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cêLa§

Gjû a�ðcû^ GK RYûgêYû K[û ù~, MZ 15 Rê^þ Vûeê iìP^û @]òKûe @ûA^þ-2005 @ûõgòK bûùa fûMê
ùjûAiûeòQò, Gaõ 12 @ùKÖûae Vûeê _ì�ðûw bûùa Kû~ýðKûeú ùja, @[ðûZþ Gjò ZûeòLVûeê iûeû ù\gùe _âZò R^ K�ðé_l
ùicû^u _ûLùe [òaû R^ißû[ð-i´§úZ icÉ iìP^ûKê aò]òa¡bûùa _âKU^ Keòaû _ûAñ C�e\ûdú ejòùa û RùY iû]ûeY
^ûMeòKuê cêLýZü \êAUò _âKâòdûùe Gjòiaê iìP^û còkò_ûeòa û ùMûUòG ùjfû, R^ K�ðé_lcûù^ @ûA^þ \ßûeû iìPòZ ùjûA[òaû
aòhd MêWòK A_ùe ^òRVûùe [òaû icÉ Z[ýKê ißdõKâòd bûùa _âKûg Keòùa, ~ûjûKê RùY ^ûMeòK aò^û cìfýùe aû ùKak
_âÉêZò cìfý ù\A _ûA_ûeòùa Z[û ^òeúlY aû A^ùiÝKþi^þ Keò_ûeòùa Gaõ @^ýUò ùjfû, R^ K�ðé_lu iß-_âKûgý iìP^û
_eòie ajòbðêZ Z[ýKê ~\ò RùY ^ûMeòK RûYòaûKê Pûùjñ, ùZùa Zûuê  @ûA^þe ]ûeû 6 @^ê~ûdú @ûùa\^ KeòaûKê _Wòa û

Cad eûÁâ I ^ûMeòKe ißû[ð \éÁòeê aòPûe Kùf, Gjò @ûA^þe iaêVêñ akòÂ aýaiÚû ùjfû, Gjûe ]ûeû 4 (1aò),
ù~Cñ[òùe Kêjû~ûAQò ù~, @ûA^þ fûMê ùjaûe 120Zc \ò^, @[ðûZþ 12 @ùKÖûae Vûeê _âZò R^ K�ðé_l 17Uò iê^ò�ðòÁ
aòhdùe ùicû^u _ûLùe [òaû icÉ Z[ýKê G_eò gévkòZ Gaõ iêaýaiÚòZ Xwùe _âKûg Keòùa, ~\ßûeû RùY iû]ûeY
^ûMeòK ùiMêWòKê ijRùe _ûA _ûeê[òa Gaõ @ûagýK _Wòùf iõ_éq R^K�ðé_lu \¯eKê ~ûA ùiMêWòKê ZûZþlûYòK ^òeúlY
aû A^þùiÝKi^þ Keò_ûeòa (iÝÁúKeY- ]ûeû 4) û Gaõ Kjòaû aûjêfý, R^K�ðé_lu Gjòiaê iß-_âKûgòZ Z[ý _ûAaû _ûAñ
RùY ^ûMeòKuê @ûùa\^ KeòaûKê Kò 30\ò^ @ù_lû KeòaûKê _Wòa^ò û ùKak ùMûUòG \¯eKê ~ûA iõ_éq R^iìP^û
@]òKûeúuê ù~ûMûù~ûM Keòaûjó G[òfûMò ~ù[Á û

_âZò R^K�ðé_l Kò_eò @ûA^þùe iìPòZ 17Uò aòhdùe ^òR ^òRe iìP^ûMêWòKê iõKk^ Keò ^ò¡ðûeòZ ZûeòL _ìaðeê
_âKûg Keòùa, Zjòñe GK ̂ cì^û cûMð\gðòKû bûeZ ieKûeu Kcðú^òùdûR^ cªYûkd Zûu ùIaþiûAUþ (http://persmin.nic.in/

RTI/WelcomeRTI.htm)ùe ùagþ KòQò \ò^ ùjfû _âKûg KùfYò û icùÉ RûYòQ«ò, Gjò cªYûkd RûZúd Éeùe iìP^û
@]òKûe @ûA^þKê Kû~ýðKûeú eì_ ù\aû _ûAñ _âcêL iõù~ûRK bûùa cìkeê Kû~ðýeZ @Q«ò û iêZeûõ _âZò R^ K�ðé_l ùak [ûCñ
[ûCñ Gjò cûMð\gðòKû ^cì^ûKê @^êieY Keò ^òRe icÉ @ûagýKúd Z[ýKê GK cû^ê@ûfþ eì_ùe _âKûg Keòaû aòù]d, ~ûjû
`kùe 12 @ùKÖûae Vûeê _âZò ^ûMeòKu _ûLùe Zûjû ijRfaþ] ùjûA _ûeòaû ijòZ ^òeúlY aû A^þùiÝKþi^þ KeòaûKê
Pûjêñ[òaû ^ûMeòKuê Zûjû ijûdK ùja û

Kcðú^òùdûR^ cªYûkd \ßûeû cìk AõeûRú I jò¦úùe _âKûgòZ 18Uò @]ýûd aògòÁ Gjò ̂ cì^û cûMð\gðòKû (Template)Kê
icûR-aòmû^ú, iû[ú gâú Pò� ùaùjeû IWò@û bûhû«e KeòQ«ò û Cbd AõeûRú I IWò@û iõiÑeYKê @ûùc Gjò _êÉòKûùe
_eòùahY Keòaû ijòZ, Gjò aòhd ijòZ iõgæòÁ iìP^û @]òKûe @ûA^þ-2005e ]ûeû 4e Cbd AõeûRú I IWò@û L�ûõg
c]ý iûÚ^òZ KeêQê û

~\ò Gjò _êÉòKû IWògûe R^ K�ðé_licìj Gaõ iìP^û @]òKûe Kcðúcû^u Kûcùe fûMò_ûùe, ùZùa @ûùc @ûce
Gjò gâcKê iû[ðK cYòaê û

bêaù^gße    _â\ú_ _â]û^
Zû 25 ùiù_Ö´e 2005       @ûaûjK

   Lû\ý @]òKûe @bò~û^, IWògû
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EXTRACT FROM ‘THE RIGHT TO INFORMATION ACT, 2005’

(Act No.22 of 2005)
x x x x x x x x x

4. (1) Every public authority shall—
a) maintain all its records duly catalogued and indexed in a manner and the form which facilitates the right to

information under this Act and ensure that all records that are appropriate to be computerised are, within a
reasonable time and subject to availability of resources, computerised and connected through a network all over
the country on different systems so that access to such records is facilitated;

b) publish within one hundred and twenty days from the enactment of this Act,—
(i) the par ticulars of its organisation, functions and duties;
(ii) the powers and duties of its officers and employees;
(iii) the procedure followed in the decision making process, including channels of supervision and account-

ability;
(iv) the norms set by it for the discharge of its functions;
(v) the rules, regulations, instructions, manuals and records, held by it or under its control or used by its

employees for discharging its functions;
(vi) a statement of the categories of documents that are held by it or under its control;
(vii) the 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;
(viii) a statement of the boards, councils, committees and other bodies consisting of two or more persons

constituted as its part or for the purpose of its advice, and as to whether meetings of those boards,
councils, committees and other bodies are open to the public, or the minutes of such meetings are
accessible for public;

(ix) a directory of its officers and employees;
(x) the monthly remuneration received by each of its officers and employees, including the system of com-

pensation as provided in its regulations;
(xi) the budget allocated to each of its agency, indicating the particulars of all plans, proposed expenditures

and reports on disbursements made;
(xii) the manner of execution of subsidy programmes, including the amounts allocated and the details of

beneficiaries of such programmes;
(xiii) particulars of recipients of concessions, permits or authorisations granted by it;
(xiv) details in respect of the information, available to or held by it, reduced in an electronic form;
(xv) the particulars of facilities available to citizens for obtaining information, including the working hours of

a library or reading room, if maintained for public use;
(xvi) the names, designations and other particulars of the Public Information Officers;
(xvii) such other information as may be prescribed; and thereafter update these publications every year;

c) publish all relevant facts while formulating important policies or announcing the decisions which affect public;
d) provide reasons for its administrative or quasi-judicial decisions to  affected
       persons.
(2) It shall be a constant endeavour of every public authority to take steps inaccordance with the requirements of

clause (b) of sub-section (1) to provide as much information suo motu to the public at regular intervals through
various means of communications, including internet, so that the public have minimum resort to the use of this
Act to obtain information.

