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(1) The particulars of its organization, functions and duties. 

 

Department Name 

zcXq f„lIl` G$l_l©b_ 
mvTn ^glYI`mlzbG$l ]cY, Wþf`l ^Nbl mvTn – 5 

Wþ`ÜcYq G«$. 25501291 

• Introduction 

mZ`L_mZ`L_mZ`L_mZ`L_     
mvTn ^glYI`mlzbGn$^Ü_n  cnIcnIhq  HlUq @fxY Ë_l HlË_lÀ_l zcê$ÜW n̂. G$lnP=l©U/gl_ G$lnP=l©U/ 
fvzà^ G$lnP=l©U Nn Wlcn/ Z`P= zmP=qdY/ `qoìgNY UfnL ñmndb zbìg zmP=qdY gn WlHb glnUlU. Un 
HlË_l^l[©$U cZG$b WnC$Y Llbzcbn NlUlU. Ë_lflQ=q f§}§zXU HlË_lG$Rx=Y ^lZgUq JnC$Y ZWclTq 
G$lnP=l©U, [$l¡NWl`q G$lnP=l©U, zNëgl Ý_l_lb_lU, @mJlU Ý_l_lXqG$`T, I«lgG$ Ý_l_ §̂L, fgG$l` 
Ý_l_ §̂L _l§LnG$R=n mvTn ^Yml zcê$ÜW WlHb Olbnë_l Gn$fnf^Ü_n m°Ynb cZG$bl§^l[©$U gN` glnC$Y Gn$fnf 
Llbzcë_l NlUlU. UfnL Bƒ Ý_l_lb_ c fcl©nƒ Ý_l_lb_lU mvTn ^Yml zcê$ÜW WlHb Olbnë_l 
_lzLGn$$ zcê$ÜW ^l. @l_vº$ _l§Ln ^lÝ_UnYn cG$rb mÌ WlHb G$éY f§}§zXU HlË_lG$Rx=Y ^lZgUq JnC$Y 
Bƒ Ý_l_lb_lUqb cZG$bl§Yl ^lZgUq WnTn, G$lIWmÌn WnTn gq G$l n̂ G$`Ê_lU _nUlU. 

fncG$cI©fncG$cI©fncG$cI©fncG$cI©    
zcXq f„lIl` - 1                                                             f`bnHzYG$ - 1 
Á_vzY. zbIb @zfñP=§P= - 1                                                  zfzY_` I«nR= bnHzYG$ - 2 
å_vzYzfmb àl°zfŠ_vP=` - 1                                                   Á_vzY. I«nR= bnHzYG$ - 8 
bJvbnHG$ - 3                                                                  zdmlA© c z}Il`q - 4 
bJvP=§G$bnHG$ - 1 

• Objective  
     BÔnd / gnUxBÔnd / gnUxBÔnd / gnUxBÔnd / gnUx    

^YmlÀ_l f§}§zXU HlË_lG$Rx=Y Nq àG$`Tn G$l_Wndq`  fë_lflQ=q _nUlU Ë_làG$`Tl^Ü_n G$l_Wndq` 
@z]àl_ WnTn UfnL HlË_l^l[©$U f§}§zXU HlË_l§Yl cnhlncnhq ^lI©Wd©Y G$`Tn. 

• Responsibilities (Shall / May) 
     N}l}Wlè_lN}l}Wlè_lN}l}Wlè_lN}l}Wlè_l    

mvTn ^glYI`mlzbGn$^Ü_n  cnIcnIhq  HlUq @fxY Ë_l HlË_lÀ_l zcê$ÜW n̂. G$lnP=l©U/gl_ G$lnP=l©U/ 
fvzà^ G$lnP=l©U Nn Wlcn/ Z`P= zmP=qdY/ `qoìgNY UfnL ñmndb zbìg zmP=qdY gn WlHb glnUlU. Un 
HlË_l^l[©$U cZG$b WnC$Y Llbzcbn NlUlU. Ë_lflQ=q f§}§zXU HlË_lG$Rx=Y ^lZgUq JnC$Y ZWclTq 
G$lnP=l©U, [$l¡NWl`q G$lnP=l©U, zNëgl Ý_l_lb_lU, @mJlU Ý_l_lXqG$`T, I«lgG$ Ý_l_ §̂L, fgG$l` 
Ý_l_ §̂L _l§LnG$R=n mvTn ^Yml zcê$ÜW WlHb Olbnë_l Gn$fnf^Ü_n m°Ynb cZG$bl§^l[©$U gN` glnC$Y Gn$fnf 
Llbzcë_l NlUlU. UfnL Bƒ Ý_l_lb_ c fcl©nƒ Ý_l_lb_lU mvTn ^Yml zcê$ÜW WlHb Olbnë_l 
_lzLGn$$ zcê$ÜW f§}§zXU HlË_lG$Rx=Y ^lZgUq JnC$Y Bƒ Ý_l_lb_lUqb cZG$bl§Yl ^lZgUq WnTn, 
G$lIWmÌn WnTn gq G$l n̂ G$`Ê_lU _nUlU. 
mvTnmvTnmvTnmvTn ^YmlÀ_l v̂»_ f]l c ^l. ñVl_q fz^Uq A. G$^qP=qÀ_l f]nf gN` `lgÿY Ë_l^Ü_n BmoñVU 
Olbnë_l G$l_Wndq` }l}s}` ^lZgUq c f„l WnTn. G$l_l©b_lG$R=qb Bm`lnº$ N}l}Wlè_l BmbãX 
fncG$cIl©^l[©$U ml` mlR=Ê_lU _nUlU _lflQ=q BmbãX f§cIl©Uqb @zXG$l`q @lzT fncG$l§Yq 
Ë_l§À_lG$R=qb G$l^lÀ_l ñcê$mlYvfl` zczcX àG$`À_l N}l}Wlè_l flnmzcÊ_lU @lë_l @lgnU. 



Or 

 

(2) The powers and duties of its officers and employees. 

