MANUAL -1

The particulars of its organization, functions and duties:

A DEPUTY COMMISSIONER FEROZEPUR:

The Deputy Commissioner is the central figure at destrict level.He acts as a link between the central
and state government,and executing the state government's policies at district level and sending the
feedback of the same to higher level is his prime responsibility..

A number of officers such as ADC(G), ADC(D), AC(G), AC(GR), EM, DRO, DDPO etc.are appointed to
assist him. Collectively, they ensure proper maintenance of law and order in the area under their Jurisdiction. Crisis
management and relief is one of the most challenging tasks assigned to him. He is the primary relief agency during
natural calamities like floods,storms, drought etc. He holds the power to call for military assistance in the times of
internal or external disturbance. His office is situated in the District Court Complex, Ferozepur.

Additional duties assigned to the Deputy Commissioner:-

0] As Collector, functions as Appellate Court.

(i)  As District Magistrate, maintains law and order situation.

(i) As Member Secretary of the District Planning and Development Board, ensures speedly
implementation of government schemes.

(iv) Ex- officio, he is the President of District Red Cross Society, District Implementation Committee of the
Punjab Land Records Society, District Sukhmani Society for Citizen Services etc.

In Short, he is the ringpin of the wheel of district administration.

B DUTIES AND FUNCTIONS OF ADDL. DEPUTY COMMISSIONER:

The Addl. Deputy Commissioner, as a Collector deals with appeal cases of mutation, revision petitions,
rent suits, section 47-A of Indian Stamp Act. The Addl. Deputy Commissioner as an Addl. District Magistrate :-

is responsible for the maintenance of law & order.

deals with the cases of illegal weapons U/s 25/54/59 of The Arms Act.
deals with cases under Section 25 of the Police Act.

issued and renews Arm licenses.

As Addl. Deputy Commissioner he acts on behalf of D.C



° hears appeals of House Tax,
As a Registrar he decides cases under 47-A of Indian Stamp Act.
supervises the work of following branches:-
1.LPC
2. PASSPORT
3. CEA
4. MA
5. CDA/RRA
6. LFA
C Duties OF ASSTT. COMMISSIONER (GEN), FEROZEPUR, (AC {G}).

Court work
This post is to assist the Deputy Commissioner for discharging his day to day functions.

Generally he supervises the working of following branches:-

° Establishment Branch (EA Branch.)
° Nazar Branch (DN Branch.)
° Election Branch

D DISTRICT REVENUE OFFICER (DRO), FEROZEPUR.

The District Revenue officer acts as an important link between the administration and other departments.
His duties include coordination among different CRO's and district administration especially in revenue matters. He
convenes monthly meetings of revenue officers. He has also the powers of Collector and Assistant Collector Ist
Grade. As branch officer of various branches, DRO deals with the files of revenue branches allotted to him.
As
DRO, he also shares additional responsibilities as per the directions of the Deputy Commissioner. He
also
supervises the revenue administration of DC Office i.e., Complaints of Revenue Officers, Kanungos, Patwaris and
those against private persons in respect of revenue matters & registration matters, reports w.r.t district are sent by
DRO to the higher authorities like FCR, IGR, Commissioner, to other Govt. departments, etc.

Generally the following branches of DC Office come under his supervision.
e SK Branch

DRA Branch

DRA (T) Branch

HRC Branch

Punjab Land Records Society Ferozepur work( As EO)

PGPMS & PAWAN

RTI Branch

Copying /RKVO Branches
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The powers and duties of its officers and employees.

Office of the Deputy Commissioner Ferozepur.

Sr. No. Name of Post Powers and duties (in brief)

1 Deputy Commissioner Ferozepur Over all control of the office and supervision of all district
officers.

Z. Add]. Deputy Commissioner Court cases (Appeal /Revision against the orders of the A.C. 1

Ferozepur grade , A.C. 2" grade), regular departmental inquiries
and preliminary inquiries, supervision of LPC, Passport,
CEA, MA, RRA/CDA, & LFA branches of the D.C.office
administrative supervision of the district.

3. IAsstt. Commissioner General 1.To control and supervise Estt. Br., Misc. Br., Nazar Br.,
(Currently Vacant) 2. Superintendence and general control of D.C.Office.
Additional Charge with SDM,

Ferozepur

4. Istrict Revenue Otfticer Supervision of the GPF, Copying, Suwidha, S.K., D.R.A.,
D.R.A.(T), H.R.C., RKVO branches of the DC office, court
work under The Pb.LR Act The East Punjab Holdings
(Consolidation and Prevention of Fragmentation) Act1948.

. Superintendent Grade-| Supervision of EA, MA, DN, Co-ordination (RKEO) Br.

6. oupdt. (G) Supervision of LFA, GPFA, R&R /CDA, CEA, HRC Br.

l. Supdt.(Revenue & Judicial) Supervision of S.K., D.R.A.,

(Vacant) D.R.A. (T) , HRC Branch

8. eader to D.C. Deals wWith COUTL Cases O pesnt branch, correspondence ot
judicial cases and other misc. work of the court of the
Deputy Commissioner.

9. Reader to A.D.C. Deals with the court cases of peshi branch, correspondencs
of judicial cases and other misc. work of the court of Addl.
Deputy Commissioner.

10 District Revenue Officer- Does Court work under The East Punjab Holdings
cum-Consolidation Officer-cun (Consolidation and Prevention of Fragmentation) Act 194
Collector -cum-AC Ist Grade| & Pb LR Act and various other Acts.

11 Asst. (Misc. Br.) Deals with work relating to law and order, freedom fighters,
character verification, dependent certificates, issuing of
licences to cinemas and other misc. work.

12 District Nazar Maintains the office accounts of D.C. office.

15 Asstt. (Establishment Br.) Establishment related to assistants, clerks and peons of the
office.

14 Asstt. (Co-ordination.Br.) Receipt and despatch work.




15.

Asstt. (Record Room Rev.)

Supervision of the record room and to issue certified copies of
the consigned record to the applicant on request.

16.

Asstt. (LP.A.Br.)

To issue and renew arms licenses.

17.

DRA T

To keep arecord of recovery done by various
CROs,audit

paras, inspections reports, flood work and general
supervision

18.

D.R.A

To deal with cases related to land Acquisition Act, Defence
Land Act, 1903 Nazool Land Rules, Rehabilitation work and

19.

Sadar Kanungo (S.K. Br)

| ..
gerrerar StpPeTvISTorT:

Establishment relating to Patwaris and Kanungos of the
district, and other misc. work. To prepare the Budget under

2029 Head. To compile the statistical figure reg. crops / lang
market rates of crops Review of mutations, preparation of
mussanas (Duplicatemutation) etc.

20.

Head Registration Clerk

To collect Information regarding income from stamp,

duty registration fee. To keep record regarding issuance arnd

renewal of licenses of stamp vendors. To keep correction record
of the deed writers and to renew their licences. To deal with
notices under 80 C.P.C. Counter Signature of Misc.

21.

