
lapkyuky; laLFkkxr foRr
foŸk foHkkx]

ea=ky; ifjlj] Mh-ds-,l- Hkou] jk;iqj ¼N-x-½
lwpuk dk vf/kdkj vf/kfu;e] 2005 

lwpuk dk vf/kdkj vf/kfu;e 2005 ds vUrxZr vf/kdkfj;ksa dh lwph 

Ø- vf/kdkjh dk uke@inuke inuke ¼lwpuk dk vf/kdkj 
ds rgr½

1- Jh vferkHk [k.Msyoky] lapkyd foHkkxh; vihfy; vf/kdkjh
2- Jh ds-,y- jfo] la;qDr lapkyd tu lwpuk vf/kdkjh
3- Jh vkj-lh- ds'kokuh] ys[kkiky lgk;d tu lwpuk vf/kdkjh
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lwpuk dk vf/kdkj vf/kfu;e] 2005

esU;qvy dk rS;kj fd;k tkuk

lapkyuky; laLFkkxr foRr NRrhlx<+

Manual No. ( I ) :- The particulars of its organisation, functions and duties :

   NRrhlx<+ jkT; esa laLFkkxr foRr lapkyuky; dk ftyk@CykWd Lrj ij dksbZ
dk;kZy; ugha gS A NRrhlx<+ jkT; esa lkekftd o vkfFkZd fodkl gsrq pykbZ tk jgh ;
kstukvksa ds lQy fdz;kUo;u] jkT; ds foRrh; {ks= ds lkFk leUo; rFkk izns'k esa laLFkkxr
foRr dk vf/kdkf/kd izokg lqfuf'pr djus ds mn~ns'; ls laLFkkxr foRr lapkyuky; dh
LFkkiuk dh xbZ gS A rnuqlkj
lapkyuky; dks fuEukafdr nkf;Ro lkSais x;s&

1- cSafdax dk;Zdykiksa dk foLrkj rFkk cSadksa dks fodklewyd dk;Zdze ds laiknu esa
vkus    okyh ck/kkvksa@ leL;kvksa dk fujkdj.k djuk A

2- cSadksa ,oa foRrh; laLFkkvksa ds ;ksxnku ls lacaf/kr jkT; vkSj ftyk Lrj leUo;
lfefr;ksa rFkk lykgdkj lfefr ls tqM+s dk;Z A

3- ftyk ,oa jkT; Lrjh; _.k ;kstuk] _.k nsus dh iz.kkyh ,oa xfr esa lq/kkj
lacaf/kr dk;Z A

4- foRrh; laLFkkvksa }kjk foRr iks"k.k ls lacaf/kr vkdM+ksa dk la/kkj.k A
5- fons'kh lgk;rk izkfIr ,oa rRlaca/kh ifj;kstukvksa dk lQy fdz;kUo;u ,oa vfHkys

[k bR;kfn dk la/kkj.k dk;Z A
6- fczLd ;kstuk dk fdz;kUo;u %& cSadksa }kjk jkT; 'kklu dh lgk;rk ls olwy dh

xbZ _.k jkf'k ij 2-5 izfr'kr deh'ku jkf'k cSadksa }kjk fczLd [kkrs esa tek dh
tkrh gS] dk fØ;kUo;uA

7- Hkkjr ljdkj] jkT; 'kklu] Hkkjrh; fjtoZ cSad vkSj ukckMZ }kjk izofrZr ;kstukvksa
dk  le;&le; ij vuqJo.k rFkk  blls lacaf/kr tkjh ekxZn'kZu ds vuqlkj
ifjikyu lqfuf'pr djukA

Manual No. ( II ) :- The power and duties of its officers and employs :-

¼d½ vf/kdkfj;ksa ds vf/kdkj ,oa drZO;   %&  

    I ¼1.½ lapkyd laLFkkxr foRr ds vf/kdkj   %&  
         ¼v½ iz'kkldh; vf/kdkj

¼i½ NRrhlx<+ oxhZdj.k] fu;a=.k rFkk vihy fu;e 1966 esa nh xbZ 'kfDr;ksa
dk    iz;ksx djukA

