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P r e f a c e
�

T h e G o v e r n m e n t o f In dia v ide th e ir L e tte r 

N o .D .O .N o .34 0 12 /4 /S /2 0 0 5 /E s tt.( B ) da te d 2 6.0 5 .2 0 0 5 h a v e 

e n a c te d to in tr o du c e th e R ig h t to In fo r m a tio n A c t, 2 0 0 5 , to 

p r o v ide fo r s e ttin g o u t th e p r a c tic a l r e g im e o f r ig h t to 

in fo r m a tio n fo r c itiz e n s to s e c u r e a c c e s s to in fo r m a tio n 

u n de r th e c o n tr o l o f p u b lic a u th o r itie s , in o rde r to p r o m o te 

tr a n s p a r e n c y a n d a c c o u n ta b ility in th e w o r k in g o f e v e r y 

p u b lic a u th o r ity , th e c o n s titu tio n o f a C e n tr a l In fo r m a tio n 

C o m m is s io n a n d S ta te In fo r m a tio n C o m m is s io n s a n d fo r 

m a tte r s c o n n e c te d th e r e w ith o r in c ide n ta l th e r e to . 

2 . In th e c h a n g e d c ir c u m s ta n c e s , to a c h ie v e th e 

ta r g e t th e fir s t s te p to b e ta k e n to p u b lis h th e — M a n u a l o f 

R ig h t to In fo r m a tio n “ in r e s p e c t o f th e C h ie f S e c r e ta r ia t 

( C o m b in e d) E s ta b lis h m e n t b e in g th e r e s p o n d to th e g r o w in g 

a s p ir a tio n o f th e p e o p le . 

C.S. KHAIRW AL,I .A.S . 

C h ie f S e c r e ta r y to G o v e r n m e n t. 
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1. C o m m u n ic a tio n o f G o v e r n m e n t o f In dia 1 

2 . S a lie n t fe a tu r e s o f th e R ig h t to In fo r m a tio n 3 

3. M a n u a l o f R ig h t to In fo r m a tio n 6 

4 . 
N o m e n c la tu r e o f D e p a r tm e n ts a n d s u b je c ts 
a llo c a tio n ( A n n e x u r e -I) 

17 

5 . S a n c tio n e d S ta ff S tr e n g th ( A n n e x u r e -II) 2 4 



 

   

       

     

           
 

   
 

           
        

            
          

          
          

              

           
 

              
          

         
            

          
            
         

             
             

            
          

      
 

        

           

           

             
             

          

           
 

           
             

              
           

            
            

            

       

      

 

G O V E R N M E N T O F IN D IA
­

MINIS T R Y OF P E R S ONNE L, P UB LIC G R I E V ANC E S AND P E NS IONS
�

N E W D E L H I œ 110 0 0 1 

D .O . N o .34 0 12 /4 /( s ) /2 0 0 5 -E s tt.( B ) . D a te d th e 2 6th M a y , 2 0 0 5 . 

D e a r C h ie f S e c r e ta r y , 

W ith a v ie w to m a k e th e le g is la tio n o n ”r ig h t to in fo r m a tio n ‘ 
m o r e p r o g r e s s iv e , p a r tic ip a to r y a n d m e a n in g fu l, ”T h e R ig h t to 
In fo r m a tio n B ill, 2 0 0 4 ‘ ( R T I B ill) w a s in tr o du c e d in th e L o k S a b h a o n 
2 3r d D e c e m b e r , 2 0 0 4 . T h e B ill w a s s u b s e q u e n tly p a s s e d b y th e 

11thH o u s e o n M a y , 2 0 0 5 a fte r a do p tin g c e r ta in a m e n dm e n ts . A 
s ta te m e n t lis tin g s o m e o f its s a lie n t fe a tu r e s , is e n c lo s e d 

(Annexure-I).... T h e B ill w a s la te r p a s s e d b y th e R a jy a S a b h a o n 

12 t h M a y , 2 0 0 5 a n d n o w a w a its th e a s s e n t o f th e P r e s ide n t. 

2 . T h e B ill la y s do w n th a t th e A c t w o u ld c o m e in to fo r c e o n th e 
o n e h u n dr e d a n d tw e n tie th da y o f its e n a c tm e n t. A c c o rdin g ly , it 
w o u ld r e q u ir e a ll p u b lic a u th o r itie s u n de r th e a dm in is tr a tiv e c o n tr o l 
o f, o r th o s e a tta c h e d to , th e S ta te G o v e r n m e n t to s e t u p th e 
n e c e s s a r y in fr a s tr u c tu r e p o s itiv e ly w ith in 12 0 da y s s o a s to m a k e 
th e A c t o p e r a tio n a l. K e e p in g th is in v ie w , s o m e o f th e p r o v is io n s o f 
th e c o n te m p la te d e n a c tm e n t a r e b e in g b r o u g h t in to fo r c e w ith 
im m e dia te e ffe c t s o th a t th e r e is n o le g a l in fir m ity in th is r e g a rd. In 
w r itin g th e le tte r , it is m y in te n tio n to r e q u e s t y o u to s ta r t th e 
p r o c e s s o f s e ttin g u p th e in fr a s tr u c tu r e fr o m n o w its e lf, s o th a t y o u 
g a in s o m e v a lu a b le le a d tim e in c o m p ly in g w ith th e m a n da to r y 
p r o v is io n s o f th e p r o p o s e d R T I A c t. 

3. T h e v a r io u s a c tiv itie s a s s o c ia te d w ith th e o p e r a tio n a lis a tio n 

o f th e A c t b r o a dly fa ll u n de r tw o categories. In th e first 

category, a r e th e ite m s w h ic h h a v e to b e a tte n de d to a n d 

c o m p le te d b e fo r e th e da te fr o m w h ic h th e A c t c o m e in to fo r c e . T h e 
ssss eeee cccc oooo nnnn dddd cccc aaaa tttt eeee gggg oooo rrrr yyyy w o u ld r e la te to ite m s o r a c tiv itie s w h ic h a r e 
n e c e s s a r ily to b e c a r r ie d o u t o n c e th e A c t b e c o m e s o p e r a tio n a l. 

D e ta ils o f th e s e a c tiv itie s a r e g iv e n in th e Annexure – II. 

4 . C o n s ide r in g th a t th e le a d tim e b e tw e e n th e da te o n w h ic h 
th e A c t r e c e iv e s th e a s s e n t o f th e P r e s ide n t a n d th e da te fr o m w h ic h 
it c o m e s in to fo r c e is 12 0 da y s , it w o u ld b e a p p r e c ia te d if a n a c tio n 
p la n is dr a w n fo r th e a b o v e ite m s a n d de fin ite tim e -s c h e du le s a r e 
la id do w n fo r e a c h s p e c ific ta s k s o th a t th e e n tir e in fr a s tr u c tu r e is 
s e t u p w ith in th e tim e p e r io d s tip u la te d in th e e n a c tm e n t. F o r th is 

p u r p o s e , I s u g g e s t th a t a Com m ittee m ay be set up in the 

State Governm ent under your Chairm anship w hich could 

m onitor the progress on day-to-day basis. 



 
             

          

          
          

      
 

  
 

  
 

 
 

  
 

   
 

   

  

   

 

 
 

 

5 . A s th e p r o v is io n s o f th e R T I B ill c a ll fo r tim e -b o u n d a c tio n , I 

w o u ld u r g e advance preparatory action a t y o u r e n d a n d th u s 

p r e v e n t de fa u lt. In c a s e th e S ta te G o v e r n m e n t r e q u ir e s a n y 
c la r ific a tio n e tc . in th e m a tte r , th e D e p a r tm e n t o f P e r s o n n e l a n d 
T r a in in g w o u ld p r o v ide a ll n e c e s s a r y a s s is ta n c e . 

W ith r e g a rds , 

Y o u r s s in c e r e ly , 

S d/-

( A .N . T IW A R I) 

E n c ls : A s a b o v e . 

S h r i C.S. K HAIRW AL 

C h ie f S e c r e ta r y 

G o v e r n m e n t o f P o n dic h e r r y 

P o n dic h e r r y . 



 

         
    

             
         

 
            

   
 

           
        

        
   

        
        

 
            

        
           

        
         

     
      

  
           

      
      

       

       

       

         

  

  
             

    
  

             
        

         
       

  
  

              
        

       
         

          
      

  
 

S ALIE NT FE AT UR E S OF T H E R I G H T T O INFOR MAT ION AC T , 2 0 0 5
�

∑	 T h e s h o r t title o f th e le g is la tio n h a s b e e n c h a n g e d fr o m ”T h e 
F r e e do m o f In fo r m a tio n A c t‘ to ”R ig h t to In fo r m a tio n A c t‘. 

∑	 P r o v ide s a v e r y de fin ite da y fo r its c o m m e n c e m e n t, i.e . 12 0 
da y s fr o m e n a c tm e n t. 

∑	 It de fin e s — a p p r o p r ia te G o v e r n m e n t“ a s m e a n in g , in r e la tio n to 
a — P u b lic A u th o r ity “ e s ta b lis h e d, c o n s titu te d o r o w n e d o r 
s u b s ta n tia lly fin a n c e d b y fu n ds p r o v ide d dir e c tly o r in dir e c tly 
o r c o n tr o lle d œ 

( i) b y	­th e C e n tr a l G o v e r n m e n t, th e C e n tr a l G o v e r n m e n t; 
( ii) b y th e S ta te G o v e r n m e n t, th e S ta te G o v e r n m e n t“ . 

∑	 It s h a ll a p p ly to — P u b lic A u th o r itie s “ w h ic h m e a n s a n y a u th o r ity 
o r b o dy o r in s titu tio n o f s e lf-g o v e r n m e n t e s ta b lis h e d o r 
c o n s titu te d b y o r u n de r th e C o n s titu tio n ; b y a n y la w m a de b y 
th e a p p r o p r ia te G o v e r n m e n t o r , a n y o th e r b o dy o w n e d, 
c o n tr o lle d o r s u b s ta n tia lly fin a n c e d dir e c tly o r in dir e c tly b y th e 
a p p r o p r ia te G o v e r n m e n t, a n d in c lu de s n o n -g o v e r n m e n t 
o r g a n iz a tio n s , s u b s ta n tia lly fin a n c e d b y th e G o v e r n m e n t. 

∑	 T h e a m b it c o v e r s th e tw o H o u s e s o f P a r lia m e n t, S ta te 
L e g is la tu r e s , th e S u p r e m e C o u r t/H ig h C o u r t/ S u b o rdin a te 
C o u r ts in c lu din g th e ir a dm in is tr a tiv e o ffic e s , C o n s titu tio n a l 
A u th o r itie s lik e E le c tio n C o m m is s io n , C o m p tr o lle r & A u dito r 

G e n e r a l, U n io n P u b lic S e r v ic e C o m m is s io n e tc . Only 

dom estic and foreign private bodies w orking w ithin 

the country have been excluded from the purview of 

the Act. 