 

Ward office / Department Name 

IIIInZÌ_ G$l_l©b_ / zc]lIlLn YlcnZÌ_ G$l_l©b_ / zc]lIlLn YlcnZÌ_ G$l_l©b_ / zc]lIlLn YlcnZÌ_ G$l_l©b_ / zc]lIlLn Ylc 

Designation 

gþÔlgþÔlgþÔlgþÔl 
Responsibilities 

G$U©ì_G$U©ì_G$U©ì_G$U©ì_ 

Remarks 

dndndndn`l`l`l`l 
Class 1  

cI© 1 

1)1)1)1)zcXq f„lIl`zcXq f„lIl`zcXq f„lIl`zcXq f„lIl`::::---- ZW. 28/2/07 `lnNq G$l_l©b_qY cnhnY§U` zYb§z}U 
2) Á_vzY.zbIb @zfñÁ_vzY.zbIb @zfñÁ_vzY.zbIb @zfñÁ_vzY.zbIb @zfñP=§P= :P=§P= :P=§P= :P=§P= :---- zcXq f„lIl` _l§Ln I¡`gNn`qU G$l_l©b_lU 
@°R=z^zYñP´=ndYLn G$l^ mlgTn. UfnL ZW. 7/8//07 `lnNqÀ_l G$l_l©b_qY 
@lWndlYvfl` Ë_l§LnG$R=n @) ^Yml G$R=qb zczcX HlË_l§Yl G$l_Wnzce_G$ 
@z]àl_ WnTn, }) ^l. ñVl_q fz^Uq c ^l. ñVl_q fz^Uq c ^l. v̂»_ 
f]nÀ_l }¡Q=G$l§Yl BmoñVU `lgTn. G$) ^lZgUq @zXG$l` 
@zXzY_^lf§}§XqLq àG$`Tn mlgTn. R=) ^YmlU[©n$ zczcX HlË_lG$Rx=Y 
_nTlè_l G$`l`Ylå_lzce_G$ }l}sLq mvU©Ul G$`Tn gq G$l n̂ flnmzcbq @lgnU. 
  3  3  3  3)  )  )  )  å_vzYzfmb àl°ZfŠ_vP=`:å_vzYzfmb àl°ZfŠ_vP=`:å_vzYzfmb àl°ZfŠ_vP=`:å_vzYzfmb àl°ZfŠ_vP=`:---- mvTn ^Yml G$lnP=l©Uqb fc© [¡$NWl`q HP=bn 
LlbzcTn. ìgnA©G$b R=nmln  ^YmlÀ_l @mJlU Gn$fnf LlbzcTn ^Yml 
@zXG$l`q @I` fncG$l§ zcê$ÜW G$lgq [$l¡NWl`q HP=bn WlHb Olbn U` Un 
LlbzcTn. G$l_l©b_qY G$l^G$lNl}l}U @z]àl_/ f„l WnTn. zcXq 
f„lIl` c Á_vzY. zbIb @zfñP=§P= _l§Ln `Nl v̂WUqU zcXq f„lIl` 
G$l_l©b_lLn @°R=z^zYñP´=ndYLn G$l^ mlgTn.fc© z^P=sIbl HlUnà v̂H 
fl§IUqb Ë_lcnhnf gN` `lgxY ^lZgUq WnTn. ^l. ^glmlzbG$l @l_vº$ c 
HlUnà v̂H cnhlncnhq f§lIUqb Uq G$l n̂ N}l}Wl`qYn G$`Tn. 
ZP=m:ZP=m:ZP=m:ZP=m:---- zcXq f„lIl` mWlLn f§mxT©  G$l^G$lN mglÊ_lflQ=q  ^l. @l_vº$ 
_l§À_l ZW. 19/6/08 Ln @ljlmÌlYvfl`  ZW. 13/6/2008Un ZW. 
20/4/2209 @Hn`m_ªU W`^gl  DG$cP= ^lYXY `¸$^ ê$. 25000/- 
(@i`q m§Lcqf gNl`) @zXG$ ^lnP=l`G$l` ]Îll @Wl G$ê$Y fncl JnTnf mvTn 
^Yml. àdlfYlG$Rn G$l_Wnzce_G$ f„l @lzT fglæ_ JnTn G$l^q Yn^TxG$ 
Gn$bnbq @lgn. @ljlmÌlÀ_l ZWYl§G$lmlfxY G$`l` mÜWUqYn flnmzcTnU @lbn 
@lgn. zcXq f„lIl` _l§Ln G$l_l©b_lU mxT© cnh BmoñVU `lgÿY zcXq 
f„lIl` G$l_l©b_lG$R=qb W¡Y§ZWY G$l^G$lN mglTn. mvTn ^YmlÀ_l zczcX 
HlË_l§Yl G$l_Wn zce_G$ f„l WnTn. HlË_l§G$R=qb Ý_l_àzcï= àG$`Tn 
LlbzcTn.  mvTn ^YmlÀ_l zczcX fz^Ë_l§Yl c ^Yml f]nf G$l_Wn zce_G$ 
f„l WnTn.  ^l ^glmlzbG$l @l_vº$ cnhlncnhq flnmcUqb Uq G$l_Wn zce_G$ 
fc© G$l n̂ ml` mlR=Tn. 
P=q.R=q.@l` àG$`Tl ^Ü_n @z]àl_ WnTn. 

 

Class 2   

 

cI© 2 cI© 2 cI© 2 cI© 2    

Class 3 

cI© 3cI© 3cI© 3cI© 3 

bJvbnzHG$l:bJvbnzHG$l:bJvbnzHG$l:bJvbnzHG$l:----  ^l. zcXq f„lIl`, ^l. å_vzY. àl°zfŠ_xP=`, Á_vzY. 
zbIb @zfñP=§P= @lzT G$`l`lYn Yn^bnë_l @°R=ìglnGn$P= _l§À_l G$lnP=© 
Gn$fnfÀ_l f§W]l©Uqb ZR=ŠP=ndY JnTn, N}l}/G¡$z[$_U U_l` G$`Tn, 
G$l_l©b_qY G$l^G$lNlÀ_l f§W]l©U mÌì_cgl` G$`Tn, àG$`Tq G$l^lU 
@z]àl_l}l}U ZR=ŠP=ndY JnTn, P=lA©m G$`Tn, gl_G$lnP=©-fvzà^ G$lnP=l©Uqb 
cZG$bl§dq mÌì_cgl` G$`Tn. c`qð=l§À_l @lWndlYvfl` P=qR=q@l` f§}§XqLn 
G$l^G$lN mlgTn. 