Asstt.( G. P. F Br.) (Class-
& 1V)

Documents,

To maintain the G.P.F accounts of Class Il employees of
D.C.office, payment bills relating to refundable and
non-refundable advance of G.P.F.To maintain the G.P.F
accounts of Class IV employees, G.1.S accounts of class
1,,11,111,,1IV employees of D.C. office and payment bills

relating 1o refundable and non-refundable advance of G.P.

22.
23.

Asstt.(R.R.A/C.D.A Br.)
Asstt.(L.F.A. Br.)

Relief & resettlement for terrorist victims and riots affected.
To supervise and to have general control over the Local

24.

Asstt. (C.E.A.Br.)

Bodies Govt. offices.
To maintain the files of complaints received from public

25.

Asstt. (Development.Br.)

and their timely disposal.
Development works relating to Panchayats.

26.

Agrarian Branch

To maintain and dispose cases related to surplus land.
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The procedure followed in the decision making process, including channels of supervision and
accountability.

Office of the Deputy Commissioner Ferozepur.

Sr. No.| Name of the Branch Level at which Theg Name of the Post which| Level at which Decisio
case is Initiated (Namq deals with the casd is made (Name of fhe
of the Post) before sending to. the| Post)

decision making
authority
1. Peshi Branch (D.C.) D.C. D.C.
Clerk/Ahalmad/Reader
2. Peshi Br. (Addl
_ Deputy Ahalmad/Reader/Steno | Addl.Deputy Addl.Deputy
3. Commissioner) Commissioner Commissioner
Peshi Br. District District Revenue Officer-| District Revenue Officer-
Revenue cum-Consolidation - cum-Consolidation -
Officer-cum-Consolidation Officer-cum Collector- | Officer- cum- Collector
Officer-cum Collector -cum- cum-AC Ist Grade cum - AC Ist Grade
V. ACTST Grade Clerk/Jr.Asstt. Misc.Asstt., Supdt-1 D.C.
) A.D.C.
Misc.Br.
Nazar,
5. Clerk/Jr.Asstt. Sup-1 D.C.
AC(G)
Nazar Br.
6. Clerk/Jr.Asstt. Estt.Asstt.,Supdt-1 D.C.
Estt.Br AC(G)
7. Co-ordination Br. Clerk/Jr. Asstt. Branch Asstt., AC(G), D.C.
8. Record Room Clerk/Jr. Asstt. Branch Asstt., ADC
RO
9 L.P.A. Br. Clerk/Jr.Asstt. L A.D.C/D.C.
C P A (ASSLh)
10. D.R.A. (T) Clerk , Jr. Asstt. D.R.A. (T), D.R.O,, D.C.
11. D.R.A. Clerk , Jr. Asstt. D.R.A., D.R.O,, D.C.
Clerk , Jr.
Aoou.,

12 SadarKanuhge-Br NSK SadarKanthge, B-R-6—1D-C-

13. H.R.C. Br Registration Clerk Supdt. (G)/D.R.O., D.C.

14. G.P.F Branch (Class-3 & Clerk/Jr. Asstt. Br. Asstt. Supdt.(G), D.C.

Class-4)) DRO

15. R.R.A./CDA Br. Clerk, Asstt. Supdt.(G) A.D.C. D.C.

16. L.F.A Branch Clerk/Jr. Asstt. Branch Asstt., Supdt(d)D.C.
Branch offiCer,
A.D.C,

17. C.E.A. Branch Clerk Asstt. Supdt.(G) A.D.C. | D.C.
G

18:. Agrarian Br. Kanungo Agrarian (N')F Agr., D.R.O."- D.C.
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The norms set for the discharge of the functions.

- Office of the Deputy Commissioner Ferozepur

However, in order to stream line the office work and expeditious disposal of the

case/complaints etc.

g

rder,
Narch

recegved, the follomng norms are fixed.
Sr Name of the Name of work | Norms set by the Deptt.(number of days taken for decision making)
No. | Branch (Employee wise
1 | PeshiBr. Court work . Depending on the nature of the cases, creation of new posts of
(D.C) (Clerk Ahalmad. Chowkidars & Numberdars
Reader)
2. | Peshi Br. Court work Depending on the nature of the cases. However, the election petitions to be
(A.D.C) (Clerk, Ahalmadg, disposed off within six months.
Reader)
3. | Peshi Br. Court work Depending on the nature of the cases.
D.R.O.- cum- (Reader)
Consolidation .
Officer-cum
Collector-cums
AC Ist Grade _ .
4 | M.ABranch | Sr. Asst. To scrutinize immediately the files put up bythe dealir
clerks/Jr. Asst before sendingto next higher official/officers.
Supervision of the work of Civil Court/NHRC/PSHRC/R.T.I
cases, HMMT and maintenance of Cash book .
MC-1 To issue orders u/s 144 Cr.P.C. Arrangements for VVIP & VIP
visits. Appointment of Duty Magistrates for Law and
arrangements of Independence Day and Republic Day, N
23 functions etc., todeal with court cases and Police cases.
Dealing with printing press, newspaper, books and magazines..
MC-2 To issue Dependent Certificates, Legal Heirs Certificate,
Freedom Fighter Certificates etc. Working of Cinema/Video
Parlours/Cable Operators. Expenditure statement and Budget
under head 2059-Minor works, Civil-Military Liasion,
Conference Solatium scheme, Hit & Run cases.
MC-3 To deal with Prisioner Cases, Notary Public Cases,
Hussainiwala Shaheed Smark Trust and Cash Book
maintenance, Inspection notes of Police Station and branch.
MC-4 Receipt and Despatch leave account of branch officials,
maintenance of the registers of all court cases.
MC-5 Character Verification of those who are going to join Govt.
jobs.
5. | Nazar Distt. Nazar To receive and deposit Cheques in bank, to make payment of
Branch bills, maintain Cash Book and general supervision of the
branch.
ADN-1 1.To Purchase the material and supply the same
2. Preparation of Chief Minister Relief Fund Cases.
3. Preparation of labour rate daily wages
ADN-11 1. Court Complex recovery and rent.

2. Contract of parking, canteen, forms.

3. Incharge of meeting hall and cleanliness of court complex.




ADN-111 1. Settlement of audit paras ..



2. Setting of condemnation board.
3. To deal with Pauper Cases.

ADN-IV

1.Receipt and despatch work of Nazar branch.

2To prepare Budget and to maintain the accounts of expenditure
to prepare bills .

3 Leave account of staff.

Establishment
branch

Establishment
ASsstt.

To scrutinize immediately the files put up by the dealing clerk
AJr. Asstt. before  sendingto next higher
official/officers |,

Record Keeper

marking of fresh dak.

Confirmation of appointments, regular inquiries etc. of
Group-C & D employees of the D.C Office ,prepartion of
seniority list of Group C &D employees(annually) attend court
cases where State Govt. is a party , complaints relatg
gazetted/non-gazetted officers/Group-C & D officials etc.
Training schedule of gazetted /non gazetted officers/GroupC
officials  etc.  New direct/priority basis  appointment
posting/transfer of Group-C & D employees of D.C Office
completion of Roster Register of all categories , prom
cases, permission regarding purchases of all kinds of

the

dto

otion

Bill Clerk-1

property/vehicle by Group-C & D employees of DC office etc.
To prepare Pay/Arrear Bill, T.A Bill & Medical reimbursement
prepare Personal Files of all officers, maintainance of
TDS,

disposal of Audit Paras, expenditure statements (BM-26

Bill Clerk-2

prepare LPC. payments, DCRG/Leave encashment, LT
Cases, attend courts in cases where State Govt. is a party, etc.