(3) For the purposes of sub-section (1), every information shall be disseminated widely and in such form and
manner which is easily accessible to the public.

(4) All materials shall be disseminated taking into consideration the cost effectiveness, local language and the most
effective method of communication in that local area and the information should be easily accessible, to the extent
possible in electronic format with the Central Public Information Officer or State Public Information Officer, as
the case may be, available free or at such cost of the medium or the print cost price as may be prescribed.

Explanation : — For the purposes of sub-sections (3) and (4), “disseminated” means making known or commu-
nicated the information to the public through notice boards, newspapers, public announcements, media broad-
casts, the internet or any other means, including inspection of offices of any public authority.
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‘iìP^û @]òKûe @ûA þ̂ �2005’ e L�ûõg
(Kâcûu 22, 2005)

x x x x x x x

4(1) _âZò R^ K�ðé_l �
a) ^òR _ûLùe [òaû icÉ ùeKWðKê Gbkò KâcûuòZ I iìP^ûuòZ _âYûkú I aýaiÚûùe iRûWò  eLòùa, ~\ßûeû Gjò @ûA^þùe

_â\� iìP^ûe @]òKûe ijRiû]ý ùjûA_ûeòa;  ù~Cñ icÉ iìP^ûMêWòKê KµêUeúKeY Keòòaû icêPòZ, ùiMêWòKê ~[û
icd c]ýùe Gaõ C_faþ] i´k bòZùe KµêUeúKeY Keòùa Gaõ ùiiaêKê aòbò^Ü iòÁc Reò@ûùe ù\ge iaðZâ
C_faþ] ùMûUòG ù^UþIýûKð ijòZ ù~ûWòùa, ~ûjû`kùe ùijò icÉ ùeKWð MêWòK i´§ùe iìP^û jûif ijRiû]ý
ùjûA_ûeòa û

b) Gjò @ûA^þ fûMê ùjaûe 120 \ò^ c]ýùe _âKûg Keòùa-
(i ) ^òR^òR iõiÚûe iõMV^-iõ_KðúZ aòg\þ Z[ý, Kû~ýðûakú I \ûdòZßicìj,
(ii) Gjûe _âZò @]òKûeú I KcðPûeúu lcZû I \ûdòZß,
(iii ) iõiÚû bòZùe Kû~ýð-Z\ûeL I C�e\ûdòZß iõa§úd aò]òaò]û^ iùcZ ^òhÝ�ò-MâjY _âKâòdû,
(iv) _âZò Kû~ýðe iµû\^ _ûAñ iÚòeúKéZ ùjûA[òaû cû^\�,
(v) iõiÚû @]ú^ùe aû ^òdªYùe [òaû @[aû Gjûe KcðPûeúcûù^ ^òRe Kû~ýð-iµû\^ _ûAñ aýajûe Keê[òaû

icÉ ^òdcûakú (eêfþ), aò^òdc (ùeMêùfi^þ), ^òù�ðgûakú, _âùdûMaò]ò (cû^ê@ûfþ), aû ùeKWð,
(vi) iõiÚû @]ú^ùe aû ^òdªYùe [òaû iìP^û-icìje _âKûeùb\,
(vii) ^òRe ^úZò(_fòiò) ^ò¡ûðeY aû ^ò¡ðûeòZ ^úZòe Kû~ýðû^ßd^ i´§ùe iaðiû]ûeYu ij _eûcgð Keòaû aû

ùicû^u @û_�òIRe gêYòaû _ûAñ ejò[òaû aýaiÚûMêWòK C_ùe aòg\þ iìP^û,
(viii) iõiÚûe @waòùgh eìù_ aû _eûcgð\ûZû eìù_, \êA aû ZùZû]òK ibýuê ù^A MVòZ ùaûWð, KûC^þiòfþ, KcòUò

aû @^ý ùKû÷÷Yiò C_iõiÚû iõ´§ùe, Z[û Gjòiaê ùaûWð, KûC^þiòfþ, KcòUò aû @^ýû^ý C_iõiÚûcû^ue ùa÷÷VK
iaðiû]ûeYu ù~ûM\û^ _ûAñ cêq Kò ^û, Gaõ iõ_éq ùa÷÷VKMêWòKe aòaeYú iaðiû]ûeYuê RYû~ûA _ûeòa Kò
^û, ùi i´§ùe aòaé�ò ,

(ix) iõiÚûe icÉ @]òKûeú I KcðPûeúcû^u i´§ùe iìP^û-_êÉòKû,
(x ) iõiÚûe aò^òdc(ùeMêùfi^þ)MêWòKùe aò^ò�ðòÁ ùjûA[òaû iõiÚûe _âZò @]òKûeú I KcðPûeúu cûiòK \ecû Z[û

@^ýû^ý b�û-RûZúd _âû_ý,
(xi) ^òR @]ú^ùe [òaû _âZò C_iõiÚû (GùR^þiò) _ûAñ C�òÁ aùRUþ, ù~Cñ[òùe iõ_éq  C_iõiÚûe icÉ Kcðù~ûR^û,

_âZò Kcðù~ûR^û _ûAñ aýdaeû\, Gaõ aýdòZ @[ðe aòaeYú,
(xii) _âZò Kû~ýðKâc _òQû @[ðaeû\ Gaõ jòZû]òKûeúcû^u i´§ùe aòg\þ aòaeYú iùcZ icÉ ijûdZû (iaþiòWò)

Kû~ýðKâce Kû~ýðû^ßd^ _âKâòdû,
(xiii ) iõiÚû Ze`eê c¬êeò ùjûA[òaû aòbò^Ü _âKûe eòjûZò, _ecòUþ I _âû]òKeY (@[eûAùRi^þ) KûjûKê _â\û^ Keû~ûAQò,

ùi i´§ùe iaòùgh Z[ý,
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(xiv) iõiÚûKê còkò[òaû aû iõiÚû ^òKUùe [òaû ùijòiaê iìP^û i´§ùe aòg\þ Z[ý ù~CñMêWòK AùfKþUâ^òKþ `cðûUþùe

C_faþ],
(xv) iõi Ú û  @]ú^ùe [ òaû ia ðiû]ûeYu _ûA ñ C� òÁ _ûVûMûe K ò´û @]ýd^-ùK¦âe

Kû~ý ð^ òN ð� iùcZ _ âZ ò  iõi Ú ûe ê  ^ûMe òKcûù^ i ìP^û jûif Ke ò_ûe òaû _ûA ñ
ej ò[ òaû a òa ò^ Ü  i êa ò] ûi êù~ûM,

(xvi ) iõi Ú û_ ûA ñ  ^ ò~ êq R^ i ìP^û @] òKûeúcû^u ^ûc, C_û] ò I @^ýû^ý ia òùgh
Z[ý, Gaõ Gj ò icÉ Z[ý-_ âKûg^Kê ah ðK ê  [ùe ^aúKeY Keòùa û

c)  Mêe êZ ß_ ì� ð ^úZ ò-^ ò¡ ð ûeY Kfûùaùk aû R^iß û[ ð-iõg æ òÁ ^ òh Ý� ò ùNûhYû
Kfûùaùk icÉ _â ûiwòK i ìP^ûK ê _ âKûg^ Keòùa;

d) _âbûa òZ R^iû]ûeYu iûc^ûùe ^òRe _âgûi^òK aû KÌ-^ýûd òK (Kß ûi ò-
R êW òi ò@ûf þ ) ^òh Ý� òM êW òKe ù~û ÷ ÷q òKZû C_iÚ û_^û Keòùa;

(2)  _ âZ ò  R^ K� ð é_l i\ûia ð\û _ âdûi Ke òùa, C_]ûeû (1) (b) ùe i ìP òZ @ûagýKZûK ê
\ éÁ òùe eL ò, A�eù^Uþ iùcZ a òb ò^ Ü  ù~ûMûù~ûM cû]ýcùe Z[û ^ òdc òZ @«eûkùe ^ òR
Ze`eê i ß õdPûk òZ ùjûA ~[ûi¸a @] òK cûZ â ûùe i ìP^û _ âi ûeY Ke òùa, ~\ ß ûeû
iû]ûeY ùfûùK i ìP^û _ûAaû _ûA ñ  Gj ò @ûA^ þK ê  aýajûe Ke òaûe @aKûg ^ý ì^Zc
ù j û A _ W ò a û

( 3) C_]ûeû (1) e _ âùdûR^ _ûA ñ , _ âZ ò  i ìP^ûK ê Gc òZ ò  aý û_K bûùa Gaõ Gc òZ ò
e ì_ùe I Xwùe _ âiûeY Keû~ òa, ~ûjû `kùe Gjû ia ðiû]ûeYuê ijRùe C_faþ]
ùjûA_ûe òa û