∑	 A ll c itiz e n s s h a ll h a v e th e r ig h t to in fo r m a tio n , s u b je c t to th e 
p r o v is io n s o f th e A c t. 

∑	 It c a s ts a n o b lig a tio n o n P u b lic A u th o r itie s to g r a n t a c c e s s to 
in fo r m a tio n a n d to p u b lis h c e r ta in c a te g o r ie s o f in fo r m a tio n 
w ith in 12 0 da y s o f th e e n a c tm e n t. T h e r e s p o n s ib ility a b o u t 
s u o -m o tu dis c lo s u r e /p u b lic a tio n b y p u b lic a u th o r itie s h a s b e e n 
c o n s ide r a b ly e n la r g e d. 

∑	 T h e A c t la y s do w n th e m a c h in e r y fo r th e g r a n t o f a c c e s s to 
in fo r m a tio n . T h e P u b lic A u th o r itie s a r e r e q u ir e d to de s ig n a te 
P u b lic In fo r m a tio n O ffic e r s a n d A s s is ta n t P u b lic In fo r m a tio n 
O ffic e r s w ith in 10 0 da y s o f th e e n a c tm e n t a n d w h o s e 
r e s p o n s ib ility it is to de a l w ith r e q u e s ts fo r in fo r m a tio n a n d 
a ls o to a s s is t p e r s o n s s e e k in g in fo r m a tio n . 



 
              

        
       

  
             

          
         

  
              

          
           

  
          

             
         

         
         

        
        
          

       
        

           
       

        
         

            
         

     
  

             
        

           
    

  
          

  
         

       
      

        
  

            
    

  
            

         
        

 
 
 

∑	 P r o v is io n h a s b e e n m a de fo r tr a n s fe r o f a r e q u e s t b y a p u b lic 
a u th o r ity to a n o th e r p u b lic a u th o r ity w h e r e in th e s u b je c t 
m a tte r / in fo r m a tio n is h e ld b y th e la tte r . 

∑	 A tim e lim it o f 30 da y s h a s b e e n p r e s c r ib e d fo r c o m p lia n c e 
w ith r e q u e s ts fo r in fo r m a tio n u n de r th e A c t, w h ic h , c a n b e 
e x te n de d to 4 0 da y s w h e r e th ird-p a r ty in te r e s ts a r e in v o lv e d. 

∑	 F e e to b e r e a s o n a b le . A ls o , n o fe e to b e c h a r g e d fr o m p e r s o n s 
w h o a r e b e lo w p o v e r ty lin e . F u r th e r , in fo r m a tio n to b e p r o v ide d 
fr e e o f c h a r g e w h e r e th e r e s p o n s e tim e -lim it is n o t a dh e r e d to . 

∑	 C e r ta in c a te g o r ie s o f in fo r m a tio n h a v e b e e n e x e m p te d fr o m 
dis c lo s u r e u n de r s e c tio n s 8 a n d 9 o f th e A c t. T h e c a te g o r ie s , 
b y w a y o f illu s tr a tio n , in c lu de , in fo r m a tio n lik e ly to a ffe c t 
s e c u r ity o f th e S ta te , s tr a te g ic , s c ie n tific o r e c o n o m ic in te r e s ts 
o f th e S ta te , de te c tio n a n d in v e s tig a tio n o f o ffe n c e s , p u b lic 
o rde r , c o n du c t o f in te r n a tio n a l r e la tio n s a n d C a b in e t p a p e r s . 
T r a de o r c o m m e r c ia l s e c r e ts , in fo r m a tio n th e dis c lo s u r e o f 
w h ic h w o u ld c a u s e b r e a c h o f p r iv ile g e o f P a r lia m e n t o r S ta te 
L e g is la tu r e a n d p e r s o n n e l in fo r m a tio n w h ic h h a s n o 
r e la tio n s h ip w ith p u b lic a c tiv ity a n d c o u ld c a u s e u n w a r r a n te d 
in v a s io n o f th e p r iv a c y o f a n y p e r s o n , a r e a ls o e x e m p te d fr o m 
dis c lo s u r e . H o w e v e r , e x e m p tio n s p r o v ide d a r e n o t a b s o lu te 
a n d w ith h o ldin g o f in fo r m a tio n m u s t b e b a la n c e d a g a in s t 
dis c lo s u r e in th e p u b lic in te r e s t. In fo r m a tio n to b e r e le a s e d 
e v e n if h a r m is s h o w n to th e p u b lic a u th o r ity if th e p u b lic 
b e n e fit in k n o w in g th e in fo r m a tio n o u tw e ig h s th e h a r m th a t 
m a y b e c a u s e d b y dis c lo s u r e . 

∑	 S u b je c t to 3 e x c e p tio n s ; th e A c t a ls o c o n ta in s a p r o v is io n fo r 
r e v e a l o f in fo r m a tio n , w h ic h is o th e r w is e , e x e m p te d fr o m 
dis c lo s u r e u n de r s e c tio n 8 o n c o m p le tio n o f 2 0 y e a r s a fte r th e 
c o m p le tio n o f th e e v e n t. 

∑	 T h e A c t a ls o in c o r p o r a te s th e p r in c ip le o f s e v e r a b ility . 

∑	 E n v is a g e s c r e a tio n o f a n in de p e n de n t n o n -ju dic ia l m a c h in e r y , 
v iz ., C e n tr a l In fo r m a tio n C o m m is s io n a n d S ta te In fo r m a tio n 
C o m m is s io n s c o m p r is in g a C h ie f In fo r m a tio n C o m m is s io n e r 

2 n d a n d In fo r m a tio n C o m m is s io n e r s to de c ide s ta g e a p p e a ls . 

∑	 L e g a l fr a m e w o r k o f e x e r c is e o f p o w e r s b y th e C o m m is s io n 
de fin e d in th e A c t. 

∑	 T h e A c t a ls o p r o v ide s a tw o -tie r A p p e lla te F o r u m . F ir s t a p p e a l 
to de p a r tm e n ta l o ffic e r s e n io r to th e P u b lic In fo r m a tio n O ffic e r . 
T h e s e c o n d a p p e a l to b e m a de to C o m m is s io n . 



  
            

           
            

     
  

          
          

          
         

        
  

          
       

  
            

           
     

  
          

        
   

  
        

         
         

 
  

         
   

  
        

 
 

 

    

∑	 O n a r e q u e s t fo r in fo r m a tio n b e in g r e fu s e d, th e a p p lic a n t c a n 
p r e fe r a n a p p e a l to th e p r e s c r ib e d a u th o r ity w ith in 30 da y s o f 
th e de c is io n ; th e tim e lim it fo r dis p o s a l o f a p p e a l b e in g a ls o 30 
da y s e x te n da b le to 4 5 da y s . 

∑	 In te llig e n c e a n d s e c u r ity a g e n c ie s s p e c ifie d in S c h e du le -II to 
th e A c t h a v e b e e n e x e m p te d fr o m b e in g c o v e r e d w ith in th e 
a m b it o f th e A c t. H o w e v e r , th e e x e m p tio n is n o t a b s o lu te ; 
a g e n c ie s s h a ll h a v e th e o b lig a tio n to p r o v ide in fo r m a tio n in 
m a tte r s r e la tin g to c o r r u p tio n a n d h u m a n r ig h ts v io la tio n s . 

∑	 T h e ju r is dic tio n o f s u b o rdin a te c o u r ts h a s b e e n b a r r e d 
e x p r e s s ly b y s e c tio n 2 3 o f th e A c t. 

∑	 T h e p r o v is io n s o f th e p r o p o s e d A c t h a v e b e e n m a de o v e r r idin g 
in c h a r a c te r , s o th a t th e s c h e m e is n o t s u b v e r te d th r o u g h th e 
o p e r a tio n o f o th e r m in o r A c ts . 

∑	 M o n ito r in g a n d r e p o r tin g -A c t m a k e s a p r o v is io n to p r o du c e 
s ta tis tic s to a s s e s s its im p le m e n ta tio n s o th a t im p r o v e m e n ts 
c o u ld b e e ffe c te d. 

∑	 C e n tr a l In fo r m a tio n C o m m is s io n a n d S ta te In fo r m a tio n 
C o m m is s io n s to m o n ito r th e im p le m e n ta tio n o f th e A c t a n d 
p r e p a r e a n A n n u a l R e p o r t to b e la id b e fo r e P a r lia m e n t/S ta te 
L e g is la tu r e . 

∑	 C e n tr a l G o v e r n m e n t to p r e p a r e p r o g r a m m e s fo r de v e lo p m e n t 
o f ”in fo r m a tio n ‘ r e g im e . 

∑	 F O I A c t, 2 0 0 2 to b e r e p e a le d. 
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Chapter œ 2 (Manualœ 1) 

Particulars of its organization, functions and duties; 

2.1	� In a c c o r d a n c e w ith th e p r o v is io n s o f th e b u s in e s s o f th e 
Go v e r n m e n t o f P o n d ic h e r r y (Allo c a tio n ) Ru le s , 1 9 6 3 , th e 
b u s in e s s o f th e Go v e r n m e n t h a s b e e n a llo c a te d a m o n g its 
d iffe r e n t D e p a r tm e n ts fo r its c o n v e n ie n t a n d e x p e d itio u s 
tr a n s a c tio n s . Th e d e lin e a tio n o f th e S e c r e ta r ia t in to fo u r te e n 
D e p a r tm e n ts h a s b e e n e s ta b lis h e d w ith a v ie w to b r in g a b o u t 
b e tte r c o o r d in a tio n in d e a lin g th e — s u b je c ts “ h a v in g a — c o m m o n 
o b je c tiv e s “ a s fo llo w s : -

i) C o n fid e n tia l a n d C a b in e t D e p a r tm e n t
�
ii) Ho m e D e p a r tm e n t
�
iii) Ge n e r a l Ad m in is tr a tio n D e p a r tm e n t
�
iv ) D e p a r tm e n t o f P e r s o n n e l a n d Ad m in is tr a tiv e Re fo r m s
�
v ) Fin a n c e D e p a r tm e n t
�
v i) Re v e n u e D e p a r tm e n t
�
v ii) P la n n in g & Re s e a r c h D e p a r tm e n t
�
v iii) D e p a r tm e n t o f Ru r a l D e v e lo p m e n t
�
ix ) D e p a r tm e n t o f In d u s tr ia l D e v e lo p m e n t
�
x ) He a lth a n d W e lfa r e D e p a r tm e n t
�
x i) E d u c a tio n D e p a r tm e n t
�
x ii) Lo c a l Ad m in is tr a tio n , W o r k s a n d P o w e r
�
x iii) La w D e p a r tm e n t
�
x iv ) La b o u r D e p a r tm e n t
�

2.2	� Th e p r o p o s e d n o m e n c la tu r e o f th e a b o v e D e p a r tm e n ts a n d th e ir 
a llo c a tio n o f th e s u b je c ts a r e g iv e n in th e An n e x u r e -I .( P a g e 
1 7 ) 

2.3	� Th e S e c r e ta r ia t D e p a r tm e n t c o n s titu te s th e b a s ic u n it o f th e 
o r g a n iz a tio n a n d th e D e p a r tm e n t is r e s p o n s ib le fo r th e 
fo r m u la tio n o f th e p o lic ie s o f th e Go v e r n m e n t w ith in its s p h e r e 
o f r e s p o n s ib ility a n d a ls o fo r th e e x e c u tio n a n d r e v ie w o f th e s e 
p o lic ie s . Th e s e D e p a r tm e n ts a r e n o r m a lly h e a d e d b y a 
S e c r e ta r y w h o a c ts a s th e Ad m in is tr a tiv e He a d o f th e 
D e p a r tm e n t. 

