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l-dza- fooj.k i`"B la[;k 

1 laxBu dh fof'kf"V;kWa]d`R; ,oa drZO;  

2 
vf/kdkfj;ksa vkSj deZpkfj;ksa dh 'kfDr;ka 
,oa drZO;  

 

3 dRrZO;ksa ds fuokZgu gsrq fu;e] vuqns'k] funsZf'kdk vkSj vfHkys[k  

4 
uhfr fu/kkZj.k o dk;kZUo;u ds laca/k esa turk ;k tu&izfrfuf/k ls 
ijke'kZ ds fy;s cuk;h xbZ O;oLFkk dk fooj.k 

 

5 
yksd izkf/kdkjh ds ikl ;k muds fu;a=.k esa miyC/k nLrkostksa dk 
izoxksZ ds vuqlkj fooj.k 

 

6 cksMZ] ifj"knksa] lfefr;ksa ,oa vU; fudk;ksa dk fooj.k  

7 yksd lwpuk vf/kdkfj;ksa ds uke] inuke ,oa vU; fof'kf"V;kWa   

8 fu.kZ; ysus dh izfdz;k  

9 vf/kdkfj;ksa vkSj deZpkfj;ksa dh funsZf'kdk  

10 
izR;sd vf/kdkjh vkSj deZpkjh }kjk izkIr ekfld ikfjJfed vkSj 
mlds fu/kkZj.k dh i)fr 

 

11 izR;sd vfHkdj.k dks vkoafVr ctV  

12 vuqnku@jkt lgk;rk dk;Zdzeksa ds fdz;kUo;u dh jhfr  

13 fj;k;rksa] vuqKki=ksa rFkk izf/kdkjksa ds izkfIrdrkZvksa ds laca/k esa fooj.k  

14 d`R;ksa ds fuoZgu ds fy;s LFkkfir ekud@ fu;e  

15 bysDV~zkfud :i esa miyC/k lwpuk;sa  

16 lwpuk izkIr djus ds fy;s ukxfjdksa dks miyC/k lqfo/kkvksa dk fooj.k  

17 vU; mi;ksxh tkudkfj;kWa   
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Section-1 

Functions and duties of each unit of the Office 

S.No. Unit/Section 

 
Functions performed 

 
 

1 ;kstuk 'kk[kk  
lkaln fuf/k @fo/kk;d fuf/k ,oa tuHkkxhnkjh ;kstukUrxZr fuekZ.k dk;ksZ 
dh iz'kkldh; Lohd`fr tkjh djuk A  

2 Mh-,l-,e- ftys Lrjh; lkaf[;dh tkudkjh dk ladyu ,oa izdk'ku djuk A  

3 thoukad 'kk[kk 
ftys ds tUe e`R;q laca/kh vkdaM+ksa dh tkudkjh dk ladyu dj 'kklu dks 
Hkstuk A  

4 LFkkiuk 'kk[kk LFkkiuk 'kk[kk ls lacaf/kr leLr dk;ksZ dk laiknu djuk  

5 ys[kk 'kk[kk ys[kk 'kk[kk ls lacaf/kr osru ns;d ,oa vU; ns;dksa dks rS;kj djuk A  

6 LVksj 'kk[kk dk;kZy; ls laca/kfr leLr fjdkMZ dk la/kkj.k A  
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Section- 2 
Work distribution order of each Officer   

S.No. Name Designation Remuneration Duties 

1 eksgEen Qjgr mYykg [kku   
,l0Mh0,e0 ,oa 
izHkkjh ft0;ks0v0 

 
dk;kZy; ds leLr 
'kkldh; dk;ksZ dk lwpk: 
:i ls lapkyu  

2 Jh vkj-,l-ikyhoky  lgk-lka-vf/k 14569 
Mh-,l-,e ls lacaf/kr leLr 
dk;Z laikfnr  djuk  

3 Jh th-,l-lksaydh ]  lgk-lka-vf/k-a 13703 

thoukad laca/kh leLr dk;Z 
lwpuk dk vf/kdkj ,oa 
ftyk ;kstuk o"kZ 2007&08 
dk Iyku  

