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1.1, FIAT SETEART 0l TEH T TR A (AT 1 SATIFRIT AR -2005))]
1.1. Please throw light on the background of this hand-book ( Right to Information Act
—2005).

1.2. SEAYETHT F1 I2eF

1.2. Objective / purpose of this hand-book

1.3. Ig TEqIEqaT o ARt / FEATal / TRt geants o ford SUanit 2|

1.3. Who are the intended users of this hand-book?

1.4, ZETIEAHT HT ITET |

1.4. Organisation of the information in this hand-book

1.5. FCATITE (FOAT SEaqredant § ST vl AT TeaTaeil &l qrieamod 7))l

1.5. Definitions (Please provide definitions of various terms used in the hand-book).

1.6. TEAYEAHT § TATANST @O % Tag | [Fega Sl a7 7 SRt & o
H SAh|
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. TEAYEAHT § ITAY AR o SATTTh GAAT ITH e 0l A8 TS 4 |

1.7. Procedure and Fee Structure for getting information not available in the hand-book.
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LA - 2 (A — 1)

e 1 R, Fex g wae

Chapter-2 (Manual — 1)

Particulars of Organization, Functions and Duties
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2.1.
2.1.

2.2.
2.2.

2.3.
2.3.

24.
24.

2.5.
2.5.

2.6.

AT ITTEREOT o 3297
Objective/purpose of the public authority.

ek grrersR<or = e / fase

Mission / Vision Statement of the public authority.

T STTErR20T 7 Hierd 2fagm 1T 38 T T TET

Brief history of the public authority and context of its formation.

T JHAFI % Fidd
Duties of the public authority.

AT TEHOT o Hed FA

Main activities/functions of the public authority.

AT STTEHT0T ZIRT T& HATST ol Gt U ST |ierd e

2.6. List of services being provided by the public authority with a brief write-up on them.

2.7.

2.7.

2.8.
2.8.

2.9

2.9

2.10.
2.10.

AT ITERer & faras w3 (emae, Reener, &=, S, sars ofe) u deearcas
FIAT(STRT AT 2)
Organizational Structure Diagram at various levels namely State, directorate, region

district, block etc (whichever is applicable).

A TAFIOT HT FRAGEAT G 2q T T@AN i TUEATT,
Expectation of the public authority from the public for enhancing its effectiveness

and efficiency.

ST HEAWT GiAterd w7 & for fafer / sreeen

Arrangments and methods made for seeking public participation/ contribution.

S HATET % AT Ua fOawral & e $i e
Mechanism available for monitoring the service delivery and public grievance

resolution.
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2.11. Y& FrTed a1 i &2 o% FEieat & Od (FOAT TG F STAIEaT1L v iHo FHY)

|
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 FATAT % GoA FT THT
FEATAT % Fva g HT q97

2.12 Morning hours of the office :
Closing hours of the office :

TATA CONSULTANCY SERVICES Ltd. Page 6 of 52



Template for Information Handbook Version 1.0

T - 3 (AT — 2)

STAFHTIRAT 3 FHATIRAT Y ATHAT TS FedeA,

Chapter — 3 (Manual — 2)

Powers and Duties of Officers and Employees
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3.1 FUAT 9 9T 9 AR UE FHETET S o hdl Ud wded &l [aaor 3aesy
FC

qe FT AN
ri=Rat qER | 1.
2.
3
R 1.
2.
3.
T 1.
2.
3.
FA 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
Powers Administrative
Financial
Others
Duties

TATA CONSULTANCY SERVICES Ltd.
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T - 4 (AT — 3)

Fedl & fAatgd gq W, A, s, R @i athewa

Chapter - 4 (Manual — 3)

Rules, Regulations, Instructions, Manual and Records, for
Discharging Functions
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4.1, < YTIFRITOT SATAT IHeh ATARICAT TH HIHAT G AT Fcdl o FaTge o o e q2am
TANT o ST arer e, it srer, MEfes s sfaer it g= @9 are 9% s
TG (T TAAT TAH ATHAG o (o1 T F T %)

Afaeg F1IH AT FT TP
FaaE el R R
(P, RfFEE, R,
i, e, srF)
o 1 Gie ai=
s, R, stz e, R sk sifeea & wia w=ia qat:
TH X Tqhd &2
A
%o
$o AeTo
S
=, R, srgeer, RS sir sifaea i wfa o
LA T 96 (T A g
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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.