( 4) GK aòùgh AfûKûùe icÉ _âKûe iìP^û-iûcMâú _âiûeY KeòaûKê Mfûùaùk iað^òcÜ Lyð, iÚû^úd bûhû I
ùijò AfûKûùe iaêVêñ `k_â\ cû]ýcKê aòPûeKê ù^aûKê _Wòa, Gaõ iùaûð_eò ùK¦âúd I eûRýÉeúd R^ iìP^û
@]òKûeúcû^u @ûd�ùe AùfKþUâ^òK cû]ýcùe [òaû iìP^û ~[ûi¸a ijRùe C_faþ] ùjûA_ûeê[òa, Gaõ ùiiaêKê
aò^ûcìfýùe ù~ûMûA \ò@û~òa ^ùPZþ ùNûhòZ ùjaûKê [òaû ùKak cû]ýc(còWòdcþ)e aû cê\ âY Lyðe
a òj òZ \ûc þ  a ò^ òcdùe ù~ûMûA \ ò@û~ òa û
iÝÁúKeY- C_]ûeû (3) I (4)e _âùdûR^ _ûAñ, �iìP^ûe _âiûeY� ùaûAùf, ù^ûUòiþ ùaûWð, i´û\_Zâ,
iaðiû]ûeYùe ùNûhYû, MYcû]ýcùe _âPûe, A�eù^Uþ aû GK R^ K�ðé_lu \¯eKê ò̂eúlY (A^ùiÝKþi þ̂)
Keòaû iùcZ @^ý ù~ ùKû÷÷Yiò cû]ýcùe iaðiû]ûeYuê iìP^û RYûAaû aû aòm ò̄ Keòaû û
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Chapter1: Introduction

1.1. Please throw light on the background of this hand-book (Right to Information Act, 2005)

1.2. Objective/purpose of this hand-book

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

1.4. Organisation of the information in this hand-book

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

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. Procedure and Fee Structure for getting information not available in the hand-book.

@]ýûd �1 : _âÉûa^û

1.1. Gjò ijûdK-_êÉKe _éÂbìcò i´§ùe @aZûeYû ( iìP^û @]òKûe @ûA^þ, 2005)

1.2. Gjò ijûdK _êÉKe Cù�gý

1.3. Gjò ijûdK _êÉKe C�òÁ C_ù~ûMú ùKCñcûù^?

1.4. Gjò ijûdK _êÉKùe i^ÜòòùagòZ iìP^û-b�ûee iõeP^û

1.5. iõmû ( Gjò ijûdK _êÉKùe aýajéZ aòbò^Ü g±ûakúe iõmû )

1.6. RùY aýqò Gjò ijûdK _êÉKùe _eòùahòZ ùjûA[òaû iìP^û i´§ùe @]òK RûYòaûKê Pûjóùf aû
_eòùahòZ ùjûA^[òaû iìP^û i´§ùe RûYòaûKê Pûjóùf, ùi Kûjû ijòZ ù~ûMûù~ûM Keòùa ?

1.7. Gjò ijûdK _êÉKùe _eòùahòZ ùjûA^[òaû iìP^û _ûAaûKê ùjùf RùY aýqò K�Y Keòùa I ùi[ò_ûAñ
Kò _âKûe `ò aýaiÚû @Qò ?
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Chapter-2 (Manual - 1)
Particulars of Organization, Functions and Duties

2.1. Objective/purpose of the public authority.

2.2. Mission / Vision Statement of the public authority.

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

2.4. Duties of the public authority.

2.5. Main activities/functions of the public authority.

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

2.7. Organizational Structure Diagram at various levels namely State, directorate, region district, block etc (which-
ever is applicable).

2.8. Expectation of the public authority from the public for enhancing its effectiveness and  efficiency.

2.9 Arrangments and methods made for seeking public participation/ contribution.

2.10. Mechanism available for monitoring the service delivery and public grievance resolution.

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 Morning hours of the office :

Closing hours of the office :

@]ýûd-2 ( cû ê̂@ûfþ -1)
iõMV^e iaòùgh Z[ý, Kû~ýðûakú Gaõ \ûdòZßicìj

2.1. Gjò R^ K�ðé_le Cù�gý I flý û
2.2 Gjò R^ K�ðé_le còg^þ I iê\ìe ù~ûR^û û
2.3 Gjò R^ K�ðé_le iõlò¯ AZòòjûi Gaõ ùKCñ _éÂbìcòùe Gjû _âZòÂû ùjûA[òfû ?
2.4 Gjò R^ K�ðé_le \ûdòZßMêWòK K�Y ?
2.5 Gjò R^ K�ðé_le cêLý Kû~ýð MêWòK K�Y ?
2.6 Gjò R^ K�ðé_lu \ßûeû _â\� R^ùiaûMêWòKe ZûfòKû I _âZò R^ùiaû i´§ùe GK iõlò¯ aòaeY û
2.7 Gjò R^ K�ðé_lue eûRý, ^òù�ðgûkd, @�k, Ròfäû, aäKþ AZýû\ò ( ~ûjûKò _âRê~ý) aòbò^Ü Éeùe [òaû iûõMV^òK

Xû�û û
2.8 R^ K�ðé_l ^òRe _âbûa I Kû~ýð\lZû aé¡ò _ûAñ iaðiû]ûeYu Vûeê K�Y @ûgû Ke«ò ?
2.9 iaðiû]ûeYu bûMò\ûeòZû I ijù~ûM jûif Keòaû _ûAñ Kò Kò aýaiÚû I _¡Zòcû^ MâjY Keû~ûAQò ?
2.10 R^ùiaû MêWòK C�òÁ iÚkùe _j�êQò Kò ^ûjó, Z[û ùfûKu @û_�ò-@bòù~ûMe _~ýðûùfûP^û _ûAñ Kò _âKûe aýaiÚû

ejòQò ?
2.11 cêLý Kû~ýðûkd Gaõ aòbò^Ü Éeùe [òaû @^ý Kû~ýðûkd MêWòKe VòKYû û ( _ûVKu iêaò]û _ûAñ VòKYûMêWòKê RòfäûIýûeò

iùRA ùfL«ê ) û
2.12 Kû~ýðûkd ùLûfòaû icd û

Kû~ýðûkd a¦ ùjaû icd û
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Chapter - 3 (Manual- 2)
Powers and Duties of Officers and Employees

3.1 Please provide details of the powers and duties of officers and employees of the organization.

@]ýûd-3 ( cû ê̂@ûfþ -2)
@ ò̀ieþ I KcðPûeúcû^u lcZû I \ûdZßicìj

3.1 iõMV^e @ ò̀ieþ I KcðPûeúu lcZû I \ûdòZß i´§ùe aòg\þ aòaeYú ò̂cÜ `cðûUþùe _â\û^ Ke«ê û

Designation  
 

Administrative 
 
 

1. 
2. 
3. 

Financial 
 
 

1. 
2. 
3. 

Powers 
 
 
 
 
 
 
 
 
 
 

Others 
 
 

1. 
2. 
3. 

Duties 
 
 

1. 
2. 
3. 

 

_\aú  
 

_âgûi^òK 
 
 

1. 
2. 
3. 

@û[ðòK 
 
 

1. 
2. 
3. 

lcZû 
 
 
 
 
 
 
 
 
 
 

@^ýû^ý 
 
 

1. 
2. 
3. 

\ûdòZß 
 
 

1. 
2. 
3. 
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Chapter - 4 (Manual - 3)
Rules, Regulations, Instructions, Manual and Records, for Discharging Functions
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.