4 Jh vkj--,l-dq'okg lgk-lka-vf/k 10040 
lkaln fuf/k yksdlHkk 
@jkT;lHkk ls lacaf/kr dk;Z 
laikfnr djuk  

5 Jh xksfoUn fot;oxhZ;  
[k.M Lrjh; 
vUos"kd  

10435 
fodkl [k.M C;kojk esa 
lkaf[;dh dk;Z gsrq inLFk A 

6 Jh eks-guhQ [kku  
[k.M Lrjh; 
vUos"kd  

9450 
fodkl [k.M ujflagx<  esa 
lkaf[;dh dk;Z gsrq inLFk A 

7 Jh ds-ds-jkt 
[k.M Lrjh; 
vUos"kd  

7875 
fodkl [k.M lkjaxiqj  esa 
lkaf[;dh dk;Z gsrq inLFk A 

8 
Jh lh-,l-nqcs] 
 

LVsuksxzkQj 10773 

ftyk ;sktuk lfefr dh 
cSBd dh lwpuk tkjh djuk 
,oa dk;Zo`r rS;kj djuk A 
tuHkkxhnkjh ;kstuk dk 
leLr dk;Z leiUu djuk 
,oa dEI;wVj esa QhM djuk 
A  
 

9 Jh ch-,l-pkSgku  lgk-xzsM &2 9051 
LFkkiuk ,oa ys[kk laca/kh 
dk;Z laikfnr djuk A   

10 Jh bLgkd [kku - lgk;d xzsM&3  6770 

fo/kk;d fuf/k ls laca/kh 
leLr dk;Z dk laiknu ,oa 
vkod tkod@ys[ku 
lkexzh lac/kh dk;Z djuk A  

11 Jh jes'k pUnz x<oky okgu pkyd 5755 'kkldh; okgu pykuk A  
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Section-3 
List of Acts, Rules, Regulations, Manuals, Circulars 
 

Acts flfoy jftLVzs'ku vkQ tUe ,oa e`R;q vf/kfu;e 1969,oa 
jkT; 'kklu ds fu;e 1999 

Rules 

1-fo/kkulHkk fuokZpu ;kstuk  
2-lkaln fuf/k ;kstuk  
3-tuHkkxhnkjh ;kstuk  
4-tUe e~R;q iath;u  

Regulations fujad  

Manuals fujad  

Circulars 

1-fo/kkulHkk fuokZpu ;kstuk  
2-lkaln fuf/k ;kstuk  
3-tuHkkxhnkjh ;kstuk  
4-tUe e~R;q iath;u  
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Section -4 

ftyk dk;kZy; dk lsV&vi 
 

ftyk ;kstuk vf/kdkjh 
 

 

lkaf[;dh vf/kdkjh 
 

 

 

 

  lgk;d lkaf[;dh vf/kdkjh lgk;d xzsM&2 

 

 

vUos"kd   [k.M Lrj vUos"kd   lgk;d xzsM&3 
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Section-5 
Statement of various categories of documents held by office or under its control 
 
S.No. Name of document kind of 

document like 
microfilm, 
register, book, 
diskette etc. 

Nature and 
content of 
document 

Duration of 
Records 

1- fo/kkulHkk fuf/k  jftLVj  
jftLVj 
la/kkfjr gSA 

o"kZ 93&94 ls 
pkyw o"kZ rd  a 

2- lkaln fuf/k  jftLVj  
jftLVj 
la/kkfjr gSA 

o"kZ 93&94 ls 
pkyw o"kZ rd  

3- tuHkkxhnkjh ;kstuk  jftLVj  
jftLVj 
la/kkfjr gSA 

o"kZ 2000&01 
ls pkyw o"kZ 
rd  
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Section-6 
Name of the Board, Council, Committees etc. including members and their Address 
S.N
o. Name of the body Name of the 