¼ii½ rr̀h; Js.kh ,oa prqFkZ Js.kh veys dh fu;qfDr
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¼c½ foRrh; vf/kdkj
¼i½ cqd vkWQ NRrhlx<+ Qkbusafl;y ikoj 1995  NRrhlx<+ foRrh; lafgrk

[k.M&1 rFkk 2 esa fufgr 'kfDr;ksa dk iz;ksx djukA
¼ii½  lapkyuky;  laLFkkxr  foRr  esa  dk;Zjr~  vf/kdkfj;ksa  ,oa  veys  dk

osru ,oa vU; HkRrk vkfn dk vkgj.k ,oa laforj.kA 

¼ 2 ½-   lapkyd laLFkkxr foRr ds drZO;   %&   

¼i½  ckg~; lgk;rk dk;ZØeksa dk p;u vuq'aklk ,oa vuqJo.k gsrq fofHkUu
foHkkxksa ds chp uksMy fd;k tkukA

¼ii½  'kklu izk;ksftr dk;ZØeksa dh okf"kZd jkT; lk[k ;kstuk rS;kj djukA
¼iii½ cSad olwyh izksRlkgu ;kstuk ¼fczLd½] jkT; esa cSafdax dk;Z dykiksa dk

foLrkj]  Hkkjr  ljdkj  }kjk  izk;ksftr Ldhe@Iyku dk  fØ;kUo;u
vkfn dk vuqJo.k

¼iv½ jkT; iquxZBu vf/kfu;e 2000 ds varxZr~ iwoZ e/;izns'k ds fuxeksa ,oa
e.Myksa dk foHkktu ;kstuk laca/kh dk;ZA

¼V½  Hkkjr  ljdkj]  jkT;  'kklu  }kjk  le;&le;  ij  pkgk  x;k
izfrosnu@tkudkjh miyC/k djkuk ,oa 'kklu }kjk le;&le; ij
lkSais x;s dk;ksZa dk fuoZgu djukA

¼Vi½ lapkyuky; esa dk;Zjr~ vf/kdkfj;ksa ,oa LVkQ ds chp vuq'kklu cuk;s
j[kuk lqfuf'pr djukA

II.     vij lapkyd laLFkkxr foRr ds vf/kdkj %&  
¼1½ ¼v½ iz'kkldh; vf/kdkj %&

vf/kuLFk dk;Zjr~ vf/kdkjh ,oa deZpkfj;ksa }kjk fuoZgu fd;s tkus okys
dk;ksZa dk i;Zos{k.kA

¼c½ foRrh; vf/kdkj %& dqN ughaA

¼2½ vij lapkyd laLFkkxr foRr ds drZO; %&

¼v½ lapkyd dks lkSais x;s drZO;ksa ds fuoZgu esa mudh lgk;rk djukA
¼c½ lapkyd }kjk le;&le; ij lkSis x;s dk;ksZa dk fuoZgu djukA

III. izksxzkej lg flLVe ,MfefuLVªsVj ds vf/kdkj %&

¼1½ bUgsa dksbZ iz'kkldh; ,oa foRrh; vf/kdkj ugha fn;s x;s gSaA

    ¼2½ drZC;     %&  
¼v½ lapkyuky; dk dEI;wVjhdj.kA
¼c½ lapkyuky; dh osclkbZV dh fMtkbZfuax ,oa MsOgyfiaxA
¼l½ ckg~; lgk;rk dk;ZØeksa ds MkVk csl dk vuqj{k.kA
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¼n½ jkT; lk[k ;kstuk ds MkVk csl dk vuqj{k.k ,oa vuqJo.k A

