûé ÕûÉ ˓üÛĂõêɐ Û̀ ˑîöĂÛöé Ư̂ ʵûŽëĂ  
2.10. Mechanism available for monitoring the service delivery and public grievance 

resolution. 
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2.11. ôąŞõ ÛĂõĂŘøõ êëĂ ˑû˓óʭ Žêöɐ पर ÛĂõĂŘøõɐ Û̀ ðêċ ( Ûć ðõĂ ðêɐ ÛĂ âîðìûĂö ûÝȼÛöé Ûö́) 

। 
2.11. Addresses of the main office and other offices at different levels. (Please categorise 

the addresses district wise for facilitating the understanding by the user). 
 
 
2.12 ÛĂõĂŘøõ Û̀ Üąøîċ ÛĂ समय  : 
 ÛĂõĂŘøõ Û̀ òŰì ÿďîċ ÛĂ समय : 
2.12 Morning hours of the office : 

Closing hours of the office : 
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ËŭõĂõ  - 3 (ôČîąËø � 2) 

Ë̂íÛĂăöõɎ Úö ÛôŘàĂăöõɎ Ûˡ श̂ɨõĂÉ ÕûÉ ÛêŘʳ,  
 

Chapter � 3 (Manual � 2) 

Powers and Duties of Officers and Employees  
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3.1 Ûć ðõĂ ˑîʳ ƷĂȸð ðö Ë˒íÛĂăöõɐ ÕûÉ ÛôŘàĂăöõɐ Ư̂ ü˓ɪõɐ ÕûÉ ÛêŘʵ ÛĂ ˑûûöé Ïðøųí 

ÛöĂÕÉģ 
 
ðì ÛĂ îĂô  

 
ƵüĂþÛˡõ 1. 

2. 
3. 
.. 
.. 
.. 

̀û̂ʓõ 1. 
2. 
3. 
.. 
.. 
.. 

ü̂ɨõĂÈ  
 

ËŮõ 
 

1. 
2. 
3. 
.. 
.. 
.. 

ÛêŘʳ 1. 
2. 
3. 
.. 
.. 
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3.1 Please provide details of the powers and duties of officers and employess of the      

organization. 
 
 
Designation  

 
Administrative 1. 

2. 
3. 
.. 
.. 
.. 

Financial 1. 
2. 
3. 
.. 
.. 
.. 

Powers  
 

Others 
 

1. 
2. 
3. 
.. 
.. 
.. 

Duties 1. 
2. 
3. 
.. 
.. 
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ËŭõĂõ  - 4 (ôČîąËø � 3) 

Ûć ŪõɎ Û˹ ̀îûĂŘÿî ÿ˹êą ̀îõô, ̀û̀îõô, Ëîąì˹ü, ̀îì˻̃üÛĂ Úö Ë̃óøċÜ 
 

Chapter - 4 (Manual � 3) 

Rules, Regulations, Instructions, Manual and Records, for 
Discharging Functions
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4.1. øďÛ Ʒ˒íÛĂöण  ËëûĂ ÏþÛ̀ Ë˒íÛĂăöõɐ ÕûÉ Û˸ôõɐ ʜĂöĂ Ëðîċ Ûć Ŭõɐ Û̀ ˑîûĂŘÿî Û̀ ˓øõċ íĂăöê êëĂ 
ƷõďÝ ˏÛõċ âĂîċ ûĂøċ ˑîõô, ˑûˑîõô, Ëîąì̀ü, ˑîì͂˓üÛĂ Úö Ë˓óøċÜ Ư̂ þĆàĄ ˑîʳ ƷĂȸð ðö ƷŽêąê 
ÛöĂÕÉ ( õÿ þĆàîĂ ƷŬõċÛ Ë˓óøċÜ Û̀ ˓øõċ ðćëÛ þċ ƷŽêąê Ûö́) 

 
 Ë̃óøċÜ ÛĂ ƵÛĂö  
 

Ë̃óøċÜ ÛĂ îĂô 

 
 

̀îʱ ôċ þċ ˿ÛþĄ एक ƵÛĂö Ûď àąîċ 
(̀îõô, ̀û̀îõô, Ëîąì˹ü,  
̀îì˻̃üÛĂ, Ë̃óøċÜ, ËŮõ) 

Ë̃óøċÜ ÛĂ þÉ̃Ŗʮ ðăöàõ  

 
 
 

ðêĂ: 
 
ȸöóĂý:                    
 
ĝ˹śþ : 
 
ई० ôċø० 
 

̀îõô, ̀û̀îõô, Ëîąì˹ü, ̀îì˻̃üÛĂ Úö Ë̃óøċÜ Ûˡ Ƶ̀ê ÛÿĂÈ þċ 
ƵĂʮ Ûö þÛêċ ÿɅ?  

ËŮõ: 
 

̀îõô, ̀û̀îõô, Ëîąì˹ü, ̀îì˻̃üÛĂ Úö Ë̃óøċÜ Ûˡ Ƶ̀ê Ûď ƵĂʮ 
Ûöîċ ÛĂ üąŶÛ (õ˿ì ÛďÎ ÿď) 
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4.1. Please provide list of rules, regulations, instructions, manual and records, held by piblic 

authority or under its control or used by its employees for discharging functions as per the 
following format. This format has to be filled for each type of document. 

 
 Type of the document  
 

Name / tittle of 
the document 

 
 

Choose one of the types given below. 
(Rules, Regulations, Instructions,  

Manual, Records, Others) 
Brief Write-up on the Document  
 
 
 

Address: 
 
Telephone No:                          
Fax: 
Email: 

From where one can get a copy of rules, regulations, 
instructions, manual and records  

Others: 
Fee charged by the department for a copy of rules, 
regulations, instructions, manual and records (If any) 
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ËŭõĂõ - 5 (ôČîąËø -4) 

îĄ̀ê ̀îíĂŘöण व ÛĂõĂŘŮûõî Û˹ þųòŮí ôɂ âîêĂ õĂ जन-Ƶ̀ềîíĄ þċ ðöĂôüŘ 
Û˹ ̃øõċ òîĂõĄ ÝõĄ ʳûŻëĂ ÛĂ ̀ûûöé 

 

Chapter � 5 (Manual -4) 

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
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îĄ̀ê ̀îíĂŘöé ÿ˹êą   
 
5.1. 1ŝõĂ øďÛ Ʒ˒íÛĂöण  ʜĂöĂ îĄˑê ˑîíĂŘöé Û̀ þŵòŰí ôċ âîêĂ õĂ जन ƷˑêˑîíĄ Ư̂ ðöĂôüŘ / 

óĂÝĄìĂö̙  ÛĂ ÛďÎ ƷĂˑûíĂî  ÿČ? õːì ÿČ êď ʵûŽëĂ ÛĂ ˑûûöé Íþ ƷĂȸð ôċ ƷŽêąê Ûö́ģ 
 
ơ0þÉ0 ̀ûýõ / Ûć Ūõ ÛĂ îĂô  śõĂ Íþ ̀ûýõ ôɂ âîêĂ 

Ûˡ óĂÝĄìĂö˟ Ë̀îûĂõŘ 
ÿČ? (ÿĂÈ / îÿˣ) 

âîêĂ�˿Û�óĂÝĄìĂö˟�
þą̀î̇ʴê�Ûöîċ�Û˹�̃øõċ�
Ûˡ�ÝõĄ�ʳŸŻëĂ 

    
 
Formulation of Policy 
 
5.1. Whether there is any provision to seek consultation/ participation of public or its 

representatives for formulation of policies? If there is, please provide details of such 
policy in following format. 

