Organizational Set-Up

Functions and duties of different offices constituting

the Organization U/S 4.1 (b) (i)

1- A. Name of the Office and Organization setup

Office of the - District Excise Office Morena (M. P.)

feyk vicdkjh vidijh

v

Igi:d feyk vicdijh vindijh

v
Ic bUliDVj
e[; vij{id e[; fyfid

Igk;d xM AA Igk;d xM okgu pkyd prrc J.k
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Asstt. District Excise Office Morena (M. P.)

Igi:d feyk vicdijh vindijh
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1- B. Functions and duties of each unit of the Office (1 to 2 page)

Unit/Section

Functions Performed

Administrative Section

I feyk vicdijh vikdijh

dk;ky; e[k

2 Tgh;d feyk vicdkjh vikdkjh

dk:ky; dk dk; Lo mi fujifidk d dk; ij fuxjiul
ji [kuk

Ministrial Section

T30 i, I- riej by [iiky?

vicdkjh Bdk LFkiuk okf'kd 1"KHIfud ifronu] fEyk
vicdkjh vikdkjh dh nufinul)  iki{kd@ekfld i=d
vkfn

herh *kgnk miel; Bgk xM AA

Vijii] vicdkjh cdk;k o fon'lh efjk ijfeV vim

IEi -k y [k dk dk;] ctv] Gzkshyshu idj.k vimn

2-J
3-Jh , 1- d- JiokLro Bgk xM AAA
4- Jherh 1jkt riej Igk XM AAA

VK] LV'ujh ,0 Tgh;d foyk vicdijh vikdih rik
mi fuji{idk dh nufinut

5- Jh jkenhu d'kokg Bgk XM AAA

eukjtu] TKIILV] dfoy VkijVjk T Tciir] oz
Pkdk; rk Be) fIvieu pivj] Tpuk d vildij

6 Jlerh el/kji IDTuk Tgk xM AAA

Viod&tkod "K[k Bc/h di;
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2 - Work distribution order of each officer can be updated and put in the following format

U/S 4.1 (b) (ii)

S- No Name Designation Remuneration Duties
1 Jh ukx*oj Nkudkghftyk vicdkjh vikdkjh dk;ky; 1e[k dk;ky; 1e[k@DDO
Jh Vkj- d- xIrk Lok fEyk Dok aHkkjh dk; ikfyd ,0 dk;ky; dk;
vikcdkjh vi/kdkjh
3 \Jh ferin flg xtj mi fujh{kd ORr ejUkk dk; 1kfyd LVkQ
4 130 THK' "kek mi fuji{kd ORr VECkg dk; ikfyd LVkQ
5 30 jkd™k “kek mi fuji{kd ofr Bcyx< dk; ikfyd LVkQ
6 Jh ER;Un wkjklj mi fuji{kd ORr Ekjk dk; ikfyd LVkQ
7130 M- Mh- dNKfj 5k mi fujh{kd cojht cluekj dk; 1kfyd LVkQ
8 Jh,I-d- xirk mi fujh{kd e | tkk.Mkxkj vifk- VvEckg |dk; 1kfyd LVKQ
9 30 Inhi rej mi fuji{kd e|Hkk.kakj vilk Teyx<dk; ikyd LVkQ
10 Jtert Thek BDRuk mi fuji{kd dk;ky; dk; ikfyd LVkQ
11 {Jh noln ekgu Xk mi fujh{kd fiofiVo dk; ikfyd LVkQ
12 Jh gjhyky e[; vij{id ORr ejUkk dk; 1kfyd LVkQ
13 {Jh tlholr flig e[; vi{d e tk.Mxkj Bcyx< |dk; ikyd LVkQ
14 130 jken;ky ekgkj vij{kd ORr VECkg dk; ikfyd LVkQ
15 30 ,e- d- kfr;k vkj{kd ORr VECkg dk; ikfyd LVkQ
16 Jh elkgj flg vkj{kd ORr ejUkk dk; 1kfyd LVkQ
17 Jh cyonj flig vkj{kd ORr ejUkk dk; 1kfyd LVkQ
18 ..'l:hkl;nykhl flg vkj{kd ofr Bcyx< dk; 1kfyd LVkQ
Hknkfj ;
19 dkjk koyky “kek vkj{kd dkv dk; ikfyd LVkQ
20 dey 7k “kek vkj{kd Cojit cluekj dk; 1kfyd LVkQ
21 130 v”7lkd ““kek vkj{kd ORr Ekjk dk; 1kfyd LVkQ
22 |0 VK Kjke ““kek vkj{kd ORr VECkg dk; ikfyd LVkQ
23 |0 JKkuyky vkj{kd OoRr Icyx< dk; ikfyd LVkQ
243 chMh- ““kek vkj{kd e | tk.Mixkj ejlk  |dk; iklyd LVkQ
25 Jh 1oh.k mik/;k; vkj{kd oRr Icyx< dk; 1kfyd LVkQ
26 130 ujln ““kek vkj{kd ORr Ekjk dk; 1kfyd LVkQ
27 |Jh onidk”’k no vij{kd ORr VECkg dk; ikfyd LVkQ
28 |0 pUn”k[kj iokj vkj{kd ORr ejUkk dk; ikfyd LVkQ
29 Jh 1jnkj flg xtj vkj{kd ORr ejUkk dk; 1kfyd LVkQ
30 \Jh euhjke *“kek vkj{kd ORr ejUkk dk; 1kfyd LVkQ
31 30 uj’k flg phgku vkj{kd ORr ejUkk dk; 1kfyd LVkQ
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32 Jh dfiy xxukub vikj{kd dk;ky; dk; ikfyd LVkQ