Name / tittle of Type of the document

the document
Choose one of the types given below.
(Rules, Regulations, Instructions,
Manual, Records, Others)
Brief Write-up on the Document

From where one can get a copy of rules, regulations, Address:

instructions, manual and records

Telephone No:
Fax:
Email:
Others:
Fee charged by the department for a copy of rules,
regulations, instructions, manual and records (If any)
TATA CONSULTANCY SERVICES Ltd. Page 12 of
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AL - 5 (AIAA -4)

Hifa Rt T Frataaa F gvaey @ S v SH-gfa e O st
% O Tarht el seren w1 REo

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

TATA CONSULTANCY SERVICES Ltd. Page 13 of
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Aif Frafer 3

5.1. 9T A ITEEEOT g Aid MU F gvaed § S9ar a1 o1 St 7 awst /
ANTETT & S A g2 IS g a1 HGeT F [Fa20r 36 T § T&d F1

w0H0 | o/ Fea wrA™ w1 29 Ao d smar | S & swferd
& e siffed | gRfRa s F o
22 (81 / 7T Y it FreTan

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 | Arrangements for
ensure public seeking public
participation (Yes / | participation
No)

it & Frataad 2q

5.2. FAT Al YTAHROT GRT A & HATATT o TFaee § STAar A7 S Tfafelt &/ A
TS / ARIET 7 &l TiEade 82 s § af 2w &7 Gawor =6 =9 7 o qq
2

I This will help a citizen understand on what basis public participation in formulation and implementation

of policy matters is decided upon.

TATA CONSULTANCY SERVICES Ltd.
52
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FOH0 | o= / Fed FT AN

1 29w # sear | sear % wrefierd

& WARiE e | giAtee @ & @
Fr Tl seTaT

2? @&/ )

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

Isit mandatory to
ensure public
participation (Yes
/ No)

Arrangements for
seeking public
participation

TATA CONSULTANCY SERVICES Ltd.
52
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LA™ - 6 (ATAHA - 5)

T TR T A0 AT I (AAAT A Irse] TEATISI T TS
(categories) % Wﬁﬂ?‘ﬂ

Chapter — 6 (Manual -5)

A statement of the categories of documents that are held by it

or under its control

TATA CONSULTANCY SERVICES Ltd. Page 16 of
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6.1. T STTAFHTIT o T ST MHAT TEATAS 2l SR & g 719 ST &0 TN FHL| 97
& g T FqT0 FT Tg TEATAS Tl U Tgd g o o df=a & 9%, FMaemed @ 97, o=
(FOAT =T T ITTNT XA o AT T TqL AT IooTd L)

FOTHO | &t TARA R AT | FEAEA TH FAF | o /Famonefa
g U Uik H IEPREIRI
=
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 | Nameof the Procedureto Held by /under control
the document and | obtain the of
document itsintroduction | document

in oneline

TATA CONSULTANCY SERVICES Ltd.
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AT - 7 (AT -6)

e, afoet, afffaat ue s R w Qe

Chapter — 7 (Manual — 6)

A statement of boards, council, committees and other bodies
constituted as its part

TATA CONSULTANCY SERVICES Ltd. Page 18 of
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7.1. FUAT AE TLHOT & Halg a1, Tuai, qAfaal ua o= A #1 gfem o
R 9T % AT UR 2

g AT 7 AT TF 9d1

Hag TEIT T T (A1, uivwe, afafq, Fwm a1 o)

Hag HEdT hl |l qri=T (ST 94, 3297 / T FieA )

Hag HEAT T AT (TOHIAETE / THLHTIof / RERI / 3 )
TIEY TS FqHT 98ed

& ATeraRT &l A

T FATAT Ud AT r@ra 6 9d

o FT A

FAT TS | AT AT o TRt 82

FAT T o HAGA TATE Al SATAT & 2

FAT AT 95 T HAFT TTH T Tehell g 2 I &, AT 00T H1 Fawor |

O O 0O 0O O O O O o o o

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 )

Brief Introduction of the Affiliated Body (Establishment Year, Objective / Main
Activities)

Role of the Affiliated Body (Advisory / Managing / Executive / Others)

Structure and Member Composition

Head of the Body

Address of main office and its Branches

©)

Frequency of Meetings

Can public participate in the meetings ?