Completion of Service Book of GroupC & D employef

Proficiency Step-up, annual increments, attend courts in
where State Govt. is a party, annual budget demand,
pension

cases of retired employees of Group C & D to put-up the files
regarding DCRG/Ex-gratia grant to the dependent of the

cases

Receipt &

Despatch
Clerk

deceased employee. Leave cases, quarterly statements regarding
meeting of pensioner’s complaints, issuance of retirement order,
pay fixation etc.

Receipt & Despatch work, Personal file maintenance of Group-
C & D employees of DC Office ACR files of G
employees of DC Office, library, maintenance of caus
leave

oup D

Co-

ordination
Branch

register, prepartion of list of pending references, attend (

ourt

Sr. Asst

cases where State Govt. IS a party, to recelve fresh
from
Cordination Branch and to distriburse among the concerne

dak

(aaiy)
Supervisory control over the branch

english typist

1. Work regarding English typing
2. To receive & distribute the general dak.
3. Preparation of ‘pending references list'.

Punjabr typist

1. Work regarding Punjabi typing.
2. Help the Receipt Clerks.

General

Despatch outgoing letters and dak ot all branches and 1o

Despatch

deliver the dak by challan to all the sub divisions.



Clerk Commissioner in
Govt. Receipt  To enter the Clerk relevant registers.
letters received from Govt. andMisc. Receipt  To enter the letters received from other offices/local offices and



Clerk

registered letters.

Stationery
Clerk

To collect the stationery from Govt. Department CHD and
supply the same to the concerned branches.

Copying
Branch/
Record
Room

Sr. Asstt

Supervision of all the work relating to Copying Branch &
Record Room & to maintain the record of budget and
its

Copying
Clerk-1

monthly expenditure.

Copying work of all the files related to the office of DC, ADC,
SDM, AC(G), AC(Gr), EM, DRO, Tehsildar, Deputy

Director

Panchayat and to issue certified copies of all the papers related

Copying
Clerk-11

to the files (withina week) & to issue R..T.L
certified copies
also.

Examiner

To maintain CD-2 Register & receive the fresh
applications
from Suwidha Centre and deliver applications to the concerned

DRK
Ferozepur

branches.
To maintain the record of files relatingto the office of
DC,

ADC, SDM, AC(Gr)EM, DRO, Tehsildar,
Director
Panchayati Raj.

Deputy

L.P.A Branch

To Prepare applications, dockets, summons & supply the record

DRK Fazilka

to the concerned courts & deal with date- bound
dockets like
FCR Commissioner & SDM.

Disposal of all applications, dockets, summons of Fa

pilka,

Sr. Asst.
Jr. Asst.

Abohar, Jalalabad sub-divisions & to deal with date-bound
dockets disposal like those from FCR , Commissioner etc.
Overall supervision

To issue verification of Arms Licences received from other

LPC (Suwidha
Centre)

district and states, court cases, sending the police verification
report to the SSP regarding renewal of licences received daily
in the Suwidha Centre and all the typing work.

Receiving applications regarding renewal of Arms Licences,
entry of arms, cancelation of Arms Licence, addition of Arms
Licences, Change of bore etc. and issuance of new Arms

LPC-1

Licence.
To issue NOC and Licence to arms dealers, to issue NOC for
collection of weapons from the factories by the applicant,

10

DRA (T) Br.

renewal of Cracker Licence, issuance of NOC for Petrol Pumps,
to deal with extension area of Arms Licence applications to
deal with Inspection Note, to deal with death cases and release

LPC-2

DRA(T)

FRC-I

orders.

To deal with all the Arms Licences related with the CBI period
to deal with u/s 25/54/59 Arms Act cases and to provide
evidence in the Judical Court.

To scrutinize immediately the files put up by the dealing clerk
Jr. Asstt. before sending them to the next higher official/officers
and general supervision of the work of entire branch.

1. Flood relief under natural calamities.

2. To Supervise the work related to Flood Control Room



(From July 1 to September compensation as Sub-Division concerned & to the UCs.

30 every year) received from 4. Work of Disaster Management
3. Distribution of Govt. to



FRC-II 1. Compensation for border fencing
2. Compensation for mines
3. Misc. application & court cases
Recelpt & 1. Receipt & despatch of dak
Despatch/ 2. Preparation of taccvi statements
Taccvi Clerk | 3. To put up the file of audit & inspection reports
4. Annual / Monthly/ Budget statements
5 Compensation for crops loss by fire or electric short circuit.
11 | DRA DRA To scrutinize immediately the files put up by the dealing clerk
Ar. Asstt. before sending them to the next higher
official/officers and general supervision of the work of entire
branch.
ADRA 1. Preparation of monthly statements, Haul Tauzi,
Kishtbandi, demands & talfi of record, Revenue Inspection
Reports, recovery of abiana & audit reports, dealing with Court
cases
2. Preparation of meeting files, budget estimate of the receipt
head 0029.
3. To put upthe case for approval of recorded/
mutation fee
LAC demands
1. Acquisition of land for different govt. deptts, meefing of
District Land Price Fixation Committee, NOC for land
acquisition, Chakota cases/ Court cases/ civil suits.
2. Preparation of statements of disposed/pending court cases
Recovery/Reh.| 3. To deal with Court/Administrative complexes.
Clerk 1. To put upthe files of recovery cases received frgm
different govt. deptt and courts
Recelpt & 2. Work relating to rehabilitation & court cases/ civil suits.
Despatch 1. Receipt and despatch of dak/court cases
2. Preparation & distribution of budget for Chowkidgra
o wages & Lamberdara honorarium
12 | HR.C. Ik 3. To put up the case for approval of Chowkidara demands.
Branch Certified copies of Book No. 1,3 & 4 to be issued the same day.
The certified copies of deposited wills prepared within three tg
four days. Counter signature of misc. documents, registration
of marriages under snecial marriage act _Stamp \endar license
13 | GPFBr. Sr.Asst. etc. ” ' ” ' '
(Class-111) 1. To scrutinize the files put up by the dealing clerk/
Rev.) Jr.Asst. before sending to next higher official/officers.

2. To maintain the GPF/CPF accounts of Patwaris/Kanungos
3. To scrutinize the applications for withdrawl of both
refundable and non refundable advances with references to the
rules and requirements.

4. To attend to the issuance of sanction/authority to the
DDO/TQ’s and subscriber.

5. To supervise the actual disbursement of advances by the
DDO to the subscriber within the stipulated time

6. To attend the final payment cases of the retiring
employees or in the event of death during service etc.




10

14

GPF Br.
(Class-111)
& 1V)

Sr.ASst.