2.4	� Th is D e p a r tm e n t, n a m e d , S e c r e ta r ia t e s ta b lis h m e n t is te r m e d 
a s C h ie f S e c r e ta r ia t ( C o m b in e d ) e s ta b lis h m e n t. It is 
fu n c tio n in g fo r th e p u r p o s e o f th e s e r v ic e m a tte r s p e r ta in in g to 
th e o ffic e r s a n d s ta ff w h o a r e w o r k in g in th e C h ie f S e c r e ta r ia t, 
P o n d ic h e r r y . 

2.5	� Th is D e p a r tm e n t is fo llo w in g th e w o r k in g s y s te m o f 4 0 h o u r s p e r 
w e e k o n th e r e c o m m e n d a tio n o f th e C e n tr a l Fifth P a y 
C o m m is s io n : 



 
 

                  
 

  
     

 

                  
         
               
         
 

i) Mo r n in g h o u r s :::: 08 .4 5 AM to 01 .00 P M 

Lu n c h b r e a k 
01 .00 P M to 02.00 P M 

ii) E v e n in g h o u r s :::: 02.00 P M to 05.4 5 P M 

iii) Ho lid a y s :::: S a tu r d a y s a n d S u n d a y s
�



      
 

              
   

             
              
 

          
           

        
         

           
         

      
         

    
 

              
         

  
   

        
         

          
          

         
    

   

                
         

         
   

   

 

Chapter œ 3 (Manualœ 2)
�

II The powers and duties of the Officers and employees 

3 .1	
 i) T h ir u C .S .K h a ir w a l, IA S , C h ie f S e c r e ta r y to G o v e r n m e n t is th e 
H e a d o f D e p a r tm e n t. 

3 .2	
 ii) T h ir u D .D a y a n id h i, U n d e r S e c r e ta r y to G o v e r n m e n t ( E s tt.) , is 
th e H e a d o f O ffic e o f th e C h ie f S e c r e ta r ia t. H e w ill h o ld 
c h a r g e o f th e E s ta b lis h m e n t s e c tio n fo r d is p o s a l o f 
G o v e r n m e n t b u s in e s s d e a lt w ith u n d e r h is c h a r g e a s d ir e c te d 
b y th e C h ie f S e c r e ta r y to G o v e r n m e n t. H e w ill b e in c h a r g e o f 
o n e o r m o r e s e c tio n s in c lu d in g th e s ta ff c a r s w in g , 
P o n d ic h e r r y G o v e r n m e n t G u e s t H o u s e , C h e n n a i, U n d e r 
S e c r e ta r y to th e D e p a r tm e n t o f In fo r m a tio n a n d P u b lic ity a n d 
th e D e p a r tm e n t o f T o u r is m . 

3 .3 H e is in c h a r g e o f E s ta b lis h m e n t s e c tio n a n d to m a in ta in a n 
u p to d a te a llo c a tio n o f w o r k a m o n g th e d e a lin g a s s is ta n ts in 
th e s e c tio n . 

3 .4	
 T h e E s ta b lis h m e n t s e c tio n c o n s is ts o f A s s is ta n t/U D C /L D C 
s u p e r v is e d b y a S u p e r in te n d e n t G r a d e -I. E a c h m e m b e r o f th e 
s ta ff is r e s p o n s ib le fo r th e h o u s e k e e p in g jo b s a s s ig n e d to 
th e m . T h e y a r e a ls o r e s p o n s ib le fo r a ll o ffic ia l p a p e r s a n d 
a r tic le s b e lo n g in g to th e D e p a r tm e n t w h ic h a r e e n tr u s te d to 
th e m fo r th e ir u s e . 

3 .5	
 In a d d itio n to th e a b o v e , th e r e w ill b e o n e u n it o f w o r k s a n d 
o n e u n it o f p o w e r s fu n c tio n in g in th e S e c r e ta r ia t fo r 
m a in te n a n c e p u r p o s e . T h e p o lic e p e r s o n n e l a r e u s e d fo r th e 
p u r p o s e o f s e c u r ity . 



      
 

           

           

      
   

          
          

   

                     
   

              
       
      
         

              
          
          
        
          
         
           
        
        
      
      
       
       
      
      
        
       
       
     
       
        
       
        
          
          
        
          
          
          
       
          
        

Chapter œ 4 (Manualœ 3)
�

III	
 The rules, regulations, instructions, manuals and 

records, held by it or under its control or used by 

its employees for discharging its functions; 

4 .1	
 T h is D e p a r tm e n t is a d o p tin g th e r u le s , r e g u la tio n s a n d 
in s tr u c tio n s , e tc ., is s u e d b y th e G o v e r n m e n t o f In d ia s u c h a s : 

I GGGG	 oooo vvvv eeee rrrr nnnn mmmm eeee nnnn tttt oooo ffff IIII nnnn dddd iiiiaaaa RRRR eeee ffff eeee rrrr eeee nnnn cccc eeee ssss :::: ---- (P r iz e d c o p ie s ) 

(1 ) F u n d a m	
 e n ta l R u le s a n d S u p p le m e n ta r y R u le s (P a r ts I to V ) 
P a r t I œ G e n e r a l R u le s 
P a r t II œ T .A R u le s 
P a r t III œ C e n t r a l C iv il S e r v ic e s (L e a v e ) R u le s 

(2 ) D	
e a r n e s s A llo w a n c e , D e a r n e s s R e lie f & E x g r a ita to G P F


B e n e fic ia r ie s



(3 ) P a r t V œ H R A , C C A 
(4 ) C C S (P e n s io n ) R u le s 
(5 ) C C S (C o m m u ta tio n o f P e n s io n ) R u le s 
(6 ) C C S (E x t r a o r d in a r y P e n s io n ) R u le s 
(7 ) C	
e n t r a l G o v e r n m e n t E m p lo y e e s G r o u p In s u r a n c e S c h e m e 
(8 ) S ta ff C a r D r iv e r 
(9 ) M	
 e d ic a l A tte n d a n c e R u le s 

(1 0 ) C C S (C C A ) R u le s 
(1 1 ) C C S (C o n d u c t) R u le s 
(1 2 ) G	
e n e r a l P r o v id e n t F u n d R u le s 
(1 3 ) L e a v e T r a v e l C o n c e s s io n R u le s 
(1 4 ) C h ild r e n E d u c a tio n a l A llo w a n c e s 
(1 5 ) G	
e n e r a l F in a n c ia l R u le s 
(1 6 ) D	
e le g a tio n o f F in a n c ia l P o w e r R u le s 
(1 7 ) H	
o u s e B u ild in g A d v a n c e R u le s 
(1 8 ) S u s p e n s io n a n d R e in s ta te m e n t 
(1 9 ) O	
v e r tim e R u le s 
(2 0 ) C	
o n t r ib u to r y P r o v id e n t F u n d R u le s 
(2 1 ) C C S (R e v is e d ) P a y R u le s , 1 9 9 7 
(2 2 ) C	
e n t r a l T r e a s u r y R u le s V o lu m e .I 
(2 2 ) C	
e n t r a l A d m in is tr a tiv e T r ib u n a l(A c ts ,R u le s & O r d e r s ) 
(2 3 ) R	
e e m p lo y m e n t o f p e n s io n e r s œ C iv ilia n a n d



E x s e r v ic e m e n


(2 4 ) A d v a n c e s to C e n tr a l G o v e r n m e n t S e r v a n ts 
(2 5 ) C	
e n t r a l G o v e r n m e n t A c c o u n ts (R e c e ip t a n d P a y m e n t) R u le s 
(2 6 ) S e n io r ity a n d P r o m o tio n in C e n tr a l G o v e r n m e n t s e r v ic e 
(2 7 ) R	
e s e r v a tio n a n d C o n c e s s io n s fo r S C /S T & O B C 
(2 8 ) C	
o m p ila tio n a n d C o n fid e n tia l R e p o r ts 
(2 9 ) U	
n ifo r m s to G r o u p C a n d D e m p lo y e e s 
(3 0 ) M a n u a l o n E s ta b lis h m e n t a n d A d m in is t r a tio n 



       
    

   
 

    
    
   
  

    
 

     
   

    

                               
       

            
        
       
         
    

   
 
       
          
    

                                           
    

       

         
         
              
          
             
        
               
            
         
        
       
        
       
      
            
             
      
     
      
      
       

(3 1 ) M a n u a l o n D is c ip lin a r y P r o c e e d in g s 

S o u r c e s :::: ----

S w a m y P u b lis h e r s (P ) L im ite d ,


2 3 6 , R .K . M u t R o a d ,


P o s t B o x N o .2 4 6 8 ,


R a ja A n n a m a la ip u r a m ,


C h e n n a i œ 6 0 0 0 2 8 .