O O O O O O O

Are minutes of the meetings prepared ?

TATA CONSULTANCY SERVICES Ltd. Page 19 of
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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.

LA -8 (ATHAA — 7)

AN GEAT ATARIAT F ATH, I T o+ [Afafsi

Chapter — 8 (Manual — 7)

The names, designations and other particulars of the Public
Information Officers

TATA CONSULTANCY SERVICES Ltd. Page 20 of
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8.1. FOAT Al SITAFHOT § HALA ATk GAAT STEHIAT, TETAH FATeh TAAT TSR
AT foraAmfiar sTficie e & TFag | (7 TTeT & T T&qd H7

SR STFSHTOT T AT :

FOTHO | A TeT | TEA. AW % | S0AW0 | e

I GEAT AR

FOH0 | A e | .l T %Fd | F0RF0 | wam
AFE | T | A=

AT srficie st -

FOHO | A e | gL T HFd | T0RW0 | war

AFe | Fatew | @™

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 :

Sr. Name | Designation | S.T.D. Code Ph. No. Fax | Email | Address
No. Office | Home
TATA CONSULTANCY SERVICES Ltd. Page 21 of
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Public Information Officers :

Sr. Name | Designation | S.T.D. Code Ph. No. Fax | Email | Address
No. Office | Home

Department Apellate Authority :
Sr. Name | Designation | S.T.D. Code Ph. No. Fax | Email | Address
No. Office | Home

TATA CONSULTANCY SERVICES Ltd. Page 22 of
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AT -9 (ATHA -8)

IEURESEET R ER

Chapter — 9 (Manual — 8)

Procedure followed in Decision Making Process
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9.1. foreft foroer o vt o o fordr e sferereor § a0 e sroerlt STt 2 2 (e fqea
ST fastiee aere & Fai, sife Faei 1 ST S st asar g 1)

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 et faory oo q= fAtr o & o it fFam vd wfran = € steran Aoty o= & ol
ore-fore =2l o A= R srat € 2

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 o 3 [T 1 AT o agA & ford o agaen g ?

9.3 What are the arrangements to communicate the descision to the public ?

9.4 Tafes =q7 ax T srfgertfat it Jeqfa ot o= = o are =61 STt 2 2

9.4 Who are the officers at various levels whose opinions are sought for the process of decision

making?

9.5 sifaw Aoy o« & o2 grfesri stfeer |

9.5 Who is the final authority that wets the decision ?

9.6 e fau 5F axares witeewer g Ao o Sirar & s9& feawor s 9o 7 s |
TEQA Fe |

F0H0

oo (e deer # Rl o s g)

Rer - Rer @R g an)

Aot @9 ¥ sk

ot &9 | enfRer stfawry & wea™

Fta A # et stfgrTiRat St av o gaT

Aot & faeeg gt i ¥4 arfter 3

TATA CONSULTANCY SERVICES Ltd. Page 24 of
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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 thedecision isto be
taken

Guideline /Direction, if any

Process of Execution

Designation of the officersinvolved in
decison making

Contact information of above mentioned
officers

If not satisfied by the decision, where and
how to appeal.

TATA CONSULTANCY SERVICES Ltd. Page 25 of
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LA -10 (AT — 9)
STAFTRAT S FHATRAT T AIAHT
Chapter — 10 (Manual -9)

Directory of Officers and Employee

TATA CONSULTANCY SERVICES Ltd. Page 26 of
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10.1 FAT AHH FF TET § FAIE qX S |
FOHO | A e | .l T %Fd | F0RN0 | wam
AT FEe | wEw
10.1 Please provide information district wise in following format
Sr. Name | Designation | S.T.D. Code Ph. No. Fax | Email | Address
No. Office | Home
TATA CONSULTANCY SERVICES Ltd. Page 27 of
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LA -11 (AT -10)

T STTAFT A AT FIRT TTH AT qTRAF 3 Iq%*
Rt fr ogfa

Chapter -11 (Manual — 10)

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

TATA CONSULTANCY SERVICES Ltd. Page 28 of
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11.1 F9AT ST 5 &7 | )