 



f`bnHzYG$:f`bnHzYG$:f`bnHzYG$:f`bnHzYG$:----  W¡Y§ZWY P=mlb mlgTn, fglæ_G$ NY^lZgUq @zXG$l`q 
UfnL ^l. blnG$àzUzYXq c dlfG$r_ mÌ ì_cgl` mlgTn c BÎl` WnTn. 
fncG$l§À_l G$l^G$lNlc` c W¡Y§ZWY BmoñVUqc` zY_§ÌT Q=ncTn. cZ`ð= 
fl§IUqb Uq G$l n̂ G$`Tn.  
zcXq f„lIl` G$l_l©b_lG$R=n G$lnP=© G$l^lc` W¡Y§ZWY WnH`nH Q=ncTn G$lnP=© 
G$l^ G$`Tlè_l fncG$l§c` zY_§ÌT Q=ncTn. 
zfzY_` I«nR= bnHzYG$:zfzY_` I«nR= bnHzYG$:zfzY_` I«nR= bnHzYG$:zfzY_` I«nR= bnHzYG$:----  m°Ynbc`qb  cZG$bl§Lq àzU clze©G$ 
Yn^TxG$rLq fc© àZG«$_l mxT© G$ê$Y Yn^TxG$ G$`Tn gl_G$lnP=© c fvzà^ 
G$lnP=l©Uqb cZG$bl§Yl flnmzcbnë_l Wlì_lflQ=q cZG$bl§À_l Yn^TxG$rLq 
àZG«$_l mxT© G$ê$Y Q=`lc P=lGx$Y àG$`Tq cZG$bl§Yl ì_lcfl_qG$ [$r @Wl 
G$`Tn. P=qR=q@l` àG$`Tq cZG$bl§Yl fc© àlnfqN` mxT© G$ê$Y _ln½_ Ë_l 
Yl{Wq JncxY  LnG$ @Wl G$`Tn. HlË_lG$R=qb Ufb^lU ZG$W© zbgTn z}b 
cnhÀ_l cnhq U_l` G$ê$Y UmlfxY JnTn. HlË_lG$R=qb fc© àG$l`À_l 
z}bl§Lq `¸$^ G$lne G$l_l©qb_lG$Rx=Y @lTTn c Ë_lLl clP=m G$`Tn 
UfnL clgY G$Nl©À_l f§W]l©Uqb G$N©`lnHn, A§ZR=oåYP=q }l°ÊR= c Nlz^Y 
G$Wã_lLq àG$`Tq ñP=°åm mnm` G$hzcTn, ^fvWl UmlfxY WnTn. 
bJvbJvbJvbJvP=§G$P=§G$P=§G$P=§G$bnzHG$l:bnzHG$l:bnzHG$l:bnzHG$l:---- ::::----  ^l. zcXq f„lIl`, ^l. å_vzY. àl°zfŠ_xP=`, 
Á_vzY. zbIb @zfñP=§P= @lzT G$`l`lYn Yn^bnë_l @°R=ìglnGn$P= _l§À_l 
G$lnP=© Gn$fnfÀ_l f§W]l©Uqb ZR=ŠP=ndY JnTn, N}l}/G¡$z[$_U U_l` G$`Tn, 
G$l_l©b_qY G$l^G$lNlÀ_l f§W]l©U mÌì_cgl` G$`Tn, àG$`Tq G$l^lU 
@z]àl_l}l}U ZR=ŠP=ndY JnTn, P=lA©m G$`Tn, gl_G$lnP=©-fvzà^ G$lnP=l©Uqb 
cZG$bl§dq mÌì_cgl` G$`Tn. 
 
Á_vzY. I«nR= bnHzYG$:Á_vzY. I«nR= bnHzYG$:Á_vzY. I«nR= bnHzYG$:Á_vzY. I«nR= bnHzYG$:----  @lcG$ NlcG$ }l`zYdq G$`Tn, fc© cZG$bl§Lq 
cG©$dqP= Yl{WÿY WnTn. P=qR=q@l` P=mlb P=qR=q@l` }l`zYdqbl Yl§§nWzcTn. 
zcXq f„lIl` G$l_l©b_lG$Rqb cZG$bl§G$Rx=Y AU` HlË_l§Yl mlQ=cc_lLn 
fc© àG$l`lLn @z]àl_ àG$`Tn, àñUlc _l§À_lc` NlcG$ }l`zYdq^Ü_n 
Yl§§nW G$ê$Y Y§}` P=lG$Tn. fc© fncG$ c @zXG$l`q _l§Ln mIl` z}bn G$`Tn. 
^Yml G$lnP=l©Uqb Ý_l_lzXd _l§Ln z}b U_l` G$ê$Y LnG$ ZR=ñP´=qG$ G$lnP=l©U 
mlQ=zcÊ_lLq ì_cñVl G$`Tn. ^fvWl [$rLq LbYn U_l` G$`Tn. ^Yml 
zcê$ÜW WlHb Olbnbn Wlcn, @zmbn _lzLG$l, ñb^ P=²=°ã_vYb Gn$fnf, 
_l§À_l Yl{Wq JnTn. z}«[$ U_l` G$`Tn, gl_G$lnP=©, fvzà^ G$lnP=l©G$R=qb 
cZG$bl§À_l mÌl§À_l àzU HlË_lG$R=n mlQ=zcTn, zYG$lb f§}§zXU 
HlË_lG$R=n mlQ=zcTn, W`^gl ZG$Uq Gn$fnf WlHb Olë_l zYG$lbq 
zYJlë_l _lLq ^lZgUq WnTn, G°$oìgDP=À_l f§W]l©Uqb `zNñP=` zbgqTn, 
gl_G$lnP=© fvzà^ G$lnP=l©G$R=qb mÌì_cgl`lLq mvU©Ul G$`Tn, G$lnP=© HL© 
cfxb G$`Ê_lÀ_l G$l^q mÌì_cgl` G$`Tn. zdclNq YI` G$lnP=l©Uqb 
G$l^G$lN mlgTn, ^Yml G$lnP=l©Uqb Gn$fnfÀ_l f§W]l©U @°R=ìglnGn$P²=fbl 
^WU G$`Tn, G$lnP=l©U @N© WnTn G$lIWmÌn WlHb G$`Tn, mvS=qb Yn^bnë_l 
Ul`Hl JnTn Ë_lLq z}«[$c` Yl{W JnTn G$lnP=©G$l^lflQ=q JnUbnë_l `G$ n̂Ll 
Zgdln} Q=ncTn. 