1. To scrutinize the files put up by the dealing clerk/.Jr.Asst.
before sending to next higher official/officers

2. To maintain the GPF/CPF accounts of Clerk/Assistants

3 To scrutinize the applications for withdrawl of both
refundable and non refundable advances with references to the
rules and requirements.

4. Attend to the issuance of sanction/authority to the
DDO/TO’s and subscriber etc.

5. To supervise the actual disbursement of advances by the
DDO to the subscriber within the stipulated time.

6. To attend the final payment cases of the retiring
employees or in the event of death during services died etc

Jr. Asst.

To maintained GPF accounts of Class-1V, and GIS account of
class LILI & IV employees.

15

CDA/RRA

Assistant
Clerk

1. All work related to the Civil Defence (Appointment of
Civil Defence Volunteers, meeting of Civil Defence
Volunteers, preparation of Civil Defence Plan)

2. Implementation of defence notification under Defence

Land Act 1903

Grievances of Army soldiers.

4. Regarding employment to candidates related to families
afflicted by 1984 riots and terrorist affected.

5. Preparation of budget regarding pension, subsistence
allowance, marriage grant, study allowance of families
afflicted by 1984 riots and terrorist afflicted on demand of
SDMs of district, the same allotment to be distributed
among all the SDMs.

6. Statement of BM 26 & 29

Issuance of Red Card to the families afflicted by 1984

riots .

Verification of Rehabilitation Claim of 1984 riots.

Grievances of families afflicted by 1984 riots and terrorist

affected.

w

~

© @©

16

LFA

LFA (Sr.

Asst.)

1. Inspections of Municipal Committees on behal
ADC(G) in District.

Civil Suit/Civil Writs/Court Cases

Proceedings of meetings/suspension of proposal
of MCs

Supervision of branch work

wn

LFC-I

All kind of election work of municipalities

Files related to removal of unauthorized occupants
PUDA activities

Meeting regarding Empowered Committee (Municipal
Solid Waste)

Removal Govt. Vacant Land .

Meeting regarding construction/renovation of round
abouts chowks

el N = Fa

o v

LFC-II

1. Pending references, Diary Despatch,

of

2. Appointment of nominee on the behalf of Ld. [Deputy

Commissioner while Tenders are allotted.
3. Audit Paras/Inspection Notes miscellaneoug

work/complaints to maintain files
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17/

COMPLAIN
AND
ENQUIRY
BRANCH

Sr Asstt.

Supervision of the work of all branches.

Jr. Asstt.

(i) To deal with all misc. complaints.

(i) To make the arrangements for NGOs meetings a
correspondence with the concerned departments.

(iii) To deal with all kinds of complaints and enqg

of

Govt.

(iv) To deal with enquiries of all Army Personnel's.

(v) To issue show cause notices to absentee govt. employees df

all other departments during checking of  officers in variou
departments of District Ferozepur
Note: The applications of serious nature are deal with on the

hd its

liries

5

o]

Clerk

same day & others are disposed off within 2 or 3 days.
(i) To deal with complaint cases of Punjab State Hur
Rights Commission, Chandigarh.
(ii) To prepare all statements regarding complaints.
(ili) To deal with the statement regarding checking of
Dhabas.
(iv) To deal with all the S.C.& S.T cases and complaints sent
by SSP Ferozepur.
(v) To arrange Pensioners meetingandto deal with cg
of
pensioners.

an

€S

Clerk

(vi) To deal with complaints of Sangat Darshan/Suwidi
Camps.

(i) To deal with all the complaints received from the

Hon'ble

C.M/Governor of Punjab Commissioner FZR Divn,Fero

and S.C & S.T Commission ,Chandigarh .

(ii) To arrange meetings of District Grievances Committee and

a

epur

Clerk

to handle correspondence.

(ili) To prepare andsend statements regarding grievance
Ex-Servicemen.

() To deal with the cases regarding Bonded Labour .

(i) To deal with the cases regarding Child Labour .

(ili) To prepare and send statements of Bonded and Chilgl

Labour to the Govt.
(iv) To deal with the complaints received from Nation
Human Rights Commission, Chandigarh, Delhi and Punj

of

o

Al
ab

Clerk

State Human Rights Commission.
(V) To deal with complaints of NRI

18

Ag rarian

Branch

Naib
Tehsildar

(vi) To deal with press cuttings.

To handle receipt & despatch of the branch & prepate

Kanungo

Goshwaras.
To supervise all cases relating to surplus area of District
Ferozepur and to attend courts where these are running

Patwarl

To maintain record and to assist Naib Tehsildar In receivi

19

DA Branch

Sr. Asst.

information regarding surplus area and to prepare monthly an
quarterly statements and to send them to Govt.

To maintain record and to assist Kanungo in his work.

To scrutinize immediately the files put up by the dealing
clerk/Jr. Asst. before sending them to the next higher

=

official/officers, supervision of the work of entire branch, to



prepare agenda & proceedings of monthly development works.
meetings of
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hling

Jr. Asst.. Recelpt & dispatch.

Jr. Asst. Preparation the list of development Monthly Meeting, Mid-day
Meals & Atta-Daal Scheme etc.

Clerk To deal with complaints of Panches & Sarpanches, the
enquiries of employees (BDPOs/SEPQOs/Panchayat Secretaries
etc.), to maintain the ACRs of BDPOs/ SEPOs/ employees.

Steno To deal with court cases, complaints regarding unauthorized-
occupants & preparation of monthly reports.

20 | Sadar General 1.To scrutinize immediately the files put upby the de
Kanungo Supervision | clerk/Jr. Asst. before sendingthem to the next higher
Branch (Sadar official/officers immediately

Kanugo) 2.Inspection of field staff
3.Consignments of the Jamabandis, Girdawari inspection.

N.S.K-1 1. Posting & Transfer of Patwaris & Kanugos
2. Allotment of circles to C.R.O
3. Annual report of Land Record Administration
4. Institutional training for Patwaris & Kanungos
5. Court cases of seniority
6. Maintenance of the register of candidate patwaris

N.S.K-11 1. Completion of Lal Kitab (after every Girdawari)

2. Rates fixation of major crops
3. General Records Room (Rev)
4. Statements to be sent to Govt, monthly meeting statements.
5. Presentation of record in court cases
6. Consolidated statement of court work of the entire district.
(to be sent to Govt. before 10" of every month)
Office 1. Census work
Kanugo 2. Misc applications reg. Fard Badars, Girdawari, Mutation,

Demarcation (one month each)

3. Review of the mutations (one month)

4. Preparation of duplicate mutation (Mussana) (one month)

5. Thur Sem statements work ( to maintain the register
showing details of Kaller, Thur Sem at distt. level) (at the
end of every girdawari)

Enquiry Clerk

Enquiry of Patwaris/Kanungos

Bill Clerk-1

1. To put upsuspension cases,
Patwaris/Kanungos

2. To prepare and maintenance of pay bill annual i
increments, services books, medical bills, retirement
orders of Patwaris & Kanungos

3. To put up files relating to the annual budget demand
(under 2029 head) from D.L.R.

4. To send month-wise information regarding expenditure in
form B.M. 26 to D.L.R. ( Before the 10" of every month)

5. To maintain and submit the salary bills of the branch.

6.  To put up the cases regarding reimbursement of medical
bills of retired employees (immediately after receiving the
request)

7. To handle ACP cases of revenue staff.

regular enquiries of

he
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MANUAL -5

The rule, regulation instruction, manuals and records, held by it or under control of
used by employees for discharging functions.