¼[k½ deZpkfj;ksa ds vf/kdkj ,oa drZO; %&
lapkyuky; ds deZpkfj;ksa dks dksbZ iz'kkldh; ,oa foRrh; vf/kdkj
ugha fn;s x;s gSaA

deZpkfj;ksa ds drZO; %&
¼1½ lgk;d lkaf[;dh vf/kdkjh] laLFkkxr foRr %&

cSadksa  ls  lacaf/kr leLr dk;Z]  U;k;ky;hu izdj.k]  cSadsRrj foRrh; dEifu;ka]  fczLd]
fuxe e.Myksa dk foHkktu rFkk os vU; leLr dk;Z tks le;&le; ij lapkyd ,oa
vij lapkyd }kjk lkSais tkosaA

¼2½ 'kh?kzys[kd xzsM&2 %&
lapkyd ls Jqrys[k izkIr djuk ,oa  mldk Vad.k]  nwjHkk"k  lans'kksa  dks  izkIr djuk]
ufLr;ksa dk lapyu laca/kh vkfn dk;ZA

¼3½ ys[kkiky %&
osru ns;d] vkdfLed O;; ns;d rS;kj djuk] dS'kcqd la/kkj.k] LVksj dk Ø; ,oa
la/kkj.k] vkfMV] ekfld O;; i=d rS;kj djuk] lapkyuky; dk ctV rS;kj djuk]
egkys[kkdkj }kjk visf{kr izfrosnu Hkstuk rFkk ,sls leLr dk;Z tks le;&le; ij
lapkyd] vij lapkyd }kjk lkSais tk;saA

¼4½ lgk;d xzsM&3%&
vkod&tkod dk;Z] fgUnh ,oa vaxzsth Vk;fiax dk;Z] Mkd fVdV O;; iath dk la/kkj.k]
LFkkiuk laca/kh dk;Z rFkk dEI;wVj esa MkVk ,UVªh dk dk;ZA

Manual No. (iii) :- The procedure followed in the decision making process,
including channels of supervision and accountability :–

laLFkkxr foRr lapkyuky;] laca/kh uhfrxr fu.kZ; lapkyd] laLFkkxr foRr }
kjk  fy;s  tkrs  gSa  A  vf/kuLFk  leLr  vf/kdkjh@  deZpkjh  lapkyd]  la-fo-la-  ds
funsZ;'ku@ i;Zos{k.k esa dk;Z djrs gSa] rFkk muds izfr tokcnsg gksrs gSa A lapkyd]
laLFkkxr foRr lapkyuky; ,oa muds vf/kuLFk dk;Zjr vf/kdkfj;ksa@ deZpkfj;ksa dk
fooj.k fcUnq daz- IX (9) dh tkudkjh esa mYysf[kr gS A

Manual No. (IV) :- The Norms set by it for the discharge of its functions: –

 laLFkkxr foRr lapkyuky; }kjk vius foHkkxh; dk;kZsa ,oa nkf;Roksa dk fuoZgu
N-x- 'kklu }kjk le;&le; ij tkjh funsZ'kksa] fu;e ,oa esU;qvy ds rgr fd;k tkrk
gS A

Manual No. (V) :- The rules, regulations, instructions, manuals and record, held
by  it  or  under  its  control  or  used  by  its  employees  for
discharging its  unctions :-
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bl lapkyuky; dk viuk dksbZ  esU;qvy ugha  gSA LFkkiuk dz;] vkdfLed
oO;]  HkaMkj  dz;  iz'kklfud dk;Z  laiknu vkfn N-x-  'kklu foRr  foHkkx]  lkekU;
iz'kklu foHkkx ,oa m|ksx foHkkx }kjk tkjh fu;e ,oa funsZ'kksa ds vuqlkj laikfnr fd;k
tkrk gS A cSadksa ls leUo; dk dk;Z fjtoZ cSad vkWQ bafM;k ds ,DV ,oa fu;e ds rgr
fd;k tkrk gS A

Manual No. (VI) :- A statement of categories of documents that are held by   it or
under its control.

