
 

;]ZT DCFGUZ5Fl,SF 
 

SFINF lJEFU 

 
D]N'F G\P! ov 5MTFGL ;\:YF4 SFDULZLVM VG[ OZHGL lJUTM ov 

 

The Particulars of its Organization, functions and duties :- 

 
 ;]ZT DCFGUZ5Fl,SFDF\ SFINF BFTFGL H~lZIFTGM lJRFZ SZL BFTFGL X~VFT 

,UEU !)&5 YL SZJFDF\ VFJL K[P X~VFTGF JQF"DF\ SFINF BFTFDF\ V[S SFINF VlWSFZL4 

ALHL z[6L S,FS"4 S,FS"vSDv8F.5L:8 TYF V[S 58FJF/FGL lGD6\]S SZJFDF\ VFJL CTLP 

CF,DF\ SFINF BFTFDF\ !vdI]P%,L0Z s.PRFP,M VMlO;Zf4 !vALHL z[6L S,FS"4 !v+LHL z[6L 

S,FS" TYF ZvRMYF JU"GF SD"RFZL OZH AHFJ[ K[P SFINF BFTFGL D]bItJ[ SFDULZLDF\ H]NF H]NF 

BFTFVMGF SFINFG[ :5X"TF 5|xGMGF VlE5|FI VF5JF4 dI] SM8"DF\ RF,TF S[;M H[JF\ S[ 

HgDvDZ6 lJEFUGF S[;M R,FJJF4 SM5M"Z[XGGF S[;MDF\ JSL,MGL lGD6\]S SZJL4 JSL,MGF 

AL,MGF OL V\U[ VlE5|FI VF5JF4 ;[g8=,L S[;MG\] ZHL:8=[XG HF/JJ\]4 SFINFSLI AFATM V\U[ 

hMGM ;FY[ ;\S,G SZL DFlCTL VF5JL4 ,M ,FIA|[ZLGF 5]:TSMGL HF/J6L SZJL4 H~ZLIFT 

D]HAGF SFINFGF 5]:TSM D\UFJJF T[DH T[ V\U[G\] ZHL:8=[XG HF/JJJ\] lJU[Z[ SFINF BFTF N'FZF 

SFDULZL SZJFDF\ VFJ[ K[P 



D]N'F G\PZ ov VlWSFZLVM q SD"RFZLGF CMN'F VG[ OZHM ov  

The Powers and duties of its Officers and Employees:- 

VPG\P CMN'M HMARF8"q SFDULZLGL lJUT 
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.PRFPSFINF VlWSFZL 
VF;LP SFINF VlWSFZL 
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;]ZT DCFGUZ5Fl,SFGF lJlJW BFTFVM TZOYL D\UFJJFDF\ 
VFJTF VlE5|FIM VF5JFGL SFI"JFCLP 
 
;]ZT DCFGUZ5Fl,SF lJ~wW H[ S[;MDF\ R]SFNF VF5JFDF\ 
VFjIF CMI T[JF S[;MDF\ CS]DT WZFJTL VNF,TMDF\ 5[G, 
V[0JMS[8 ;FY[ RRF" SZL V5L, NFB, SZFJJFGL 

SFI"JFCLPT[DH VFJL V5L,M HM J0L VNF,T VG[ ;JM"rR 
VNF,TDF\ ;]GFJ6L DF8[ ZFB[, CMI TM 5[G, V[0JMS[8GL 
;]RGF D]HA ;]GFJ6LGF ;DI[ VNF,TDF\ CFHZ ZCL 5[G, 
V[0JMS[8 ;FY[ H~ZL RRF" SZL DCFGUZ5Fl,SF TZO[ 
ZH]VFTM SZFJJFGL SFI"JFCLP 
 
;]ZT DCFGUZ5Fl,SFGF lJlJW VNF,TMDF\ RF,TF S[;MGF 
lGSF, YFI tIFZ[ 5[G, V[0JMS[8 TZOYL ZH] SZJFDF\ VFJ[, 
OLGF AL,M AFAT[ jIFHAL56FGM VlE5|FI VF5JFGL 
SFDULZLP 
 
;]ZT DCFGUZ5Fl,SFGF lJEFULI J0FVM N'FZF HIFZ[ HIFZ[ 
56 SFG]GL D]N'FVM AFAT[ RRF" SZJF AM,FJJFDF\ VFJ[ tIFZ[ 
H~ZL RRF" SZL SFG]GL DFU"NX"G VF5JFGL SFDULZLP 