P h : (0 4 4 ) 2 4 9 3 8 3 6 5


F a x : (0 4 4 ) 2 4 9 3 8 3 6 3



II GGGG	 oooo vvvv eeee rrrr nnnn mmmm eeee nnnn tttt oooo ffff UUUU nnnn iiiioooo nnnn TTTT eeee rrrr rrrr iiiitttt oooo rrrr yyyy oooo ffff PPPP oooo nnnn dddd iiiicccc hhhh eeee rrrr rrrr yyyy RRRR eeee ffff eeee rrrr eeee nnnn cccc eeee ssss :::: ----

(1 ) P o n d ic h e r r y C o d e s V o lu m e I,II & I II (C o m p ila tio n o f A c ts ) * 
(2 ) M a n u a l o f O ffic e P r o c e d u r e s * * 
(3 ) F u n c tio n a l F ilin g S y s te m * * 
(4 ) R	
e d r e s s a l o f t h e P u b lic G r ie v a n c e s * * 

S o u r c e s :::: ----

(1 ) L a w D e p a r t m e n t, P o n d ic h e r r y * 
(2 ) A d m in is t r a tiv e R e fo r m s W in g , C h ie f S e c r e ta r ia t, P o n d ic h e r r y * * 

III	 DDDD eeee tttt aaaa iiiillllssss oooo ffff rrrr eeee cccc oooo rrrr dddd ssss uuuu ssss eeee dddd bbbb yyyy iiiitttt ssss eeee mmmm pppp lllloooo yyyy eeee eeee ssss ffff oooo rrrr dddd iiiissss cccc hhhh aaaa rrrr gggg iiiinnnn gggg iiiitttt ssss 
ffff uuuu nnnn cccc tttt iiiioooo nnnn ssss 

(1 ) R	
e g is te r o f S e r v ic e B o o k s 
(2 ) R	
e g is te r o f P e r io d ic a l In c r e m e n t 
(3 ) R	
e g is te r o f N o m in a tio n fo r D e a t h c u m R e tir e m e n t G r a tu ity 

(D C R G ) 
(4 ) R	
e g is te r o f G o v e r n m e n t s e r v a n t s s e n t o n d e p u ta tio n e tc 
(5 ) R	
e g is te r o f L iv e r ie s 
(6 ) R	
e g is te r o f S e c u r ity D e p o s it a n d fid e lity b o n d b y th e c a s h ie r 
(7 ) R	
e g is te r o f R e tir e m e n t o f G o v e r n m e n t s e r v a n ts 
(8 ) R	
e g is te r o f B ills r e c e iv e d 
(9 ) P a y B ill R e g is te r 

(1 0 ) T r a v e llin g A llo w a n c e B ill R e g is t e r 
(1 1 ) L e a v e T r a v e l C o n c e s s io n A d v a n c e R e g is te r 
(1 2 ) R e g is te r o f O v e r tim e A llo w a n c e 
(1 3 ) M e d ic a l R e im b u r s e m e n t R e g is te r 
(1 4 ) M	
 o to r C y c le A d v a n c e / H o u s e B u ild in g A d v a n c e / C y c le



A d v a n c e e tc R e c o v e r y R e g is te r


(1 5 ) B ill D r a w n R e g is te r 
(1 6 ) T o k e n R e g is t e r 
(1 7 ) C o n t in g e n t A u d it R e g is te r 
(1 8 ) B u d g e t C h e c k R e g is te r 
(1 9 ) R e g is te r o f M o n th ly R e c o n c ilia tio n 



      
     
     
    
      
     
       
      
        
      
      
         
      
      
       
       
    

 

(2 0 ) R e g is te r o f C h e q u e s 
(2 1 ) R e c e ip t B o o k s 
(2 2 ) C a s h B o o k 
(2 3 ) A c q u it ta n c e s 
(2 4 ) R e g is te r o f V a lu a b le s 
(2 5 ) C h a la n R e g is te r 
(2 6 ) R e g is te r o f P e r m a n e n t a d v a n c e 
(2 7 ) U n d is b u r s e d P a y R e g is te r 
(2 8 ) R e g is te r o f T r u n k c a ll c h a r g e s 
(2 9 ) P e t r o l In d e n t R e g is te r 
(3 0 ) S ta m p A c c o u n t R e g is te r 
(3 1 ) S to c k R e g is t e r fo r fu r n itu r e & s t a tio n e r ie s 
(3 2 ) A u d it O b je c tio n s R e g is te r 
(3 3 ) C o n fid e n tia l R e p o r t s R e g is te r 
(3 4 ) D e s p a tc h / R e c e ip ts R e g is te r 
(3 5 ) L o g B o o k fo r D r iv e r s 



      
 

                

      

         

      
            

   
            

 

Chapter œ 5 (Manualœ 4) 

IV	 The particulars of any arrangement that exists for 

consultation w ith, or representation by, the 

members of the public in relation to the formulation 

of its policy or administration thereof; 

D o e s	­n o t a r is e . 



      

 

                    

        
            

           
          

        
        

            

            

       
   

           
          

 
             

   
    

          
        

         
 

      
    

    
        

   

      
 

     
   

 

Chapter œ 6 (Manualœ 5) 

V	 A statem ent of the categories of docum ents that 

are held by it or under its control; 

6 .1	­ T h is D e p a r tm e n t is th e c u s to d ia n o f d o c u m e n ts r e la tin g to 
H o u s e B u ild in g A d v a n c e o f a ll e m p lo y e e s w h o a r e w o r k in g in 
th is A d m in is tr a tio n . O n e C e n tr a l R e c o r d B r a n c h is fu n c tio n in g 
in th is S e c r e ta r ia t fo r a p r o p e r r e c o r d m a n a g e m e n t. 

6666 .... 2222	­ The files / records kept in the Central Record 

Branch ofthis Secretariat as classified:-

( 1 )	­ C la s s ”A ‘ p e r m a n e n t r e c o r d s o f h is to r ic a l im p o r ta n c e ; 
( 2 )	­ C la s s ”B ‘ fo r p e r m a n e n t p r e s e r v a tio n fo r a d m in is tr a tiv e 

p u r p o s e s 
( 3 )	­ C la s s ”C ‘ h a v in g r e fe r e n c e v a lu e fo r a lim ite d p e r io d n o t 

e x c e e d in g 1 0 y e a r s 

6 .3	­ T h e A d d itio n a l S e c r e ta r y , A d m in is tr a tiv e R e fo r m s W in g , C h ie f 
S e c r e ta r ia t, is th e C o m p e te n t a n d C o n tr o llin g a u th o r itie s fo r 
th e s e r e c o r d s . T h e c o n ta c t te le p h o n e n u m b e r s a r e a s fo llo w s : 

OOOO ffff ffff iiiicccc iiiiaaaa llll 

( 0 4 1 3 ) 2 3 3 6 0 3 0
­
( 0 4 1 3 ) 2 3 3 3 2 7 1 œ 7 5 ( E x t: 2 1 4 )
­

RRRR eeee ssss iiiidddd eeee nnnn tttt iiiiaaaa llll 

( 0 4 1 3 ) 2 2 5 1 5 7 3 



      

 

                   

         

          

         

        

         

   
            

   
            

 

Chapter œ 7 (Manualœ 6)
�

VI	 A statement of the boards, councils, committees 

and other bodies consisting of tw o or more persons 

constituted as its part or for the purpose of its 

advise, and as to w hether meetings of those boards, 

councils, committees and other bodies are open to 

the public; or the minutes of such meetings are 

accessible for public; 

D o e s	­n o t a r is e . 



      

 
 

                

   
    
    
            

       
        

         
    

      
 
 
   

          
   

       
 

Chapter œ 8 (Manualœ 7)
�

VII	 The names, designation and other particulars of the 

Public Information O fficer; 

8 .1	­ T h ir u D .D A Y A N ID H I, U n d e r S e c r e ta r y to G o v e r n m e n t 
( E s ta b lis h m e n t, In fo r m a tio n & P u b lic ity a n d T o u r is m ) a c t a s 
th e P u b lic In fo r m a tio n O ffic e r in r e s p e c t o f th e C h ie f 
S e c r e ta r ia t ( E s tt.) , P o n d ic h e r r y . 
C o n ta c t P h o n e ( 0 4 1 3 ) 2 3 3 6 4 6 7 2 3 3 3 7 1 -7 5 ( E x t.2 0 9 ) 

8 .2	­ T h ir u C .S .K H A IR W A L , I.A .S ., C h ie f S e c r e ta r y to G o v e r n m e n t is 
th e A p p e lla te A u th o r ity . 
C o n ta c t P h o n e ( 0 4 1 3 ) 2 3 3 4 1 4 5 F a x : ( 0 4 1 3 ) 2 3 3 7 5 7 5 



      

 
 
 

            

      

 
 
 
   

            
         

         
            

        
        

   

 

Chapter œ 9 (Manualœ 8)
�

V III The procedure followed in the decision making 

process, including channels of supervision and 

accountability; 

9 .1 O ffic e r s a b o v e th e le v e l o f S u p e r in te n d e n t w ill ta k e fin a l a c tio n 
o n d iffe r e n t c la s s e s o f c a s e s in a c c o r d a n c e w ith s u c h 
d e p a r tm e n ta l in s tr u c tio n s a s m a y b e u s e d b y th e d e p a r tm e n t 
c o n c e r n e d fr o m tim e to tim e . T h e y w ill ta k e th e o r d e r s o f th e 
C h ie f S e c r e ta r y /S e c r e ta r y o r h ig h e r a u th o r itie s o n c a s e s o f 
im p o r ta n t n a tu r e o r th o s e in v o lv in g q u e s tio n s o f p o lic y . 



      

    
    

                   
    
            

           
 

   

             
    

    
   
   
     
  
   

   
 

                    
     

     
   
   
   
  
   

 
                     

   
    

    
    
  
   

 
                    

      
        
 

                
     

                                          
           
 
 
 
 

Chapter œ 10 (Manualœ 9) 

IX	 A directory of its officers and employees. 

1 0 .1	­ The C hie f Se c r e ta r ia t ( E s tt.) c o n s is ts o f the fo llo w in g s ta ff 
p a tte r n :-

(((( aaaa ))))	­ TTTThhhhiiiirrrr uuuu CCCC ....SSSS....KKKK hhhhaaaa iiiirrrr wwww aaaa llll,,,, IIII AAAA SSSS 
C hie f Se c r e ta r y to G o v e r n m e n t 
- Head ofDepartm ent 
Ph.: (0413) 2334145 
F a x : (0413) 2337 5 7 5 
Ph.: (0413) 233327 1- 7 5 
E x t . : 201 
R e s . : (0413) 227 109 7 

9 4432 œ 6 2146 

(((( bbbb ))))	­ TTTThhhhiiiirrrr uuuu DDDD .... DDDD aaaa yyyy aaaa nnnn iiiidddd hhhhiiii,,,, 
U n d e r Se c r e ta r y to G 
- Head ofO ffice 
Ph.: (0413) 2336 46 7 
F a x : (0413) 2337 5 7 5 
Ph.: (0413) 233327 1-7 5 
E x t . : 209 
R e s . : (0413) 228 05 8 8 

o v t.( E s ta b lis hm e n t)
­

(((( cccc ))))	­ TTTThhhhiiiirrrr uuuu MMMM .... GGGG uuuu nnnn aaaa ssss eeee gggg aaaa rrrr aaaa nnnn ,,,,
­
Su p e r in te n d e n t G r a d e -I
­
- Section incharge 
Ph.: (0413) 2233222
�
Ph.: (0413) 233327 1- 7 5
�
E x t . : 222
�
R e s . (0413) 2203349
�

(((( dddd ))))	­ TTTTmmmm tttt .... AAAA .... KKKK .... KKKK aaaa nnnn cccc hhhhaaaa nnnn aaaa kkkk uuuu mmmm aaaa rrrr iiii,,,, 
Pr iv a te Se c r e ta r y to C hie f Se c r e ta r y 
Ph.:	� (0413) 2233210 

(((( eeee ))))	­ TTTThhhhiiiirrrr uuuu NNNN .... AAAA nnnn bbbb aaaa llllaaaa gggg aaaa nnnn ,,,, 
C A to C hie f Se c r e ta r y 
Ph.: (0413) 2233210 ( O )
�

(0413) 2210113 ( R )
�



              
     
    
    
  

 
                

    
    

 
                

   
    
    
  

 
 

           
                                                                    
                                                                    
                                                                   
       

                       
        

    
                       