 
Sr.No. Subject / Topic Is it mandatory to 

ensure public 
participation (Yes / 
No) 

Arrangements for 
seeking public 
participation 

    
 
 
 
îĄ̀ê Û˹ ÛĂõĂŘŮûõî ÿ˹êą   
 
5.2. ŝõĂ øďÛ Ʒ˒íÛĂöण  ʜĂöĂ îĄˑê Û̀  ÛĂõĂŘŰûõî Û̀ þŵòŰí ôċ âîêĂ õĂ जन ƷˑêˑîíĄ þċ /  Ư̂ 

ðöĂôüŘ / óĂÝĄìĂö̙  ÛĂ ÛďÎ ƷĂˑûíĂî  ÿČ? õːì ÿČ êď ʵûŽëĂ ÛĂ ˑûûöé Íþ ƷĂȸð ôċ ƷŽêąê 
Ûö́ģ 

 

                                                
1 This will help a citizen understand on what basis public participation in formulation and implementation 
of policy matters is decided upon. 
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ơ0þÉ0 ̀ûýõ / Ûć Ūõ ÛĂ îĂô  śõĂ Íþ ̀ûýõ ôɂ âîêĂ 
Ûˡ óĂÝĄìĂö˟ Ë̀îûĂõŘ 
ÿČ? (ÿĂÈ / îÿˣ) 

âîêĂ�˿Û�óĂÝĄìĂö˟�
þą̀î̇ʴê�Ûöîċ�Û˹�̃øõċ�
Ûˡ�ÝõĄ�ʳŸŻëĂ 

    
 
  
Implementation of Policy 

 
5.2. Whether there is any provision to seek consultation/ participation of public or its 

representatives for implementation of policies? If there is, please provide details of 
provisions  in following format. 

 
Sr.No. Subject / Topic Is it mandatory to 

ensure public 
participation (Yes 
/ No) 

Arrangements for 
seeking public 
participation 
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ËŭõĂõ - 6 (ôČîąअल - 5) 

øďÛ ƵĂ̂íÛĂö˟ Û˹ ðĂþ õĂ ÏîÛ˹ ̀îõÉưé ôċ Ïůøűí ìŻêĂûċâɎ ÛĂ ƵûÝɐ 
(categories) Û˹ ËîąþĂö ̀ûûöé 

 

Chapter � 6 (Manual -5) 

A statement of the categories of documents that are held by it 
or under its control 
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6.1. øďÛ ƷĂ˒íÛöé  Û̀ ðĂþ Ïðøųí üĂþƯ̂õ ìŽêĂûċâɐ Ư̂ âĂîÛĂö̙ ì̀îċ ÿċêą ˑîʳ ƷĂȸð ÛĂ ƷõďÝ Ûö́ģ þĂë 

ÿĄ õÿ óĄ òêĂÕÉ Ư̂ õÿ ìŽêĂûċâ ÛÿĂÈ Ïðøųí öÿêċ ÿČ âČþċ ˏÛ þ˓àû Žêö ðö, ˑîì̀üĂøõ Žêö ðö, ËŰõ 
(Ûć ðõĂ �ËŰõ� ÛĂ ÏðõďÝ Ûöîċ Û̀ ŽëĂî ðö Žêö ÛĂ ÏŸøċÜ Ûö́) 

 
ơ0þÉ0 ƵûÝŘ ìŻêĂûċĚ ÛĂ îĂô 

ÕûÉ ÕÛ ðÉ̂ɨ ôɂ 
ðăöàõ 

ìŻêĂûċâ ƵĂʮ Ûöîċ Û˹ 
̃øõċ ƵơˡõĂ 

íĂöÛ /̀îõÉưéĂíĄî 

     

 

6.1.      Use the format given below to give the information about the official documents. 
Also mention the place where the documents are available for e.g. at secretariat level, 
directorate level, others (Please mention the level in place of writing �Others�). 

 

Sr. No. Category of 
the 
document 

Name of the 
document  and 
its introduction 
in one line 

Procedure to 
obtain the 
document 

Held by /under control 
of  
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ËŭõĂõ - 7 (ôČîąËø -6) 

òďçŘ, ðăöýìɎ, þ́ồêõɎ ÕûÉ ËŮõ ̀îÛĂõɎ ÛĂ ̀ûûöé 
 

Chapter � 7 (Manual � 6) 

A statement of boards, council, committees and other bodies 
constituted as its part 
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7.1. Ûć ðõĂ øďÛ ƷĂ˒íÛöé þċ þÉòʢ òďçŘ, ðăöýìɐ, þ˒ôˑêõɐ ÕûÉ ËŰõ ˑîÛĂõɐ ÛĂ þÉ˔Ŗʰ ˑûûöé 
ˑîʳ ƷĂȸð Û̀ ÌíĂö ðö ì̀ģ 

 
o þÉòʢ þÉŽëĂ ÛĂ îĂô ÕûÉ ðêĂ  
o þÉòʢ þÉŽëĂ ÛĂ ƷÛĂö (òďçŘ, ðăöýì, þ˒ôˑê, ˑîÛĂõ õĂ ËŰõ) 
o þÉòʢ þÉŽëĂ Ư̂ þÉ˔Ŗʰ ðĂăöàõ  (ŽëĂðîĂ ûýŘ, Ïʤ̀Żõ /  ôąŞõ Ûć Ŭõ ) 
o þÉòʢ þÉŽëĂ Ư̂ óĆ˒ôÛĂ ( ðöĂôüŘìĂƲĄ / ƷòÉíÛĂăöéĄ / ÛĂõŘÛĂăöéĄ / ËŰõ ) 
o Žûȷð ÕûÉ ûêŘôĂî þìŽõ 
o ôąŞõ Ë˒íÛĂö̙ ÛĂ îĂô 
o ôąŞõ ÛĂõĂŘøõ ÕûÉ ËŰõ üĂÜĂɝ Û̀ ðêċ 
o òČæÛ Ư̂ Ìûćˑê 
o ŝõĂ òČæÛ ôɄ âîêĂ óĂÝ øċ þÛêĄ ÿČ? 
o ŝõĂ òČæÛ Û̀ ÛĂõŘûćê êČõĂö Ư̂ âĂêĄ ÿČ ? 
o ŝõĂ âîêĂ òČæÛ ÛĂ ÛĂõŘûćʕ ƷĂʰ Ûö þÛêĄ ÿČ ? ËÝö ÿĂÉ, êď ƷˏƣõĂ ÛĂ ˑûûöé ì́ ģ 

 

 

 
7.1. Please provide information on Boards, Councils, Committees and Other Bodies 

related to the public authority in the following format : 
 

o Name and address of the Affiliated Body 
o Type of Affiliated Body (Board, Council, Committees, Other Bodies ) 
o Brief Introduction of the Affiliated Body (Establishment Year, Objective / Main 

Activities) 
o Role of the Affiliated Body (Advisory / Managing / Executive / Others) 
o Structure and Member Composition 
o Head of the Body 
o Address of main office and its Branches 
o Frequency of Meetings 
o Can public participate in the meetings ? 
o Are minutes of the meetings prepared ? 
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o Are minutes of the meetings available to the public ? If yes please provide information 
about the procedure to obtain them. 