FOHO | A UEAH | Wi oiRaeE /| ST & Rt f agia
miReRE | TR S FRrwTaet 7 i @
w=

11.1. Please provide information in following format

Sr. Name Designat | Monthly Compensation/ | The procedure to
No. ion remuneration | Compensatory deter mine the
allowance remuneration as given

in the regulation

TATA CONSULTANCY SERVICES Ltd. Page 29 of
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LA -12 (AR -11)
YA ATHHIOT i AT TS
@+t AT, S TEATE a9 8 fEawer Ft gEen)

Chapter -12 (Manual — 11)
The Budget Allocated to each Agency

(Particulars of all plans, proposed expenditures and reports on

disbursement made)

TATA CONSULTANCY SERVICES Ltd. Page 30 of
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Fwtor, e, qeite FRF A are s THaEon & o

12.1. ST TTTEROT & Tcdsh ATHEHIU Fl ATafed asie =l =T, 5o o @it TS, == seaat
I g faaeor Ht gEAT Er, ME s H |

aw 2004-2005-;

F0H0

AT
FT
qw

| FE | FEAEF | TEArEd | S
T | GHOA Y | a91E C
g A | AT
e | R

T Y o
T A
FE™ F

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. | Name | Activity | Starting | Planned | Amount | Amount | Amount | Actual | Responsible
No. | of the date of | end Proposed | Sanctio- | released/ | expen- | officer for the
scheme the date of ned disburse- | diture | quaity and the
/Head activity | the d (no. of | for complete
activity installme | the execution of
nts) last the work
year
TATA CONSULTANCY SERVICES Lid. Page 31 of
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I AH TAFLON & oI

FOE0 | A T Sl | Eihd Jele Qe g W ( ket /) T =TT
For other Public Authorities

Sr. Head | Proposed Sanctioned Amount FA T
No. Budget Budget released/disbursed( no.

of installments )

TATA CONSULTANCY SERVICES Ltd.
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AT -13 AR

ST / TSt ATl FrFHAl & fharaae i afa

Chapter - 13

The Manner of Execution of Subsidy Programmes

TATA CONSULTANCY SERVICES Ltd. Page 33 of
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13.1. F9AT 9 =T 9T FHH 3968 FAC

o 0o 0o 0o 0O 0o 0o O O o o o o o

O O O O O

FHFHY/ ATSTAT T ATH

FTARH / ATSTAT o TATAT TZA it TG94 AT

FTAHH FT 32T

FEFH F A vd ariorieas e (o a9 #)

AT T O

AT

ST/ FETIAT AT e 1 FhaT

ar=rar e #3 & o ameee

3 ST et ST/ Fgran & e (S srqar it weft 1 FEwr )
ST/ FETIAT o farawor it ufeear

ATAE A & fordr gt / foresr aves e

ATeE 9o (ST 3 A

AT [ (STl 3 2)

T T HT GG (IR ATEET &S FRS T A1 2 1 FOAT IHH Ieoid Fd g0 T2
FaT0 {3 Tere Fdt Tae Hd 90 36 aral &1 F0 )

EEpEIEIk il

TeTIh| T ITET

TThAT | eI THET g 9T gl TF0h e

Iueted gt 1 farewor (s w92 = ot fo6 S #a% U=, sofre w7 9 geanie)
FATATER 7 =T (A 9T 1)

fAvm g @Rl | ogEw | feema | Wmer @ e
EECELIE]

af Uic)

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

O

@)
@)
@)

Name of Programme/scheme
Duration of the programme /scheme
Objective of the programme

Physical and financial targets of the programme (for the last year)

TATA CONSULTANCY SERVICES Ltd. Page 34 of
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O O O O O O O O O O

O O O O O

Elligibility of Beneficiary

Pre-requisites for the benefit

Procedure to avail the benefits of the programme

Criteria for deciding eligibility

Detail of the benefits given in the programme (also mention the amount of subsidy or
other help given)

Procedure for the distribution of the subsidy

Where to apply or whom to contact in the office for applying

Application Fee ( where applicable)

Other Fees (where applicable)

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 )

List of attachments ( certificates/ documents)]

Format of Attachments

Where to contact in case of process related complaints

Details of the available fund (At various levels like District Level, Block Level etc)

List of beneficiaries in the format given below

Serial
Numbe
r/ Code

ciary
Name

Benefi- Amount of | Parent/ | Criteria Address

subsidy Guardi | of District | City | Town/Vill House No.
ans selection age

TATA CONSULTANCY SERVICES Ltd. Page 35 of
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AT -14 (AT -13)