       
 
                         

       
 
                       

     
 
                         

    
 
                         

    
    
                         

   
 
                         

     
 

(((( ffff )))) TTTTmmmm tttt .... SSSS....JJJJ aaaa yyyy aaaa llllaaaa kkkk ssss hhhhmmmm iiii,,,, 
PA to U n d e r Se c r e ta r y ( E s tt.) 
Ph.: (0413) 2336 46 7 
Ph.: (0413) 233327 1- 7 5 
E x t . : 320 

(((( gggg )))) TTTThhhhiiiirrrr uuuu NNNN .... VVVV eeee nnnn kkkk aaaa tttt aaaa ssss uuuu bbbb rrrr aaaa mmmm 
PA to C hie f Se c r e ta r y 
Ph.: (0413) 2233210 

aaaa nnnn iiiiyyyy aaaa nnnn ,,,, 

(((( hhhh)))) TTTThhhhiiiirrrr uuuu WWWW iiiillllffff rrrr eeee dddd ,,,, 
R e c e p tio n O ffic e r 
Ph.: (0413) 2233225 
Ph.: (0413) 233327 1- 7 5 
E x t . : 225 

I EEEE ssss tttt aaaa bbbb lllliiiissss hhhhmmmm eeee nnnn tttt ssss eeee cccc tttt iiiioooo nnnn 
Ph.: (0413) 2233222 
Ph.: (0413) 233327 1- 7 5 
E x t . : 222 

E 1 TTTThhhhiiiirrrr uuuu KKKK .... RRRR aaaa vvvv iiii,,,, A s s is ta n t 
- Servicem attersofGroup ‘A’& ‘B’ 

E 2 TTTThhhhiiiirrrr uuuu MMMM .... KKKK aaaa rrrr uuuu nnnn eeee nnnn dddd iiiirrrr aaaa nnnn ,,,, A s s is ta n t 
- Servicem attersofGroup ‘C’ 

E 3 TTTThhhhiiiirrrr uuuu NNNN .... SSSSrrrr iiiinnnn iiiivvvv aaaa ssss aaaa nnnn ,,,, U p p e r D iv is io n C le r k 
- Servicem attersofGroup ‘D’ 

E 4 TTTThhhhiiiirrrr uuuu SSSS.... MMMM oooo oooo rrrr tttthhhhyyyy ,,,, U p p e r D iv is io n C le r k 
- Staffcarsm aintenance 

E 5 TTTThhhhiiiirrrr uuuu SSSS.... SSSSuuuu nnnn dddd aaaa rrrr aaaa rrrr aaaa jjjj,,,, U p p e r D iv is io n C le r k 
- Building M aintenance 

E 6 TTTTmmmm tttt .... VVVV .... TTTTaaaa mmmm iiiillllssss eeee llllvvvv iiii,,,, L o w e r D iv is io n C le r k 
- AllAdvances 

E 7 TTTThhhhiiiirrrr uuuu BBBB .... MMMM aaaa llllaaaa yyyy aaaa llllaaaa tttthhhhaaaa nnnn ,,,, L o w e r D iv is io n C le r k 
- Receipt 

E 8 TTTThhhhiiiirrrr uuuu EEEE .... MMMM aaaa yyyy iiiillllvvvv eeee lllluuuu ,,,, L o w e r D iv is io n C le r k 
- Despatch 



                         
    

 
                         

      
 
 

                   
                                                                    
                                                                    
                                                                   
       

                          
 

          
                    

                
 
                          

          
 
                         

        
 
                         

        
 
                        

      
 
                         

    
    
                         

  
    
  

 
            

          

        
          

                 
                                                                 
                                                                  
 

TTTThhhhiiiirrrr uuuu CCCC .... SSSSoooo uuuu gggg oooo uuuu mmmm aaaa rrrr ,,,, L o w e r D iv is io n C le r k 
- Com puterW ing 

TTTThhhhiiiirrrr uuuu AAAA .... VVVV aaaa ssss ssss aaaa nnnn ,,,, L o w e r D iv is io n C le r k 
- Com puterW ing 

II AAAA cccc cccc oooo uuuu nnnn tttt ssss &&&& BBBB uuuu dddd gggg eeee tttt ssss eeee cccc tttt iiiioooo nnnn 
Ph.: (0413) 2233223 
Ph.: (0413) 233327 1- 7 5 
E x t . : 223 

TTTThhhhiiiirrrr uuuu KKKK .... IIII llllaaaa nnnn gggg oooo vvvv aaaa nnnn ,,,, U p p e r D iv is io n C le r k -c u m - C a s hie r 

TTTThhhhiiiirrrr uuuu VVVV .... LLLL oooo uuuu rrrr dddd uuuu ssss aaaa mmmm yyyy ,,,, A tte n d e r ,
­
AAAA ssss ssss iiiissss tttt aaaa nnnn tttt tttt oooo CCCC aaaa ssss hhhhiiiieeee rrrr ....
­

A 1 TTTTmmmm tttt .... GGGG .... VVVV iiiidddd jjjjeeee aaaa llllaaaa tttt cccc hhhhoooo uuuu mmmm yyyy ,,,, U p p e r D iv is io n C le r k 
- Preparation ofBillsforGroup ‘A’& ‘B’ 

A 2 TTTTmmmm tttt .... RRRR aaaa nnnn yyyy BBBB eeee nnnn jjjjaaaa mmmm iiiinnnn ,,,, U p p e r D iv is io n C le r k 
- Preparation ofBillsforGroup ‘C’ 

A 3 TTTTmmmm tttt .... CCCC .... KKKK aaaa nnnn nnnn aaaa gggg uuuu iiii,,,, U p p e r D iv is io n C le r k 
- Preparation ofBillsforGroup ‘D’ 

TTTThhhhiiiirrrr uuuu PPPP.... IIII llllaaaa nnnn gggg oooo ,,,, U p p e r D iv is io n C le r k 
- Budget& BillsSection 

TTTThhhhiiiirrrr uuuu DDDD .... SSSSaaaa rrrr aaaa vvvv aaaa nnnn aaaa nnnn ,,,, L o w e r D iv is io n C le r k 
- Com puterW ing 

TTTThhhhiiiirrrr uuuu SSSS.... PPPPuuuu rrrr uuuu ssss hhhhoooo tttthhhhaaaa mmmm aaaa nnnn ,,,, Sto r e K e e p e r G r a d e -II 
- Purchase 
Ph.: (0413) 233327 1- 7 5 
E x t . : 28 0 

SSSSttttaaaa ffff ffff CCCC aaaa rrrr DDDD rrrr iiiivvvv eeee rrrr ssss 

LLLL iiiiffff tttt OOOO pppp eeee rrrr aaaa tttt oooo rrrr 

III RRRR eeee cccc eeee iiiipppp tttt &&&& DDDD eeee ssss pppp aaaa tttt cccc hhhh SSSSeeee cccc tttt iiiioooo nnnn 
Ph.: (0413) 233327 1-7 5 
E x t . : 28 5 & 28 6 . 



          

                         
                                                                 
                                                                
                 

      
      
 
    
          

   
 

                        
     

 
                         

    
    
 

                 
                                                                 
                                                                

                 
                                                                 
                                                                

             
                                                                 
                                                                
 

IV PPPPoooo nnnn dddd yyyy .... GGGG oooo vvvv tttt .... GGGG uuuu eeee ssss tttt HHHH oooo uuuu ssss eeee ,,,, CCCC hhhheeee nnnn nnnn aaaa iiii SSSSeeee cccc tttt iiiioooo nnnn 
Ph.: (0413) 233327 1-7 5 
E x t . : 305 . 

TTTThhhhiiiirrrr uuuu MMMM .... PPPPuuuu pppp aaaa tttthhhhiiii,,,, M a n a g e r 
- Pondicherry Govt.GuestHouse 

K.K. Nagar, Chennai. 

Ph.: (044) 248 38 17 0 
(044) 248 31332
�

F a x : (044) 248 037 7 9
�

TTTThhhhiiiirrrr uuuu KKKK .... PPPPrrrr iiiitttthhhhiiiivvvv iiiirrrr aaaa jjjj,,,, U p p e r D iv is io n C le r k 
- Establishm ent& Accounts 

TTTThhhhiiiirrrr uuuu MMMM .... AAAA rrrr oooo uuuu nnnn mmmm oooo jjjjyyyy aaaa nnnn ,,,, L o w e r D iv is io n C le r k 
- Com puterW ing 

V WWWW oooo rrrr kkkk ssss WWWW iiiinnnn gggg ssss tttt aaaa ffff ffff SSSSeeee cccc tttt iiiioooo nnnn 
Ph.: (0413) 233327 1-7 5 
E x t . : 311. 

VI PPPPoooo wwww eeee rrrr WWWW iiiinnnn gggg ssss tttt aaaa ffff ffff SSSSeeee cccc tttt iiiioooo nnnn 
Ph.: (0413) 233327 1-7 5 
E x t . : 27 4. 

VII PPPPoooo lllliiiicccc eeee PPPPeeee rrrr ssss oooo nnnn nnnn eeee llll SSSSeeee cccc tttt iiiioooo nnnn 
Ph.: (0413) 233327 1-7 5 
E x t . : 321. 



      

 

                    

       

      
            

    

   
   

 

Chapter œ 11 (Manualœ 10) 

X The Monthly remuneration received by each of 

O fficers and employees, including the system 

compensation as provided in its regulations; 

its 

of 

D o e s n o t a r is e 



      

 

                

       

      
            
    

           
          

      
 

Chapter œ 12 (Manualœ 11) 

XI	 The budget allocated to each of its agency, 

indicating the particulars of all plans, proposed 

expenditures and reports on disbursem ents m ade; 

T h e C h ie f S e c r e ta r ia t is c o m in g u n d e r th e N o n P la n s e c to r a n d 
th e B u d g e t A llo c a tio n to w a r d s th e s a la r y o f s ta ff a n d O ffic e 
e x p e n s e s fo r th e H o u s e k e e p in g p u r p o s e . 



 

      
 

 

               

        

    
    

        

   

 

Chapter œ 13 (Manualœ 12) 

XII	 The manner of execution of subsidy programmes, 

including the amounts allocated and the details of 

beneficiaries of such programmes; 

D o e s	­n o t a r is e 



 

      
 

 

           

    
            

    

   

 

 

Chapter œ 14 (Manualœ 13) 

XIII Particulars of recipients of concessions, permits or 

authorizations granted by it; 

D o e s n o t a r is e 



      

 
 

               

 
 
 
   

            

         
          

          
         

            
 

 
    

                

            
          

       
   

 
    

       

        

        
         

           
     

 
   

           
          

         
  

   

 

Chapter œ 15 (Manualœ 14)
�

X IV The norms 

functions; 

set by it for the discharge of its 

1 5 .1 Chief Secretary œ H e is th e H e a d o f th e S e c r e ta r ia t 

O r g a n is a tio n a c ts a s C h ie f A d v is e r to th e A d m in is tr a tio n . H e 
p r o v id e s g u id a n c e a n d le a d e r s h ip n o t o n ly to th e O ffic e r s a n d 
s ta ff e m p lo y e d in th e S e c r e ta r ia t, b u t a ls o to th e v a r io u s 
s e r v ic e s u n d e r th e A d m in is tr a tio n , in g e n e r a l. H e is p r in c ip le 
a d v is e r to th e C o u n c il o f M in is te r s o n a ll m a tte r o f p o lic y a n d 
a d m in is tr a tio n . 