@]ýûd-4 (cû ê̂@ûfþ- 3)
\ûdòZß iµû\^ _ûAñ C�òÁ ò̂dcûakú, aò]òaò]û^, ò̂ù�ðgûakú, cû ê̂@ûfþ Gaõ ùeKWð

4.1. R^ K�ðé_lu ^òKUùe aû ^òdªYùe [òaû @[aû Gjûe KcðPûeúcû^u K�ðaý iõ_û\^ _ûAñ aýajéZ ùjC[òaû icÉ
^òdcûakú, aò]òaò]û^, ^òù�ðgûakú, cû^ê@ûfþ Gaõ ùeKWð MêWòKe ZûfòKû ^òùcÜûq `cðûUþùe _â\û^ Ke«ê û _âZò Kòice
WKêùc� _ûAñ Gjò `cðûUþKê @fMû @fMû _ìeY KeòaûKê _Wòa û

Name/ Title of  
The Document     . . . . . . . . . . . . . . . . .        Type of 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,                          Address: 
regulations, 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) 
 

 

WKêùc�e ^ûc /gúhðK . . . . . . . . . . . . . .   Kò Kòice WKêùc� 
                  
         ò̂cÜ KòicMêWòK bòZeê ùMûUòG aûQ«ê    
         ( ò̂dcûakú, aò]òaò]û^, ò̂ù�ðgûakú,  
                                                                                     cû ê̂@ûfþ , ùeKWð aû @^ýû^ý)  
WKêùc� i´§ùe iõlò¯ aòaeY- 

 

ùKCñVê RùY Gjò ^òdcûakú, aò]òaò]û̂ , ^òù�ðgûakú,  
cû ê̂@ûfþ aû ùeKWðe ^Kf _ûA _ûeòa-                                          VòKYû: 
                                                                                                 ùUfòù`û þ̂ 
                                                                                                  `ûKè -                                   
         Aùcfþ -                                  
                                                                                            @^ýKòQò-                                  
Gjò ^òdcûakú, aò]òaò]û^, ^òù�ðgûakú,  
cû^ê@ûfþ aû ùeKWðe \ûcþ (~\ò ^ò¡ðûeòZ ùjûA[ûG)-  
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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.

Formulation of Policy

5.1. Whether there is any provision to seek consultation/ participation of public or its representatives for formula-
tion of policies? If there is, please provide details of such policy in following format.

Implementation of Policy

5.2. Whether there is any provision to seek consultation/ participation of public or its representatives for imple-
mentation 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/N o) 
 

Arrangements for 
seeking public 
participation 
 

    

 

Sr.No. 
 
 
 

Subject/Topic 
 
 
 

Is it mandatory to 
ensure public 
participation(Yes/N o) 
 

Arrangements for 
seeking public 
participation 
 

    

 

N:B: This will help a citizen understand on what basis public participation in formu-
lation and implementation of policy matters is decided upon.
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@]ýûd � 5 ( cû ê̂@ûfþ -4)

ù~ ùKû÷÷Yiò ^úZòe ò̂¡ðûeY aû Kû~ýðû ß̂d^ _eòù_âlòùe iû]ûeY ^ûMeòK aû ùicû^u
_âZò̂ ò]òu ij _eûcgð Keòaû aû ùicû^u aqaýKê gêYòaû _ûAñ [òaû aýaiÚûcû^ i´§ùe

aòg\þ aòaeYú

^úZò ò̂¡ûðeY

5.1. aòbò^Ü ^úZòMêWòKe ^ò¡ðûeY aýû_ûeùe iaðiû]ûeY aû ùicû^u _âZò^ò]òcû^u ij _eûcgð Gaõ ùicû^u @õgMâjY _ûAñ
KòQò aýaiÚû @Qò Kò? ~\ò @Qò, ùZùa ùKCñ ^úZò (_fòiò) _eòù_âlòùe Kò aýaiÚû @Qò, Zjóe aòg\þ aòaeY ^òùcÜûq
`cðûUþùe \ò@«ê û

Kâc 
iõLýû 
 
 
 

aòhd / _âiw 
 
 
 

R^iû]ûeYu bûMò\ûeòZûKê   
iê ò̂½òZ Keòaû K�Y  
@ ò̂aû~ýð ( jñ / ^û ) 

R^iû]ûeYu bûMò\ûeòZû 
_ûAñ Kò Kò aýaiÚûcû^ L¬û 
~ûAQò ? 

    

 

^úZòe Kû~ýðû ß̂d^

5.2. aòbò^Ü ^úZòMêWòKe Kû~ýðû^ßd^ _âKâòdûùe iaðiû]ûeY aû ùicû^u _âZò^ò]òcû^u ij _eûcgð Gaõ ùicû^u @õgMâjY
_ûAñ KòQò aýaiÚû @Qò Kò? ~\ò @Qò, ùZùa Kò Kò aýaiÚû @Qò, Zjóe aòg\þ aòaeY ^òùcÜûq `cðûUþùe \ò@«ê û

aò.\â. : ̂ úZòMêWòKe ̂ ò¡ðûeY I Kû~ýðû ß̂d^ _âKâòdûùe iaðiû]ûeYu bûMò\ûeòZû i´§ùe ̂ ò@û~ûA[òaû ̂ òhÝ�òMêWòKe
ù~û÷÷qòK bò�òKê aêSòaûùe C_ùeûq iìP^û ijûdK ùja û

Kâc 
iõLýû 
 
 
 

aòhd / _âiw 
 
 
 

R^iû]ûeYu bûMò\ûeòZûKê   
iê ò̂½òZ Keòaû K�Y  
@ ò̂aû~ýð ( jñ / ^û ) 

R^iû]ûeYu bûMò\ûeòZû 
_ûAñ Kò Kò aýaiÚûcû^ L¬û 
~ûAQò ? 
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Chapter - 6 (Manual -5)

A statement of the categories of documents that are
held by it or under its control

6.1. Use the format given below to give the information about the official documents. Also mention the place
where the documents are available 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 
 
 

 
 

 
 

 
 

 
 

 
 

 

@]ýûd- 6 ( cû ê̂@ûfþ -5)

ùMûUòG R^ K�ðé_lu ò̂KUùe aû ò̂dªYùe [òaû \fòfþ MêWòKe _âKûeùb\

6.1 ùMûUòG R^ K�ðé_lu ò̂KUùe [òaû ieKûeú \fòfþ i´§ùe ò̂cÜ `cðûUþ @ ê̂~ûdú iìP^û \ò@«ê û ùKCñ iÚû^ùe
ùijòiaê \fòfþ còkò_ûeòa, ùi i´§ùe c]ý iìP^û \ò@«ê, ~[û iyòaûkdùe aû ò̂ù�ðgûkdùe aû @^ý ùKCñVò û
Kò«ê iÚû^ ùfLòaûKê ~ûA �@^ý ùKCñVò� ^ùfLò ò̂�ðòÁ iÚû^ CùfäL KeòaûKê @ ê̂ùeû] û

Kâ.iõ. 
 
 
 

Kò _âKûee \fòfþ \fòfþe ^ûc Gaõ ùMûUòG 
aûKýùe Gjûe _eòPd  

Gjò \fòfþKê _ûAaûe  
C_ûd  
 

Kûjû _ûLùe aû 
^òdªYùe @Qò 
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Chapter - 7 (Manual - 6)
A statement of boards, council, committees and other bodies

constituted as its part
7.1. Please provide information on Boards, Councils, Committees and Other Bodies related to the public

authority in the following format :

l Name and address of the Affiliated Body

l Type of Affiliated Body (Board, Council, Committees, Other Bodies )

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

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

l Structure and Member Composition

l Head of the Body

l Address of main office and its Branches

l Frequency of Meetings

l Can public participate in the meetings ?

l Are minutes of the meetings prepared ?

l Are minutes of the meetings available to the public ? If yes please provide information about the proce-
dure to obtain them.

@]ýûd- 7 (cû ê̂@ûfþ -6)
GK R^ K�ðé_lu @waòùgh eìù_ MVòZ ùjûA[òaû ùaûWð, _eòh\, KcòUò Gaõ

@^ý iõiÚûicìju i´§ùe aòaeYú
7.1.  R^ K�ðé_lu ijòZ iõ_KðúZ [òaû ùaûWð, KûC þ̂iòfþ, KcòUò Gaõ @^ý iõiÚûicìju i´§ùe iìP^û

ò̂ùcÜûq `cðûUþùe _â\û^ Ke«ê û
· @^êa§òZ ( @û`òfòGùUWþ) iõiÚûu ^ûc I VòKYû-
· @^êa§òZ iõiÚûu _âKûeùb\ (ùaûWð, KûC þ̂iòfþ, KcòUò aû @^ýKòQò )-
· @^êa§òZ iõiÚûu aòhdùe iõlò¯ _eòPd (_âZòÂû ahð, Cù�gý I cêLý Kû~ýðKâc)-
· @^êa§òZ iõiÚûu bìcòKû (_eûcgðcìkK, _eòPûk^ûMZ, _âgûi^òK aû @^ýKòQò )-
· Gjûe iûõMV^òK Xû�û I i\iýaé¦-
· Gjûe cêLý KòG ?-
· Gjûe cêLý Kû~ýðûkd I gûLû Kû~ýðûkdMêWòKe VòKYû-
· Gjûe ùa÷÷VKMêUòK ùKCñ icdû«eùe @^êÂòZ ùjûA[ûG ?-
· Gjò ùa÷÷VKMêWòKùe iû]ûeY ^ûMeòK bûM ù^A _ûeòùa Kò?-
· Gjò ùa÷÷VKMêWòKe aòaeYú ùfLû ùjûA[ûG Kò?
· Gjò aòaeYúMêWòK iû]ûeY ^ûMeòKuê còkò _ûeòa Kò? ~\ò jñ, ùZùa ùKCñ C_ûdùe còkò_ûeòa, ùi

i´§ùe iìP^û \ò@«ê û
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Chapter - 8 (Manual- 7)

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

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 
 
 

 
STD 
Code 
 
 

 
Office 

 
Home 

 

 
Fax 
 
 

 
Email 
 
 

 
Address 
 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

 Public Information Officers :

 
      Ph. No. 