 

ËŭõĂõ -8 (ôČîąËø � 7) 

øďÛ þĆàîĂ Ë̂íÛĂăöõɎ Û˹ îĂô, ðìîĂô ÕûÉ ËŮõ ̀û̃ǘʺõĂÉ 
 

Chapter � 8 (Manual � 7) 

The names, designations and other particulars of the Public 
Information Officers 
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8.1. Ûć ðõĂ øďÛ ƷĂ˒íÛöé ôċ ÛĂõŘöê  øďÛ þĆàîĂ Ë˒íÛĂăöõɐ, þÿĂõÛ øďÛ þĆàîĂ Ë˒íÛĂăöõɐ 
 êëĂ ˑûóĂÝĄõ ËðĄøċå Ëëďăöå̘ Û̀ þŵòÉí ôċ ˑîʳ ƷĂȸð ôċ þĆàîĂ ƷŽêąê Ûö́ 
 
øďÛ ƵĂ̂íÛöé ÛĂ îĂô : 
 
þÿĂõÛ øďÛ þĆàîĂ Ë̂íÛĂö˟ : 

ȸöóĂý ơ0þÉ0 îĂô ðìîĂ
ô 

Õþ.å˝.
ç˝ Ûďç ÛĂõĂŘøõ ÌûĂþ 

ñČ śþ Î0ôċø0 ðêĂ 

         
 
øďÛ þĆàîĂ Ë̂íÛĂö˟ : 

ȸöóĂý ơ0þÉ0 îĂô ðìîĂô Õþ.å˝.
ç˝ Ûďç ÛĂõĂŘøõ ÌûĂþ 

ñČ śþ Î0ôċø0 ðêĂ 

         
 
̀ûóĂÝĄõ ËðĄøċå Ëëďăöå˝ : 

ȸöóĂý ơ0þÉ0 îĂô ðìîĂô Õþ.å˝.
ç˝ Ûďç ÛĂõĂŘøõ ÌûĂþ 

ñČ śþ Î0ôċø0 ðêĂ 

         
 
 
 
8.1.     Please provide contact information about the Public Information Officers, 

Assistant Public Information Officers  and Departmetnal Apellate Authority of the 
Public authority in the following format  

 
Name of the Public Authority : 
 
Assistant Public Information Officers : 

Ph. No. Sr. 
No. 

Name  Designation  S.T.D. Code 
Office Home  

Fax Email Address 
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Public Information Officers : 

Ph. No. Sr. 
No. 

Name  Designation  S.T.D. Code 
Office Home  

Fax Email Address 

         
 
Department Apellate Authority : 

Ph. No. Sr. 
No. 

Name  Designation  S.T.D. Code 
Office Home  

Fax Email Address 
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ËŭõĂõ -9 (ôČîąËø -8) 

̀îéŘõ øċîċ Ûˡ Ƶ˿ơõĂ 
 

Chapter � 9 (Manual � 8) 

Procedure followed in Decision Making Process 
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9.1. ˏÛþĄ ˑûýõ ðö ˑîéŘõ øċîċ Û̀ ˓øõċ øďक ƷĂ˒íÛöé ôɄ ŝõĂ ƷˏƣõĂ ËðîĂõĄ âĂêĄ ÿČ ? ( þ˓àûĂøõ ôČîąËø  
Úö ˑòâĄîþ ôČîąËø Û̀ ˑîõôɐ, Ìːì ˑîõôɐ ÛĂ ÏðõďÝ ˏÛõĂ âĂ þÛêĂ ÿČ ģ ) 

 
9.1   What is the procedure followed to take a decision for various matters ? ( A reference to 

Secretariat Manual and Rule of Business Manual, and other rules/ regulations etc can be 
made) 

 
9.2    ˏÛþĄ ˑûüċý ˑûýõ ðö ˑîéŘõ øċîċ Û̀ ˓øõċ ˑîíĂŘăöê ˑîõô ÕûÉ ƷˏƣõĂ ŝõĂ ÿɇ  ËëûĂ ˑîéŘõ øċîċ Û̀ ˓øõċ 

ˏÛþ-ˏÛþ Žêöɐ ðö ˑûàĂö ˏÛõĂ âĂêĂ ÿČ ? 
 
9.2  What are the documented procedures / laid down procedures/ Defined Criteria /Rules to 

arrive at a particular decision for important matters ? What are different levels through 
which a decision process moves ? 

 
9.3   ˓øõċ Ýõċ ˑîéŘõ Ûď âîêĂ êÛ ðȯàĂîċ Û̀ ˓øõċ ŝõĂ ûõûŽëĂ ÿČ ? 
9.3   What are the arrangements to communicate the descision to the public ? 
 
9.4   ˑû˓óʭ Žêö ðö ˏÛî Ë˒íÛĂăöõɐ Ư̂ þÉŽêąˑê ˑîéŘõ øċîċ Û̀ ˓øõċ ƷĂʰ Ư̂ âĂêĄ ÿČ ? 
9.4   Who are the officers at various levels whose opinions are sought for the process of decision 

making? 
 
9.5   ËÉˑêô ˑîéŘõ øċîċ Û̀ ˓øõċ ƷĂ˒íÛĂăöê Ë˒íÛĂö̙ ģ 
9.5   Who is the final authority that wets the decision ? 
 
9.6   ôąŞõ ˑûýõ ˓âþ ðöøďÛ ƷĂ˒íÛöé ʜĂöĂ ˑîéŘõ ˓øõĂ âĂêĂ ÿČ ÏþÛĂ ˑûûöé ˑîʳ ƷĂȷð ôɄ ËøÝ þċ 

ƷŽêąê Ûö́ ģ 
 
ơ0þÉ0  
̀ûýõ (̃âþÛ˹ þÉòÉí ôɂ ̀îéŘõ ̃øõĂ âĂîĂ ÿČ)  
˿ìüĂ � ̀îì˻ü (õ˿ì ÿď êď)  
̀îéŘõ øċîċ Ûˡ Ƶ˿ơõĂ  
̀îéŘõ øċîċ ôɂ üẮôø Ë̂íÛĂö˟ Û˹ ðìîĂô   
̀îéŘõ øċîċ ôɂ üẮôø Ë̂íÛĂăöõɎ Ûˡ þųðÛŘ  þĆàîĂ  
̀îéŘõ Û˹ ̀ûȵʠ ÛÿĂÈ Úö ÛČ þċ ËðĄø Ûö˺  
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9.6  Please provide information separately in the following format for the important matters on 

which the decision is taken by the public authority. 
 