Office of the Deputy commissioner Ferozepur

Sr.| Name of the Name of the rules/Act/ Manuals Any other
No. Branch Record/
Documents

T.Peshi Br. 1. The Punjab [and Revenue Act and Rules
(D.C)) 2. The Special Marriage Act 1954

3. The Punjab Police Act

4. The Punjab Tenancy Act and Rules 1887

5. The P.P. Act.

6. The Punjab Security of Land Tenure Act 1953

7. The Punjab State Election Commission Act 1994.

8. The Punjab Good Conduct Prisoners (Temporary Release) Act

1962
9. Dowry Prohibition Act.
10. Explosives Act.
11. The Punjab Package Deal Properties (Disposal) Act 1976
12. Displaced person (Compensation and Rehabilitation) Act 1954

1. Punjab Land Revenue Act and Rules
PESHI BRANCH| 2. Punjab Tenancy Act and Rules 1887
(ADC) 3. .Indian Registration Act
4. The Punjab Land Reforms Act 1972
5. The Punjab Security of Land Tenure Act 1953
6. The.Pepsu Tenancy and Agricultural Land Act 1955
7. The Indian Stamps (Punjab Ammendment ) Act
8. Hindu Succession Act
9. Transfer of Property Act
10. .Land Record Manual
11. Land Administration Manual
12. Land Settlement Manual.
13. The Punjab Registration Manual
14. Arms Act
15. Police Act
16. Punjab State Election Commission Act 1994
17. Explosives Act
Peshi Br .,

—

DRO 1948 1. The East Punjab Holdings (Consolidation and Prevention @
Cons-glljigétion Fragmentatmn) Act o
Officer cum 2. Govt. instructions, circulars and notifications
AC-l cum 3 The Punjab.Land Revenue Act
4 The Punjab. Tenancy Act

Collector 5 The Punjab Redemption of Mortgages Act
1. The Punjab Good Conduct Prisoners (Iemporary Release)|Act
M.A. Br. 1962
IPC/Cr.P.C.

Punjab Cinemas (Regulation) Act 1952

Punjab Exhibition of Films on Television Screen through Video
Cassette Player (Regulation) Rules 1989

Notary Public Act/Rules

Jail Manual

o

oo




1. District Office Manual

Nazir Br 2 Punjab Financial Rules
3. Punjab Budget Manual
Est. Br 1. Punjab Civil Services Rules

2. Punjab Financial Rules
3. Punjab Budget Manual
District Office Manual

Co-ordination Br,

Rules and instructions issued by Punjab Govt. from time to tin

Copying/Record

Room

T-Rules and instructions issued by Punjab Govi. from tme to 1
2.Copying Manual

ne.

L. P.A. Br

1. Explosives Act
2.Arms Act/Rules1962
3. Rules and instructions issued by the Punjab Govt.from time t

D time

D.R.A. (T)

1. Punjab Land Revenue Act and rules

2. Land Administration Manual.

3. F.C.Rs Standing Orders.

4 Instructions and circulars issued bythe Punjab Govt.

D.R.A. Br

. Land Acquisition Act 1872

. Defence Land Act 1913

. Nazool Land Transfer Rules 1956

. Chowkidara Rules

. F.C.Rs standing order 28,30

. Land Revenue Act and manual

. Govt. instructions, circulars and notification.

S.K. Br

Punjab Land Revenue Act and Rules

Land Record Manual

Land Administration Manual

Land Settlement Manual

F.C.Rs Standing Orders

Instructions and circulars issued by the Punjab Govt
Punjab Civil Services Rules

Punjab Budget Manual

H.R.C. Br

. Indian Registration Act 1908

. Indian Stamp Act

. Punjab. Registration Manual

. The Punjab Stamp Manual

. The Punjab Stamp Rules

. Stamp Vendors Rules

. Petition Writers rules and instructions issued by the Gowt. fro
time to time

m

G.P.F Br.
(Class-lll & 1V)

1. Punjab Civil Services Rules Vol.2
2. Other instructions and circulars issued by the Punjab Gouvt.

R.R.A/IC.D.A.. Br

Rules and instructions issued by Punjab Govt. from time to tinje

1. Municipal Act

L.FABY 2. Rules and instructions issued by Punjab Govt. from time to time
C.E.A. Br. Rules and instructions issued by Punjab Govt. from time to time
Agrarian Br. The Punjab Land Reforms Act 1972

Rules and instructions issued by Punjab Govt. from time to tim
DA Br. Rules and instructions issued by Punjab Govt. from time to time
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MANUAL - 6

Statement of the Categories of documents that are held or are under control.
OFFICE OF THE Deputy commissioner Ferozepur

15

Register, DRO-Cum-
Consolidation

Sr.
No.|Branch Category Of Documents
1. | Peshi Receipt/Despatch Register, Institution Register of court cases, Summons Register, File
(D.C.Br. Inspection Register, Inspections Roster Register, File Movement Register, Peshi
Register and related files
2. | PeshiBr Receipt/Despatch Register, Institution Register, Summoning Register, File
(A.D.C)) Inspectibn Register,Court Stamp Inspection Register and related files.
3. [Peshi Br.Asstt. [Receipt/Despatch Register, Institution Register, Summoning Register, File Inspection
Comm.(G) Register,Court Stamp Inspection Register and related files.
4] Peshi Br. Receipt/Despatch Register, Institution Register, Summoning Register, File Inspection
Asstt. Comm. RegisteF,Court Stamp Inspection Register and related files.
(Gr.)
5. | Peshi Br. Receipt/Despatch Register, Institution Register, Summoning Register, File Inspection
- (E.M.) Register,Court Stamp Inspection Register and related files.
6 | Peshi bBr. Receipt/Despatch Register, Institution Register, Summon Register.
Summoning

Officer

! Receipt/Despatch Register, Disposal Register,File Moment Register, Record Instruction
M.A. Br. Register

8 Receipt And Despatch Register, File Movement Register, Dak Ticket Register, Stock
Nazar Br. Register, Book, Record of Operation & Maintenance Society.

Y Receipt and Despatch Register, File Movement Register, ComplaintsaAnd Enquiry Register,
Estt. Br. Roster Register, Catalogue Register, Increment Register and related files.

10 [R.I.A. Br./Co- | Receipt and Despatch Register, D.O. Receipt Register, Fax Receipt Register, T.P.M.
ordination Br. | Register and related files.