 
Sr.No. 
 
 

 
Name 
 
 

 
Designation 
 
 

 
STD 
Code 
 
 

 
Office 

 
Home 

 

 
Fax 
 
 

 
Email 
 
 

 
Address 
 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

 
Department Appellate Authority :

 
      Ph. No. 

 
Sr.No. 
 
 

 
Name 
 
 

 
Designation 
 
 

 
STD 
Code 
 
 

 
Office 

 
Home 

 

 
Fax 
 
 

 
Email 
 
 

 
Address 
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@]ýûd- 8 (cû ê̂@ûfþ- 7)
R^ iìP^û @]òKûeúcû^u ̂ ûc, _\aú Gaõ @^ýû^ý iaòùgh Z[ý

8.1. R^ K�ðé_lu \ßûeû ̂ òùdûRòZ R^ iìP^û @]òKûeú, ijKûeú R^ iìP^û @]òKûeú Gaõ aòbûMúd @_òfþ K�ðé_luê
ù~ûMûù~ûM Keòaû _ûAñ @ûagýKúd iìP^û ^òùcÜûq `cðûUþùe \ò@«ê û

R^ K�ðé_lu ^ûc :

ijKûeú R^iìP^û @]òKûeú-

R^iìP^û @]òKûeú-

  ù`û^þ ^´e KâciõLýû 
 
 

^ûc 
 
 

_\aú 
 
 

Giþ.Uò.Wò. 
ùKûWð 
 @`òiþ Ne 

 

`ýûKþi 
 
 

Aùcfþ 
 
 

VòKYû 
 
 

 
 

        

 

  ù`û^þ ^´e KâciõLýû 
 
 

^ûc 
 
 

_\aú 
 
 

Giþ.Uò.Wò. 
ùKûWð 
 @`òiþ Ne 

 

`ýûKþi 
 
 

Aùcfþ 
 
 

VòKYû 
 
 

 
 

        

 

aòbûMúd @_òfþ K�ðé_l -

  ù`û^þ ^´e KâciõLýû 
 
 

^ûc 
 
 

_\aú 
 
 

Giþ.Uò.Wò. 
ùKûWð 
 @`òiþ Ne 

 

`ýûKþi 
 
 

Aùcfþ 
 
 

VòKYû 
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Chapter - 9 (Manual - 8)
Procedure followed in Decision Making Process

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

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

9.5 Who is the final authority that vets the decision ?

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/ Diection, 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  
 @]ýûd- 9 (cû ê̂@ûfþ- 8)

ò̂hÝ�ò MâjY _ûAñ @ ê̂iéZ _âKâòdû
9.1. aòbò^Ü aòhdùe ^òhÝ�ò ù^aû_ûAñ ùKCñ _âKâòdû @af´^ Keû~ûA[ûG ? (G ùlZâùe iyòaûkd cû^ê@ûfþ, aòRòù^iþ

cû^ê@ûfþe ^òdcûakú Gaõ @^ý aò]òaýaiÚû AZýû\òKê iìPòZ Keû~ûA_ûùe )
9.2 ùKCñ ùKCñ fò_òa¡ _âKâòdû/ aò^ò�ðòÁ cû^\� I ^òdcûakúKê @^êieY Keû~ûA ùKû÷÷Yiò GK MêeêZß_ì�ð aòhd C_ùe GK

iê^ò�ðòÁ ^òhÝ�ò ^ò@û ~ûA[ûG? ^òhÝ�ò MâjY _âKâòdû ùKCñ ùKCñ Ée ù\A MZò Keò[ûG ?
9.3 iaðiû]ûeYuê Gjòiaê ^òhÝ�ò i´§ùe @aMZ KeûAaû _ûAñ Kò Kò aýaiÚûcû^ @Qò ?
9.4 ùKû÷÷Yiò aýû_ûeùe ^òhÝ�ò ù^aû _âKâòdûùe aòbò^Ü Éeùe @aiÚû_òZ ùKCñ ùKCñ @�òieþcû^u cZûcZ ùfûWû ~ûA[ûG û
9.5 KòG ùijò K�ðé_l, ù~ Kò GK ^òhÝ�òKê PìWû« @^êùcû\^ Keò[û«ò ?
9.6. MêeêZß_ì�ð aòhdcû^ C_ùe R^ K�ðé_l ù^C[òaû ^òhÝ�ò i´§ùe ^òùcÜûq `cðûUþùe iìP^û _â\û^ Ke«ê û

Kâc iõLýû        
ùKCñ aòhdùe ^òhÝ�ò ^ò@û~ûA[ûG  
G[ò_ûAñ [òaû cûMð\gðúKû aû ^òù�ðgûakú, ~\ò [ûG   

^òhÝ�ò ù^aûe _âKâòdû  

^òhÝ�ò MâjY _âKâòdûùe RWòZ @`òieþcû^u _\aú  

Gjò @`òieþcû^uê ù~ûMûù~ûM Keòaûe VòKYû  

~\ò ùijò ^òhÝ�òùe ùKjò @eûRò jê@«ò, ùZùa ùKCñVò I Kò_eò @_òfþ Keòùa    

 



Template for Information Handbook Version 1.0

Chapter- 10 (Manual -9)

Directory of Officers and Employee

10.1 Please provide information district wise in following format

 
       Phone No. 
 

 
Sr. 
No. 
 

 
 
Name 
 
 

 
 
Designation 
 
 

 
 
S.T.D. 
Code 
 
 

Office 
 

Home 
 

 
 
Fax 
 
 

 
 
Email 
 
 

 
 
Address 
 
 

 
 

 
 
 

 
 

 
 

 
 

 
 

 
 

 
 

 

@]ýûd �10 (cû ê̂@ûfþ -9)
@ ò̀ieþ Gaõ KcðPûeúu @aiÚû^-_¬òKû

10.1. _âZò R^ K�ðé_lu @]ò^ùe ^ò~êq [òaû icÉ @`òieþ I KcðPûeúu i´§ùe ^òcÜ `cðûUþùe RòfäûIýûeò
iìP^û _â\û^ Ke«ê û

 
  ù`û^þ ^´e 
 
 

 
Kâc iõLýû  
 
 
 
 
 

 
^ûc 
 
 
 
 
 

 
_\aú 
 
 
 
 
 

 
Giþ.Uò.Wò. 
ùKûWð 
 
 
 
 

 
@ ò̀iþ 
 

 
Ne 
 

 
`ûKþi 
 
 
 
 
 

 
Aùcfþ 
 
 
 
 
 

 
VòKYû 
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Chapter -11 (Manual- 10)

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

Provided in Regulations

11.1. Please provide information in following format

Sr. 
No. 
 
 
 

Name 
 
 
 
 

Designation 
 
 
 
 

Monthly 
remuneration 
 
 
 

Compensation / 
Compensatory 
allowance 
 
 

The procedure to 
deter mine the 
remuneration as 
given 
in the regulation 
 

 
 
 

  
 

  
 
 

 
 
 

 @]ýûd- 11 (cû ê̂@ûfþ -10)

ùMûUòG R^ K�ðé_l @]ú^ùe Kû~ýð Keê[òaû _âZò @ ò̀ieþ I
KcðPûeúuê còkê[òaû aò]ò- ò̂ù�ðgòZ aòbò̂ Ü b�ûaýaiÚû

ijòZ cûiòK \ecû

11.1.  ùMûUòG R^ K�ðé_l @]ú^ùe Kû~ýð Keê[òaû _âZò @`òieþ I KcðPûeúuê còkê[òaû aò]ò ^òù�ðgòZ aòbò^Ü b�ûaýaiÚû ijòZ
cûiòK \ecû i´§ùe ^òcÜ `cðûUþùe iìP^û \ò@«ê û

KâciõLýû 
 
 

^ûc 
 
 
 
 

_\aú 
 
 
 
 

cûiòK ùaZ^ 
 
 
 

lZòbeYû I 
lZò_ìeK b�û 
 

iõ_éq aò]ò^òdcùe 
Gjòiaê _âû_ýe 
_eòcûY iÚòe KeòaûKê 
ejò[òaû 
^ò�ðd _¡Zò  
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Chapter -12 (Manual - 11)

The Budget Allocated to each Agency

(Particulars of all plans, proposed expenditures and reports on
disbursement made)

For Public Authorities responsible for developmental, construction, technical works

12.1. Provide information about the details of the budget for different activities under different schemes in the
given format:

Year 2004-2005-:

Sr. 
No. 
 