Sl. No.  
Subject on which the decision is to be 
taken 

 

Guideline /Direction, if any  
Process of Execution  
Designation of the officers involved in 
decision making  

 

Contact information of above mentioned 
officers 

 

If not satisfied by the decision, where and 
how to appeal. 
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ËŭõĂõ -10 (ôČîąËø � 9) 

Ë̂íÛĂăöõɎ और ÛôŘàĂăöõɎ Ûˡ ̀îì˻̃üÛĂ 

Chapter � 10 (Manual -9) 

Directory of Officers and Employee 
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10.1   Ûć ðõĂ âĂîÛö̙ ˑîʳ ƷĂȸð ôɄ  जनपद ûĂö ì́ ģ 
 

ȸöóĂý ơ0þÉ0 îĂô ðìîĂô Õþ.å˝.
ç˝ Ûďç ÛĂõĂŘøõ ÌûĂþ 

ñČ śþ Î0ôċø0 ðêĂ 

         
 
10.1   Please provide information district wise in following format 
 

Ph. No. Sr. 
No. 

Name  Designation  S.T.D. Code 
Office Home  

Fax Email Address 
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ËŭõĂõ -11 (ôČîąËø -10) 

ƵŪõċÛ Ë̂íÛĂö˟ Úö ��[�ȡö˟ ʚĂöĂ ƵĂʮ ôẮþÛ ðĂăöƿ́ôÛ Úö ÏþÛ˹ 
̀îíĂŘöé Ûˡ ðʚ̀ê 

 

Chapter -11 (Manual � 10) 

The Monthly Remuneration Received By Each of its Officers 
and Employees, Including the System of Compensation as 

Provided in Regulations 
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11.1 Ûć ðõĂ âĂîÛö̙ ˑîʳ ƷĂȸð ôɄ ì̀ģ 
 

ơ0þÉ0 îĂô  ðìîĂô ôẮþÛ 
ðĂăöƿẮôÛ 

ðĂăöêď́ýÛ / 
ðĂăöêď́ýÛ 
óʓĂ 

ðĂăöƿẮôÛ Û˹ ̀îíĂŘöé Ûˡ ðʚ̀ê 
âď ̀îõôĂûøĄ ôċ ìĄ ÝõĄ ÿď 

      
 
 
11.1. Please provide information in following format 
 

Sr. 
No. 

Name   Designat
ion 

Monthly 
remuneration  

Compensation / 
Compensatory 
allowance 

The procedure to 
deter mine the 
remuneration as given 
in the regulation 
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ËŭõĂõ -12 (ôČîąËø -11) 

ƵŪõċÛ Ë̃óÛöé Ûď ÌûÉ˾åê òâå 

(þóĄ õďâîĂɛ, ʳõ ƵŻêĂûɎ êëĂ íî ̀ûêöé Ûˡ þĆàîĂ) 
 

Chapter -12 (Manual � 11) 

The Budget Allocated to each Agency 

(Particulars of all plans, proposed expenditures and reports on 
disbursement made) 
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̀îôĂŘé , ̀ûÛĂþ, êÛîĄ˿Û ÛĂõŘ Ûöîċ ûĂøċ øďÛ ƵĂ̂íÛöéɎ Û˹ ̃øõċ  
 
12.1. øďÛ ƷĂ˒íÛöé Û̀ ƷŬõċÛ Ë˓óÛöé Ûď ÌûÉˎåê òâå Ư̂ þĆàîĂ, ˓âþôɄ ˏÛ þóĄ õďâîĂɝ, ʵõ ƷŽêĂûɐ 

êëĂ íî ˑûêöé Ư̂ þĆàîĂ ÿď , ˑîʳ ƷĂȸð ôċ ì́ ģ  
 
ûýŘ 2004-2005-: 
ơ0þÉ0 õďâîĂ 

ÛĂ 
îĂô 

ÛĂõŘ ÛĂõŘ 
ƵĂöųó 
ÿďîċ Ûˡ 
˿ìîĂÉÛ 

ÛĂõŘ Û˹ 
þôĂðî Ûˡ 
ËîąôẰîê 
˿ìîĂÉÛ 

ƵŻêẰûê 
òâå 

ŻûĄÛć ê 
òâå 

üĂþî 
ʚĂöĂ 
Ƶìê 

( ˿ÛŹêɎ 
ôċ) 

Ûą ø 
ʳõ 

ÛĂõŘ Ûˡ ÝąũûʓĂ 
ÕûÉ þôĂðî 
ÛöûĂîċ Û˹ ̃øõċ 
̃âųôċìĂö 
Ë̂íÛĂö˟ 

          
 
For Public Authorities responsible for developmental, construction, technical works  

12.1. Please provide information about the details of the  budget for diferent activities 
under different schemes in the given format  
 
Year 2004-2005-: 

Sr. 
No. 

Name 
of the 
scheme 
/Head 

Activity Starting 
date of 
the 
activity 

Planned 
end 
date of 
the 
activity 

Amount 
Proposed 

Amount 
Sanctio-
ned 

Amount 
released/ 
disburse-
d ( no. of 
installme
nts) 

Actual 
expen-
diture 
for 
the 
last 
year 

Responsible 
officer for the 
quaity and the 
complete 
execution of 
the work 
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ËŮõ øďÛ ƵĂ̂íÛöéɎ Û˹ ̃øõċ  

 
ơ0þÉ0 मद ƵŻêẰûê òâå ŻûĄÛć ê òâå üĂþî ʚĂöĂ Ƶìê ( ˿ÛŹêɎ ôċ) Ûą ø ʳõ 
      

For other Public Authorities 
Sr. 
No. 

Head Proposed 
Budget 

Sanctioned 
Budget  

Amount 
released/disbursed( no. 

of installments ) 

Ûą ø ʳõ 
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ËŭõĂõ -13 ôČîąËø 

ËîąìĂî / öĂâ þÿĂõêĂ ÛĂõŘơôɎ Û˹ ˿ơõĂŮûõî Ûˡ ö˟̀ê 

  
 