VPG\P CMN'M HMARF8"q SFDULZLGL lJUT 
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.PRFPSFINF VlWSFZL 
VF;LP SFINF VlWSFZL 
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;]ZT DCFGUZ5Fl,SFGF SFINF BFTF N'FZF HIFZ[ HIFZ[ 56 
5|JT"DFG SFINFVMDF\ ;]WFZM YFI tIFZ[ ;]WFZ[, SFINFVMGF 
5]:TSM SFG]GL 5]:TSF,IYL BZLNJFGL SFI"JFCLP 
 
;]ZT DCFGUZ5Fl,SF N'FZF AGFJJFDF\ VFJ[, V[0JMS[8MGL 
5[G, IFNL DF8[ :YFIL ;lDlTV[ GSSL SZ[, OL DF\ 
;]WFZFvJWFZF DF8[ H~ZL SFI"JFCLP 

Z ALHL z[6L S,FS" v 
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v 
 
v 

SFINF BFTFGF VlWSFZLq SD"RFZL ZHFVMGM ,LJ 0[8Fv 
DF:8Z 0[8F TYF V[0H[:8D[g8 0[8F4 ;lJ"; A]S4 .HFOF 
KM0JFGL4 ZHFVMG\] 5M:8 VM0L8 SZFJJFGL4 .gS|LD[g8 
TOFJT U6JF lJU[Z[P 
 

SFINF BFTFG\] V[:8Fa,LXD[g8 XL0I],4 AH[84 JCLJ8L 
VC[JF, T{IFZ SZJFGL SFDULZLP 
 
SFINF VlWSFZLGL ;]RGF D]HA NZ[S BFTFVMDF\ D\UFJ[, 
VlE5|FI AFAT[ H~ZL ZL5M8" T{IFZ SZJFGL SFDULZLP 
 
:8M;"DF\YL :8[XGZL ,FJJF V\U[GL SFDULZLP 
 
lJlJW BFTFVMDF\ SFINF BFTFDF\ DMS,FTF OL GF AL,MGL 
AL, ZHL:8ZDF\ BR" 5F0JFGL SFDULZLP 
 
8LPV[P0LPV[GP AL, TYF VgI AL,M AGFJJFGL SFDULZLP 
 
8F.5L\UGL SFDULZL 
 



# +LHL z[6L S,FS" v 
 
 
 
v 
 
 

v 

SFINF BFTFDF\ lJlJW BFTFVM N'FZF DMS,FTL 85F,MG\] 
.GJ0" T[DH VgI BFTFVMDF\ DMS,JFDF\ VFJTL 85F,MG\] 
VFp8J0" SZJFGL SFDULZLP 
 
DCFGUZ5Fl,SFGF lJlJW VNF,TMDF\ RF,TF S[;MGL NFJF 
ZHL:8ZDF\ GM\W6L V\U[GL SFDULZLP 
 

SFINF BFTFGL ,FIA|[ZL V\U[GL SFDULZLP 
 

$ 58FJF/F v 
 
 
 
v 
 
 
v 
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DCFGUZ5Fl,SFGL ;FD[ GFDNFZ SM8" TZOYL H[ GM8L;M 
AHFJJFDF\ VFJ[ K[ T[JF S[;MDF\ SFINF BFTFDF\YL JSL,GL 
lGD6\]S SIF" AFN H[ T[ BFTFG[ 5CM\RF0JFGL SFDULZLP 
 
:YFlGS V[0JMS[8MG[ SM.56 5+ S[ GM8L; S[ S[; 5[5;" 
T[VMGF lGJF; :YFG[ 5CM\RF0JFGL SFDULZLP 
 
;[g8=, :8M;"DF\YL :8[XGZL TYF VgI RLH J:T]VM ,FJJFGL 
SFDULZLP 
 
VMlO;DF\ ;FOv;OF. V\U[GL SFDULZLP 

 



ITEM NO.: 3 THE PROCEDURE FOLLOWED IN THE DECISION  

   MARKING PROCESS, INCLUDING CHANNELS OF  

   SUPERVISION  ACCOUNTABILITY  

   

LEGAL DEPARTMENT STAFF PATTERN 

    

DY. COMMISSIONER (Sp. ) 

        

 

 

LOW OFFICER 

       

 

 

ASSTT.LOW OFFICER 

       

 

   

 
      
 
 

CLERK-II     CLERK-III            PEON 

 