11. Record Receipt and Despatch Register, Goshwara Register, C.D-2 Register, Tehsil wise Record

Room Registér(Despatch)
1Z.ID.R.A. (1) Br. | Recovery Register Sub Division Wise, Office Order Register Regarding Recovery Certificate

Related to other Collators of other Districts, Taccavi, Muafi Files, Taccavi Kisat Bandies , T-16
and T-25 Register, Audit Reports And Inspection Report Register, Catalogue Register,
Moment Register,Receipt Despatch Register, Rehabilitation Property Record and

related files.
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13. D.R.A (R) Br] Movement Register, Receipt Register, Catalogue Register, Total Nazool Land Register
Chakota Register, Chowkidara Budget Record, NOC Register, Site Selection Register,

Awards Register and related files

14 S.K. Br. 1. Receipt and Despatch Register, Village Note Book (Lal Kitab), Library Stock Register,
Leave Account Register, Patwar Candidate"s Register, Register for Maintenance off Record
of Mutations under Renew and for Mussanas, Stationary Stock Register and related
files.

15. H.R.C. Br. Stamp Vendors Register, Petition Writers Register, Document Writer Register, Catalogue
Register,Despatch Register, Stock Register, Mislband Register, Cash Books, Receipt Books
and related files.

16. G.P.F br. Movement Register, Receipt Register, Despatch Register, Final Payment Register, G.P.F

(Class IlI) Advance Registe r, Account Register, Index Register. (Allotment Of G.P.F Number and
related files.

17 G.P.F Br. Movement Register, Receipt Register, Despatch Register, Final Payment Register, G.P.F

(Class IV) Advance Register, Account Register, Index Register. (Allotment Of G.P.F Number,
Maintainance of G.l.S.accounts and related files.
18. R.R.A/C.D.A. Movement Register, B.M.-26-29 Budget Record, Receipt and Despatch Register, Catal
Br. Register and related files

19 L.P.ADbBr. Movement Register, Recelpt Register, Despatch Register and related files.

20. CEABr. Receipt and Despaich Register, Register for High Court Cases, Register for Record of
Bonded Labour, register for complaints,

21 Agrarian Br. | Receipt and Despatch Register, Court Case Register.

27 DA Br. Receipt and Despatch Register, Complaint Register
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The particulars of any arrangement that exists for consultation with or
representation by the member of the public in relation to the formulation of
policy or implementation thereof.

- Office of the Deputy Commissioner Ferozepur

Sr. No.

Details/type of arrangements made

1

Policies are formulated at the State Level by the Govi.. People are always involved in the
implementation of the various schemes and policies of the Govt. from time to time.
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MANUAL -8

Statement of the boards, councils, committee and other bodies.
Office of the Deputy Commissioner Ferozepur

18

Sr. No.

Name of counci

(s)

Name of Name of other
committee (S) | bodies constituted
by the Deptt.

Whether meetingy

of these bodies arg

open to the publig
(Yes/No)

Whether the
minutes of such

meetings are

accessible for

public (Yes/No)

NOT APPLICABLE




Directory of the officers and employees.
Office of the Deputy Commissioner Ferozepur

MANUAL -9

S.RNO. | NAME OF OFFICER /EMPLOYEES.| DESIGNATION TELEPHONE No.
SHRI/SMT. (Office)MOBILE No.
1 KAMAL KISHOR YADAYV, |D.C. 94176-28006
IAS
2 JASKIRAN SINGH, PCS A.D.C.(G) 98140-57363
3 GURIJIT SINGH PANNU, A.C. (G) 97797-89100
PCS
4 AMIT KUMAR, IAS A.C.(UT) 99880-22629
5 SUBHASH KHATTAK DRO 98146-88342
6 DHARAM PAUL Supdt.1 01632-244039
7 HEM LATA Supdt.Il 94176-70262
8 VIJAY BEHAL Sr.Asst. 94171-12217
9 JOGINDER KAUR Sr.Scale 01632-223955
Stenographer
10 KASHMIR CHAND Sr.Asst. 97794-58205
11 | BAKHSHISH SINGH Sr.Asst. 94173-09464
12 VIPIN SHARMA Sr.Asst. 94177-63863
13 AVTAR SINGH Sr.Asst. 08148-81213
14 | MOHINDER KAUR Sr.Asst. 98552-34369
15 BALJIT SINGH Sr.Asst. 01632-247215
16 BALDEV SINGH Sr.Asst. 98785-40440
17 | PARKASH SINGH Sr.Asst. 94177-93515
18 PREM CHAND Sr.Asst. 01632-245790
19 | YASH PAL GROVER Sr.Asst. 98728-76197
20 | SULEKHA RANI Sr.Asst. 98766-27312
21 | SUKHDEV SINGH Sr.Asst. 94648-10804
22 | DARSHAN MONGA Sr.Asst. 94170-22767
23 | LATA UPPAL Sr.Asst. 98147-87275
24 SUNITA SALUJA Jr.Asst. 08721-83818
25 | RAMESH KUMARI Jr.Asst. 98556-20861
26 JASWINDER SINGH Jr.Asst. 98146-09593
27 JATINDER KAUR Jr.Asst. 94172-09319
28 | JANAK SINGH Jr.Asst. 98149-76962
29 | DARSHAN KAUR Jr.Asst. 94173-60093
30 BHAJAN KAUR Jr.Asst. 93176-16957
31 | VEENA KUMARI Jr.Asst. 01632-222197
32 | RAJRANI Jr.Asst. 97812-94805
33 GURMEET KAUR Jr.Asst. 94658-23019
34 | JAGAN NATH Jr.Asst. 98554-38455
35 SURINDER KAUR Jr.Asst. 98148-01560
36 SWARANJIT KAUR Jr.Asst. 98886-86638
37 | MINAKSHI Jr.Asst. 98558-04342
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38 | SUKHWANT SINGH Jr.Asst. 94630-43398
39 | MADHU BALA Jr.Asst. 94170-89121
40 | AMRIK SINGH Jr.Asst. 94173-19800
41 | PARKASH SINGH Jr.Asst. 01632-229968
42 | MAYA DEVI Jr.Asst. 01632-227601
43 | MALUK SINGH Jr.Asst. 94636-06959
44 | URMIL GROVER Jr.Asst. 99152-03665
45 | DAVINDER PAL SINGH Jr.Asst. 94636-42899
46 | SUBASH CHANDER Jr.Asst. 01632-503007
47 | MANJIT SINGH Steno 94641-07285
48 | KRISHAN KUMAR Clerk 94644-05060
49 | RAJESH KUMAR Clerk 98148-64501
50 | SARBIJIT SINGH Clerk 97808-80333
51 | RAMESH KUMAR Clerk 94173-19824
52 | BALBIR KAUR Clerk 94171-34697
53 | GURIJINDER SINGH Clerk 94173-19824
54 | SANJEEV KUMAR Clerk 98726-66854
55 | SANDEEP KUMAR Clerk 94176-31200
DHAWAN
56 | BALJIT KAUR Clerk 97819-52985
57 | BALDEV SINGH Clerk 98159-33650
58 | RITU ARORA Clerk 99140-30011
59 | NAND KISHORE Clerk 98782-52666
60 | PARAMIJIT SINGH Clerk 99154-43461
61 | KUSAM LATA Clerk 94643-10200
62 | MANOHAR LAL Clerk 98557-88162
63 | NEELAM VOHRA Clerk 94635-27339
64 | SURINDER KAPOOR Clerk 94173-90500
65 | OM PARKASH Clerk 94634-79195
66 | MEENU Clerk 98149-00132
67 | DEEPAK LOOMBA Clerk 94171-16200
68 | BHUPINDER SINGH Clerk 01632-247241
69 | KANCHAN BALA Clerk 98140-67629
70 | RAINISH KUMAR Clerk 98552-37251
71 | NARINDER KAUR Clerk 01632-248126
72 | MANOJ KHATTAR Clerk 98147-00368
73 | TARSEM LAL Clerk 94170-22767
74 | BINDU BALA Clerk 01632-246441
75 | BALWINDER SINGH Clerk 98558-60687
76 | ROOPWINDER SINGH Clerk 94170-52570
77 | VISHAL MEHTA Clerk 93571-49991
78 | GAGANDEEP Clerk 98760-83001
79 | BALJIT KAUR Clerk 94784-12565
80 | SUKHWINDER KAUR Clerk 94782-75775
81 | SANDEEP SINGH Clerk 98728-36606
82 | TARSEM SINGH Clerk 94644-10495
83 | RAMANDEEP KAUR Clerk 94639-03639
84 | GURIJIT KAUR Clerk 99159-46147
85 | VINOD KUMAR Clerk 99141-50222
86 | AMARIJIT SINGH Driver 98769-42463
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87 | BISHAMBER SINGH Driver 94170-95477
88 | RESHAM SINGH Peon 99151-24252
89 | BALDEV SINGH Peon 01632-246550
90 | OM PARKASH Peon 98789-83435
91 KULDEEP SINGH Peon 94633-01052
92 | RAM SARAN Peon 93162-69520
93 | BALWINDER SINGH Peon 94783-22382
94 INDERJIT SINGH Peon 94647-04408
95 | AIMER SINGH Peon