Activity Starting  
Date of  
The 
activity 

Planned 
end 
date of 
the 
activity 

Amount 
propo-   
sed 

Amount  
Sancti- 
oned 

Amount 
released
/disburs
-ed (no. 
of 
install-
ments) 

Actual 
expendi
ture for 
the last 
year 

Resp-
onsible 
officer 
for the 
quality 
and 
Comp-
lete 
execut-
ion of 
the 
work   

         

 

For other Public Authorities 
 
Sr. No. 
 
 
 
 

Head 
 
 
 
 

Proposed  
Budget 
 
 
 

Sanctioned 
Budget 
 
 
 

Amount released/ 
Disbursed ( no. of 
installments) 
 
 

Total 
Expenditure 
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@]ýûd-12 (cû ê̂@ûfþ -11)
_âZò iõiÚûKê @ûa�òZ aùRUþ

( _âZò ù~ûR^û i´§ùe iaòùgh Z[ý, _âÉûaòZ aýd Gaõ aòZeòZ @[ðe aòaeYú)

C Ü̂d^, ò̂cðûY I ùa÷÷hdòK (ùUKþ̂ òKûfþ ) ]eYe Kû~ýð Keê[òaû R^ K�ðé_lu _ûAñ -

12.1. aòbò^Ü iÑòcþ @]ú^ùe aòbò^Ü ]eYe Kû~ýð _ûAñ NUòZ aùRUþ i´§ùe ^òcÜ `cðûUþùe iìP^û \ò@«ê û

ahð- 2004-2005

Kâc 
iõLýû 
 
 

 iÑòcþ e 
^ûc 

Kû~ýð Kû~ýð 
@ûe¸  
ZûeòL 

Kû~ýðùgh 
_ûAñ iÚòe 
ùjûA[òaû 
ZûeòL 

_âÉûaòZ  
aýd 
_eòcûY 

c¬êeò 
fûb 
Keò[òaû 
_eòcûY 

EòfòRþ I 
@ûa�òZ 
ùjûA[òaû 
@[ð _eòcûY 
(KòÉòIýûeò) 

MZahð  
ùjûA[òaû 
_âKéZ 
aýd 
_eòcûY    

Kû~ýðe 
MêYûZàK 
cû^ I 
iõ_ì�ð 
iõ_û\^ 
_ûAñ  
C�e\ûdú 
@]òKûeú 

        
 

  

 

@^ýû^ý R^ K�ðé_lu _ûAñ-
ahð- 2004-2005

Kâc 
iõLýû 

 ùKCñ 
aûa\ùe 
 

_âÉûaòZ    
aùRUþ 
 

c¬êe ùjûA[òaû  
aùRUþ 
 
 

EòfòRþ I aòZeeòZ 
ùjûA[òaû @[ð _eòcûY 
(KòÉòIýûeò)   
 

aýdòZ @[ðe  
ùcûUþ _eòcûY 
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Chapter – 13 ( Manual –12)

The Manner of Execution of Subsidy Programmes

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

l Name of Programme/scheme

l Duration of the programme /scheme

l Objective of the programme

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

l Elligibility of Beneficiary

l Pre-requisites for the benefit

l Procedure to avail the benefits of the programme

l Criteria for deciding eligibility

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

l Procedure for the distribution of the subsidy

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

l Application Fee ( where applicable)

l Other Fees (where applicable)

l 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 )

l List of attachments ( certificates/ documents)]

l Format of Attachments

l Where to contact in case of process related complaints

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

l List of beneficiaries in the format given below

 

Address 
 
 

Serial 
Number 
/ Code 

 
 
 
 

Benefi- 
ciary 

Name 
 
 
 
 
 

Amount 
of 

subsidy 
 
 
 
 
 

Parent/ 
Guardi- 

ans 
 
 
 
 
 

Criteria 
of 

selection 
 
 
 
 
 

District 
 
 

City 
 
 

Town/ 
Village 

 

House No. 
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@]ýûd- 13
@ ê̂\û^/ijdZû Kû~ýðKâc MêWòKe Kû~ýðû ß̂d^ _âYûkú

13.1. ò̂cÜ `cðûUþ @ ê̂~ûdú iìP^û _â\û^ Ke«ê �
· Kû~ýðKâc /iÑòcþe ^ûc-
· Kû~ýðKâc /iÑòcþe Kû~ýðKûk-
· Kû~ýðKâce Cù�gý-
· Kû~ýðKâce ùbû÷÷ZòK I @û[ðòK flýicìj (MZ ahðe) -
· jòZû]òKûeúu ù~ûMýZû-
· ijûdZû _ûAaû _ûAñ _âûKþ-i�ðcû^-
· Kû~ýðKâc @]ú^ùe ijûdZû _ûAaûe _âKâòdû-
· jòZû]òKûeúu ù~ûMýZû ^òeì_Y _ûAñ cû^\�-
· Kû~ýðKâc @]ú^ùe _â\� ijûdZûe aòg\þ aòaeYú (@^ý _âKûe ijûdZûe _eòcûY c]ý CùfäL Ke«ê)-
· ijûdZûKê @ûa�^ Keòaûe _¡Zò-
· ijûdZû _ûAñ ùKCñVòKê \eLûÉ KeòaûKê _Wòa aû G[ò_ûAñ @`òiþùe KûjûKê ù~ûMûù~ûM KeòaûKê _Wòa ?-
· \eLûÉ `ò ( ~\ò ]û~ýð ùjûA[ûG) �
· @^ýû^ý `ò (~\ò ]û~ýð ùjûA[ûG)-
· \eLûÉ `cð ( ~\ò ]û~ýð ùjûA[ûG û Gaõ ~\ò iû]û KûMRùe \eLûÉ Keòaû \eKûe, ùZùa GK[û CùfäL Keòaû

ijòZ \eLûÉùe K�Y K�Y ejòa, ùi aòhdùe iìP^û \ò@«ê û)-
· \eLûÉ ij ùKCñ ^[òMêWòKê iõfMÜ KeòaûKê _Wòa (iûUðò`òùKUþ /WKêùc�)-
· iõfMÜ ùjaûKê [òaû ^[òMêWòKe `cðûUþ -
· \eLûÉ-\ûLf _âKâòdû i´§òZ @bòù~ûM _ûAñ KûjûKê ù~ûMûù~ûM KeòaûKê _Wòa ?-
· C_faþ] _ûY×ò i´§ùe aòg\þ aòaeYú ( Ròfäû I aäKþ iùcZ aòbò^Ü Éeùe)-
· ^òùcÜûq `cðûUþùe jòZû]òKûeúcû^u ZûfòKû _â\û^ Ke«ê -

VòKYû Kâc 
iõLýû 

 
 

jòZû]òKûeúu 
^ûc 
 
 

ijûdZûe 
_eòcûY 

 
 

_òZûcûZû/ 
@aòbûaK 

 
 

jòZû]òKûeú 
Pd^e 
cû^\� 

 

Ròfäû 
 
 

^Me 
 
 

ije /  
Mâûc 
 

Ne ^´e 
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Chapter -14 (Manual -13)

Particulars of Recipients of Concessions, permits or
authorization granted by it

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

l Name of Progarmme

l Type (Concession/ Permits/ Authorization)

l Objective

l Targets set (For the last year)

l Eligibility

l Criteria for the eligibility

l Pre-requisites

l Procedure to avail the benefits

l Time limit for the concession/ Permits/ Authorizations

l Application Fee ( where applicable)

l Application format (where applicable)

l List of attachments ( certificates/ documents)]

l Format of Attachments

l List of beneficiaries in the format given below

Address 
 

Serial 
No./Code 

 
 
 
 

Benefici-
ary name 

 
 
 
 

Validity 
Period 

 
 
 

Parent/ 
Guardians 

 
 
 

District 
 
 

City 
 
 

Town/ 
Village 

 

House No. 
 
