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ANNEXURE-3

Suggested template to fulfil mandatory obligation nder
Section 4(1)b of RTI Act

Section 4(1) (b)(i): Particulars of organisation, finctions and duties.

Name of the Address Functions Duties to be Jurisdicti Organizer
organisation performed to achieve on
functional objective
AD (DHT) Assistant Director Implemen Implementation of Kodagu AD (DHT)
Dept. of Handloom & tation of Central and State all
Textiles, DIC Building, Govt. Govt. Schemes
Kohinoor Road, Schemes
Madikeri

Section 4(1) (b)(ii): Powers and duties of its offers and employees

SL .No Designation of the Duties allotted (Detailed Job Powers assigned (To
officer/employee Chart) perform the duties)
1 AD (DHT) Implementation of Central and Development Work
State sponsored Schemes

Section 4(1) (b)(iii): Procedure followed in decisin —making process including channels of supervigicand

accountability.

Sl Functions Description Decision-making Designation of | Designation of
.No | /Duties/Service offered process (by whom, officer final decision
[/Activities of the by when, how) accountable to authority
organisation fulfill this
decision
1 Department Scheme DHT AD (DHT) AD (DHT) CEO
implementation ZP
Section 4(1) (b)(iv): Norms set for the dischargefdunctions.
S| | Functions/Duties | To Delivered by | By How | Quantity | Quality |Cost | How will
.No | /Services offered | whom whom when | often it be
[/Activities of the | (Eligibili | (designation | (Time delivered
organisation ty of frame)
criteria) | responsible
officer)
1 Self - Department | Period - - - - Post
Employment ZP wing ically
through training
to Unemployed
Youths

Section 4(1) (b)(v): Riles, regulations, instructins, manuals, records held /under its control/ usely its
employees for discharging its functions.

S| | Functions /Duties/ service officered
/Activities of the organisation

.No

List of Acts, rules, regulations,
instructions, manuals etc., referred to

discharge them

List of Act, rules,
regulations,
instructions etc.

1 Self Employment through training
to Unemployed Youths & weavers

As per KCSR Rules

Section 4(1) (b)(vi): Statement of the categorie§ documents that are held by it or under its contrd

Sl. No Category of files

File No

Name of the file

&scription of the file

1 Officer files

As per list
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Section 4(1)(b) (vii): Arrangement for consultationwith, or representation by the members of the pulit in

relation to the formulation of policy or implementation thereof.

Section 4.1.b. of RTI Act.

SI.No. | Functions//Duties/| Arrangements Arrangements | Arrangements Arrangements
services/Activities | for consultation | for consultation | for consultation | for consultation
of the with with with with
organisation representative of| representative | representative | representative of
public or of public or of public or public or
member of member of member of member of public
public in public in public in in
formulation of implementation | formulation of implementation
the policy of the policy the policy of the policy
By CEO of ZP & Director of DHT & Their Guide Lines.

Section 4(1)(b) (viii): Statement of the boards, amcils, committees and other bodies consisting ofvb or
more persons constituted as its part or for the puysose of its advice, and as to whether meetings dfase
boards, councils, committees and other bodies argen to the public , or the minutes of such meetingare
accessible for public.

Sl. Name of Function Powers | Composition | Whether Whether
No board/Council/ assigned with its minutes of
committee/ others to fulfill designations | meetings meetings
functions are open accessible
to the for public
public
1 AD (DHT) Implementation Yes AD (DHT) Yes Yes
of Govt.
Schemes
Section 4(1)(b)(ix): Directory of its officers andemployees.
SI.No Designation Name of the Telephone | Cell phone | Facsimile Email ID
officers/employees land line number
number
1 AD (DHT) Sri. 220365 - - -
G. S. Guruswamy

Section 4(1)(b)(x): Monthly remuneration received lg each of its officers and employees, including thg/stem
of compensation as provided in its regulations

Sl Designation Total monthly Category and amount of | Rule/regulation used to

No remuneration compensation available | avail the compensation

1 AD (DHT) As per to - KCSR
Government order

Section 4(1)(b)(xi): Budget allocated to each ofdtagency, indicating the particulars of all plansproposed
expenditures and reports on disbursements made.

Total Sub Programmes/scheme| Descrip | Objecti | Act | Budg | Expen | Paid to
bud | Divisions/Depa| /projects/activities tion ves ion et ded (Full
get | rtments/Office Action | pla | allott address
Plan n ed
4.00 - Assistance to - - - - - -
Handloom Industry
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Section 4.1.b. of RTI Act

Section 4(1)(b)(xii): Manner of execution of subsigprogrammes, Including the amounts
allocated and the details of beneficiaries of sugbrogrammes

SINo | Name of programme| Description | Total amount Eligibility Entitlement
/scheme /activity allotted criteria
SINo | Name of programme| Application Sanction Disbursement| Designation
/scheme /activity procedure procedure procedure of sanctioning
officer
SINo Name of Name of the| Address of the| Amount
programme /scheme| beneficiary beneficiary /Quantity
[activity disbursed

Section 4(1)(b)(xiii) Particulars of recipients ofconcessions , permits or authorisations
granted by the public authority.

SI No Name of the | Description | Name and Nature / From date- Name &
concession Address of | quantum of To Date designation
/permit/ recipients / benefit of granting
authorisation institutions granted authority

Section 4(1)(b)(xiv): Details in respect of the imfrmation , available to or held by it,
reduced in an electronic form.

SINo Name /Category/title of Description In the form of Location if its is
data in electronic form Website, freely available
available /held CD,PDF Files ,
etc)

Section 4(1)(b)(xv): Particulars of facilities avdable to citizens for obtaining information, including the
working hours of a library or reading room, if maintained for public use.

Facilities Description Details of Working Procedure to | Authorising
available 9location of information hours access/use the  authority
facility / name available facility
etc)
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Section 4.1.b. of RTI Act

Section 4(1) (b) (xvi): Names designations and othparticulars of public Information officers

Name of the| Name Telephone Cell Facsimile Email ID
Office/ & designation land line | phone
administrative number number
unit
AD (DHT) PIO AD 220365 - - adhistexkodagu@gmail.com
(DHT)
Tl
F SDA

Section 4(1) (b) (xvii): Such other information asnay be prescribed and thereafter update these puldations

every year.

- Citizen charter

- Grievance redressal mechanism procedure employed the organisation

- Annual plans

- Monthly Programme Implementation Calendar (MPIC)

- List of board members

- Minutes of Meetings

- Copies of contracts

- Relevant leafiest / brochures /booklets

- Relevant GOs/Circulars /Directives
- FAQs

- Details of awareness programmes carried out

- Details of trainings conducted and reports

- Reports of special programmes /functions conducted
- Etc.,