33 |Jh b, I- rkej y [kiky dk;ky; vicdkjh  Bdk LFRkiuk okf'%d
1klfud ifronu] feyk vicdkjh
vilkdkjh dh nufinuf]
iki{kd@ekfld 1=d viin

34 |Jherh Bkgnk miel; Igk;d xM AA dk;ky; VA vkcdkjh cdk;k ,0 fon®i
efnjk 1jfeV vifn

35 |Jherh ek/kjh IDRuk | Bgk;d xM AAA dk;ky; viod&tkod “k[k Bc/ dk;

36 |Jherh BjkE riej Igk;d xM AAA dk;ky; LVj] LVTkugh ,0 Dgk;d feyk
vicdkh - vikdkgh o rFk mi
fuji{kdk dh nuflnuh

37 \Jh jkenhu d”’kokg Igk;d xM AAA dk;ky; eukjtu] TkihLVi| dfoy vkijij
I Dcfir] offM;k fkdk; rk Fc/]
fhViEu pkVy] Bpuk d Vf/kdkj

38 |Jdh ,1- d- JnokLro Igk;d xM AAA dk;ky; Itk y[k dk dk;] ctV]
Uskskyshu 1dj.k viin

39 |Jh jkeckc JhokLro okgu pkyd dk;ky; okgu pkytku

40 Jh gjnkl nfrjh dk;ky; dk;kyhu dk;

41 b vkerdkk HR; dk;ky; dk;kytu dk;

42 30 IR;Un ijekj HR; dk;ky; dk;kytu dk;

43 Jherh 1eknoh HkR dk;ky; dk;kytu dk;

44 Jherh vkeort HkR dk;ky; dk;kytu dk;

45 Jh ekgten Bkfoj HR; dk;ky; dk;kytu dk;

46 I jkendk’k R;kxh HR; dk'ky' dk;kytu dk;

47 3h b”?ojh 177kn HR; e |Hk.Mkxkj ejUk  |dk;kytu dk;

kek
48 \Jh xkiky “kek HkR dk;ky; dk;kytu dk;
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3 - Decision Making process in graphic form (one page)
U/S 4.1 (b) (iii)

Initiating  the  fileChannels Officers handlingDecision making authority
Dealing and the section the file at each level
feyk vicdkjh LVkQ 1- feyk vicdkjh vikdkjh feyk vkcdkjh vi/kdkgh

2 Tk feyk vicdkjh vildijh

Supervisory Authority feyk vkedkjh vilkdkjh

Officer to whom accountable

4-U/S 4.1 (b) (iv)

(A) Time norm, if decided by the organsation. U/S 4.1 (b) (iv)
(B) Quality norms, if decided by the organisation.

(C) Quantity targate, for the office work to be done in the year.