T, STt au ST & Afawatistl & gaer | f@ewn

Chapter -14 (Manual -13)

Particulars of Recipients of Concessions, permits or

authorization granted by it

TATA CONSULTANCY SERVICES Ltd. Page 36 of
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14.1. F9A7 99 ITET 9¢ SAEFHT ST F0)

o FHAFH FT AH

o R (Fama, == storam Wi # & UF 99)

o 3T=YT

o =&x (g ad #)

CIIEKI]

O YTATT =l ATETT

o T

o JTH T HT Tl

o T, SgATa st¥aEt witerer 3 st & forr (et s <

o HTAEA Y

o HATAEH T FH ITET

o T

o HAUH T T=T

o SftRTa 1 e (Frer T )
RarT g wea | SifRewat WA | e afeaaa am
FHIE Ex:) qEL | HigedT /| WHM A

ELiED T
T

Fama & o 7 S o Suetsy g

o f&& ST aret @ =T fereR

o N  farawor it i
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)
TATA CONSULTANCY SERVICES Ltd. Page 37 of
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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
Serial Beneficiary | Validity Parent/ Address
Number/ Name Period Guardi | District | City | Town/Vill| House No.
Code ans age
Also provide the following information for Concession
o Detalil of the benefit given
o Distribution of benefits
TATA CONSULTANCY SERVICES Ltd. Page 38 of
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AL -15 (ATHA -14)

Fedi & aga & forg sanfua /e / Few

Chapter — 15 (Manual - 14)

Norms set by it for the discharge of its functions

TATA CONSULTANCY SERVICES Ltd. Page 39 of
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15.1 1 STTEERToT GIRT 370 AT hameharal / FTdaHi o H91a gq AT (o6 ST " / i
FT FTAFHAATE (AT ST FH |

15.1 Please provide the details of the Norms/ Standards set by the department for execution of

various activities/ programmes.

TATA CONSULTANCY SERVICES Ltd. Page 40 of
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LA -16 (AT -15)

TAFCIF T | ITAsel AT
Chapter -16 (Maanual -15)

Information available in an electronic form

TATA CONSULTANCY SERVICES Ltd. Page 41 of
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16.1 framr g Efes wriwat & gefem Seear yeqa 2 51 & o= B # 27 |

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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ALATI-17 (ATHAA -16)
TEAT ITH FA F (g ATl Fit Sqerser giaensi w1 &awor
Chapter -17 (Manual -16)

Particulars of the facilities available to citizens for obtaining

information
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17.1. FHATSAT 0 ST T = & ford forwmny sree g it wft srae #51 faawon

S

o 0O O O O O O O o o

TEAHTAT
ATeF | T

FGAT o g

RENE

AT Je

Ftderar 1 et

FTETASTT Rl T AT T T e
EEECAERIIRRGEL]

TR TITRrF0T T JETEe

T TATE T o AT

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

department for dissemination of information.
Like

@)
@)
@)
O
@)
@)
@)
@)
@)
@)

Office Library
Drama and Shows
Through News paper
Exhibition
Notice Board
Inspection of Records in the Office
System of issuing of copies of documents
Printed Manual Available
Website of the Public Authority

Others means of advertising

TATA CONSULTANCY SERVICES Ltd.
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AT — 18 (AT -17)
=T IUAWIT ATAFRTAT
Chapter -18 (Manual -17)

Other Useful Information
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18.1 I ATTEIHTIT & AT FI ATHIG: T S qTA TF T I I
18.1 Frequently Asked Questions and their Answers by Public

18.2 AT ATH FLA & TFalel A

T T (TAT Fe2H % oIl U W2 gu srea o= i1 9fd)

A=

AT ATAEA I 9 6 a3g | A 9 - 3 o

TAAT 7 & T AT FXA o FFaeel | AN 6 ST F SIS e ol T

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 ek WTTATOr gy ST i 3% S et wfveror & avaea A

SITATeAT A T A9 7 g

SIfSTeqoT AR / FISHT o TATAT g it a9 =T

TTQTETT FTAFH T I29T

feTFTT FEEH F wifdw Td Attt de7 (AR 3 #)
FATATAT 6T qTrar

AT (Af & A

A/ FETIAT (IS BT )