lapkyuky; laLFkkxr foRr ds fu;a=.k esa fuEukafdr vfHkys[k j[ks tkrs gSa %&
¼1½ LFkkiuk laca/kh vfHkys[k
¼2½ ys[kk] LVksj rFkk ctV laca/kh vfHkys[kA
¼3½ vf/kdkfj;ksa deZpkfj;ksa dh lsok iqfLrdk@th-ih-,Q] Mh-ih-,Q iklcqd dk

la/kkj.kA
¼4½ Hkkjr 'kklu ,oa jkT; 'kklu ,oa lapkyuky; ds chp gq, i=kpkj laca/kh

vfHkys[kA
¼5½ cSad olwyh izksRlkgu ;kstuk ¼fczLd½ laca/kh ys[kk&tks[kkA
¼6½ vU; fofo/k vko';d ,oa egRoiw.kZ vfHkys[k A

Manual No. (VII) :-The particulars of any arrangement there exists for consultation
with or representation by the members of the public in relation
to the formulation of its policy or administration there of :-
laLFkkxr foRr lapkyuky; esa orZeku esa eqy rhu izdkj dh lfefr;ka

xfBr gSa  buesa  ls  fuEufyf[kr nks  lfefr;ksa  esa  tuizfrfuf/k  ¼,u-th-vks-½  Hkh
'kkfey gSa%&

¼1½ Hkkjr jkT; lk>snkjh dk;Zdze ¼;wjksfi;u deh'ku½ ds fy;s jkT; 'kklu
dh eq[; izkFkfedrkvksa dh :ijs[kk dk ,d n`f"Vi= ¼fot+u MkD;wesaV½
rS;kj djus gsrq jkT; Lrjh; LVh;fjax lfefr A

¼2½ LVsV bEIyhesaVs'ku desVh ¼,l-vkbZ-lh-½ QkWj ikfVZlhisVªh ikoVhZ ,lslesaV
      ¼ih-ih-,-½A

Manual No. (VIII) :-   A statement of the boards, councils, committees and
other bodies consisting of two or more persons constituted 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 :-

        bl lapkyuky; eas orZeku esa nks ;k nks ls vf/kd lnL;ksa dh eqy
rhu lfefr;ka xfBr gSa fdUrq bu lfefr;ksa dh gksus okyh cSBdsa turk ds fy;s
[kqyh ugha gS A bu lfefr;ksa dk fooj.k fuEukuqlkj gS %&

¼1½ cSad olwyh izksRlkgu ;kstuk ¼fczLd½ izca/ku lfefr A
¼2½ ;wjksfi;u deh'ku *fotu MkD;wesaV* rS;kj djus gsrq jkT; Lrjh; LVh;fjax

lfefr A
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¼3½ LVsV bEIyhesUVs'ku desVh QkWj ¼,l-vkbZ-lh½ ikfVZlhisVªh ikoVhZ
    ,lslesUV ¼ih-ih-,½ A
¼4½ ckg~; lgk;rk ifj;kstukvksa ls lacaf/kr jkT; Lrjh; lfefr A

bu rhuksa lfefr;ksa ds fy;s vkns'k dze'k% foRr foHkkx] lkekU; iz'kklu foHkkx
rFkk foRr ,oa ;kstuk foHkkkx] NRrhlx<+ 'kklu }kjk tkjh gq;s gSa A bu rhuksa
vkns'kksa dh ,d&,d Nk;kizfr ifjf'k"V--- I , II ,oa III layXu gS A

Manul No. (ix) : - Directory of officers and its employees :-

l-
Ø
-

inuke vf/kdkjh@deZpkfj;ksa
dk uke

nwjHkk"k Øekad

1- lapkyd Jh vferkHk [k.Msyoky 0771&4080004
2- la;qDr lapkyd Jh ds-,y- jfo 0771&4080572
3- lgk;d lkaf[;dh vf/kdkjh Jh vkj-,- nhoku &]]&
4- Áksxzkej@flLVe ,