Clsss 4 

[Optional]  

cI© 4 (cI© 4 (cI© 4 (cI© 4 (m_l©©_q)m_l©©_q)m_l©©_q)m_l©©_q) 

G$l_l©b_  BJR=Tn, }§W G$`Tn, G$l_l©b_qY fl[$f[$lA© c ñcÀM=Ul, 
P=mlb zcU`T, mvTn ^Yml G$lnP=l©Uqb W``lnNÀ_l z}«[$l§Lq  Yn @lT G$`Tn 
c UWYve§zIG$ G$U©ì_n cI© 4 ^Xqb fncG$l§c` flnmzcÊ_lU @lbq 
@lgnU. 

 

 



 

(3) The procedure followed in the decision making process, including channels of 

supervision and accountability.  

 

 

Department / Ward office Sturcture in hierarchy as per signing authority. If 

possible file movement process. 

 

zc]lI / inzÌ_ G$l_l©b_lLn @zXG$l`àlá fncG$l§Lq _lWq. @lcí_G$UnYvfl` WñUDncNl§Ln Zzc]lI / inzÌ_ G$l_l©b_lLn @zXG$l`àlá fncG$l§Lq _lWq. @lcí_G$UnYvfl` WñUDncNl§Ln Zzc]lI / inzÌ_ G$l_l©b_lLn @zXG$l`àlá fncG$l§Lq _lWq. @lcí_G$UnYvfl` WñUDncNl§Ln Zzc]lI / inzÌ_ G$l_l©b_lLn @zXG$l`àlá fncG$l§Lq _lWq. @lcí_G$UnYvfl` WñUDncNl§Ln ZQ=G$lT.Q=G$lT.Q=G$lT.Q=G$lT.    
    
zcXq f„lIl` _l§Ln zY_§ÌTlHlbq HlË_lLn G$l^G$lN LlbUn. cZG$bl§Lq G$lnP=© Gn$f UfnL gnR=ŠblG©$ 
_l§Ln $  WnH`nHqHlbq P=mlblc` dn`n ^lê$Y àG$`Tl§Ln clP=m Gn$bn NlUn UW²Y§U` @z]àl_ JnÊ_lU 
@lë_lY§U` ^l. zcXq f„lIl` _l§Ln ñcli`qYn àG$`Tn f§}§zXU HlË_lG$R=n mlQ=zcbn NlUlU. UfnL n̂. 
Ý_l_lb_l^Ü_n WlHb Olbnë_l G$lnP=© Gn$f^Ü_n zcXq f„lIl` _l§À_l ñcli`qYn m°Ynbc`qb cZG$bl§Lq 
Yn^TxG$ Gn$bq NlUn. UfnL n̂. gl_G$lnP=© c fvzà^ G$lnP=© _nVqb cZG$bl§Lq ^l. @l_vº$ _l§Ln ^lÝ_UnYn 
Yn^TxG$ Gn$bq NlUn. 
 
 

 

(4) the norms set by it for the discharge of its functions. 

 

 

Serial 

No.  

@. G«$.@. G«$.@. G«$.@. G«$. 

Designation 

 gþÔlgþÔlgþÔlgþÔl 
Activity  

G$l_©G$l_©G$l_©G$l_© 
Time limit  

[Optional] 

G$lb^_l©Wl G$lb^_l©Wl G$lb^_l©Wl G$lb^_l©Wl 
(m_l©_q)(m_l©_q)(m_l©_q)(m_l©_q) 

Remarks  

dn`ldn`ldn`ldn`l 
 

 

1. 1) 1) 1) 1) zcXq zcXq zcXq zcXq 
f„lIl`f„lIl`f„lIl`f„lIl`    
    
    
    
    
    
    
2) Á_vzY. 2) Á_vzY. 2) Á_vzY. 2) Á_vzY. 
zbIb @zfñP=§PzbIb @zfñP=§PzbIb @zfñP=§PzbIb @zfñP=§P    
    
    
    
    
    
    
    
    
3)å_vzYzfmb 3)å_vzYzfmb 3)å_vzYzfmb 3)å_vzYzfmb 
àl°zfŠ_vP=`àl°zfŠ_vP=`àl°zfŠ_vP=`àl°zfŠ_vP=`==== 

HlË_l^Ü_n zcXq f„lIl` gn Á_vzY. 
zbIb @zfñP=§P=, å_vzYzfmb 
àl°zfŠ_xP=`, m°Ynbc`qb @°R=ìglnGn$P²=f c 
HlË_Uqb G$ ©̂Ll`q _l§Lnc` WnH`nH zc 
zY_§ÌT Q=ncUlU. @z]àl_lLq mxU©Ul 
Olë_lY§U` zcXq f„lIl` _l§LnG$Rx=Y 
Ë_lLq M=lTTq Olë_lY§U` Ë_l§À_l 
ñcli`qYn f§}§XqU àG$`Tn HlË_lf 
mlQ=zcbq NlUlU. 
HlË_lG$Rx=Y Nq zczcX àG$`Tn @z]àl_ 
WncxY ^l. zcXq f„lIl` _l§Ln ñcli`qYn 
f§}§zXU UfnL ^lZgUqLn @zXG$l`lU 
@lbnë_l @Nl©Lq ñcU§Ì `zNñP=`c` Yl§nW 
G$ê$Y v̂WUqU @N©Wl` _lf ^lZgUq WnT 
}l}U G$l_©clgq Gn$bq NlUn UfnL mvTn 
^YmlÀ_l glnTlè_l v̂»_ f]l c ñVl_q 
fz^Uq z^P=sI A. z^P=sIbl HlË_l^l[©$U 
f]nbl BmoñVU `lgTn.  
[$l¡NWl`q Gn$fLn f§W]l©U @lbnë_l 
zczcX àG$`TlU @z]àl_ WnTn. UfnL 
^.Y.ml zcê$ÜW WlHb Olbnë_l fc© 
[$l¡NWl`q HP=ë_l§Ln G$l^G$lN mlgTn c 
zczcX HlË_lG$R=qb [$l¡NWl`q 

  



ñcê$mlÀ_l àG$`Tl§^Ü_n @z]àl_ WnTn 
UfnL ZW. 7/8/07 `lnNqÀ_l 
G$l_l©b_qY @lWndlYvfl` Ë_l§LnG$R=n @) 
[$l¡NWl`q IvÝølzce_G$ G$l^G$lN 
mglTnc }) [$l¡NWl`q IvÝøl}l}U 
@z]àl_ WnTn. G$) Á_vzY. zbIb 
@zfñP=§P= _l§À_l @YvmoñVU ^l. ñVl_q 
fz^Uq c ^l. v̂»_ f]nÀ_l }¡Q=G$l§Yl 
BmoñVU `glTn. 