D]N'F G\P$ ov 5MTFGF SFIM" AHFJJF DF8[ GSSL SZ[, WMZ6M ov  
 

The norms set by it for the discharge of its functions :- 
  

 NZ[S hMGDF\ VF;LP ,M VMlO;ZMGL lGD6\]S SZJFDF\ VFJ[, K[P hMGDF\ p5l:YT YTF\ 

SFG]GL 5|`GM4 SM8" S[;M lJU[Z[ V\U[GF\ VlE5|FIM ;\A\lWT hMGMGF VF;LP ,M VMlO;Z N'FZF 

VF5JFDF\ VFJ[ K[P T[ p5ZF\T HIF\ V[S:58" VlE5|FIGL H~Z 50[ TM SFINF BFTFGF .PRFP,M 

VMlO;ZzLGF VlE5|FI hMG N'FZF OF., SFINF BFTFG[ DMS,JFDF\ VFJ[ K[P T[ l;JFI 8FpG 

%,FGL\U4 HDLG lD<ST4 CFp;L\U BFT\]4 CF.0=Ml,S BFT\] T[DH ;[g8=,L XC[Z lJSF; BFTFVMDF\ 

p5l:YT YTF\ SFG]GL 5|`GMG\] SFINF BFTFGF .PRFP,M VMlO;Z N'FZF VlE5|FI VF5JFDF\ VFJ[ 

K[P CF.SM8"4 ;]l5|D SM8"DF\ RF,TF S[;M V\U[ H~ZL lJRFZ lJDX" SZJFDF\ VFJT\] CMI K[P T[DH T[ 

SM8"GL OL GF WFZFvWMZ6 V\U[ SFINF BFTF N'FZF DFU"NX"G VF5JFDF\ VFJ[ K[P  
 

 



D]N'F G\P5 o SFIM" SZJF DF8[GF\ lGIDM4 lJlGIDM4 ;}RGFVM VG[ lGID ;\U|C ov 

 

The rules, regulations, Instructions, manuals and records held by it or 

under its control or used by its Employees for discharging its functions:- 

 
 ALP5LPV[DP;LPV[S8GL HMUJF.VM D]HA SM5M"Z[XGGF BFTFVMGL SFI"JFCL SZJFDF\ 

VFJTL CMI K[P  

 



D]N'F G\P& ov  lGI\+6 C[9/GL jIlSTVM 5F;[ p5,aW N:TFJ[HM ov 

 

A Statement of the categories of documents that are held by it or under 

its control :- 
 

,FU] 50T] GYLP 
 



D]N'F G\P* ov GLlTGF\ VD, ;\A\WL HGTFGF ;eIM ;FY[ ;,FC 5ZFDX" AFATGL  

  jIJ:YF ov 

 

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 :- 

 

     ,FU] 50T] GYLP  
 



D]N'F G\P( ov JM0" 5lZQFN ;lDlTG]\ 5+S ov  

 

The statement of the boards, councils, committees and other bodies, 

consisting of two or more persons constituter 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.  

 

,FU] 50T] GYLP 
 



D]N'F G\P) ov SFINF BFTFDF\ OZH AHFJTF\ SD"RFZLVMGL lJUT ov  

VPG\P VlWSFZLq SD"RFZLG]\ GFD CMN'M CF,G]\ ZC[9F6 s;\5}6" 5M:8, V[0[=;f 

! zL V[;PV[;PBTLA 
SD"RFZL G\P!_5_) 

.PRFP,M VMlO;Z ALq( DNGL ;M;FI8L4 V0FH6 5F8LIF4 gI] 
SMhJ[ ZM04 UMZF84 ;]ZTP 

Z zL V[RPH[PDF:TZ 
SD"RFZL G\P!*($_ 

VF;LP,M VMlO;Z #$$&vCvHIZFD EJG4 UM5L5]ZF4 
V[GLA[;g8 ZM04 lD0, :S], 5F;[4 ;]ZTP 

# zLDlT KFIF 5LPGFIS 

SF"RFZL G\P!!*5! 
S,FS"v II ;Lv$_# A[HGJF,F SMd%,[1F4 TF0JF0L4 

ZF\N[Z ZM04 ;]ZTP 

$ zL C[DFl,GL 0LPlS|l`RIG 
SD"RFZL G\P#5_Z& 

S,FS"v III !_(vN[JKFIF V[5F8"D[g84 ;Z H[PH[P:S], 
;FD[4 XFC5MZ4 ;]ZTP 

5 zL 5|DMNEF. V[GP58[, 
SD"RFZL G\P!!$(5 

58FJF/F &#vXF\lTS\]H CFP;M;FI8L4 5F,G5]Z 
HSFTGFSF GL 5F;[4 5F,5]Z ZM04 ;]ZTP 

& zL X\SZEF. V[,P58[, 
SD"RFZL G\P!#($_ 

58FJF/F D]P5MPS,SJF4 TFPjIFZF4 HLPTF5LP 0LP;]ZTP 

 