MfefuLVªsVj
lqJh fÁ;adk dalkjh &]]&

5- LVsuksxzkQj Jh vkj-lh- [kjs &]]&
6- ys[kkiky Jh vkj-lh- ds'kokuh &]]&
7- lgk;d xzsM&2 fjDr
8- lgk;d xzsM&3 Jh lR;ohj flag jkBkSj &]]&
9- lgk;d xzsM&3 Jh rsuflag fouk;d &]]&
10
-

HkR̀; Jh Hkw"k.k yky /kekZ &]]&

11
-

HkR̀; Jh cS'kk[kw jke dksjke &]]&

12
-

okgu pkyd Jh fot; dqekj feJk &]]&

Manual No. (X) :- The monthly remuneration received by each of its officers and
employees,  including  the  system  of  compensation  as  provided  in  its
regulation :-

lapkyuky; laLFkkxr foRr esa vf/kdkfj;ksa ,oa deZpkfj;ksa dk osru laca/kh
fooj.k fuEukuqlkj gS%&

1- lapkyd & vkbZ-,-,l- laoxZ osrueku~
2- vij lapkyd & Áfrfu;qfDr ij ¼Hkkjrh; fjtoZ cSad ls½  
3- la;qDr lapkyd& Áfrfu;qfDr ij ¼jkT; ys[kk lsok,a½
4- izksxzkej lg flLVe ,MfefuLVªsVj& lafonk ij 
5- lgk;d lkaf[;dh vf/kdkjh& lafonk ij 
6- ys[kkiky & lafonk ij 
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7- lgk;d xzsM&2   & fjDr 
8- 'kh?kzys[kd & fu;fer fu;qfDr ij 
9- lgk;d xzsM&3 & fu;fer fu;qfDr ij 
10- okgu pkyd & Áfrfu;qfDr ij 
11- Hk`R;&  lafonk ij

Manual No. (XI) :- The budget allocated to each of its agency, indicating the
particular  of  all  plans  proposed  expenditures  and  reports  on
isbursements made :-

bl lapkyuky; ds varxZr ;kstuken ds varxZr dksbZ vkcaVu izkIr ugha gksrk
gS ,oa ukWuIyku vkcaVu izkIr gksrk gS A

Manual No. (XII) :-The manner of execution of subsidy programmes, including the
amounts allocated and the details of beneficiaries of such programmes:-

bl lapkyuky; ds varxZr dksbZ Hkh vuqnku dk;Zdze lapkfyr ugha gSA vr% bl
dk;Zdze ds fy, dksbZ vkcaVu izkIr ugha gskrk gS A

Manual No. (XIII) :-Particulars of recipients of concession, permits or
authorisations granted by it:-

        ;g en foHkkx ls lacaf/kr ugha gS A

Manual No. (XIV) :- Details in respect of the information, available to or held by it,
reduced in an electronic form :-

'kklu ds fofHkUu foHkkxksa }kjk fØ;kfUor dh tk jgh ckg~; lgk;rk ifj;kstukvksa
ds vuqJo.k gsrq QkjesV rS;kj fd;s x;s gSa] ftlesa foHkkxksa  ls izkIr gksus okyh
lwpukvksa dks la/kkfjr fd;k tkrk gS rFkk lapkyuky; esa j[kk tkrk gSA

Manual No. (XV) :-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 :-

lapkyuky; laLFkkxr foRr }kjk Lo;a dk osclkbZV NRrhlx<+ 'kklu ds osclkbZV
ds vUrxZr~ 'kh?kz tkjh fd;k tk jgk gS ftlesa foHkkx dh izeq[k xfrfof/k;ksa dh
tkudkjh dk lekos'k fd;k x;k gSA

Manual No. (XVI ) :-The names, designations and other particulars of the public
information officer :-

     Jh vferkHk [k.Msyoky] lapkyd] laLFkkxr foRr Qksu ua- 0771-4080004, 4080572
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