2. f` f` f` f` bnHzYG$bnHzYG$bnHzYG$bnHzYG$        
    
    
    
zfzY_`zfzY_`zfzY_`zfzY_` I«nR=  I«nR=  I«nR=  I«nR= 
bnHzYG$bnHzYG$bnHzYG$bnHzYG$    
    
 

 

 

 

Á_vzY. I«nR= Á_vzY. I«nR= Á_vzY. I«nR= Á_vzY. I«nR= 
bnHzYG$bnHzYG$bnHzYG$bnHzYG$ 

gn G$ ©̂Ll`q _l§Ln G$l^lc` WnH`nH c 
zY_§ÌT Q=ncUlU. P=mlblc` dn`n ^l`Tn c 
HlË_lLl mÌì_cgl` G$`Tn.G$lnP=© G$l^lc` 
zY_§ÌT Q=ncTn. 
m°Ynbc`qb cZG$bl§Lq W`^gl ^lYXYlLq 
z}bn G$`Tn UfnL zcXq f„lIl` _l§Ln 
^lYXYlLn z}b U_l` G$`Tn c P=qR=q@l` 
Lq z}bn U_l` G$`Tn. Ufb^lU c 
A§ZR=oåYP=q }l°ÊR=, ^fvWn _l}l}U G$l^ 
G$`Tn. 
@lcG$ c NlcG$ }l`zYdq UfnL 
fncG$l§Lq mIl` z}b U_l` G$`Tn. 
G$lnP=l©G$R=qb G$l n̂ G$`Tn. ^fvWl [$rLq 
LbYn G$`Tn.  

  

 

(5) the rules, regulations, instructions, manuals and records, held by it or under its 

control or used by its employees for discharging its functions. 

 

Ward office / Department name 

inZÌ_ G$l_l©b_ / zc]lIlLn YlcinZÌ_ G$l_l©b_ / zc]lIlLn YlcinZÌ_ G$l_l©b_ / zc]lIlLn YlcinZÌ_ G$l_l©b_ / zc]lIlLn Ylc 

Serial 

no.  

@. G«$. 

Act / Regulation        
G$l_Wl / @zXzY_^ 

Activity / Program 

 G$l_© / zY_lnNY 

 

1. BPMC act 1949 – 69  

v̂ §}A© àl§zUG$ ^Yml @zXzY_^ 
1949 - 69 

1) HlË_lG$Rx=Y @lbnë_l àG$`Tl§Lq }qmqD^fq @°ŠP=Ln 
U`UvWqYvfl` G$l_©clgq G$ê$Y @z]àl_ WnTn, G$`l`Yl n̂ 
UmlfTn.  
2) fncl zczY^_lYvfl` fncG$cIl©À_l @lbnë_l àG$`Tl§c` 
@z]àl_ WnTn. 
3) }l§XG$l^ HlË_lLn f§}§XlU }qmqD^fq @°ŠP= c 
D^@l`P=qmq @°ŠP= _l§Ln @Yve§IlYn @z]àl_ ZWbn NlUlU. 
 

2. Any other act  

AU` blIx @zXzY_^ 

 

3. cl`f zY_vzº$ G$`l`  
ZW. 24/11/76 

blR= fZ^UqÀ_l zd[$l`dsÀ_l @Yve§IlYn n̂. `lÁ_ dlfYlYn 
zYI©z^U Gn$bnë_l mZ`mÌG$lUqb U`UvWq c cl`f zY_vº$r 
G$`l`lUqb @P=q c dUtYvfl` JlT]Îll zY_vzº$}l}U M=lYYq 
G$ê$Y @z]àl_ WnTn. 

4. n̂. Ý_l_lb_lLn zYG$lb n̂. Ý_l_lb_lÀ_l zYG$lblà^lTn f§}§zXU zc]lIlG$Rn n̂. 
G$lnP=l©À_l zYG$lblÀ_l fP=t[$lA©R= àzU BmbãX G$ê$Y JnTn c 



G$lnP=l©U @N© G$ê$Y f§}§zXU HlË_lG$R=n mlQ=zcTn c @zmb 
G$`Tn}l}U HlË_lf @z]àl_ WnTn.  

 

 

 

 

 

(6) a statement of the categories of documents that are hele by it or under 
its control. 

 

Ward office / Department Name    
inZÌ_ G$l_l©b_ / zc]lIlLn  YlcinZÌ_ G$l_l©b_ / zc]lIlLn  YlcinZÌ_ G$l_l©b_ / zc]lIlLn  YlcinZÌ_ G$l_l©b_ / zc]lIlLn  Ylc 

Serial 

no. 

@. G«$. 
 

Designation 

 gþÔl 
 

Subject   

zce_ 

 

Type 

 àG$l` 
 

Remarks 

dn`l 
 

1. f`bnHZYG$f`bnHZYG$f`bnHZYG$f`bnHZYG$        
                   

 

 

 

gNn`qmÌG$   
 mZ`mÌGn$, G$l_l©b_qY @lWnd, 
@ljlmÌGn$,  
^lZgUqLl @zXG$l` G$l_Wl 
2005 f§}§XqLn @N©  

`zNñP=` 
 
[$lA©ëf 
 
`zNñP=` c [$lA©ëf 

 

2. zfzY_` I«nR= zfzY_` I«nR= zfzY_` I«nR= zfzY_` I«nR= 
bnHzYG$ 1) bnHzYG$ 1) bnHzYG$ 1) bnHzYG$ 1)     
           2)           2)           2)           2)    

m°Ynbc`qb cZG$bl§Lq 
^lYXYlLq z}bn `zNñP=`, 
Ufb^lU , 
 A§ZR=oåYP=q }l°ÊR=, G$`l`Yl^l 