D]N'F G\P!_ ovT[GF lJlGIDMDF\ 5}ZL 50FI[,L J/TZGL 5wWlT ;lCT T[GF NZ[S   

  VlWSFZLVM VG[ SD"RFZLVM wJFZF 5|F%T SZFI[,M DFl;S 5UFZ ov 
 

The monthly remuneration received by each of its Officers and 

Employees, including the system of compensation as provided in its 

regulations:- 

 
VPG\P VlWSFZLq SD"RFZLG]\ GFD A[hLS 5UFZ S], 5UFZ 

! zL V[;PV[;PBTLA 
SD"RFZL G\P!_5_) 

ZZ&$_qv $((!#qv 

Z zL V[RPH[PDF:TZ 
SD"RFZL G\P!*($_ 

Z#Z!_qv $)&*&qv 

 

VPG\P VlWSFZLq SD"RFZLG]\ GFD A[hLS 5UFZ S], 5UFZ 

# zLDlT KFIF 5LPGFIS 
SF"RFZL G\P!!*5! 

!$$5_qv #Z**$qv 

$ zL C[DFl,GL 0LPlS|l`RIG 
SD"RFZL G\P#5_Z& 

**#_qv !*_(*qv 

5 zL 5|DMNEF. V[GP58[, 
SD"RFZL G\P!!$(5 

(#*_qv !(#*$qv 

& zL X\SZEF. V[,P58[, 
SD"RFZL G\P!#($_ 

**5_qv !*#Z!qv 

 



D]N'F G\P!!ov TDFD IMHGFVMGL lJUTM4 YI[, BR" VG[ OF/JFI[, AH[8 ov 

 

The Budget allocated to each of its agencies, indicating the particulars of 

all plans, proposed expenditure and reports on disbursements made :- 
 

 SFINF BFTFDF\ ;G[ Z__)vZ_!_ GF JQF"DF\ ,LU, OLGF BR" V\U[GL HMUJF. 

~FPZ5P__ ,FB K[P VG[ T[GM BR" ZZP__ ,FB YI[, K[P  

 



D]N'F G\P!Z ov OF/JFI[, ZSD VG[ SFI"S|DMDF\YL OFINM s,FEFYL"f D[/JGFZGL lJUTM 

;lCT ;A;L0L sVFlY"S ;CFIf SFI"S|DMGF VD,GM 5|SFZ ov  

 

The manner of Execution of subsidy programmers, including the amount 

allocated and the details of beneficiaries of such programmers :-  

 

,FU] 50T] GYLP 
 



D]N'F G\P!#ov T[GF wJFZF V5FI[,L K}8KF8M sZFCTMf4 5ZJFGULVM VG[ ;¿F   

   ;M\56L D[/JGFZGL lJUTM ov 

Particulars of recipients of concessions, permits or authorisations 

granted by it :-  

 

,FU] 50T] GYLP 
 



D]N'F G\P!$ ov.,[S8=MlGS :J~5[ p5,aW DFlCTL ov 

Details in respect of the information, available to or held by it reduced in 

an Electronics form :-  

J[A ;F.8 5Z D]SJFDF\ VFJ[, K[P  

 
 



D]N'F G\P!5 ov 5]:TSF,I VYJF JF\RGB\0GF SFDGF\ S,FSM ;lCT DFlCTL D[/JJF 

DF8[ GFUlZSMG[ p5,aW ;]lJWFVMGL lJUTM HM HFC[Z p5IMU DF8[ T[GL HF/J6L 

SZFI CMI TM ov 

 

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 :- 
 

,FU] 50T] GYLP 
 



D]N'F G\P!& ov HFC[Z DFlCTL VlWSFZLG]\ GFD VG[ CMN'M ov 

 

The names, designation and other particulars of the public information 

officers.  

 

HFC[Z DFlCTL VlWSFZL sPIOf 

.PRFP,M VMlO;Z 

zL V[;PV[;PBTLA 

 



D]N'F G\P!*ov9ZFJL XSFI T[JL VgI SM. DFlCTL VG[ tIFZAFN NZ JQF[" VF 5|SFXGMG[  

  VnTG SZJL HM.X[ ov 

Such other information as may be prescribed and thereafter update these 

publications every year :- 

 

;]ZT DCFGUZ5Fl,SF HFC[Z ;¿F D\0/ ;FY[ ;\I]ST K[P V+[GF\ BFTFGL V,FINL 

DFlCTL GYLP 