1 5 .2 Secretary œ H e is in c h a r g e o f o n e o r m o r e th a n o n e b r a n c h 

o f th e S e c r e ta r ia t. H e is th e H e a d o f h is d e p a r tm e n t. H e is 
p r in c ip le a d v is e r o f th e M in is te r c o n c e r n e d o n a ll m a tte r s o f 
p o lic y a n d a d m in is tr a tio n w ith in th e d e p a r tm e n t fu n c tio n in g 
u n d e r h is c o n tr o l. 

1 5 .3 Additional Secretary/ Joint Secretary/ Deputy 

Secretary/Under Secretary a r e a c tin g u n d e r th e c o n tr o l 

o f th e D e p a r tm e n t‘s S e c r e ta r ie s c o n c e r n e d . T h e y w ill h o ld 
c h a r g e o f th e S e c r e ta r ia t D iv is io n fo r d is p o s a l o f G o v e r n m e n t 
b u s in e s s d e a lt w ith u n d e r th e ir c h a r g e . T h e y w ill b e in c h a r g e 
o f o n e o r m o r e s e c tio n s . 

1 5 .4 O r d e r s h a v e b e e n is s u e d a m o n g th e S e c r e ta r ie s a n d O ffic e r s 
m e n tio n e d a b o v e a s lin k O ffic e r s to p e r fo r m d u tie s d u r in g th e ir 
le a v e p e r io d a n d a w a y fr o m th e H e a d q u a r te r s fo r e ffe c tiv e 
A d m in is tr a tio n . 



      
 

 

                     

        
            
    

         
            

 

Chapter œ 16 (Manualœ 15) 

XV	 Details in respect of the inform ation,available to or 

held by it,reduced in an electronic form ; 

In fo r m	­a tio n K io s k is in s ta lle d in th e C h ie f S e c r e ta r ia t c o m p le x . 



      
 

 

            

      

          

 
            

    

   

 

Chapter œ 17 (Manualœ 16) 

XVI The particulars of facilities available to citizens for 

obtaining inform ation, including the w orking hours 

of a library or reading room ,if m aintained for public 

use; 

D o e s n o t a r is e . 



 
 

      

 

 
               

    
            
    

         
 
              

   
 

              
  

 
 
 
 
 

        
                

  

Chapter œ 18 (Manualœ 17) 

XVII Such other inform ation as m ay be prescribed 

( 1 )	­ M a in ta in in g o f th e C o m p la in t B o x 

( 2 )	­ N o tic e B o a r d o n th e In fo r m a tio n to p u b lic a b o u t th e 
a w a r e n e s s o f V ig ila n c e . 

( 3 )	­ A p p o in te d o n e R e c e p tio n O ffic e r to d ir e c t th e p u b lic fo r 
o b ta in in g in fo r m a tio n . 

(((( DDDD .... DDDD AAAA YYYY AAAA NNNN IIII DDDD HHHH IIII )))) 
UUUU NNNN DDDD EEEE RRRR SSSS EEEE CCCC RRRR EEEE TTTT AAAA RRRR YYYY TTTT OOOO GGGG OOOO VVVV EEEE RRRR NNNN MMMM EEEE NNNN TTTT 

(((( EEEE SSSS TTTT AAAA BBBB LLLL IIII SSSS HHHH MMMM EEEE NNNN TTTT )))) 



 



   

 
             
     

                         
     
       
          

   
           
         
      
        
            
         
         

         
       

       
    

     
                 

     
      
            

       
 

    
           
     
      
    
      
       

   
   
         

 
   
   
   
   
   
    
       

    
 

ANNEXURE œ I
�

Proposed nomenclature of Departments and allocation of subjects (para 2.2) 

IIII ....	­ CCCC oooo nnnn ffff iiiidddd eeee nnnn tttt iiiiaaaa llll aaaa nnnn dddd CCCC aaaa bbbb iiiinnnn eeee tttt DDDD eeee pppp aaaa rrrr tttt mmmm eeee nnnn tttt :::: 

1 .	­P o litic a l a n d C o n fid e n tia l m a tte r s . 
2 .	­C a b in e t A ffa ir s , in c lu d in g d is s o lu tio n o f L e g is la tiv e A s s e m b ly
­

a n d G o v e r n o r s A d d r e s s .
­
3 .	­R u le s o f B u s in e s s a n d A llo c a tio n o f B u s in e s s R u le s . 
4 .	­D e fe n c e o f In d ia A c t a n d R u le s . 
5 .	­A n ti-C o r r u p tio n a n d V ig ila n c e . 
6 .	­A ll m a tte r s c o n n e c te d w ith ”M ilita r y ‘. 
7 .	­C o n tr o l o v e r th e A d m in is tr a to r s o f K a r a ik a l, M a h e a n d Y a n a m . 
8 .	­M a tte r s r e la tin g to S o u th e r n Z o n a l C o u n c il. 
9 .	­A ll m a tte r s r e la tin g to R a j N iv a s . 

1 0 .	­S a la r ie s a n d A llo w a n c e s o f M in is te r s , S p e a k e r , D e p u ty S p e a k e r / 
M e m b e r s in c lu d in g E s ta b lis h m e n t o f C o u n c il o f M in is te r s . 

1 1 .	­R e c r u itm e n t/P o s tin g /P r o m o tio n a n d T r a n s fe r o f a ll p o s ts 
e x c lu s iv e to th is D e p a r tm e n t. 

IIII IIII ....	­ HHHH oooo mmmm eeee DDDD eeee pppp aaaa rrrr tttt mmmm eeee nnnn tttt :::: 

1 .	­L a w a n d O r d e r . 
2 .	­P o lic e i.e ., a ll m a tte r s r e la tin g to P o lic e O r g a n is a tio n o f
­

P o n d ic h e r r y in c lu d in g A r m e d P o lic e , m a in te n a n c e o f p u b lic
­
s e c u r ity .
­

3 .	­W ir e le s s . 
4 .	­A r m s A c t œ A r m s , F ir e A r m s a n d E x p lo s iv e s . 
5 .	­N a tio n a l In te g r a tio n . 
6 .	­F o r e ig n e r s /P a s s p o r ts a n d V is a s . 
7 .	­J a ils . 
8 .	­C itiz e n s h ip a n d N a tu r a liz a tio n . 
9 .	­E x tr a d itio n a n d C iv il P r o c e s s e s . 

1 0 .	­F ir e S e r v ic e s . 
1 1 .	­H o m e G u a r d s . 
1 2 .	­C o r r e s p o n d e n c e w ith th e C o n s u la te G e n e r a l o f F r a n c e in 

P o n d ic h e r r y . 
1 3 .	­P o litic a l S u ffe r e r s . 
1 4 .	­C iv il D e fe n c e . 
1 5 .	­F r e e d o m F ig h te r s . 
1 6 .	­P r e v e n tiv e D e te n tio n . 
1 7 .	­L in g u is tic M in o r itie s . 
1 8 .	­R e h a b ilita tio n o f E x -s e r v ic e m e n . 
1 9 .	­R e c r u itm e n t/P o s tin g /P r o m o tio n a n d T r a n s fe r o f a ll p o s ts 

e x c lu s iv e o f th is D e p a r tm e n t. 



 
                     

     
        
      
         
     
     
     
      
     
      

  
   
  
  
   
  
   
    
   
       

    
    

                                 
     
            
         
      
         
          
        
        
     
         

     
     
        
     
    
   
        

           
       

 
       

    

IIII IIII IIII ....	­ GGGG eeee nnnn eeee rrrr aaaa llll AAAA dddd mmmm iiiinnnn iiiissss tttt rrrr aaaa tttt iiiivvvv eeee DDDD eeee pppp aaaa rrrr tttt mmmm eeee nnnn tttt :::: 

1 . N	 a tio n a l H o lid a y s a n d C e r e m o n ia l O c c a s io n s . 
2 . V is its o f V .I.P s . 
3 . S ta tio n e r y a n d P r in tin g in c lu d in g G o v e r n m e n t P r e s s . 
4 . G	­o v e r n m e n t G a z e tte . 
5 . A d m in is tr a tio n R e p o r t. 
6 . S e c r e ta r ia t L ib r a r y . 
7 . C	 e n tr a l R e c o r d B r a n c h . 
8 . P r in tin g P r e s s e s . 
9 . N	 e w s p a p e r s a n d p e r io d ic a ls . 

1 0 .	­T e le p h o n e s /L iv e r ie s . 
1 1 .	­O ffic e A c c o m m o d a tio n 
1 2 .	­In fo r m a tio n 
1 3 .	­P u b lic ity 
1 4 .	­S ta ff C a r s 
1 5 .	­P r o to c o l 
1 6 .	­O ffic ia l L a n g u a g e 
1 7 .	­P o s t a n d T e le g r a p h 
1 8 .	­G u e s t H o u s e 
1 9 .	­R e c r u itm e n t/P o s tin g /P r o m o tio n a n d T r a n s fe r o f a ll p o s ts 

e x c lu s iv e to th is D e p a r tm e n t. 

IIII VVVV ....	­ DDDD eeee pppp aaaa rrrr tttt mmmm eeee nnnn tttt oooo ffff PPPP eeee rrrr ssss oooo nnnn nnnn eeee llll aaaa nnnn dddd AAAA dddd mmmm iiiinnnn iiiissss tttt rrrr aaaa tttt iiiivvvv eeee RRRR eeee ffff oooo rrrr mmmm ssss :::: 

1 . A ll m a tte r s r e la tin g to I.A .S ., I.P .S . a n d P .C .S . c a d r e s 
2 . R	 e c r u itm e n t R u le s fo r th e e n tir e A d m in is tr a tio n 
3 . C	 o r r e s p o n d e n c e w ith U .P .S .C . 
4 . C iv il lis t a n d H is to r y o f S e r v ic e s . 
5 . D is c ip lin e a n d A p p e a l r e la tin g to th e S e r v ic e . 
6 . S e r v ic e c o n d itio n s o f E x -F r e n c h E m p lo y e e s . 
7 . O	­r g a n is a tio n a n d M e th o d s œ In s p e c tio n /W o r k s tu d y . 
8 . A d m in is tr a tiv e R e fo r m s . 
9 . R	 e s e r v a tio n o f v a c a n c ie s fo r S C /S T /E X -S e r v ic e m e n , e tc . 