3 ST et ST/ Fgrar & e (S srqam it weft 1 FEwr e
ST/ FETIAT o faawor it uieRar

ATred 3 o o gt/ Frae avas Y

ATerE e (ST 3 A

AT [ (STl 3 2)

T I T I&T (AT TS H1R FES 9L AT g A FIAT IHH Ioeid Fd g0 T2
FaT0 {3 STae at Taa Hd 90 36 aral &1 F0 )
EEpEIEIk il

CEPETEIR L]

TS A K TR
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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 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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e Validity period of certificate (If applicable)

e Process of renewal (If any)

18.5 <ie TTTAFTOT | EIM ATl ST & qael |

o TSI T 3T

o ATATH I TT=TAT

o TETEATT (Af )

o TR F¥A & o gl / Foredr |voeh Y

o HTEEH < (STl 3 &)

o T L (R 3T )

o SATAEA WA T ITET (IR ATAZA A2 FRIS I EIAl & q1 FIAT IHFH Iodd Fd g0 T2
AT o TTerae ST ATaE FLd T9F Fohe F1at 1 Fuid F:Y)

o T T gAT

o HAURI FT AT

o IATIATH LA Al WA

o IATIATH FTA & I Al WAHIT F Ze ATt TrhAT (( TT T 39 THhAT 7 forawor 3 i
ATAEH GINT AT TATHHAT T FleA o TETT AT ATTEHL0T I Al STt 8)

o THTHT TEA il TR HHAT( AT BT AT )

o FATTHTOT T IFokRAT (AR BT aT)

18.5 With relation to registration process

e Objective

e Elligibility for registration

e Pre-requisites (If any)

e Contact Information for applying

e Application Fee (Wherever applicable)

e Other Fees (Wherever applicable)

e Application Form (In case the application is made on plain paper, please mention the
details which the applicant has to provide)

e List of enclosures / documents

e Format of enclosures / documents

e Procedure of application
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e Process followed in the Public Authority after the receipt of application
e Validity period of registration (If applicable)

e Process of renewal (If any)

18.6 < WTFARTOT (Municipal Corporation, Trade Tax, Entertainment Tax, 311%) g 3
A & A |

o IF FH AT 7 faawor

o I oA H 32T

o ZFH [HETTOT A & ford Araee 7 wikRam
o a%.(major)%‘ﬂ?l@ﬁﬁﬁ

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

Tax, Entertainment Tax etc)

e Name and description of tax
e Purpose of tax collection
e Procedure and criteria for determination of tax rates

e List of major defaulters

18.7 wrh SARTOT T ATTRE A & S ATt fasteft / gt F FAFeE, FAFeE F eIl /
Tl w9 @ RetEs, it & avary & (a8 g e A S R aifest / R aieg
/ UPCL gIRT &Y ST @it & 1)

o  ATATH I qT=TaT

o TATTET (AFZ B A

o ATAEH F¥A & ¥ gl / Foredr |v ok Y

o HTHEH < (ST 3T &)

o T [AA(STET 3T 2T

o SATAEA WA T YTET (IR ATIZA A2 FRIS I EAl & q1 FAAT IHFH Iod Fd g0 T2
AT o STTerae ST ATaE FLd THF Fohe J1at &1 Fuid F:Y)

o T T gAT

o HAURI FT AT
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o IATIATH LA Al WA

o AT FTA & TG Al WAHOT F Ze ATt TrhAT (( TgT T 39 THhAT 7 forawor 3 S
ATAEH GINT AT TTATHHAT T FleA o TETT AT ATTEHL0T I 0l STt 8)

o Tae & T foFa T ersat & faEw

o o TuT o7 TATAT & TFAL W AHEAT I [ T | TEIH AT

o NETMeT

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)

e Elligibility for connection

e Pre-requisites (If any)

e Contact Information for applying

e Application Fee (Wherever applicable)

e Other Fees / Charges (Wherever applicable)

e Application Form (In case the application is made on plain paper, please mention the
details which the applicant has to provide)

e List of enclosures / documents

e Format of enclosures / documents

e Procedure of application

e Process followed in the Public Authority after the receipt of application

e Brief description of terms used in the bills

e Contact information in case of problems regarding Bills or service

e Tarriff and Other Charges

18.8 Ik FTTASHTOT TR ARG Y & SATA ATeil 3177 |arsil w1 e

18.8 Details of any other public services provided by the Public Authority
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