96 | JAGAN NATH Peon 94171-09039
97 | MAHINDER PAL Peon 98784-08943
98 | VIUAY KUMAR Peon 99148-67201
99 | JAIPARKASH Peon 99148-79299
100 | GURDAS MALL Peon 94638-35069
101 | OM PARKASH Peon 94635-70103
102 | JAGMOHAN SINGH Peon 98156-49813
103 | OM PARKASH Peon 94633-49399
104 | SUCHHA SINGH Peon

105 | TARSEM LAL Peon 98881-27/347
106 | TARSEM SINGH Peon 94172-18849
107 | MANOJ KUMAR Peon 97791-08880
108 | BALWINDER KAUR Peon 98558-67029
109 | BARUNDEEP Peon

110 | RANI Peon 92562-36997
111 | TARSEM LAL Peon 97814-56169
112 | JASWINDER SINGH Peon 94635-50975
113 | HIRA SINGH Peon 97807-39206
114 | WILSON Chowkidar 98783-24821
115 | RAM SUMER Chowkidar 98157-59011
116 | AMAR NATH Mali 94647-09442
117 | SAIRA Sweeper

118 | CHIMAN LAL Sweeper 98145-29731
119 | KRISHAN LAL Sweeper

120 | MAHINDRO Sweeper

121 | RAJU Sweeper 94640-06091
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MANUAL - 10

Monthly basic pay received by the officers and employees.
Office of the Deputy Commissioner Ferozepur

SrNO. | NAME OF OFFICERS /EMPLOYEES | DESIGNATION BASIC SALARY
SHRI/SMT.
1 KAMAL KISHOR YADAYV, |D.C. 27630/-
IAS
2 JASKIRAN SINGH, PCS A.D.C.(G) 15900
3 AMIT KUMAR, IAS A.C.(UT) 16230
4 SUBHASH KHATTAK DRO 11320/-
5 DHARAM PAUL Supdt.| 11660/-
6 HEM LATA Supdt.ll 10980/-
7 VIJAY BEHAL Sr.Asst. 8650/-
8 | JOGINDER KAUR Sr.Scale 9200/-
Stenographer
9 KASHMIR CHAND Sr.Asst. 9200/-
10 | BAKHSHISH SINGH Sr.Asst. 7220/-
11 | VIPIN SHARMA Sr.Asst. 10300/-
12 | AVTAR SINGH Sr.Asst. 10300/-
13 | MOHINDER KAUR Sr.Asst. 7220/-
14 | BALJIT SINGH Sr.Asst. 7660/-
15 | BALDEV SINGH Sr.Asst. 6600/-
16 | PARKASH SINGH Sr.Asst. 7880/-
17 | PREM CHAND Sr.Asst. 7880/-
18 | YASH PAL GROVER Sr.Asst. 10640/-
19 | SULEKHA RANI Sr.Asst. 7880/-
20 | SUKHDEV SINGH Sr.Asst. 9750/-
21 | DARSHAN MONGA Sr.Asst. 8925/-
22 | LATA UPPAL Sr.Asst. 8650/-
23 | SUNITA SALUJA Jr.Asst. 5480/-
24 | RAMESH KUMARI Jr.Asst. 7000/-
25 [ JASWINDER SINGH Jr.Asst. 7220/-
26 | BHAJAN KAUR Jr.Asst. 7880/-
27 | VEENA KUMARI Jr.Asst. 7660/-
28 | JATINDER KAUR Jr.Asst. 6600/-
29 | JANAK SINGH Jr.Asst. 7660/-
30 | DARSHAN KAUR Jr.Asst. 4140/-
31 | RAJRANI Jr.Asst. 6400/-
32 | GURMEET KAUR Jr.Asst. 6000/-
33 | JAGAN NATH Jr.Asst. 5800/-
34 | SURINDER KAUR Jr.Asst. 6800/-
35 | SWARANJIT KAUR Jr.Asst. 5320/-
36 | MINAKSHI Jr.Asst. 5800/-
37 | SUKHWANT SINGH Jr.Asst. 5000/-
38 | MADHU BALA Jr.Asst. 5320/-
39 | AMRIK SINGH Jr.Asst. 5160/-
40 | PARKASH SINGH Jr.Asst. 6400/-