1 0 .	­R e s e r v a tio n fo r P h y s ic a lly H a n d ic a p p e d . 
1 1 .	­T r a in in g o f A d m in is tr a tiv e P e r s o n n e l. 
1 2 .	­D e p a r tm e n t E x a m in a tio n s a n d T e s ts fo r C o m m o n c a te g o r ie s . 
1 3 .	­D e p u ta tio n a n d F o r e ig n S e r v ic e . 
1 4 .	­O ffic e P r o c e d u r e /O ffic e M a n u a l. 
1 5 .	­A d m in is tr a tiv e In s p e c tio n s . 
1 6 .	­A ll m a tte r s r e la tin g to r e c r u itm e n t/p o s tin g /tr a n s fe r a n d p r o m o tio n 

o f a ll CCCC oooo mmmm mmmm oooo nnnn CCCC aaaa tttt eeee gggg oooo rrrr yyyy PPPP oooo ssss tttt ssss .... 
1 7 .	­R e c r u itm e n t/P o s tin g /T r a n s fe r a n d P r o m o tio n o f a ll G a z e tte d 

O ffic e r s . 
1 8 .	­R e c r u itm e n t/P o s tin g /P r o m o tio n a n d T r a n s fe r o f a ll p o s ts 

e x c lu s iv e to th is D e p a r tm e n t. 



    
 

             
     
          
            

 
         
       
       
      
     
          
          

        
   

      
 

      
  
   
   
   
       
    
    
       

    
    

             
     
       
          
       
       
            

 
    
         
      
      

   
  
   
   
          
   

VVVV ....	­ FFFF iiiinnnn aaaa nnnn cccc eeee DDDD eeee pppp aaaa rrrr tttt mmmm eeee nnnn tttt 

1 .	­B u d g e t a n d A c c o u n ts o f th e U n io n T e r r ito r y . 
2 .	­R u le s a n d O r d e r s r e g a r d in g c o n tr o l o f e x p e n d itu r e a n d fin a n c ia l 

p r o c e d u r e s . 
3 .	­In te r p r e ta tio n o f F in a n c ia l a n d A c c o u n ts R u le s . 
4 .	­S c r u tin y o f fin a n c ia l s a n c tio n s . 
5 .	­D e le g a tio n o f F in a n c ia l P o w e r s . 
6 .	­P e n s io n a n d G r a tu ity . 
7 .	­P r o v id e n t F u n d s . 
8 .	­T h e C o n s o lid a te d F u n d o f th e U n io n T e r r ito r y . 
9 .	­T h e C o n tin g e n c y F u n d o f th e U n io n T e r r ito r y . 

1 0 .	­T h e C h ie f M in is te r ‘s D is c r e tio n a r y G r a n t/T h e C h ie f M in is te r ‘s 
W e lfa r e F u n d /C o m p a s s io n a te F u n d s . 

1 1 .	­F in a n c e C o m m itte e /E s tim a te s C o m m itte e / P u b lic A c c o u n ts 
C o m m itte e . 

1 2 .	­R e p o r t o f th e A u d it G e n e r a l/C o m p tr o lle r -G e n e r a l. 
1 3 .	­S ta m p s . 
1 4 .	­C o m m e r c ia l T a x e s . 
1 5 .	­F in a n c ia l R e s o u r c e s . 
1 6 .	­F in a n c ia l In s p e c tio n s . 
1 7 .	­N a tio n a l S m a ll S a v in g s S c h e m e /C o m p u ls o r y D e p o s it S c h e m e . 
1 8 .	­S a la r ie s a n d A llo w a n c e s 
1 9 .	­L o c a l F u n d A u d it. 
2 0 .	­R e c r u itm e n t/P o s tin g /P r o m o tio n a n d T r a n s fe r o f a ll p o s ts 

e x c lu s iv e to th is D e p a r tm e n t. 

VVVV IIII ....	­ RRRR eeee vvvv eeee nnnn uuuu eeee DDDD eeee pppp aaaa rrrr tttt mmmm eeee nnnn tttt 

1 .	­L a n d R e v e n u e a n d C o lle c tio n . 
2 .	­L a n d R e c o r d s a n d T e n u r e s , S u r v e y a n d S e ttle m e n t. 
3 .	­R e c o v e r ie s o f P u b lic D e m a n d s . 
4 .	­L e a s e o f G o v e r n m e n t L a n d s . 
5 .	­A c q u is itio n a n d R e q u is tio n o f la n d s o n b e h a lf o f th e
­

G o v e r n m e n t.
­
6 .	­R e g is tr a tio n . 
7 .	­R e lie f to v ic tim s o f n a tu r a l c a la m itie s . 
8 .	­W e ig h ts a n d M e a s u r e s . 
9 .	­H o u s e R e n t C o n tr o l. 

1 0 .	­L a n d R e fo r m s . 
1 1 .	­E x c is e . 
1 2 .	­C in e m a to g r a p h A c t. 
1 3 .	­C iv il S u p p lie s . 
1 4 .	­P r e v e n tio n o f A d u lte r a tio n o f F o o d S tu ffs a n d o th e r a r tic le s . 
1 5 .	­G o ld C o n tr o l. 



   
          

 
    
   
        
       
  
       
      
       

    
    

                 
     
           
      
    
        
       
      
    
    
     

     
  
    
       

    
    

                         
     
    
       
    
    
     
      
     
      
         

    
 
    
 
 
 

1 6 .	­C e m e n t C o n tr o l. 
1 7 .	­L ic e n s in g o f R ic e M ills a n d m a tte r s c o n n e c te d w ith w h e a t 

p r o d u c ts . 
1 8 .	­U r b a n L a n d C e ilin g . 
1 9 .	­T r e a s u r e T r o v e . 
2 0 .	­E v ic tio n o f u n a u th o r iz e d o c c u p a n ts fr o m p u b lic p r e m is e s . 
2 1 .	­A d m in is tr a tio n o f H in d u R e lig io u s In s titu tio n s / E n d o w m e n ts . 
2 2 .	­W a k fs . 
2 3 .	­M o n e y L e n d e r s , M o n e y L e n d in g , C h it F u n d s . 
2 4 .	­P r o c u r e m e n t o f p a d d y a n d r ic e . 
2 5 .	­R e c r u itm e n t/P o s tin g /P r o m o tio n a n d T r a n s fe r o f a ll p o s ts 

e x c lu s iv e to th is D e p a r tm e n t. 

VVVV IIII IIII .... PPPP llllaaaa nnnn nnnn iiiinnnn gggg DDDD eeee pppp aaaa rrrr tttt mmmm eeee nnnn tttt :::: 

1 .	­P la n n in g in a ll a s p e c ts , in c lu d in g F iv e Y e a r P la n s . 
2 .	­E c o n o m ic s & S ta tis tic s . 
3 . C	­e n s u s . 
4 .	­L ia is o n w ith In s titu tio n F in a n c ia l A g e n c ie s . 
5 .	­T r a in in g o f T e c h n ic a l P e r s o n n e l 
6 . M	­o n ito r in g a n d E v a lu a tio n . 
7 . R	­e s e a r c h 
8 . C	­o -o r d in a tio n 
9 . M	­a n p o w e r p la n n in g 

1 0 .	­N o n -C o n v e n tio n a l S o u r c e s o f E n e r g y 
1 1 .	­C o m p u te r is a tio n 
1 2 .	­S c ie n c e & T e c h n o lo g y 
1 3 .	­R e c r u itm e n t/P o s tin g /P r o m o tio n a n d T r a n s fe r o f a ll p o s ts 

e x c lu s iv e to th is D e p a r tm e n t. 

VVVV IIII IIII IIII .... DDDD eeee pppp aaaa rrrr tttt mmmm eeee nnnn tttt oooo ffff RRRR uuuu rrrr aaaa llll DDDD eeee vvvv eeee lllloooo pppp mmmm eeee nnnn tttt :::: 

1 .	­A g r ic u ltu r e 
2 .	­A n im a l H u s b a n d r y , in c lu d in g D ia r y in g . 
3 .	­F is h e r ie s . 
4 . C	­o -o p e r a tio n . 
5 . C	 o m m u n ity D e v e lo p m e n t. 
6 . R	 u r a l E m p lo y m e n t S c h e m e /P r o g r a m m e s . 
7 .	­S o il C o n s e r v a tio n . 
8 . W	­ ild life a n d F o r e s tr y . 
9 .	­R e c r u itm e n t/P o s tin g /P r o m o tio n a n d T r a n s fe r o f a ll p o s ts
­

e x c lu s iv e to th is D e p a r tm e n t.
­



 
                     

     
    
    
    
    
    
    
          
      
        

  
   
  
  
       

    
    

                     
     
     
         
         
          
         
     
       
          
     
        
        
       
       
        
              
      
          
     
          
          
    
    
    
    
    
    

IIII XXXX ....	­ DDDD eeee pppp aaaa rrrr tttt mmmm eeee nnnn tttt oooo ffff IIII nnnn dddd uuuu ssss tttt rrrr iiiiaaaa llll DDDD eeee vvvv eeee lllloooo pppp mmmm eeee nnnn tttt 

1 .	­In d u s tr ie s . 
2 .	­P o w e r 
3 .	­P o r t. 
4 .	­T o u r is m . 
5 . H	 a n d lo o m s /P o w e r lo o m s . 
6 . H	­a n d ic r a fts . 
7 .	­D is tr ib u tio n o f s c a r c e r a w m a te r ia l to In d u s tr ie s . 
8 . G	­e o lo g y a n d M in e s . 
9 .	­Ir o n , S te e l a n d C o a l C o n tr o l. 

1 0 .	­C o m m e r c e . 
1 1 .	­C iv il A v ia tio n . 
1 2 .	­T r a n s p o r t 
1 3 .	­R a ilw a y s 
1 4 .	­R e c r u itm e n t/P o s tin g /P r o m o tio n a n d T r a n s fe r o f a ll p o s ts 

e x c lu s iv e to th is D e p a r tm e n t. 

XXXX .... HHHH eeee aaaa lllltttt hhhh &&&& WWWW eeee llllffff aaaa rrrr eeee DDDD eeee pppp aaaa rrrr tttt mmmm eeee nnnn tttt 

1 .	­( a ) M e d ic a l. 
( b ) P u b lic H e a lth 
( c ) F a m ily W e lfa r e 
( d ) N u r s in g S c h o o l ( E S I) 
( e ) D r u g C o n tr o l 

2 .	­( a ) S c h e d u le d C a s te W e lfa r e 
( b ) S o c ia l W e lfa r e :-

( i) N	­u tr itio n 
( ii) C h ild W e lfa r e 

( iii) W o m e n ‘s W e lfa r e 
( iv ) H a n d ic a p p e d W e lfa r e 
( v ) S o c ia l D e fe n c e 

( v i) W e lfa r e o f th e a g e d a n d in fir m , d e s titu te s , w id o w s , e tc . 

( c ) O th e r B a c k w a r d C la s s e s W e lfa r e . 

3 .	­R e c r u itm e n t/P o s tin g /P r o m o tio n a n d T r a n s fe r o f a ll p o s ts 
e x c lu s iv e to th is D e p a r tm e n t. 