Chapter - 13 

The Manner of Execution of Subsidy Programmes 
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13.1. Ûć ðõĂ ˑîʳ ƷĂȸð ðö âĂîÛĂö̙ Ïðøųí ÛöĂÕÉģ 
 

o ÛĂõŘƣô/ õďâîĂ ÛĂ îĂô 
o ÛĂõŘƣô / õďâîĂ Û̀ ƷóĂûĄ öÿîċ Ư̂ þôõ þĄôĂ 
o ÛĂõŘƣô ÛĂ Ïʤ̀Żõ 
o ÛĂõŘƣô Û̀ óĐˑêÛ ÕûÉ ûĂ˓é˝ŤõÛ øſõ (ˑûÝê ûýŘ ôɄ) 
o øĂóĂëȼ Ư̂ ðĂƲêĂ  
o ðĆûĂŘðċŖĂÕÉ 
o ËîąìĂî/ þÿĂõêĂ ƷĂʰ Ûöîċ Ư̂ ƷˏƣõĂ 
o ðĂƲêĂ ˑî˗ʶê Ûöîċ Û̀ ˓øõċ ôĂîìŰç 
o ːìõċ âĂîċ ûĂøċ ËîąìĂî/ þÿĂõêĂ ÛĂ ˑûûöé ( ˓âþôċ ËîąìĂन Ư̂ öĂüĄ ÛĂ ˑûûöé ÿď) 
o ËîąìĂî/ þÿĂõêĂ Û̀ ˑûêöé Ư̂ ƷˏƣõĂ 
o Ìûċìî Ûöîċ Û̀ ˓øõċ ÛÿĂÈ / ˏÛþþċ  þŵðÛŘ  Ûö́ 
o Ìûċìî üąŸÛ ( âÿĂÉ Ï˓àê ÿď) 
o ËŰõ üąŸÛ (âÿĂÉ Ï˓àê ÿď) 
o Ìûċìî ðƲ ÛĂ ƷĂȷð ( õːì Ìûċìî þĂì̀ ÛĂÝâ पर ÿďêĂ ÿČ êď Ûć ðõĂ ÏþÛĂ ÏŸøċÜ Ûöêċ ȯÕ यह 

òêĂÕÉ  ˏÛ Ìûċìî ÛêĂŘ Ìûċìî Ûöêċ समय ˏÛî òĂêɐ ÛĂ ûéŘî Ûö̀) 
o þÉøɬÛɐ Ư̂ þĆàĄ 
o þÉøɬÛɐ ÛĂ ƷĂȷð 
o ƷˏƣõĂ þċ þŵò˛Űíê þôŽõĂ ÿďîċ पर ÛÿĂÉ þŵðÛŘ  Ûö́ 
o Ïðøųí íîöĂ˓ü ÛĂ ˑûûöé (ˑûóʭ Žêöɐ ðö âČþċ ˏÛ ˓âøĂ Žêö ðö, ųøĂÛ Žêö ðö ÍŬõĂːì) 
o øĂóĂ˸ëõɐ Ư̂ þĆàĄ (ˑîʳ ƷĂȸð ðö) 

 
̀îûĂþ ̀ûóĂÝ ʚĂöĂ 

Ƶìê ơôĂÉÛ 
øĂóĂëȺ 
ÛĂ îĂô 

ËîąìĂî 
Ûˡ 
öẴü 

û̉Ŷìõê ðĂưêĂ ÛĂ 
ÌíĂö ̃âøĂ üÿö ôďÿŶøĂ / 

ÝĂÈû 
ôÛĂî îÉ0 

         
 
 
13.1. Please provide the information as per the following format: 

o Name of Programme/scheme 
o Duration of the programme /scheme 
o Objective of the programme 
o Physical and financial targets of the programme (for the last year) 
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o Elligibility of Beneficiary 
o Pre-requisites for the benefit  
o Procedure to avail the benefits of the programme 
o Criteria for deciding eligibility 
o Detail of the benefits given in the programme (also mention the amount of subsidy or 

other help given) 
o Procedure for the distribution of the subsidy 
o Where to apply or whom to contact in the office for applying 
o Application Fee ( where applicable) 
o Other Fees (where applicable) 
o Application format (where applicable. If the application is made on plain paper please 

mention it along with what the applicant should mention in the application ) 
o List of attachments ( certificates/ documents)] 
o Format of Attachments 
o Where to contact in case of process related complaints  
o Details of the available fund (At various levels like District Level, Block Level etc) 
o List of beneficiaries in the format given below 

 
Address Serial 

Numbe
r/ Code 

Benefi-
ciary 
Name 

Amount of 
subsidy 

Parent/
Guardi
ans 

Criteria 
of 
selection 

District City Town/Vill
age 

House No. 
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ËŭõĂõ -14 (ôČîąËø -13) 

ăöõĂõêɎ, ËîąŗĂðưɎ êëĂ Ƶ̂íÛĂöɎ Û˹ Ƶ́ʮÛêĂŘɛ Û˹ þÉòÉí ôɂ ̀ûûöé 

  
 

Chapter -14 (Manual -13) 

Particulars of Recipients of Concessions, permits or 
authorization granted by it 
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14.1.  Ûć ðõĂ ˑîʳ ƷĂȸð ðö âĂîÛĂö̙ Ïðøųí ÛöĂÕÉģ 
 

o ÛĂõŘƣô ÛĂ îĂô 
o ƷÛĂö (ăöõĂõê, ËîąŗĂðƲ ËëûĂ Ʒ˒íÛĂö ôɄ þċ ÕÛ àąîċ) 
o Ïʤ̀Żõ 
o øſõ (ˑûÝê ûýŘ ôɄ) 
o ðĂƲêĂ 
o ðĂƲêĂ ÛĂ ÌíĂö 
o ðĆûĂŘðċŖĂÕÉ 
o ƷĂʰ Ûöîċ Ư̂ ƷˏƣõĂ 
o ăöõĂõê, ËîąŗĂðƲ ËëûĂ ƷĂ˒íÛĂö ːìõċ âĂîċ Û̀ ˓øõċ ˑîíĂŘăöê þôõ þĄôĂ 
o Ìûċìî üąŸÛ 
o Ìûċìî ðƲ ÛĂ ƷĂȷð 
o þÉøɬÛɐ Ư̂ þĆàĄ 
o þÉøɬÛɐ ÛĂ ƷĂȷð 
o ƷĂˑʰÛêĂŘɝ Ư̂ þĆàĄ (ˑîʳ ƷĂȸð ðö) 

 
̀îûĂþ ̀ûóĂÝ ʚĂöĂ Ƶìê 

ơôĂÉÛ 
ƵẮʮÛêĂŘ ÛĂ îĂô ûČíêĂ 

˿Ûþ 
˿ìîĂÉÛ 
êÛ ÿČ 

û̉Ŷìõê 
̃âøĂ üÿö ôďÿŶøĂ / 

ÝĂÈû 
ôÛĂî îÉ

        
 

ăöõĂõê Û̀ ˓øõċ ˑîʳ âĂîÛĂö̙ óĄ Ïðøųí ÛöĂÕÉ 
o ːìõċ âĂîċ ûĂøċ øĂó ÛĂ ˑûûöé  
o øĂó Û̀ ˑûêöé Ư̂ ƷˏƣõĂ 

 
 
 
14.1.  Please provide the information as per the following format: 

o Name of Progarmme 
o Type (Concession/ Permits/ Authorization) 
o Objective 
o Targets set (For the last year) 
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o Eligibility 
o Criteria for the eligibility 
o Pre-requisites 
o Procedure to avail the benefits 
o Time limit for the concession/ Permits/ Authorizations 
o Application Fee ( where applicable) 
o Application format (where applicable) 
o List of attachments ( certificates/ documents)] 
o Format of Attachments 
o List of beneficiaries in the format given below 

 
Address Serial 

Number/ 
Code 

Beneficiary 
Name 

Validity 
Period 

Parent/
Guardi
ans 

District City Town/Vill
age 

House No. 