[$lA©ëf c `zNñP=`  
 
`zNñP=` 
^fvWn 

 

3. Á_vzY. I«nR= Á_vzY. I«nR= Á_vzY. I«nR= Á_vzY. I«nR= 
bnHzYG$ 1)bnHzYG$ 1)bnHzYG$ 1)bnHzYG$ 1)    
           2)           2)           2)           2)    
    
           3)           3)           3)           3)    
    
    
              4)              4)              4)              4)    
    
              5)              5)              5)              5)    
              6)              6)              6)              6)    
    
               7               7               7               7))))    
    
              8              8              8              8))))    
    
                                                        9999))))    

zdclNqYI` G$lnP=l©G$R=qb c 
^Yml G$lnP=l©G$R=qb Gn$fnf.  
zdclNqYI` G$lnP=l©Uqb å_vzY. 
@zmbn, ë_vYlZP=G$ Gn$fnf, 
^lnP=l` @°ŠfqR={P= Gn$fnf. 
^Yml zcê$ÜW WlHb Olbnbn 
Wlcn Ë_l @Yve§IlYn G$l n̂. 
zdclNqYI` G$lnP=l©G$R=qb 
Gn$fnf. 
gl_G$lnP=© fvzà^ G$lnP=© Gn$fnf.  
HlË_lG$R=qb P=mlb.  
  
zczcX HlË_lG$Rx=Y @lbnbn 
P=mlb. 
mIl` mÌGn$, ñP=ndY`q, ZR=oñP´=G$ 
G$lnP=l©Lq z}bn. 
G$`l`Yl^l UmlfTq [$r. 

Wlì_lLq `zNñP=` c 
}«q[$l 
Wlì_lLq `zNñP=` 
 
G$lnP=© R=l_`q 
 
 
`ZNñP=` 
 
`zNñP=` 
NlcG$ }l`zYdq 
`zNñP=` 
@lcG$ }l`zYdq 
`zNñP=` 
`zNñP=` 
 
LbY mvñUGn$ 

 

     

 

 

(7) 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 there of.  

 

Serial no. Subject  Consulting 

Authority  
Type Remarks  



 @. G«$. zce_ ^lZgUq f„lIl` àG$l` dn`l 
1. 

 
AG$R=qb G$l_l©b_lf blIx Ylgq. 

 

 

 

 

(8) a statement of the boards, councils, committees and other bodies consisiting of 

two of more persons constituted as its part or for purpose of its advice, and as to 

whether meetings of those meetings of those boards, councils, committees and 

other bodies are open to the public, or the minutes of such meetighs are 

accessible for public. 

 

Serial no. 

@. G«$. 
Name of the 

committee 

fz^UqLn Ylc  

Total 

Members 
DGx$T 
f§»_l  

Purpose 

BÔnd / 
gnUx 

Type 

àG$l` 
Frequency 

of 

Meetings 
f]nLq cnh 

Document 

available 

for Public  

YlIZ`G$l§flQ=q 
BmbãX 
^lZgUq 

1. AG$R=qb G$l_l©b_lf blIx Ylgq.    

2.      

3.       

4.       

 

 

(9) a directory of its officers and employees. 

 

Ward office / Department Name 

inZinZinZinZÌ_ G$l_l©b_ / zc]lIlLn YlcÌ_ G$l_l©b_ / zc]lIlLn YlcÌ_ G$l_l©b_ / zc]lIlLn YlcÌ_ G$l_l©b_ / zc]lIlLn Ylc 

Serial 

N0.  

@. G«$.@. G«$.@. G«$.@. G«$. 

Designation        
gþÔl gþÔl gþÔl gþÔl  

Name YlcYlcYlcYlc Office Address 

G$l_l©b_lLl mÎll G$l_l©b_lLl mÎll G$l_l©b_lLl mÎll G$l_l©b_lLl mÎll  
Phone 

(Extn.)  

 Wÿ`ÜcYq Y§.Wÿ`ÜcYq Y§.Wÿ`ÜcYq Y§.Wÿ`ÜcYq Y§. 
1. zcXq f„lIl`  @°R=. kq. `csÐ Vln`lU:- 

ZW. 28/2/07 `lnNq 
G$l_l©b_qY cnhnY§U` 
zYb§z}U. 
@°R=. ]l½_kq @blP=n:-
(^l. @l_vº$ _l§Ln ZW. 
19/6/08 À_l 
@ljlmÌlÝc_n 
13/6/08 Un 
20/4/09 @Hn` m_ªU 
Yn^TxG$) 

zcXq f„lIl` G$l_l©b_, 
mvTn ^glIY`mlzbG$l 
]cY, Wþf`l ^Nbl.  
mvTn – 5 

25501291 

2. Á_vzY. zbIb 
@zfñP=§§P= 

kq. ZWbqm pmIhn  25501292 

3. å_vzYzfmb 
àl°zfŠ_xP=` 

@°R=. §̂Nxel AXlP=n  25501293 

4. bJvbnzHG$l  fl¡. fgó}þÜWn  

 
25501299 

5. bJvbnzHG$l fl¡. YlA©G$  

 
25501299 

6. bJvbnzHG$l kq^Uq }l^Tn  

 
25501295 



7. bJvP=§G$bnzHG$l kq^Uq fæ_W Ilng`  

 
25501299 

8. f`bnHzYG$ fl¡. c¥elbq mlnP=[$lnR=n  25501295 

9. f`bnHzYG$ kq. zcG$lf G$flnP=n  25501297 

10. zf. I«nR= bnHzYG$ fl¡. z]R=n zcÚl  25501295 

11. zf. I«nR= bnHzYG$ fl¡. mcl` z^Yliq  25501295 

12. Á_v. I«nR= bnHzYG$ kq. mlnG$hn Df. Df.   25503195 
13. Á_v. I«nR= bnHzYG$ kq. mln[$hn à^lnW  25501295 
14. Á_v. I«nR= bnHzYG$ kq.m§R=qU @^qU  25501295 
15 Á_v. I«nR= bnHzYG$ kq.g`Tlch f§N_  25501297 
16 Á_v. I«nR= bnHzYG$ kq. c¡`lP= @zcYld   25501288 
17 Á_v. I«nR= bnHzYG$ kq. ml`Hn Df². Nq.  25501288 
18 Á_v. I«nR= bnHzYG$ kq. G$cqP=G$` `csÐ  25501295 
19 Á_v. I«nR= bnHzYG$ fl¡. G$W^ fvzYUl  25501297 
20 ZdmlA©  kq. `lnR=n à]lG$`   
21 zdmlA© G$^R=l_ìg` kq. [$bGn$ }}Y    
22. z}Il`q kq. G$l§}hn @zYb   
23 z}Il`q kq^Uq g`IvR=n `H^l   
 

 

10)  the monthly remuneration received by each of its officers and employees. 