41 | MAYADEVI Jr.Asst. 7660/-
42 | MALUK SINGH Jr.Asst. 6800/-
43 | URMIL GROVER Jr.Asst. 8375/-
44 | DAVINDER PAL SINGH Jr.Asst. 7660/-
45 | SUBHASH CHANDER Jr.Asst. 7440/-
46 | MANJIT SINGH Steno 4400/-
47 | KRISHAN KUMAR Clerk 4020/-
48 | RITU ARORA Clerk 4020/-
49 | SARBIIT SINGH Clerk 4140/-
50 | RAMESH KUMAR Clerk 4700/-
51 | BALBIR KAUR Clerk 3440/-
52 | GURIJINDER SINGH Clerk 3900/-
53 | KUSAM LATA Clerk 7000/-
54 | SANDEEP KUMAR Clerk 4140/-
DHAWAN
55 | BALJIT KAUR Clerk 4020/-
56 | BALDEV SINGH Clerk 4140/-
57 | NARINDER KAUR Clerk 4020/-
58 | NAND KISHORE Clerk 3780/-
59 | PARAMIIT SINGH Clerk 4700/-
60 | RAJESH KUMAR Clerk 4020/-
61 | MANOHAR LAL Clerk 4700/-
62 | NEELAM VOHRA Clerk 4850/-
63 | SURINDER KAPOOR Clerk 4700/-
64 | OM PARKASH Clerk 5480/-
65 | MEENU Clerk 3900/-
66 | DEEPAK LOOMBA Clerk 4020/-
67 | BHUPINDER SINGH Clerk 4550/-
68 | KANCHAN BALA Clerk 4700/-
69 | RAINISH KUMAR Clerk 3780/-
70 | SANJEEV KUMAR Clerk 4400/-
71 | MANOJ KHATTAR Clerk 5160/-
72 | TARSEM LAL Clerk 4550/-
73 | BINDU BALA Clerk 7660/-
74 | BALWINDER SINGH Clerk 4850/-
75 | ROOPWINDER SINGH Clerk 3550/-
76 | VISHAL MEHTA Clerk 3440/-
77 | GAGANDEEP Clerk 3550/-
78 | BALJIT KAUR Clerk 3550/-
79 | SUKHWINDER KAUR Clerk 3330/-
80 | SANDEEP SINGH Clerk 3220/-
81 | TARSEM SINGH Clerk 3220/-
82 | RAMANDEEP KAUR Clerk 3220/-
83 | GURIJIT KAUR Clerk 3220/-
84 | VINOD KUMAR Clerk 3220/-
85 | AMARIJIT SINGH Driver 4850/-
86 | BISHAMBER SINGH Driver 6400/-
87 | RESHAM SINGH Peon 6600/-
88 | BALDEV SINGH Peon 5640/-
89 | OM PARKASH Peon 5000/-
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90 [ KULDEEP SINGH Peon 3550/-
91 | RAM SARAN Peon 5000/-
92 | BALWINDER SINGH Peon 4140/-
93 | INDERJIT SINGH Peon 5000/-
94 | AJMER SINGH Peon 4550/-
95 | JAGAN NATH Peon 5320/-
96 | MAHINDER PAL Peon 4700/-
97 | VIUAY KUMAR Peon 4400/-
98 | JAI PARKASH Peon 5800/-
99 | GURDAS MALL Peon 5000/-
100 | OM PARKASH Peon 5800/-
101 | JAGMOHAN SINGH Peon 4550/-
102 | OM PARKASH Peon 4400/-
103 | SUCHHA SINGH Peon 4400/-
104 | TARSEM LAL Peon 3020/-
105 | TARSEM SINGH Peon 2920/-
106 | MANOJ KUMAR Peon 2920/-
107 | BALWINDER KAUR Peon 2720/-
108 | BARUNDEEP Peon 2720/-
109 | RANI Peon 2620/-
110 | TARSEM LAL Peon 2720/-
111 | JASWINDER SINGH Peon 2620/-
112 | HIRA SINGH Peon 5000/-
113 | WILSON Chowkidar 4400/-
114 | RAM SUMER Chowkidar 4850/-
115 | AMAR NATH Mali 5480/-
116 | SAIRA Sweeper 4850/-
117 | CHIMAN LAL Sweeper 5160/-
118 | KRISHAN LAL Sweeper 5480/-
119 | MAHINDRO Sweeper 3440/-
120 | RAJU Sweeper 4700/-
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The budget allocated to each of its agency, indicating the particulars of all
plans, proposed expenditures and reports on disbursements made:

Office of the Deputy Commissioner Ferozepur

Sr. No. | Head/ltem of the Budget Budget received for the
district for proposed
expenditure in the year
2008-09

1 2053-District Administration

01-Salary 5,76,75,000/-
02-Wages of Rural Chowkidars 61,51,000/-
05-Honorarium to Numbardars 82,00,000/-
11-Travel & expenses 1,10,000/-
13-OE 18,12,000/-
20-VVIP visit 5,00,000/-
21-Material & Supply 4,000/-
24-POL 21,38,000/-
91-Medical reimbursement 5,68,000/-
92-Telephone 4,00,000/
93-Electricity Charges 14,00,000/-

2 2235-Social Security (Medical reimbursement 6,15,357/-

to Pb. Govt. pensioners)

3 2070-Civil Defence 4,70,000/-
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- The manner of execution of Subsidy Programes, including the amounts allocated and
the details of beneficiaries of such Programmes.

31
Office of the Deputy Commissioner Ferozepur

Sr. No. Scheme under manner of execution, amount detalls of subsidy given to subsidy programme
allocated beneficiaries (Rs.)

1 NOT APPLICABLE
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Particulars of recipients of concessions, permits or authorizations granted.

Office of the Deputy Commissioner Ferozepur
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Sr. No.

Concessions/Permit
Authorization granted

Name of the recipient

Address of the recipient

NOT APPLICABLE
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Details in respect of the information, available compacted in an electronic form.

Office of the Deputy Commissioner Ferozepur

Sr. No.- Type of information.

1 NOT AVAILABLE AT PRESENT
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Particulars of facilities available to citizens for obtaining information

Office of the Deputy Commissioner Ferozepur

Sr. No. | Facilities available Remarks ( No. of days in a
week/timings etc.)

1 Arm Licences related services

2 Services to Pensioners

3 Counter Signing of Documents

4 Character Verification

) Issuance of Bus Passes

] Issuance of Dependent Certificates

7. [ssuance of Unmarried Certificates

8 Issuance of Licences

9 Endorsement of SPA/GPA As displayed at the Distt.

10 [ssuance of Nationality Certificates Suwidha Centre from Monday

11 [Ssuance of Copy of Document/Inspection to Friday from 9.00 AM to 4.00

2 [Ssuance of Marriage Certificates PM, except Govt. holidays.

13 Issuance of ID-Cards

14 Appointment of Nambardars

15 Driving Licenses related services

16 Registration of Venicles

17 Issuance of Birth Certificates

18 [Ssuance of Death Certificates

19 Attestation of Affidavits

20 [ssuance of Permissions

21 Attestation of Indemnity Bonds

22 Attestation ot surety bonds

23 Submission of Passport Applications

24 Issuance of No objection Certificates.
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MANUAL - 16

Names, designation and other particulars of the Public Information

Officers

Office of the Deputy Commissioner Ferozepur

Name of the | Designation Telephone No. Residential Assistant Telephone Residential
State (Office/Residence) Address State Address
Publication Publication
Information Information
Officer Officer
Sh. Kamal Deputy 01632-244008 (O)| DC Residence, | SUBHASH 01632-244024(0)
Kishore Commissioner Near Session | KHATTAK,
\ﬁggV, Court, DRO,
A Ferozepur Ferozepur

01632-244006 (R)
01632-241101(F)

Means, methods or facilities available to the public which are adopted by this office for
dissemination of information
Through A.P.I.O/P.I.O.

1. Printed Manual

2. Notice Board
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Such other information as may be prescribed and thereafter
would be update in these publications every year.

Office of the Deputy Commissioner Ferozepur

The information provided in above manuals has been compiled till July 2009.

31