        
 

Also provide the following information for Concession 
o Detail of the benefit given 
o Distribution of benefits  
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 ËŭõĂõ -15 (ôČîąËø -14) 

Ûć ŪõɎ�Û˹�̀îûŘÿî�Û˹�̃øÕ�ŻëẰðê�ôĂîÛ���̀îõô  
 

Chapter � 15 (Manual - 14) 

Norms set by it for the discharge of its functions 
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15.1  øďÛ ƷĂ˒íÛöé ʜĂöĂ Ëðîċ ˑû˓óʭ ˏƣõĂÛøĂðɐ / ÛĂõŘǩôɐ Û̀ þÉðĂìî ÿċêą ƷõďÝ ˏÛõċ âĂîċ ôĂîÛ / ˑîõôɐ 
ÛĂ ƣĂõŘƣôûĂö ˑûûöé Ïðøųí ÛöĂõɄ ģ 

 
 

15.1  Please provide the details of the Norms/ Standards set by the department for execution of  
 various activities/ programmes. 
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ËŭõĂõ -16 (ôČîąËø -15) 
ÍøČśƫĂÈ̀îÛ�ȵð�ôɂ�Ïðøűí�þĆàîĂõɂ 

Chapter -16 (Maanual -15) 

Information available in an electronic form 
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16.1  ˑûóĂÝ ʜĂöĂ ˑû˓óʭ ÛĂõŘƣôɐ þċ þÉòÉ˒íê âĂîÛĂö̙ ƷŽêąê Ûö́ âď ˏÛ ÍøċŝƭĂˑîÛ ñĂôɅå ôɄ ÿď ģ 
 
 
 

16.1  Please provide the details of the information related to the various schemes which  
 are available in the electronic format. 
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ËŭõĂõ-17 (ôČîąËø -16) 

þĆàîĂ�ƵĂʮ�Ûöîċ�Û˹�̃øÕ�îĂÝăöÛɎ�Ûď�Ïðøűí�þą̀ûíĂɛ�ÛĂ�̀ûûöé 

Chapter -17 (Manual -16) 

Particulars of the facilities available to citizens for obtaining 
information 
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17.1.  þĆàîĂɝ Ûď âîêĂ êÛ ðȯÉàĂîċ Û̀ ˓øõċ ˑûóĂÝ/ þÉÝæî ʜĂöĂ Ư̂ ÝõĄ ʵûŽëĂ ÛĂ ˑûûöé 
 âČþċ 

o  ðąŽêÛĂøõ 
o îĂåÛ / îąŝŝě 
o ËÜòĂöɐ Û̀ ʜĂöĂ 
o ƷìüŘîĄ 
o þĆàîĂ पटल 
o Ë˓óøċÜɐ ÛĂ ˑîăöŖé 
o ìŽêĂûċâɐ�Ư̂�Ʒˑê�ƷĂʰ�Ûöîċ�Ư̂�ʵûŽëĂ 
o Ïðøųí�ˑûóĂÝĄõ�ôČîąËø 
o øďÛ ƷĂ˒íÛöé�Ư̂�ûċòþĂÎå 
o ËŰõ ƷàĂö ƷþĂö Û̀ þĂíî 
 

 
17.1. Means, methods or facilitation available to the public which are adopted by the 

department for dissemination of information. 
 Like 

o  Office Library 
o Drama and Shows 
o Through News paper 
o Exhibition 
o Notice Board 
o Inspection of Records in the Office 
o System of issuing of copies of documents 
o Printed Manual Available 
o Website of the Public Authority 
o Others means of advertising 
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ËŭõĂõ � 18 (ôČîąËø -17) 

ËŮõ ÏðõďÝĄ âĂîÛĂăöõĂÉ 

Chapter -18 (Manual -17) 

Other Useful Information 



Template for Information Handbook  Version 1.0 

________________________________________________________________________________________________ 
TATA CONSULTANCY SERVICES Ltd.                                                                                                Page 46 of 
52 

18.1 øďÛ ƵĂ̂íÛöé þċ âîôĂîþ ʚĂöĂ þĂôĂŮõêÊ ðąáċ  âĂîċ ûĂøċ Ƶʹ व ÏîÛ˹ Ïʓö । 
18.1 Frequently Asked Questions and their Answers by Public 
 
18.2 þĆàîĂ ƵĂʮ Ûöîċ Û˹ þųòŮí ôċ 

 Ìûċìî ðƲ (êëĂ þŰìóŘ Û̀ ˓øõċ एक óö̀ ȯÕ Ìûċìî ðƲ Ư̂ Ʒˑê) 
 üąŸÛ  
 þĆàîĂ Ìûċìî ðƲ पर ˏÛþ तरह þċ ôĂÈÝĄ âĂõċ � Ûą á ˎåűþ 
 þĆàîĂ न ì̀îċ व अðĄø Ûöîċ  Û̀ þŵòŰí ôċ îĂÝăöÛ Û̀ Ë˒íÛĂö व ËðĄø Ûöîċ Ư̂ ƷˏƣõĂ 
 

18.2 Related to seeking Information 
 Application form (a copy of filled application form for reference) 
 Fee 
 How to write a precise information request � Few Tips 
 Right of the Citizen in case of denial of information and procedure to appeal 
 

 
18.3 øďÛ ƵĂ̂íÛöé  ʚĂöĂ âîêĂ Ûď ˿ìõċ âĂîċ ûĂøċ Ƶ̃üŖé Û˹ þųòŮí ôċ 

 Ʒ˓üŖé ÛĂõŘƣô�ÛĂ îĂô व ˑûûöé 
 Ʒ˓üŖé ÛĂõŘƣô / õďâîĂ Û̀ ƷóĂûĄ öÿîċ Ư̂ þôõ þĄôĂ 
 Ʒ˓üŖé ÛĂõŘƣô ÛĂ Ïʤ̀Żõ 
 Ʒ˓üÛđ षण ÛĂõŘƣô Û̀ óĐˑêÛ ÕûÉ ûĂ˓é˝ŤõÛ øſõ (ˑûÝê ûýŘ ôɄ) 
 øĂóĂëȼ Ư̂ ðĂƲêĂ  
 ðĆûĂŘðċŖĂÕÉ (õːì ÿď êď) 
 ËîąìĂî/ þÿĂõêĂ (õːì ÿď êď)  
 ːìõċ âĂîċ ûĂøċ ËîąìĂî/ þÿĂõêĂ ÛĂ ˑûûöé ( ˓âþôċ ËîąìĂî Ư̂ öĂüĄ ÛĂ ˑûûöé ÿď) 
 ËîąìĂî/ þÿĂõêĂ Û̀ ˑûêöé Ư̂ ƷˏƣõĂ 
 Ìûċìî Ûöîċ Û̀ ˓øõċ ÛÿĂÈ / ˏÛþþċ  þŵðÛŘ  Ûö́ 
 Ìûċìî üąŸÛ ( âÿĂÉ Ï˓àê ÿď) 
 ËŰõ üąŸÛ (âÿĂÉ Ï˓àê ÿď) 
 Ìûċìî ðƲ ÛĂ ƷĂȷð ( õːì Ìûċìî þĂì̀ ÛĂÝâ पर ÿďêĂ ÿČ êď Ûć ðõĂ ÏþÛĂ ÏŸøċÜ Ûöêċ ȯÕ यह 