5 - List of Acts, Rules, Regulations Manuals, Criculars related with the functioning
of office constituting the organization, (Original text to be given in electronic form)
U/S 4.1 (b) (v)

Act

1- e- 1- vicdkjh vikiu;e

2- eukjtudj vilifu;e@dfoy Ic/

Rules ey Hr fu;e] e- 1- VEjI diM Volume 5] foRrh; Rfgrk

Regulations

Manuals vicdkjh
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Criculars ikihLVK) vicdkjh] LFkauk rAk y[k Bc/ih 1jD;y) dfoy wvkijVj leukjtudjh
6 - Statement of various categories of documents held by it or under its control
U/S 4.1 (b) (vi)

S. No. Name of Document |Kind of Document likeNature andDuration off
microfilm,  Register,Content  ofRecord
Books, Diskette etc Document

inLFkiuk Bph & & N ekgh

0;; 1=d & & ifr ekg

7-1

Structure of consultative committees in which public repesentatives are
members including

* Name of Committee

* Copy of the Orders/Criculars for formation

* Functions

* Members

* Duties and responsibilities

* Accessibility of minutes for the public U/S 4.1 (b) (vii)

Proceedings, Minutes of the Meetings ( Copy to be made avaliable and be
given in the electronic form with the hypertext link)

8-1.

Name of the Board, Council, Committees etc. Including members and their
Qualifications. (Original text to be given in electronic form) U/S 4.1 (b) (viii)

S. N. [Name of the Body |Name of the Members Qualifications
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I1. Order of the formation .
(Original text to be given in electronic form and to be hyper linked)

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

IV. Govt. Instruction for the way in which Meeting will be conducted.
(Original text to be given in electronic form and to be hyper linked)

V. Whwther open to public or not. Nil
VI. Avaliablity of the proceedings/minutes of the last meetings.

(Original text to be given chronologically in electronic form and to be hyper
linked)

9 - Directory of the officers and employed (to be linked with treasury data bank)
U/S 4.1 (b) (ix)

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

13 ukx"oj Thud'iji  feyk vicdkjh vilidih VKQT & (075328226581

10 - Monthly remuneration and compensation (to be linked with Treasure Data Bank)
U/S 4.1 (b) (x)

S.N. Name Remuneration Compensation
0039 vikcdkjh Vk;

0045 eukjtudj Vk;
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11 - Annual Budget allocation and Expenditure statement (to be linked with Treasure Data

Bank) U/S 4.1 (b) (xi)

S.N.

Budget Head

Name of work

Year

Allocation

Expenditure

2039 JKT; mRiknu

,dkm.V

2005&06

6919000

3372095

12 - Programmes and Beneficiaries U/S 4.1 (b) (xii)

A . List of the Programmes (in Electronic form)

B . Norms for selection of the beneficiary (Original text of the Circular to be
Circular to be given in Electronic form)

C . Detailed Information

S. N. |Name of Administrative Year Amt. No of
Programme Department Allocated  Beneficiares
13 - List of the recipients and Nature of Connession U/S 4.1 (b) (xiii)
S. N. |Nature off  Name Address Year [Kind oflApproximate
concession Support  value of
concession
14 - Information available in the Officer (Linked with Item 6)
U/S 4.1 (b) (xiv)
S. N. Categories Hard Copy Electronic Form
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15 - Facility avaliable (Library, Public Counter etc) to Citizen for Information
U/S 4.1 (b) (xv)

S. N. Facility Name of Incharge |Duration of Opening/Contact No.,
(Time to be given)  [Telephone No.

1. D.E.O. 12:00 P.M.-4:00 P.M. 07532-226581
2. AD.E.O. 12:00 P.M.-4:00 P.M.|07532-226581

16 - Information about the P1O/Designation/Working Experience
U/S 4.1 (b) (xvi)

* Name Jh ukx*oj BkudTkjh

* Designation feyk vicdkjh vi/kdkjh

* Tel No. 05732&226581

* e-mail address nskeshri@yahoo.co.in

* Place of work and Address vicdkjh dk;ky; ejuk

* Contact Hours for Public 12400 1f-,e- 1 400 1t ,e- ct rd

17 - Any other Information in Citizen Related Facilities
U/S 4.1 (b) (xvii)

feyk vicdkjh viidijh
fyk ejlik te- i


http://www.go2pdf.com