             
     
     
     
       
      
      
     
     
     
     

   
  
   
  
   
     

       
       
       
       
           
            
     

        
          
    

                                 
     
    
        
      
    
       
        
    
     
      

      
    
    
     
     
        

          
    
    

XXXX IIII ....	­ EEEE dddd uuuu cccc aaaa tttt iiiioooo nnnn DDDD eeee pppp aaaa rrrr tttt mmmm eeee nnnn tttt 

1 . P r e -P r im a r y E d u c a tio n . 
2 . P r im a r y E d u c a tio n 
3 . M	­id d le a n d S e c o n d a r y E d u c a tio n . 
4 . H ig h e r S e c o n d a r y E d u c a tio n . 
5 . C	 o lle g ia te E d u c a tio n /U n iv e r s ity E d u c a tio n . 
6 . T e c h n ic a l E d u c a tio n . 
7 . C	 o n tin u in g E d u c a tio n . 
8 . A d u lt E d u c a tio n . 
9 . P h y s ic a l E d u c a tio n . 

1 0 .	­A u d io -V is u a l E d u c a tio n . 
1 1 .	­N .C .C . 
1 2 .	­B a l B h a v a n s . 
1 3 .	­S p o r ts . 
1 4 .	­Y o u th S e r v ic e s . 
1 5 .	­A r t & C u ltu r e :-

( a ) L ib r a r ie s 
( b ) M u s e u m s . 
( c ) A r c h iv e s 
( d ) A c a d e m ie s . 
( e ) G r a n t-in -a id fo r V o lu n ta r y C u ltu r a l O r g a n is a tio n s . 
( f) P r o te c tio n o f A n c ie n t & H is to r ic a l M o n u m e n ts . 

1 6 .	­R e c r u itm e n t/P o s tin g /P r o m o tio n a n d T r a n s fe r o f a ll p o s ts 
e x c lu s iv e to th is D e p a r tm e n t. 

XXXX IIII IIII .... LLLL oooo cccc aaaa llll AAAA dddd mmmm iiiinnnn iiiissss tttt rrrr aaaa tttt iiiioooo nnnn &&&& PPPP uuuu bbbb lllliiiicccc WWWW oooo rrrr kkkk ssss DDDD eeee pppp aaaa rrrr tttt mmmm eeee nnnn tttt :::: 

1 . M	­u n ic ip a litie s . 
2 . C	 o m m u n e P a n c h a y a ts / V illa g e P a n c h a y a ts . 
3 . C	 o m ite d e B ie n fa is a n c e . 
4 . H	­o u s in g . 
5 . T o w n a n d C o u n tr y P la n n in g . 
6 . U	 r b a n D e v e lo p m e n t & P la n n in g A u th o r itie s . 
7 . E n v ir o n m e n t. 
8 . S lu m Im p r o v e m e n t. 
9 . P u b lic H e a lth E n g in e e r in g . 

1 0 .	­D r in k in g W a te r S u p p ly & S a n ita tio n . 
1 1 .	­D r a in a g e & S e w e r a g e . 
1 2 .	­P u b lic W o r k s B u ild in g s . 
1 3 .	­R o a d s a n d B r id g e s , e tc . 
1 4 .	­Ir r ig a tio n a n d F lo o d C o n tr o l. 
1 5 .	­R e c r u itm e n t/P o s tin g /P r o m o tio n a n d T r a n s fe r o f a ll p o s ts 

e x c lu s iv e to th is D e p a r tm e n t. 



             
     
            

   
        
           

 
        
          

      
   

       
          
    
        

    
   
   
   
      
    
       
  
            

         
        

          
    

             
     
            

        
 

         
          
      
      
     
     
      
       

   
          

          
        

          

XXXX IIII IIII IIII .... LLLL aaaa wwww DDDD eeee pppp aaaa rrrr tttt mmmm eeee nnnn tttt 

1 .	­D r a ftin g a n d S c r u tin y o f B ills a n d S ta tu to r y R u le s , N o tific a tio n s , 
O r d e r s a n d B y e -la w s . 

2 .	­A d m in is tr a tio n o f J u s tic e in c lu d in g C o u r ts . 
3 .	­A p p e a ls a g a in s t a c q u itta ls a n d a p p lic a tio n s fo r e n h a n c e m e n ts o f 

s e n te n c e s . 
4 .	­A d v ic e o n a ll le g a l m a tte r s . 
5 .	­S u p e r v is io n o f G o v e r n m e n t L itig a tio n , in c lu d in g a p p o in tm e n t a n d 

r e m u n e r a tio n o f G o v e r n m e n t P le a d e r s , P u b lic P r o s e c u to r s , 
S p e c ia l C o u n s e ls , e tc . 

6 .	­L e g a c ie s a n d In te r -S ta te P r o p e r tie s . 
7 .	­E x -F r e n c h L a w s a n d R u le s a n d th e ir in te r p r e ta tio n . 
8 .	­E le c tio n s . 
9 .	­L e g a l P r a c titio n e r a n d B a r C o u n c ils . 

1 0 .	­C iv il L a w P r o c e d u r e s . 
1 1 .	­O ffic ia l R e c e iv e r s . 
1 2 .	­N o ta r y P u b lic . 
1 3 .	­J u d ic ia l R e fo r m s . 
1 4 .	­L e g a l A id to W e a k e r S e c tio n s . 
1 5 .	­S c r u tin y o f A g r e e m e n ts . 
1 6 .	­W r itin g o ff o f a n y d e c r e ta l d u e s . 
1 7 .	­A r b itr a to r s . 
1 8 .	­T r a n s la tio n o f S ta te A c ts a n d R u le s , R e g u la tio n , e tc . in to T a m il 

a n d o th e r la n g u a g e s . 
1 9 .	­R e c r u itm e n t/P o s tin g /P r o m o tio n a n d T r a n s fe r o f a ll p o s ts 

e x c lu s iv e to th is D e p a r tm e n t. 

XXXX IIII VVVV	­.... LLLL aaaa bbbb oooo uuuu rrrr DDDD eeee pppp aaaa rrrr tttt mmmm eeee nnnn tttt 

1 .	­A ll m a tte r s r e la tin g to L a b o u r W e lfa r e in c lu d in g c o n d itio n s o f 
L a b o u r , M in im u m W a g e s , P r o v id e n t F u n d s a n d a m e n itie s fo r 
L a b o u r . 

2 .	­N a tio n a l E m p lo y m e n t S e r v ic e s a n d E m p lo y m e n t E x c h a n g e . 
3 .	­In d u s tr ia l a n d L a b o u r D is p u te s , C o n c ilia tio n a n d A r b itr a tio n . 
4 .	­R e s e ttle m e n t o f L a b o u r . 
5 .	­F a c to r ie s a n d B o ile r s . 
6 .	­A p p r e n tic e s T r a in in g . 
7 .	­T r a d e U n io n s . 
8 .	­E m p lo y e e ‘s S ta te In s u r a n c e . 
9 .	­S h o p s a n d C o m m e r c ia l E s ta b lis h m e n ts . 

1 0 .	­B o n d e d L a b o u r . 
1 1 .	­A ll o th e r m a tte r s p e r ta in in g to c o n d itio n s o f e m p lo y m e n t 

in c lu d in g in d u s tr ia l T r a in in g In s titu te s . 
1 2 .	­R e c r u itm e n t/P o s tin g /P r o m o tio n a n d T r a n s fe r o f a ll p o s ts 

e x c lu s iv e to th is D e p a r tm e n t. 



 

   
 

                        
 

       
        
      
       
      
        
        
        
     

    
        
      
      
      
      
     

        
       
      
      
       
     

    
      
        
      
       
      
     
       
       
     
      
      
      
       
      
      
       
     

    
     
      
     
      
      
     
           

 

ANNEXURE - II
­

SSSSAAAANNNNCCCCTTTTIIIIOOOONNNNEEEEDDDD SSSSTTTTAAAAFFFFFFFF SSSSTTTTRRRREEEENNNNGGGGTTTTHHHH OOOOFFFF TTTTHHHHEEEE DDDDEEEEPPPPAAAARRRRTTTTMMMMEEEENNNNTTTT 

GGGGRRRROOOOUUUU PPPP----AAAA 
1. Ch ie f Se c r e ta r y to Go v e r n m e n t	� 1 
2. De v e lo p m e n t Co m m	� is s io n e r 1 
3. Se c r e ta r y to Go v e r n m e n t	� 5 
4. IAS Pr o b a tio n e r	� 1 
5. Ad d itio n a l Se c r e ta r y to Go v e r n m e n t	� 1 
6. J o in t Se c r e ta r y to Go v e r n m e n t	� 1 
7 . De p u ty Se c r e ta r y to	� Go v e r n m e n t 4 

GGGGRRRROOOOUUUU PPPP----BBBB 
1. U n d e r Se c r e ta r y to Go v e r n m e n t	� 12 
2. Bu d g e t Offic e r	� 1 
3. W e lfa r e Offic e r	� 1 
4. Su p e r in te n d e n t Gr a d e -I	� 30 
5. PCS Pr o b a tio n e r s	� 10 

GGGGRRRROOOOUUUU PPPP----BBBB (((( NNNNoooo nnnn ----GGGGaaaa zzzz eeee tttt tttt eeee dddd )))) 
1. Se n io r Pr iv a te Se c r e ta r y	� 1 
2. Pr iv a te Se c r e ta r y	� 1 
3. Ste n o g r a p h e r Gr a d e -I	� 3 
4. As s is ta n t Pr o g r a m m	� e r (EDP) 1 

GGGGRRRROOOOUUUU PPPP----CCCC 
1. Su p e r in te n d e n t Gr a d e -II	� 2 
2. CA to Ch ie f Se c r e ta r y	� 1 
3. As s is ta n ts	� 7 9 
4. Ste n o g r a p h e r Gr a d e -II	� 5 
5. Ste n o g r a p h e r Gr a d e -III	� 12 
6. U .D.C.	� 33 
7 . Da ta Pr o c e s s in g As s is ta n t	� 2 
8 . Da ta En tr y Op e r a to r	� 2 
9 . L .D.C.	� 34 

10 . Sto r e k e e p e r Gr a d e -II	� 1 
11. Re c e p tio n Offic e r	� 1 
12. L ift o p e r a to r	� 1 
13. Dr iv e r Sp e c ia l Gr a d e	� 6 
14. Dr iv e r Gr a d e -I	� 4 
15. Dr iv e r Gr a d e -II	� 4 
16. Dr iv e r Gr a d e -III	� 4 

GGGGRRRROOOOUUUU PPPP----DDDD 
1. Atte n d e r s	� 12 
2. Pe o n s	� 65 
3. W a tc h m a n	� 6 
4. Sa n ita r y As s is ta n t	� 1 
5. Sa n ita r y He lp e r	� 1 
6.	� Ca n e r 1 

TTTTOOOOTTTTAAAALLLL 333355551111 
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