members Addres 

1- ek-Jh cnzhyky ;kno ] d`f"k jkT; ea=h 
e-iz-'kklu Hkksik  

v/;{k] 
ftyk ;kstuk lefr  

iquhr VkWdht ds lkeus 
C;kojk ¼jktx<+½ 

2- dysDVj  dysDVj  
ftyk jktx<+ 

dysDVj fuokl 
jktx<+ 

3- Jh Kkuflag xqtZj  
v/;{k ] ftyk iapk;r jktx<+ 

lnL; 
ftyk ;kstuk lefr  

xzk-iksLV jkex<+  
rglht thjkiqj  

4- Jh y{ehukjk;.k ipok;kZ 
mik/;{k] ftyk iapk;r jktx<+ 

lnL; 
ftyk ;kstuk lefr  

xzk-fctksjh iks- ew.Myk ckjksy rg- 
ujflagx<+ 

5- Jh dUgS;kyky pkS/kjh  lnL; 
ftyk ;kstuk lefr  

xzk-iks- vkWnygsM+k rg- ujflagx<+ 

6- Jh foJke flag Nk;y lnL; 
ftyk ;kstuk lefr  

xzk-dfM+;klkalh iks- ihiy~;k jlksM+k 

7- Jh gtkjh yky nkWxh  lnL; 
ftyk ;kstuk lefr  

xzk-dk'kh[ksM+h rg- thjkiqj 

8- Jh f'koukjk;.k ckeykcs lnL; 
ftyk ;kstuk lefr  

xzk- ckeykcs rg-jktx<+ 

9- Jh uUnfd'kksj Hkhy 
 

lnL; 
ftyk ;kstuk lefr  

xzk-iks-mnu[ksM+h rg- f[kyphiqj 

10 Jh ckyk izlkn pUnzoa'kh  lnL; 
ftyk ;kstuk lefr  

xzk-iks-tkeksU;k xksi pkSgku rg- ujflagx<+ 

11 Jhefr v;ks/;k ckbZ&ekWxhyky lnL; 
ftyk ;kstuk lefr  

xzk- vkey~;kgkV rg- C;kojk  

12 Jhefr xk;=h ckbZ & ckcwyky 'kekZ lnL; 
ftyk ;kstuk lefr  

xzk- eqdqUniqjk iks- jkec<+ rg- thjkiqj 

13 Jhefr xhrkckbZ& fd'kuyky lnL; 
ftyk ;kstuk lefr  

xzk- tVkeaM+h iks- NkihgsM+k  

14 Jhefr eksuk lqLrkuh lnL; 
ftyk ;kstuk lefr  

xzk-iks- lqLrkuh rg jktx<+ 

15 Jhefr izdk'k ckbZ  lnL; 
ftyk ;kstuk lefr  

xzk-iks- HkkV[ksM+h rg C;kojk  

16 Jhefr cy~yi ckbZ & pUnjflag  lnL; 
ftyk ;kstuk lefr  

xzk- lkyfj;k[ksM+h iks- gkljksn rg C;kojk  

17 Jh ckcwyky lkgw lnL; 
ftyk ;kstuk lefr  

ik"kZn okMZ &04 uxj ikfydk ujflagx<+ 

18 Jh vejflag ;kno lnL; 
ftyk ;kstuk lefr  

v/;{k] uxj iapk;r [kqtusj 

19 Jh JhukFk  lnL; 
ftyk ;kstuk lefr  

ik"kZn uxj iapk;r ipksj  

20 Jh y{e.k flag ^lkaln* fo'ks"k vkefU=r lnL; fdyk jk/kksx<+  

21 Jh gfjpj.k frokjh ^fo/kk;d jktx<+* fo'ks"k vkefU=r lnL; o`Unkou /kke vLirky jksM+ jktx<+ 

22 Jh eksgu 'kekZ ^fo/kk;d ujflagx<+ fo'ks"k vkefU=r lnL; f'k{kd dkykSuh ujflagx<+ 
 

23 Jh vejflag dksBkj ^fo/kk;d lkjaxiqj fo'ks"k vkefU=r lnL; cl LVs.M ipksj  
 

24 Jh fiz;o`rflag [khaph ^fo/kk;d 
f[kyphiqj 

fo'ks"k vkefU=r lnL; egy f[kyphiqj  

25 Jh Mh-,e-txrki  v'kkldh; lnL; C;kojk  

26 Jh jksM+ey ukxj  v'kkldh; lnL; ipksj  
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Section -7 
 

Þ ftyk Lrj ij ß 
 

Øekad yksd lwpuk vf/kdkjh lgk;d yksd lwpuk vf/kdkjh 
izFke vihyh; 

vf/kdkjh 

1 eksgEer Qjgr 
mYykg [kku 
,l0Mh0,e0 ,oa 
izHkkjh ft0;ks0v0  

1 Jh eksgEen guhQ valkjh  
2 Jh xksfoUn fot;xhZ;  
3 Jh ds0ds0 jkt [k.M Lrjh; 
vUos"kd 

Jh Mh0ih0 vfgjokj 
lapkyd vkfFkZd ,oa 
lkaf[;dh e/;&izns'k 
HkksikyA  

 

 
Section -8 

 
 

fu.kZ; ysus dh izfdz;k  
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Section- 9 
Directory of the officers and employees 
 

