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eRL;ks|ksx ftyk jktx<+ 

¼C;kojk½ e-iz- 
 
 
 
 

1/10 



RTI Manual                                  District Rajgarh                     DEPT :Fisheries 

vuqdzekf.kdk 

fcUnq 1 dk;kZy; dk ç'kklfud <kapk 

fcUnq 2 dk;kZy; esa inLFk vf/kdkfj;ksa ,oa deZpkfj;ksa ds uke] inuke rFkk 
ifjyfC/k;ksa laca/kh tkudkjh 

fcUnq 3 dk;kZy; esa viukbZ tkus okyh fu.kZ; izfØ;k 

fcUnq 4 dk;kZy; ds }kjk le;&lhek esa dk;Z fuiVkus ] xq.koRrk rFkk ek=k 
laca/kh ekin.M r; fd;s tkus laca/kh tkudkjh 

fcUnq 5 dk;kZy; esa mi;ksx gksus okys rFkk miyC/k vf/kfu;e ] fu;e ] 
jsX;wys'ku ,oa esU;wvy dh lwph 

fcUnq 6 dk;kZy; esa la/kkfjr fd;s tkus okys fofHkUu vfHkys[kksa ¼iaft;ksa½ dh 
lwph rFkk oxhZdj.k 

fcUnq 7 ,slh ijke'kZnk=h lfefr;ksa dh lajpuk ftlds lnL; tuizfrfuf/k gS ] 
ds laca/k esa okafNr tkudkjh 

fcUnq 8 
dk;kZy; ds vUrxZr vkus okyh cksMZ ifjlj ,oa lfefr;ksa ds lnL;ksa 
dk uke ,oa vgZrk xBu laca/kh vkns'k ] pkVZj @ vuqca/k ls lacaf/kr 
tkudkjh 

fcUnq 9 dk;kZy; esa dk;Zjr leLr vf/kdkfj;ksa ,oa deZpkfj;ksa ds uke @ 
inuke ] osru rFkk mUgsa izkIr gksus okyh lqfo/kkvksa dh tkudkjh 

fcUnq 10 dk;kZy; esa dk;Zjr leLr vf/kdkfj;ksa ,oa deZpkfj;ksa ds uke @ 
inuke ] osru rFkk mUgsa izkIr gksus okyh lqfo/kkvksa dh tkudkjh 

fcUnq 11 dk;kZy; ds fy;s o"kZ vuqlkj enokj ctV vkoaVu rFkk mlds mi;ksx 
laca/kh tkudkjh 

fcUnq 12 
foHkkx }kjk lapkfyr dk;ZØeksa dh lwph] fgrxzkfg;ksa ds p;u dh 
izfØ;k foRrh; lgk;rk nsus okyh laLFkk ] o"kZokj vkoafVr jkf'k rFkk 
fgrxzkfg;ksa dh la[;k 

fcUnq 13 okLrfod fgrxzkfg;ksa dh lwph rFkk mUgsa izkIr gksus okyh lqfo/kkvksa dh 
tkudkjh 

fcUnq 14 dk;kZy; esa miyC/k tkudkfj;ksa dh lwph] Js.kh rFkk mldh izÑfr 

fcUnq 15 vke ukxfjdksa dks lwpuk miyC/k djkus gsrq dk;kZy; esa miyC/k 
lqfo/kk;sa 

fcUnq 16 dk;kZy; ls lacaf/kr yksd lwpuk vf/kdkjh dh tkudkjh 

fcUnq 17 vU; dksbZ izklafxd tkudkjh ftldk lh/kk laca/k vke ukxfjd ls gks 
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1. B. Functions and duties of each unit of the Office   
 
 
S. No. Unit/Section Functions performed 

1 Administrative Section 

Jh ch- vkj- xjsoky]  

lgk;d eRL; vf/kdkjh]  

izHkkjh lgk;d lapkyd  

eRL;ks|ksx jktx<+ ¼e-iz-½ 

 

ehfVax] dk;kZy;hu dk;Z] eSnkuh dk;Z] 

fu;=a.k vf/kdkjh 

2 Accounts 

Jh ,e- Mh- ukx] lgk;d xzsM& ,d 

 

ys[kk] LFkkiuk 

3 Stores 

Jh ,e- Mh- ukx] lgk;d xzsM& ,d 

 

LVksj 

4 Record Room 

Jh ,e- Mh- ukx] lgk;d xzsM& ,d 

 

fjdkMZ 

5 Other's if any   
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2. Work distribution order of each officer can be updated and put in the following 
format. U/S4.1 (b)(ii)   
 