 

        

 
Also provide the following information for Concession

l    Detail of the benefit given

l    Distribution of benefits
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@]ýûd- 14 (cû ê̂@ûfþ- 13)

R^ K�ðé_lu \ßûeû c¬êe ùjC[òaû eòjûZò, _ecòUþ I _âû]òKûe
i´§ùe iaòùgh iìP^û

14.1. ò̂cÜ `cðûUþ @ ê̂~ûdú iìP^û _â\û^ Ke«ê �
· Kû~ýðKâce ^ûc-
· Kò _âKûe Kû~ýðKâc (eòjûZò, _ecòUþ, _âû]òKûe) -
· Kû~ýðKâce Cù�gý-
· ]û~ýð flýicìj (MZ ahðe) -
· eòjûZò/_ecòUþ/_âû]òKûe _ûAaû _ûAñ ù~ûMýZû-
· ù~ûMýZû-^ò�ðde cû^\� �
· ù~ûMýZû _ûAñ _âûKþ-i�ðcû^-
· eòjûZò/_ecòUþ/_âû]òKûe jûif Keòaûe _âKâòdû-
· eòjûZò/_ecòUþ/_âû]òKûee icd-@a]ò -
· \eLûÉ `ò ( ~\ò ]û~ýð ùjûA[ûG) �
· \eLûÉ `cð ( ~\ò ]û~ýð ùjûA[ûG)-
· \eLûÉ ij ùKCñ ^[òMêWòKê iõfMÜ KeòaûKê _Wòa (iûUðò`òùKUþ /WKêùc�)-
· iõfMÜ ùjaûKê [òaû ^[òMêWòKe `cðûUþ -
· ^òùcÜûq `cðûUþùe jòZû]òKûeúcû^u ZûfòKû _â\û^ Ke«ê -

VòKYû Kâc 
iõLýû/ 
ùKûWð 

 

jòZû]òKûeúu 
^ûc 
 
 

aò]òcû^ýZûe    
Kû~ýðKûk 

 

_òZûcûZû/ 
@aòbûaK 

 
 

Ròfäû 
 
 

^Me 
 
 

ije /  
Mâûc 
 

Ne ^´e 
 
 

        
 

GjûQWû eòjûZò aýû_ûeùe ò̂ùcÜûq iìP^û c]ý \ò@«ê -

· \ò@û~ûA[òaû eòjûZò i´§ùe iaòùgh Z[ý-
· eòjûZò a�^



Template for Information Handbook Version 1.0

Chapter - 15 (Manual - 14)

Norms set by it for the discharge of its functions

15.1 Please provide the details of the Norms/ Standards set by the department for execution of various activities/
programmes.

@]ýûd- 15 (cû ê̂@ûfþ -14)

R^ K�ðé_l ò̂Re \ûdòZß iµû\^ _ûAñ iÚòe Keò[òaû cû^\�icìj

15.1.^òRe aòbò^Ü ù~ûR^û I Kû~ýðKâce iõ_û\^ _ûAñ iõ_éq aòbûM \ßûeû iÚòeúKéZ ùjûA[òaû aòbò^Ü iìP^ûu I
cû^\� i´§ùe iaòùgh iìP^û _â\û^ Ke«ê û

Chapter -16 (Manual -15)

Information available in an electronic form

16.1 Please provide the details of the information related to the various schemes which are available in the
electronic format.

@]ýûd- 16 ( cû ê̂@ûfþ -15)

AùfKþUâ̂ òKþ cû]ýcùe C_faþ] iìP^û icìj

16.1.aòbò^Ü iÑòcþMêWòK i´§ùe ù~Cñiaê iìP^û AùfKþUâ^òK cû]ýcùe C_faþ], ùi i´§ùe iaòùgh iìP^û
_â\û^ Ke«ê û
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Chapter -17 (Manual -16)

Particulars of the facilities available to citizens for
obtaining Information

17.1. Means, methods or facilitation available to the public which are adopted by the department for
dissemination of information.
Like -
l Office Library
l Drama and Shows
l Through News paper
l Exhibition
l Notice Board
l Inspection of Records in the Office
l System of issuing of copies of documents
l Printed Manual Available
l Website of the Public Authority
l Others means of advertising

@]ýûd- 17(cû ê̂@ûfþ-16)

^ûMeòKcû^uê iìP^û jûifùe ijûdZû Keòaû _ûAñ
C_faþ] aýaiÚûcû^

17.1 iìP^ûe _âiûeY ùlZâùe iaðiû]ûeYuê ijûdZû Kfûbkò ù~Cñ aýaiÚûcû^ iõ_éq aòbûM \ßûeû MâjY
Keû~ûAQò,
~[û �
· @`òiþ fûAùaâeú
· ^ûUK Gaõ Kkûbò^d
· LaeKûMR cû]ýcùe
· _â\gð̂ ú
· ù^ûUòiþ ùaûWð
· @`òiþùe ùeKWðMêWòKe ̂ òeúlY (A^þùiÝKþi^þ) Keòaûe iêù~ûM
· \fòfþMêWòKe ^Kf _â\û^ aýaiÚû
· cê\âòZ cû ê̂@ûfþ
· iõ_éq R^K�ðé_lu ùIaþiûAUþ
· aòmû_^ Keòaûe @^ýû^ý cû]ýc
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Chapter -18 (Manual -17)

Other Useful Information
18.1  Frequently Asked Questions and their Answers by Public
18.2  Related to seeking Information

u Application form (a copy of filled application form for reference)
u Fee
u How to write a precise information request - Few Tips
u Right of the Citizen in case of denial of information and procedure to appeal

18.3  With relation to training imparted to public by Public Authority
u Name of training programme with brief description
u Time period for Training Programme/ Scheme
u Objective of training
u Physical and Financial Targets (Last Year)
u Elligibility for training
u Prequistite for training (If any)
u Financial and other form of help (If any)
u Description of help (Mention the amount of Financial help, if any)
u Procedure of giving help
u Contact Information for applying
u Application Fee (Wherever applicable)
u Other Fees (Wherever applicable)
u Application Form (In case the application is made on plain paper, please mention the details which the
    applicant has to provide)
u List of enclosures / documents
u Format of enclosures / documents
u Procedure of application
u Selection Procedure
u Time table of training programme (In case available)
u Process to inform the trainee about the training schedule
u Arrangement made by the Public Authority for creating public awarness about the training programmes.
u List of Beneficiary of the training programme at various levels like district level, block level etc.

18.4 With relation to Certificate, No objection certificate etc issued by the Public Authority not included
        in Manual - 13

u Name and description of the certificates and NOCs
u Elligibility for applying
u Contact Information for applying
u Application Fee (Wherever applicable)
uOther Fees (Wherever applicable)
u Application Form (In case the application is made on plain paper, please mention the details which the
    applicant has to provide)
u List of enclosures / documents
u Format of enclosures / documents
u Procedure of application
u Process followed in the Public Authority after the receipt of application
u Normal time taken for issuance of certificate
u Validity period of certificate (If applicable)

u Process of renewal (If any)



Template for Information Handbook Version 1.0
18.5 With relation to registration process

uObjective

uElligibility for registration

uPre-requisites (If any)

uContact Information for applying

uApplication Fee (Wherever applicable)

uOther Fees (Wherever applicable)

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

u List of enclosures / documents

u Format of enclosures / documents

uProcedure of application

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

uValidity period of registration (If applicable)

u Process of renewal (If any)

18.6 With relation to collection of tax by Public Authority ((Municipal Corporation, Trade Tax,
        Entertainment Tax etc)

uName and description of tax

uPurpose of tax collection

u Procedure and criteria for determination of tax rates

u List of major defaulters

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)

uElligibility for connection

uPre-requisites (If any)

uContact Information for applying

uApplication Fee (Wherever applicable)

uOther Fees / Charges (Wherever applicable)

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

u List of enclosures / documents

u Format of enclosures / documents

uProcedure of application

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

u Brief description of terms used in the bills

uContact information in case of problems regarding Bills or service

u Tarriff and Other Charges

18.8 Details of any other public services provided by the Public Authority
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@]ýûd- 18 (cû ê̂@ûfþ - 17)
@^ýû^ý C_ù~ûMú iìP^û

18.1 R^cû^iùe ajêk bûùa Cuò cûeê[òaû i¸ûaý _âgÜûakú I ùiMêWòKe C�e
18.2 iìP^û _âû ò̄ i´§ùe

· GK ^cì^û \eLûÉ ( \éÁû« _ûAñ GK _ì�ðûw \eLûÉ)
· `ò
· iìP^û _âû¯ò _ûAñ Kòbkò GK ^òbðêfþ \eLûÉ ùfLòaûKê _Wòa- KòQò _eûcgð
· iìP^û _ûAaûeê a�òZ ùjûA[òaû RùY ^ûMeòKe @]òKûe Gaõ @_òfþ Keòaûe _¡Zò