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

1 
eksgEen Qjgr mYykg 
[kku   

,l0Mh0,e0 ,oa 
izHkkjh ft0;ks0v0 

'kkldh; DokVZj iqjk jktx< 
nwjHkk"k dzekad 255143 

2 Jh vkj-,l-ikyhoky  lgk-lka-vf/k ih-Vh-dEiuh jktx< A  

3 Jh th-,l-lksaydh ]  lgk-lka-vf/k-a 12&mn~oHk uxj jktx<  

4 Jh vkj-,l-dq'okg lgk-lka-vf/k 5&f'k{kd dkyksuh jktx< A 

5 Jh xksfoUn fot;oxhZ;  
[k.M Lrjh; 
vUos"kd  

fcgkjh th ds eafnj ds ikl 
C;kojk  

6 Jh eks-guhQ [kku  
[k.M Lrjh; 
vUos"kd  

efLtn ds lkeus jkedq.M 
ujflagx<  

7 Jh ds-ds-jkt 
[k.M Lrjh; 
vUos"kd  

if.Mr okM+h lkjaxiqj  

8 
Jh lh-,l-nqcs] 
 

LVsuksxzkQj 
'kkldh; DokVj esu jksM 
jktx<  

9 Jh ch-,l-pkSgku] lgk-xzsM&2   dkyk[ksr jktx< a 

10 Jh bLgkd [kku - lgk;d xzsM&3  ih-Vh-dEiuh jktx< A  

11 Jh jes'k pUnz x<oky Mªk;oj  dkyk[ksr jktx<  
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Section-10 
Monthly Remuneration and compensation  

S.No. Name Remuneration Compensation 

1 eksgEen Qjgr mYykg [kku    fujad  

2 Jh vkj-,l-ikyhoky  14569 fujad  

3 Jh vkj--,l-lksaydh ]  13703 fujad  

4 Jh th-,l-dq'okg 10040 fujad  

5 Jh xksfoUn kfot;oxhZ;  10435 fujad  

6 Jh eks-guhQ [kku  9450 fujad  

7 Jh ds-ds-jkt 7875 fujad  

8 
Jh lh-,l-nqcs] 
 

10773 fujad  

9 Jh ch-,l-pkSgku] 9051 fujad  

10 Jh bLgkd [kku - 6770 fujad  

11 Jh jes'k pUnz x<oky 5755 fujad  
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Section- 11 
Annual Budget allocation and expenditure statement 
 
 

S.No. Budget Head Name of 
work year Allocation Expenditure 

1 
fo/kkulHkk fuokZpu 
{kS= fodkl ;kstuk  

& 2006&07 400-00 137-33 

2 
lkaln fuf/k 
yksdlHkk 

& 2006&07 100-00 81-50 

lkekU; 
;kstuk  

2006&07 80-00 59-95 
3 tuHkkxhnkjh ;kstuk  

fo'ks"k  
?kVd  

2006&07 20-00 15-00 

 
 

Section 12 
Programme and beneficiaries - Detailed information 
 

S.No. Name of the 
programme 

Administrative 
Department Year Amount 

Allocated 
No. of  

beneficiaries 

1 fujad  

 
Section-13 

List of the recipients and nature of concession 
 

S.No. Nature of 
concession Name Address Year Kind of 

support 

Approximate 
value of 

concession 

1 fujad  
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Section- 15 
Information available in the office in Electronic Formats 
 

S.No. Categories Hard Copy Electronic Form 

1- ftyk lkaf[;dh gLr iqfLrdk gkW ugha 

2- tUe e`R;q iath;u gkW ugha 

3- 
ftyk okf"kZd ;kstuk o"kZ 05&06 
06&07 ,oa 07&08 

gkW gkW 

4- ftyk fodkl iqfLrdk o"kZokj  gkW ugha 

 
Section-16 

Information can be obtained from the following 
 

S.No. Detail 

1- eksgEer Qjgr mYykg [kku   

2- in& ,l0Mh0,e0 ,oa izHkkjh ft0;ks0v0 

3- 

VsyhQksu & 07372&255132 
                 255243 

bZ esy  Dsoraj@mp.nic.in 

4- 

dk;Z dk LFkku ,oa irk  
ftyk ;kstuk ,oa lkaf[;dh jktx<+ 
uohu dysDVªsV Hkou f[kyphiqj jksM+ 
jktx<+ ¼C;kojk½ e-iz-  

 
Section- 17 

vU; mi;ksxh tkudkfj;kWa  
Facility available to citizen for information 
S.No. Facility Name of In-

Charge 
Duration of 
opening (time to 
be given) 

Contact No. 

 fujad  
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