S. No Name Designation  Duties 

1 Jh ch- vkj xjsoky] lgk;d eRL; vf/kdkjh] 

 

ehfVax] dk;kZy;hu dk;Z] 

eSnkuh dk;Z 

fu;a=.k vf/kdkjh 

2 Jh vkj- ,l- jtd lgk;d eRL; vf/kdkjh] 

 

eSnkuh dk;Z] fodkl[k.M 

ujflagx<+ ,oa lkjaxiqj 

3 Jh ,e- Mh- lkjLor eRL; fujh{kd 

 

dk;kZy;hu dk;Z eSnkuh dk;Z] 

fodkl[k.M thjkiqj] 

f[kyphiqj jktx<+ ,oa C;kojk 

4 Jh ,e- Mh- ukx] lgk;d xzsM& ,d 

 

ys[kk] LFkkiuk ,oa LVksj 

lEcU/kh dk;Za 

5 Jh egsUnz dqjsfj;k lgk;d xzsM& rhu 

 

vkod&tkod ,oa Vk;fiax 

dk;Z 

6 Jh pUnz Hkku lkgw lgk;d xzsM& rhu 

 

vkod&tkod ,oa Vk;fiax 

dk;Z 

7 Jh eksgu flag Hk`R; 

 

Mkd igqWapuk ,oa dk;kZy; ds 

dk;ZA 

8 Jh ukflj [kku Hk`R; 

 

Mkd igqWapuk ,oa dk;kZy; ds 

dk;ZA 

9 Jh jk|s';ke eqdkrh pkSdhnkj 

 

dk;kZy;hu pkSdhnkjA 

 
 
 
 
 
 
3. Decision Making process in graphic form (one page) U/S 4.1 (b)(iii)   
 
 
Initiating the file  Channels  Decision making authority 
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Dealing staff   officers handling the 
and the section  file at each level 
 
 
 
 

 
 

 

eq[; dk;Zikyu 
vf/kdkjh ftyk 

iapk;r  

lgk;d lapkyd 
eRL;ks|ksx 

lgk;d eRL; 
vf/kdkjh 

'kk[kk izHkkjh 

 
 
Supervisory Authority 
officer to whom accountable 
 
 
 
 
 
4. A) Time Norm, if decided by the organization U/S 4.1 (b)(iv)   
 B) Quality Norms] if decided by the organization. 
 C) Quantity target, for the office work to be done in the year. 
 
 
 
 
 
 
 

 

lgk;d eRL; vf/kdkjh 
@ eRL; fujh{kd 

lgk;d lapkyd 
eRL;ks|ksx 

lapkyd 
eRL;ks|ksx 

 
 
 
 
 
 
 
 
 
 
5. List of Acts, Rules, Regulations manuals, Circulars related with the functioning of 
office constituting the organization. (Original text to be given in electronic form) U/S 4.1 
(b)(v). 
 
Acts 
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Rules 
 
 
Regulations  
 
 
 
Manual 
 
 
 
Circulars      foHkkxh; fu;ekuqlkj 
 
 
 
6. Statement of various categories of documents held by it or under its control U/S 

4.1 (b)(vi) 
 

S. No. Name of 
Documents 

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

Nature and 
content of 
Document 

Duration of 
Records 

1     
2     

1- xzkeh.k ,oa flapkbZ tyk'k; jftLVj 
2- iathd`r eNqvk lgdkjh lfefr;ksa dk jftLVjA 
 
7. I. Structure of consultative committees in which public representatives are 

members including 
 Name of the Committee 
 Copy of the orders/ Circulars including  
 Functions 
 Members 
 Duties and responsibilities 
 Accessibility of minutes for public  U/S 4.1 (b)(vii)  fujad 

 
I Proceeding, Minutes of the Meetings  
(Copy to be made available and be given in the electronic form with hypertext link) 
 
 
8.  

I.  Name of the Board, council, Committees etc. including members and their 
qualifications. (Original text to be given in electronic form) U/S 4.1 (b)(viii) 

 
 
 

S. No Name of the Body Name of the members Qualifications 

6/10 



RTI Manual                                  District Rajgarh                     DEPT :Fisheries 

    
  fujad  
    
    
 
 II Order of the formation. 
  (Original text to be given in electronic form and to be hyper linked) 
 
 
 III 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 Whether open to public or not 
 
 
 VI Availability of the proceedings/minutes of the last meetings. 