18.3 R^ K�ðé_lu Ze`eê iaâiû]ûeYuê Zûfòcþ _â\û^ i´§ùe
· Zûfòcþ Kû~ýðKâce ^ûc I iõlò¯ aòaeYú
· Zûfòcþ Kû~ýðKâc /ù~ûR^ûe icd iúcû
· Zûfòcþ Kû~ýðKâce Cù�gý
· ùbû÷ZòK I @û[ðòK flý (MZ ahðe)
· Zûfòcþ ù^aû _ûAñ ù~ûMýZû
· Zûfòc ù^aû _ûAñ _âûKþ�i�ð ( ~\ò KòQò [ûG)
· G[ò_ûAñ @û[ðòK I @^ýû^ý ijûdZû ( ~\ò [ûG)
· ijûdZû i´§ùe a�ð^û (~\ò @û[ðòK ijûdZû [ûG, ùZùa Zjóe _eòcûY)
· ijûdZû _â\û^e _¡Zò
· G[ò_ûAñ \eLûÉ Keòaû iKûùg ù~ûMûù~ûM iìP^û
· \eLûÉ `ò (~\ò ]û~ýð ùjûA[ûG)
· @^ýû^ý `ò (~\ò ]û~ýð ùjûA[ûG)
· \eLûÉ _ûAñ C�òÁ `cð ( ~\ò iû]û KûMRùe \eLûÉ KeòaûKê _Wòa, ùZùa \eLûÉKûeúuê Kò Kò Z[ý _â\û^

KeòaûKê _Wòa, Zjóe iaòùgh aòaeYú )
· Kò Kò \fòfþ iõfMÜ KeòaûKê _Wòa, Zjóe ZûfòKû
· iõfMÜ ùjaûKê [òaû @ûagýKúd \fòfþMêWòKe `cðûUþ
· \eLûÉ Keòaûe _âKâòdû
· Pd^ _¡Zò
· Zûfòcþ Kû~ýðKâce icd iûeYú ( ~\ò C_faþ] [ûG)
· Zûfòcþ Kû~ýðKâc i´§ùe Zûfòcþ-_âû[ðúuê iìP^û ù\aûe _¡Zò
· Zûfòcþ Kû~ýðKâc MêWòK i´§ùe iaðiû]ûeYu @aMZò _ûAñ iõ_éq R^ K�ðé_lu Ze`eê Keû~ûA[òaû aýaiÚûcû^
· Ròfäû I aäKþ AZýû\ò aòbò^Ü Éeùe @ûùdûRòZ Zûfòcþ Kû~ýðKâce jòZû]òKûeúu ZûfòKû

18.4 R^ K�ðé_lu Ze`eê _â\� iûUòð̀ òùKUþ Gaõ ‘@û_�ò ^ûjó’  iûUòð̀ òùKUþ , ~ûjûKò cû ê̂@ûfþ-13ùe
@«bðêq ùjûA^ûjó û

· iûUðò`òùKUþ I �@û_�ò ^ûjó� iûUðò`òùKUþ MêWòKe ^ûc I aòaeY
· \eLûÉ Keòaû _ûAñ ù~ûMýZû
· \eLûÉ _ûAñ ù~ûMûù~ûM VòKYû
· \eLûÉ `ò ( ~\ò ]û~ýð ùjûA[ûG)
· @^ýû^ý `ò ( ~\ò ]û~ýð ùjûA[ûG )
· \eLûÉ `cð ( ~\ò iû\û KûMRùe \eLûÉ KeòaûKê _ùW, ùZùa \eLûÉKûeúuê Kò Kò iìP^û ù\aûKê _Wòa, Zjòñe

aòg\þ aòaeYú )
· iõfMÜ ùjaûKê [òaû ^[òe ZûfòKû
· iõfMÜ ^[ò/\fòfþe `cðûUþ
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· \eûLûÉ \ûLfe _Kâòdû
· \eLûÉ _ûAaû _ùe iõ_éq R^ K�ðé_lu \ßûeû @^êiéZ _âKâòdû
· iûUðò`òùKUþ ^òMðc^ _ûAñ iû]ûeYZü @ûagýK _Wê[òaû icd iúcû
· ùMûUòG iûUðò`òùKUþe ùa÷÷]Zû Kûk ( ~\ò _âRê~ý ùjûA[ûG)
· iûUðò`òùKUþ ^aúKeYe _âKâòdû

18.5 ùeRòùÁâi þ̂ _âKâòdû i´§ùe
· Cù�gý
· ùeRòùÁâi^þ _ûAñ âù~ûMýZû
· ùeRòùÁâi^þ _ûAñ _âûKþ i�ð ( ~\ò KòQò [ûG)
· \eLûÉ _ûAñ ù~ûMûù~ûM VòKYû
· \eLûÉ `ò ( ~\ò ]û~ýð ùjûA[ûG)
· @^ýû^ý `ò ( ~\ò ]û~ýð ùjûA[ûG )
· \eLûÉ `cð ( ~\ò iû\û KûMRùe \eLûÉ KeòaûKê _ùW, ùZùa \eLûÉKûeúuê Kò Kò iìP^û ù\aûKê _Wòa, Zjòñe

aòg\þ aòaeYú )
· iõfMÜ ùjaûKê [òaû ^[òe ZûfòKû
· iõfMÜ ^[ò/\fòfþe `cðûUþ
· \eLûÉ \ûLfe _Kâòdû
· \eLûÉ _ûAaû _ùe iõ_éq R^ K�ðé_lu \ßûeû @^êiéZ _âKâòdû
· ùeRòùÁâi^þþe ùa÷÷]Zû Kûk (~\ò _âRê~ý ùjûA[ûG)
· ^aúKeYe _âKâòdû  (~\ò @ûagýK _Wê[ûG)

18.6 . R^ K�ðé_lu \ßûeû iõMéjúZ UòKi i´§ùe(ù_û÷÷e UòKi, aûYòRý Ke, _âùcû\ Ke @û\ò)
· UòKie ^ûc I a�ð^
· UòKi iõMâje Cù�gý
· UòKi jûe ^ò¡ûðeûYe _âKâòdû I cû^\�
· UòKi _AV Keòaû ùlZâùe _âcêL Lòfû_Kûeúu ZûfòKû

18.7  ì̂@û aòRêkò iõù~ûM, _ûYò _ûA_þ iõù~ûM, @iÚûdú/iÚûdú iõù~ûM-aòùz\ AZýû\ò i´§ùe (ù_û÷÷e
ò̂Mcþ, ù_û÷÷e _ûkòKû AZýû\ò ißûd� gûi^ iõiÚûMêWòK i´§ùe Gjû _â~êRý ùja)

· iõù~ûM _ûAaû _ûAñ ù~ûMýZû
· ~\ò KòQò _âûKþ i�ð [ûG
· \eLûÉ _ûAñ ù~ûMûù~ûM VòKYû
· \eLûÉ `ò (~\ò ]û~ýð ùjûA[ûG)
· @^ýû^ý `ò / ù\d (~\ò ]û~ýð ùjûA[ûG )
· \eLûÉ `cð (~\ò iû\û KûMRùe \eLûÉ KeòaûKê _ùW, ùZùa \eLûÉKûeúuê Kò Kò iìP^û ù\aûKê _Wòa, Zjòñe

aòg\þ aòaeYú)
· iõfMÜ ùjaûKê [òaû ^[òe ZûfòKû
· iõfMÜ ^[ò / \fòfþe `cðûUþ
· \eLûÉ \ûLfe _Kâòdû
· \eLûÉ _ûAaû _ùe iõ_éq R^ K�ðé_lu \ßûeû @^êiéZ _âKâòdû
· aòfþ MêWòKùe aýajéZ g±ûakúe iõlò¯ a�ð^
· aòfþ aû ùiaû ùlZâùe KòQò iciýû ù\Lûù\ùf, Kûjû ijòZ ù~ûMûù~ûM KeòaûKê _Wòa
· Uûeò`þ Gaõ @^ýû^ý ù\d

18. 8 R^ K�ðé_lu \ßûeû ~\ò @^ý KòQò R^ùiaû ù~ûMûA \ò@û ~ûC[ûG, ùZùa Zjóe iaòùgh aòaeYú