Including the system of compensation as provided in its regulations. 

 

Ward office / Department Name 

inZÌ_ G$l_l©b_/ zc]lIlLn YlcinZÌ_ G$l_l©b_/ zc]lIlLn YlcinZÌ_ G$l_l©b_/ zc]lIlLn YlcinZÌ_ G$l_l©b_/ zc]lIlLn Ylc 

Serial 

No @. G«$ @. G«$ @. G«$ @. G«$ 
Designation         
gþÔlgþÔlgþÔlgþÔl 

Name  

YlcYlcYlcYlc 

Gross Salary 

 mxT© mIl` mxT© mIl` mxT© mIl` mxT© mIl` 
1. zcXq f„lIl`  `csÐ Vln`lU 

 ( ZW. 28/7/07 
`lnNq G$l_l©b_qY 
cnhnY§U` zYb§z}U.) 
@°R=. ]l½_kq @blP=n 
:-(^l. @l_vº$ _l§Ln 
ZW. 19/6/08 À_l 
@ljlmÌlÝc_n 
13/6/08 Un 
20/4/09 @Hn` m_ªU 
Yn^TxG$) 

16,887/- 
 
 
 
25,000/-+ clgY 
]Îll 15,375/- 

2. Á_vzY. zbIb @zfñP=§P= @°R=. kq. ZWbqm pmIhn 41,132 <32 

3. å_vzYzfmb à°lzfŠ_xP=` @°R=. §̂Nvel AXlP=n 29,750/- 
4. bJvbnzHG$l fl¡. fgó}vÜWn `lngqTq 25,795/- 
5. bJvbnzHG$l fl¡. YlA©G$ `NYq cnUYlf @l_lUG$` 

G$l_l©b_ 
6.  bJvbnzHG$l kq^Uq }l^Tn 23,607/- 
7. bJvP=§G$bnHG$ kq. G$lnG$Tq 16,382/- àË_i 

G$l^lf @zU. ^gl. 



@l_v. (N.) 
8. bJvP=§G$bnHG$ kq^Uq f¡æ_W Ilng` 11,069/- 
9. f`bnHzYG$  fl¡. mlnP=[$lnR=n c¥elbq 17,289/- 
10. f`bnHzYG$  kq. G$flnP=n zcG$lf  àË_i cnUYlf pN. J. 

G$l_l©. 
11. zf. I«nR= bnHzYG$ fl¡. z]R=n zcÚl 13,062/- 
12. zf. I«nR= bnHzYG$ fl¡. mcl` z^Yliq 14,010/- 
13. Á_v. I«nR= bnHzYG$ kq. mlnG$hn Df. Df. 10,304/- 
14. Á_v. I«nR= bnHzYG$ kq. mln[$hn à^lnW 9,776/- 
15 Á_v. I«nR= bnHzYG$ kq. m§ZR=U @z^U 8,334/- 
16. Á_v. I«nR= bnHzYG$ kq. g`Tlch f§N_ 8,780/- 
17. Á_v. I«nR= bnHzYG$ kq. c¡`lP= @zcYld  8,905/- 
18. Á_v. I«nR= bnHzYG$ kq. ml`Hn Df. Nq.  àË_i cnUYlf 

mlTqmv`cQ=l 
19. Á_v. I«nR= bnHzYG$ kq. ^lYn  14,313/-àË_i 

cnUYlf mlTqmv`cQ=l 
20. Á_v. I«nR= bnHzYG$ kq. G$cqP=G$` `csÐ 9,363/- 
21. Á_v. I«nR= bnHzYG$ fl¡. G$W^ fvzYUl G$`l`lc` DG$cP= ^lYXY  

7000/- 
22. zdmlA©  kq. `lnR=n à]lG$`  13,948/- 
23. zdmlA© G$^ R=l_ìg` kq. [$bGn$ }}Y 12,236/- 
24. z}Il`q kq. G$l§}hn @zYb àË_i cnUYlf  

@zUG«$^T 
25. z}Il`q kq^Uq g`IvR=n `H^l  àË_i cnUYlf ]cY  

`LYl 
 

    (11)  the budget allocated to each of its agency, indicating the particulars of all 

plans, proposed expenditures and reports on disbursements made. 

 

Serial 

No.        
@. G«$.@. G«$.@. G«$.@. G«$. 

Budget head / 

Department Name 

HlUncl`q / Zc]lIlLn HlUncl`q / Zc]lIlLn HlUncl`q / Zc]lIlLn HlUncl`q / Zc]lIlLn 
YlcYlcYlcYlc 

Work / 

Activity 

G$l_©G$l_©G$l_©G$l_© 

Allotted 

Amout  

Wn_ `¸$^Wn_ `¸$^Wn_ `¸$^Wn_ `¸$^    
(blHlU)(blHlU)(blHlU)(blHlU) 

Current Status    
Llbx oñVUqLlbx oñVUqLlbx oñVUqLlbx oñVUq 

1. 2008 Un 2009 
T Hlf Ý_l_lzXd 
_l§À_l G$l_l©b_lLl HL© 
c dlfYlbl Úlc_lLq 
`¸$^ 

mvTn ^.Y.ml. 
Ý_l_la_lUqa 
Ý_l_lXqd c 
G$ ©̂Ll`q fncG$ 
_l§Ln clze©G$ 
cnUYlc` glnTl`l 
HL© 

25,50,000/-   

2. G$l_^ fncG$ cI© fncG$l§Ln DGx$T 
clze©G$ cnUY 

40 blH  

3. f§ZG$T©  mlnñP=nN, On`l°Šf, 
anHY flZgË_, 
G$l_Wnzce_G$ 
mvñUGn$, 

4.30  



G$l_l©a_qY M=mlA 
A. 