òêĂÕÉ  ˏÛ Ìûċìî ÛêĂŘ Ìûċìî Ûöêċ समय ˏÛî òĂêɐ ÛĂ ûéŘî Ûö̀) 
 þÉøɬÛɐ Ư̂ þĆàĄ 
 þÉøɬÛɐ ÛĂ ƷĂȷð 
 Ìûċìî Ûöîċ Ư̂ ƷˏƣõĂ 
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 चयन ƷˏƣõĂ 
 Ʒ˓üŖé ÛĂõŘƣô Ư̂ समय þĂăöéĄ ( õːì ÿď êď ) 
 Ʒ˓üŖé Û̀ समय Û̀ òĂö̀ ôċ ÌûċìÛ Ûď þĆ˓àê Ûöîċ ÛĂ êö̙ÛĂ 
 Ʒ˓üŖé ÛĂõŘƣôɐ Û̀ òĂö̀ ôċ âîêĂ Ûď âĂÝȸÛ Ûöîċ Û̀ ˓øõċ øďÛ ƷĂ˒íÛöé ʜĂöĂ ˏÛõċ âĂîċ ûĂøċ 

ÛĂõŘ 
 ˑûóʭ Žêöɐ ðö âČþċ ˏÛ ˓âøĂ Žêö ðö, ųøĂÛ Žêö  ÍŬõĂːì पर Ʒ˓üŖé ÛĂõŘƣôɐ  Û̀ øĂóĂ˸ëõɐ 

Ư̂ þĆàĄ êëĂ ËŰõ ˑûûöé 
 
 
18.3 With relation to training imparted to public by Public Authority 

 Name of training programme with brief description 
 Time period for Training Programme/ Scheme 
 Objective of training 
 Physical and Financial Targets (Last Year) 
 Elligibility for training  
 Prequistite for training (If any) 
 Financial and other form of help (If any) 
 Description of help (Mention the amount of Financial help, if any) 
 Procedure of giving help 
 Contact Information for applying 
 Application Fee (Wherever applicable) 
 Other Fees (Wherever applicable) 
 Application Form (In case the application is made on plain paper, please mention the 

details which the applicant has to provide) 
 List of enclosures / documents  
 Format of enclosures / documents 
 Procedure of application 
 Selection Procedure 
 Time table of training programme (In case available) 
 Process to inform the trainee about the training schedule 
 Arrangement made by the Public Authority for creating public awarness about the 

training programmes. 
 List of Beneficiary of the training programme at various levels like district level, 

block level etc. 
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18.4 øďÛ ƵĂ̂íÛöé ʚĂöĂ ˿ìõċ âĂîċ ûĂøċ ƵôĂé ðư, ËîĂð̂ʓ ƵôĂé ðư Ì˿ì Û˹ þųòÉí ôċ âď Ûˡ ôČîąËø -

13 ôɂ îĂ þ̋ųỗøê ÿď  
 ƷôĂé ðƲ, ËîĂð˓ʕ ƷôĂé ðƲ Ìːì ÛĂ îĂô व ˑûûöé 
 ƷôĂé ðƲ, ËîĂð˓ʕ ƷôĂé ðƲ Ìːì ƷĂʰ Ûöîċ ÿċêą ðĂƲêĂ  
 Ìûċìî Ûöîċ Û̀ ˓øõċ ÛÿĂÈ / ˏÛþþċ  þŵðÛŘ �Ûö́ 
 Ìûċìî üąŸÛ ( âÿĂÉ Ï˓àê ÿď) 
 ËŰõ üąŸÛ (âÿĂÉ Ï˓àê ÿď) 
 Ìûċìî ðƲ ÛĂ ƷĂȷð ( õːì Ìûċìî þĂì̀ ÛĂÝâ पर ÿďêĂ ÿČ êď Ûć ðõĂ ÏþÛĂ ÏŸøċÜ Ûöêċ ȯÕ यह 

òêĂÕÉ  ˏÛ Ìûċìî ÛêĂŘ Ìûċìî Ûöêċ समय ˏÛî òĂêɐ ÛĂ ûéŘî Ûö̀) 
 þÉøɬÛɐ Ư̂ þĆàĄ 
 þÉøɬÛɐ ÛĂ ƷĂȷð 
 Ìûċìî Ûöîċ Ư̂ ƷˏƣõĂ 
 Ìûċìî Ûöîċ Û̀ òĂì øďÛ ƷĂ˒íÛöé ôċ ÿďîċ ûĂøĄ ƷˏƣõĂ ( õÿĂÉ पर उस ƷˏƣõĂ ÛĂ ˑûûöé ì́ âď 

ÌûċìÛ ʜĂöĂ þĂö̙ ƷĂë˒ôÛêĂÕÉ ðĆö̙ Ûöîċ Û̀ ðʶĂê øďÛ ƷĂ˒íÛöé ʜĂöĂ Ư̂ âĂêĄ ÿČ) 
 Ìûċìî Ư̂ þĂö̙ ƷĂë˒ôÛêĂÕÉ þÿĄ तरह þċ ðĆö̙ Ûöîċ Û̀  ðʶĂê ƷôĂé ðƲ, ËîĂð˓ʕ ƷôĂé ðƲ, 

Ìːì âĂö̙ Ûöîċ Û̀ ˓øõċ ˑîíĂŘăöê समय Ëû˒í 
 ƷôĂé ðƲ Û̀ ƷóĂûĄ öÿîċ Ư̂ þôõ þĄôĂ( õːì ÿď êď ) 
 îûĄˑîÛöé Ư̂ ƷˏƣõĂ ( õːì ÿď êď ) 

 
18.4 With relation to Certificate, No objection certificate etc issued by the Public Authority 

not included in Manual - 13 
 Name and description of the certificates and NOCs 
 Elligibility for applying 
 Contact Information for applying 
 Application Fee (Wherever applicable) 
 Other Fees (Wherever applicable) 
 Application Form (In case the application is made on plain paper, please mention the 

details which the applicant has to provide) 
 List of enclosures / documents  
 Format of enclosures / documents 
 Procedure of application 
 Process followed in the Public Authority after the receipt of application 
 Normal time taken for issuance of certificate 
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 Validity period of certificate (If applicable) 
 Process of renewal (If any) 

 
18.5 øďÛ ƵĂ̂íÛöé ôċ ÿďîċ ûĂøċ ðÉâĄõî Û˹ þÉòÉí ôɂ 
 

 ðÉâĄõî ÛĂ Ïʤ̀Żõ 
 ÌûċìÛ Ư̂ ðĂƲêĂ  
 ðĆûĂŘðċŖĂÕÉ (õːì ÿď êď) 
 Ìûċìî Ûöîċ Û̀ ˓øõċ ÛÿĂÈ / ˏÛþþċ  þŵðÛŘ  Ûö́ 
 Ìûċìî üąŸÛ ( âÿĂÉ Ï˓àê ÿď) 
 ËŰõ üąŸÛ (âÿĂÉ Ï˓àê ÿď) 
 Ìûċìî ðƲ ÛĂ ƷĂȷð ( õːì Ìûċìî þĂì̀ ÛĂÝâ पर ÿďêĂ ÿČ êď Ûć ðõĂ ÏþÛĂ ÏŸøċÜ Ûöêċ ȯÕ यह 