(Original text to be given in electronic form and to be hyper linked) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
9. Directory of the officers and employees U/S 4.1 (b)(ix) 
 

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

1 Jh ch- vkj xjsoky] lgk;d eRL; vf/kdkjh] 'kadj dkyksuh jktx<+   
Qksu ua- 07372 – 254438 
eksckbZy ua. 94254 23674 

2 Jh vkj- ,l- jtd lgk;d eRL; vf/kdkjh] tuin iapk;r lkjaxiqj  
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3 Jh ,e- Mh- lkjLor eRL; fujh{kd ih-Vh- dEiuh jktx<+  

4 Jh ,e- Mh- ukx] lgk;d xzsM& ,d ukdk ua- 3 jktx<+  

5 Jh egsUnz dqjsfj;k lgk;d xzsM& rhu bfUnjk dkyksuh jktx<+  

6 Jh pUnz Hkku lkgw lgk;d xzsM& rhu bfUnjk dkyksuh jktx<+  

7 Jh eksgu flag Hk`R; jktx<+  

8 Jh ukflj [kku Hk`R; ih-Vh- dEiuh jktx<+  

9 Jh jk|s';ke eqdkrh pkSdhnkj ih-Vh- dEiuh jktx<+  

 
 
 
10. Monthly remuneration of the officers and employees 
 
S. No Name & Designation Remuneration 

1 Jh ch- vkj xjsoky] lgk;d eRL; vf/kdkjh] 11860 = 00 

2 Jh vkj- ,l- jtd lgk;d eRL; vf/kdkjh] 9919 = 00 

3 Jh ,e- Mh- lkjLor] eRL; fujh{kd 9833 = 00 

4 Jh ,e- Mh- ukx] lgk;d xzsM& ,d 11429 = 00 

5 Jh egsUnz dqjsfj;k] lgk;d xzsM& rhu 3079 = 00 

6 Jh pUnz Hkku lkgw] lgk;d xzsM& rhu 3079 = 00 

7 Jh eksgu flag] Hk`R; 5550 = 00 

8 Jh ukflj [kku] Hk`R; 3875 = 00 

9 Jh jk|s';ke eqdkrh] pkSdhnkj 3875 = 00 

 
 
 
 
 
 
11. Annual Budget allocation and Expenditure statement     
 
 

S.N. Budget Head Year Allocation Expenditure 
1 16 & ukWu Iyku 2006-07 95500/- 152799/- 
2 16 & Iyku 2006-07 621900/- 269549/- 
3 15 & Iyku 2006-07 186000/- 50000/- 
4 64 & Iyku 2006-07 100000/- 26185/- 
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5 80 & Iyku 2006-07 400000/- 154511/- 
 
 
 
 
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 given in electronic form) 
C. Detailed Information 

 
 
S. No. Name of the 

Programme 
Administrative 

Department 
Year Amt. 

Allocated 
No. of 

Beneficiaries
      
 
 
 
13. List of the recipients and nature of concession U/S 4.1 (b)(xiii)   
 
S. N. Nature of 

concession 
Name Address Year Kind of 

support 
Approximate 

value of 
Concession 

       
 

_.k ,oa vuqnku dh tkudkjh 
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14. Information available in the office (link with Item 6) U/S 4.1 (b)(xiv)  
 
S. NO. Categories Hard Copy Electronic Form 

1 O;; laca/k tkudkjh Yes  
2 ;kstukvkas ds lac/k esa tkudkjh@dk;Zokfg;ka Yes  
3 vfHkys[k Yes  

 
 
15. Facility available (library, public counter etc.) to citizen for formation U/S 4.1 

(b)(xv)    
 
S. No. Facility Name of incharge Duration of opening 

( time to be given) 
Contact No. 

Telephone No. 
     
 
        lqfo/kk miyC/k ugha gS fQj Hkh foHkkx ls lacf/kr fu;eksa@;kstukvksa dh tkudkjh 
miyC/k djkbZ tkrh gSA  
 
 
16. Information about the PIO/APIO  U/S 4.1 (b)(xvi)    

 
 

Lrj 
 

yksd lwpuk vf/kdkjh 
 

lgk0 yksd lwpuk 
vf/kdkjh 

 

izFke vihyh; 
vf/kdkjh 

 
ftyk Lrj 

 
lgk;d lapkyd 

eRL;ks|ksx 
 

lgk;d eRL; 
vf/kdkjh@eRL; fujh{kd 

 

eq[; dk;Zikyu 
vf/kdkjh] ftyk 
iapk;r jktx<+ 

 
Tel. No. 

 
   

 
 

17. Any other information in citizen related facilities U/S 4.1 (b)(xvii)    
 

fujad 
 
 

*** 
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