4. 3 Wlcn HP=bn Ý_l_lb_qY 
HL© 

^.Y.ml.Ln m°Yna 
@°R=ìglnGn$P= c n̂. 
Yl^Wl` gl_G$lnP=© c 
fvzà^ G$lnP=© _nVqa 
cG$ral§Lq 
ì_lcflz_G$ [$r, 
G$lnP=l©Ln f§}§XqLl 
c AU` HL©. 

1 G$lnP=q 70 blH  

 

(12)   the manner of execution of subsidy programmes, including the amounts 

allocated and the details of beneficiaries of such programmes. 

 

Serial 

No.  

@. G«$.@. G«$.@. G«$.@. G«$. 

Program name (Activities) 

 G$l_©i^UlG$l_©i^UlG$l_©i^UlG$l_©i^Ul 
Allotted 

Amount  

Wn_ `¸$^Wn_ `¸$^Wn_ `¸$^Wn_ `¸$^ 

Report  

@gclb@gclb@gclb@gclb 

Remarks  

dn`ldn`ldn`ldn`l 

1. AG$R=qb G$l_l©b_lf blIx Ylgq    

2.     

 

(13) Particulars of recipients of concessions, permits of authorizations granted by 

it. 

 

Serial 

No.  

@. G«$.@. G«$.@. G«$.@. G«$. 

Organization f§ñVlf§ñVlf§ñVlf§ñVl Concessions / ermits  

/Authorities 

 fxP=/ ^lÝ_Ul/ @zXG$l` fxP=/ ^lÝ_Ul/ @zXG$l` fxP=/ ^lÝ_Ul/ @zXG$l` fxP=/ ^lÝ_Ul/ @zXG$l` 

Report        
dn`ldn`ldn`ldn`l 

Remarks        
dn`ldn`ldn`ldn`l 

1. AG$R=qb G$l_l©b_lf blIx Ylgq    

2.     

 

(14) details in respect of the information, available to or hele by it, reduced in an 

electronic form.  

AG$R=qb G$l_l©b_lG$R=qb fc© ^lZgUq f§ITG$lc` BmbãX @lgn. zdcl_ ^lZgUq @lzXG$l` 
@zXzY_^ G$b^ 4 Yvfl` Nlgq` Gn$bnbq ^lZgUq ^glmlzbGn$À_l f§Gn$U ñVhlc` àzfÜW 
G$`Ê_lU @lbq @lgn.  

Web address of the Ward office / Department.  

inZÌ_ G$l_l©b_lUqb zczcX HlË_lUqb cn} @°R´=nfinZÌ_ G$l_l©b_lUqb zczcX HlË_lUqb cn} @°R´=nfinZÌ_ G$l_l©b_lUqb zczcX HlË_lUqb cn} @°R´=nfinZÌ_ G$l_l©b_lUqb zczcX HlË_lUqb cn} @°R´=nf    
 

www.punecorporation .org 
 

List of the activity done through computerization. 

f§ITG$lc` zcG$zfU Gn$bnë_l àTlbqLn Ylc.f§ITG$lc` zcG$zfU Gn$bnë_l àTlbqLn Ylc.f§ITG$lc` zcG$zfU Gn$bnë_l àTlbqLn Ylc.f§ITG$lc` zcG$zfU Gn$bnë_l àTlbqLn Ylc.    
G$l_l©b_lG$R=qb n̂. Ý_l_lb_lG$R=qb G$lnP=© Gn$fnfLn f§ITG$rG$`T G$`Ê_lU @lbn @lgn. 
 

 

(15)    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. 

 

Serial No. 

@. G«$.@. G«$.@. G«$.@. G«$. 
Information  collection 

centres ^lZgUq G{$Ð^lZgUq G{$Ð^lZgUq G{$Ð^lZgUq G{$Ð 

Timing  (Open / 

Close cnh  cnh  cnh  cnh 
(Llbx/}§W)(Llbx/}§W)(Llbx/}§W)(Llbx/}§W) 

Remarks dn`l dn`l dn`l dn`l 

1. AG$R=qb G$l_l©b_lf blIx Ylgq.   

2.    

3.    



4.    

5.    

    

 

 

 

 

(16) the names, designations and other particulars of the Public information 

officers. 

 

Serial 

No. 

@. G«$.@. G«$.@. G«$.@. G«$. 

Name 

YlcYlcYlcYlc 

Department 

/ Ward 

office    
zc]lI/inzÌzc]lI/inzÌzc]lI/inzÌzc]lI/inzÌ____    
G$l_l©b_G$l_l©b_G$l_l©b_G$l_l©b_ 

Designatio

n  gþÔl gþÔl gþÔl gþÔl  
Work 

timing 

G$l^lLq G$l^lLq G$l^lLq G$l^lLq 
cnhcnhcnhcnh 

Office 

Address 

G$l_l©b_lLl G$l_l©b_lLl G$l_l©b_lLl G$l_l©b_lLl 
mÎll mÎll mÎll mÎll  

Office 

Phone 

G$l_l©bG$l_l©bG$l_l©bG$l_l©b
_ _ _ _ 
Wÿ`ÜcYqWÿ`ÜcYqWÿ`ÜcYqWÿ`ÜcYq  

Email 

 A©  A©  A©  A© ---- n̂b n̂b n̂b n̂b 

 

1. @°R=. 
]l½_kq 
@blP=n 

zcXq f„lIl`  @zmb 
@zXG$l`q  

10.30 
Un 5.30 

mvTn ^Yml  
]cY, Wþf`l 
^Nbl, mvTn  

2550 
1291 

 

2. @°R=. 
ZWbqm 
pmIhn  

Á_vzY. zbIb 
@zfñP=§P= 

NY ^lZgUq 
@zXG$l`q  

10.30 
Un 5.30 

mvTn ^Yml  
]cY, Wþf`l 
^Nbl, mvTn  

2550 
1292 

 

 

 (17) such other information as may be prescribed and thereafter update these 

publications every year. 

 
mvTn ^glYI`mlzbGn$À_l zcéÜW WlHb Olbnë_l Wlì_lLn/G$lnP=© Gn$fnfLn f§ITqG$`T G$`Ê_lU 
_nUn. 
 
 

NY ^lZgUq @zXG$l`q UVl  
Á_vzY_` zbIb @zfñP=§P=, 
zcXq f„lIl` G$l_l©b_, 
mvTn ^glYI`mlzbG$l. 