òêĂÕÉ  ˏÛ Ìûċìî ÛêĂŘ Ìûċìî Ûöêċ समय ˏÛî òĂêɐ ÛĂ ûéŘî Ûö̀) 
 þÉøɬÛɐ Ư̂ þĆàĄ 
 þÉøɬÛɐ ÛĂ ƷĂȷð 
 Ìûċìî Ûöîċ Ư̂ ƷˏƣõĂ 
 Ìûċìî Ûöîċ Û̀ òĂì øďÛ ƷĂ˒íÛöé ôċ ÿďîċ ûĂøĄ ƷˏƣõĂ ( õÿĂÉ पर उस ƷˏƣõĂ ÛĂ ˑûûöé ì́ âď 

ÌûċìÛ ʜĂöĂ þĂö̙ ƷĂë˒ôÛêĂÕÉ ðĆö̙ Ûöîċ Û̀ ðʶĂê øďÛ ƷĂ˒íÛöé ʜĂöĂ Ư̂ âĂêĄ ÿČ) 
 ƷóĂûĄ öÿîċ Ư̂ þôõ þĄôĂ( õːì ÿď êď )  
 îûĄˑîÛöé Ư̂ ƷˏƣõĂ ( õːì ÿď êď ) 

 
18.5 With relation to registration process  
 

 Objective 
 Elligibility for registration 
 Pre-requisites (If any) 
 Contact Information for applying 
 Application Fee (Wherever applicable) 
 Other Fees (Wherever applicable) 
 Application Form (In case the application is made on plain paper, please mention the 

details which the applicant has to provide) 
 List of enclosures / documents  
 Format of enclosures / documents 
 Procedure of application 
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 Process followed in the Public Authority after the receipt of application 
 Validity period of registration (If applicable) 
 Process of renewal (If any) 

 
18.6 øďÛ ƵĂ̂íÛöé (Municipal Corporation, Trade Tax, Entertainment Tax, Ì˿ì) ʚĂöĂ å˹śþ 

øċîċ Û˹ þųòŮí ôċ 
 

 å̀ŝþ ÛĂ îĂô व ˑûûöé 
 å̀ŝþ øċîċ ÛĂ Ïʤ̀Żõ 
 å̀ŝþ ˑîíĂŘöé Ûöîċ Û̀ ˓øõċ ôĂðìÉड व ƷˏƣõĂ 
 òěċ (major) ˑçĝĂŸåþŘ Ư̂ þĆàĄ 

 
18.6 With relation to collection of tax by Public Authority ((Municipal Corporation, Trade 

Tax, Entertainment Tax etc) 
 

 Name and description of tax 
 Purpose of tax collection 
 Procedure and criteria for determination of tax rates 
 List of major defaulters 
 

 
18.7 øďÛ ƵĂ̂íÛöé ʚĂöĂ îĂÝăöÛɎ Ûď ìĄ âĂîċ ûĂøċ ̀òâøĄ / ðĂîĄ Û˹ Ûîċśüî, Ûîċśüî Ûď ËŻëĂõĄ / 

ŻëĂõĄ ȶð þċ ̀ûŠáċìî, Ì˿ì Û˹ þųòŮí ôċ (यह þĆàîĂ ŻëĂîĄõ ̀îÛĂõ âČþċ नगर ðẴøÛĂ / नगर ðăöýì 
/ UPCL ʚĂöĂ ìĄ âĂ þÛêĄ ÿČ ।)  

 
 ÌûċìÛ Ư̂ ðĂƲêĂ  
 ðĆûĂŘðċŖĂÕÉ (õːì ÿď êď) 
 Ìûċìî Ûöîċ Û̀ ˓øõċ ÛÿĂÈ / ˏÛþþċ  þŵðÛŘ  Ûö́ 
 Ìûċìî üąŸÛ ( âÿĂÉ Ï˓àê ÿď) 
 ËŰõ üąŸÛ /ì̀õ(âÿĂÉ Ï˓àê ÿď) 
 Ìûċìî ðƲ ÛĂ ƷĂȷð ( õːì Ìûċìî þĂì̀ ÛĂÝâ पर ÿďêĂ ÿČ êď Ûć ðõĂ ÏþÛĂ ÏŸøċÜ Ûöêċ ȯÕ यह 

òêĂÕÉ  ˏÛ Ìûċìî ÛêĂŘ Ìûċìî Ûöêċ समय ˏÛî òĂêɐ ÛĂ ûéŘî Ûö̀) 
 þÉøɬÛɐ Ư̂ þĆàĄ 
 þÉøɬÛɐ ÛĂ ƷĂȷð 
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 Ìûċìî Ûöîċ Ư̂ ƷˏƣõĂ 
 Ìûċìî Ûöîċ Û̀ òĂì øďÛ ƷĂ˒íÛöé ôċ ÿďîċ ûĂøĄ ƷˏƣõĂ ( õÿĂÉ पर उस ƷˏƣõĂ ÛĂ ˑûûöé ì́ âď 

ÌûċìÛ ʜĂöĂ þĂö̙ ƷĂë˒ôÛêĂÕÉ ðĆö̙ Ûöîċ Û̀ ðʶĂê øďÛ ƷĂ˒íÛöé ʜĂöĂ Ư̂ âĂêĄ ÿČ) 
 ˑòø ôċ ƷõďÝ ˏÛõċ Ýõċ üųìɐ ÛĂ ˑûûöé 
 ˑòø êëĂ ËŰõ þċûĂɝ  Û̀  þŵòŰí ôċ þôŽõĂ ÿďîċ Ư̂ ŽêĄ˒ë ôċ þŵðÛŘ  þĆàîĂ 
 å̀ăöĝ êëĂ ËŰõ ì̀õ 

 
 
18.7 With relation to issuing new connection electricity / water supply, temprory and 

permanent disconnection etc. (This will be applicable to local bodies like Muncipal 
Corporation/ Muncipalites / UPCL) 

 
 Elligibility for connection 
 Pre-requisites (If any) 
 Contact Information for applying 
 Application Fee (Wherever applicable) 
 Other Fees / Charges (Wherever applicable) 
 Application Form (In case the application is made on plain paper, please mention the 

details which the applicant has to provide) 
 List of enclosures / documents  
 Format of enclosures / documents 
 Procedure of application 
 Process followed in the Public Authority after the receipt of application 
 Brief description of terms used in the bills 
 Contact information in case of problems regarding Bills or service 
 Tarriff and Other Charges 
 

 
 

18.8 øďÛ ƵĂ̂íÛöé ʚĂöĂ îĂÝăöÛɎ Ûď ìĄ âĂîċ ûĂøĄ ËŮõ�þċûĂɛ�ÛĂ�̀ûûöé 
 
18.8 Details of any other public services provided by the Public Authority 
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