






















PRESCRIBED FORMAT 

I. Objective / purpose of the public authority 
 

- Mission /Vision Statement of the public authority 
- Brief history of the public authority 
- Duties of the public authority 
- Main activities / functions of the public authority 
- List of services being provided by the public authority with a  brief write-up on them. 
- Organizational structure diagram at various levels namely State, directorate, region 

district , block etc. 
- Expectation of the public authority from the public for enhancing its effectiveness and 

efficiency. 
- Arrangement and methods made for seeking public participation/ contribution 
- Mechanism available for monitoring the service delivery and public grievance resolution 
 

II. Please provide details of the powers and duties of officers and employees of the organization. 
 

III. Please provide list of rules, regulations, instructions, manual and records, held by public 
authority or under its control or used by its employees for discharging  functions as per the 
following format. This format has to be filled for each type of document. 

 

Name / Title of document  FR 

Type of document 
Choose one of the types given below (Rules, 
regulation, instructions, manual , records, 
others) 

Rules 

  

Brief write-up on the document Govt. instructions issued from time to time 
regarding fundamental rules. 

  

From where one can get a copy of rules, 
regulation , instructions, manuals and records. 

Address                                    Open Market 

 Telephone no. 



 Fax. 

 E-mail 

 Others 

  

Fee charged by the department for a copy of 
rules, regulations, instructions, manual and 
records (if any) 

n.a. 

Name / Title of document SR 

Type of document 
Choose one of the types given below (Rules, 
regulation, instructions, manual , records, 
others) 

Regulation 

  

Brief write-up on the document Regulations  issued by govt. from time to time 
regarding fundamental rules. 

  

From where one can get a copy of rules, 
regulation , instructions, manuals and records. 

Address                                    Open Market 

 Telephone no. 

 Fax. 

 E-mail 

 Others 

  

Fee charged by the department for a copy of 
rules, regulations, instructions, manual and 
records (if any) 

As per govt. rules. 

 

 



IV. Whether there is any provision to seek consultation / participation of public or its 
representatives for formulation of policies? If there is, please provide details of such policy in 
following format. 

 

Sl. 

No. 

Subject / Topic Is it mandatory to ensure public 
participation (yes/no) 

Arrangements for seeking 
public participation 

 

 
V. Whether there is any provision to seek consultation / participation of public or its 

representatives for formulation of policies? If there is, please provide details of provisions in 
following format. 

 

Sl. 

No. 

Subject / Topic Is it mandatory to ensure public 
participation (yes/no) 

Arrangements for seeking 
public participation 

1 Bharantendu  Harishchandra 
awards 

Yes  Members of selection 
committee are chosen from the 
respective fields. 

 
VI. Use the format given below to give the information about the official documents. Also 

mention the place where the documents are available e.g. at secretariat level, directorate 
level, others (Please mention the level in place of writing “others”). 

 

S. 

No. 

Category of 
Document 

Name of the Document and 
its introduction in one line 

Procedure to 
obtain the 
document 

Held by/Under 
the control of  

1 Registers The variety of registers 
maintained by 
Sections/Units 

 Unit/Section 
Head 

2     

 
VII. Please provide information on Boards, councils., committees and other bodies related to the 

public authority in the following format: 
 



- Name and address of the affiliated body 
- Type of affiliated body (board, council, committees, other bodies) 
- Brief introduction of the affiliated body (Establishment year, objective / main activities) 
- Role of the affiliated body (advisory/ managing/ executive /others) 
- Structure and member composition 
- Head of the body 
- Address and main office and its branches 
- Frequency of meetings 
- Can public participate in the meetings? 
- Are minutes of the meetings prepared? 
- Not applicable 

 
VIII. Please provide contact information about the public information officers, Assistant public 

information officers and Departmental Appellate Authority of the Public authority. 
 

IX. What is the procedure followed to take a decision for various matters? (A reference to 
Secretariat Manual and rule of Business Manual, and other rules/ regulations etc. can be 
made) 

 
X. What are the documented procedures / laid down procedures / defined criteria / rules to 

arrive at a particular decision matters? What are different levels  through which a decision 
process moves? 

 

XI. What are the arrangements to communicate the decision to the public? 
 

XII. Who are the offices to various levels whose opinions are sought for the process of decision 
making? 

 
XIII. Who are the officers at various levels whose opinions are  sought for the process of decision 

making? 
 

XIV. Who is the final authority that vets the decision? 
 

XV. Please provide information separately in the following format for the important matters on 
which the decision is taken by the public authority. 
 
 



Sl.No. 1 

Subject on which the decision is to be taken Publication and marketing of books 

Guidelines / directions, if any As per the prevailing practices. 

Process of execution Obtaining manuscripts, vetting (if necessary). 
Edition, typesetting , proof-reading . cover and  

 

 
XVI. Directory of officers and employees 

 
XVII. Please provide information about the details of the budget for different activities under 

different schemes in the given format: 
 

 
XVIII. The manner of execution of subsidy programmes 

 

Please provide the information as per the following format 

 
- Name of programme / scheme 
- Duration of the programme / scheme 
- Objective of the programme 
- Physical and financial targets of the programme ( for the last year) 
- Eligibility of beneficiary 
- Pre-requisites for the benefit 
- Procedure to avail the benefits of the programme 
- Criteria for deciding eligibility 
- Detail of the benefits given in the programme ( also mention the amount of subsidy or 

other help given) 
- Procedure for the distribution of the subsidy 
- Where to apply or whom to contact in the office for applying  
- Application fee (where applicable) 



- Other fees (where applicable) 
- Application format (where applicable. If the application is made on plain paper please 

mention it along with what the applicant should mention in the application) 
- List of attachments (certificates / documents) 
- Format of attachments 
- Where to contact in case of process related complaints 
- Details of the available fund (At various level like district level , block level etc.) 
 

XIX. Particulars of Recipients of concessions, permits or authorization granted by it please provide 
the information as per the following format 
 

- Name of the programme 
- Type (Concession / permits / authorization) 
- Objective 
- Targets set (for the last year) 
- Eligibility 
- Criteria for the eligibility  
- Pre-requisites 
- Procedures to avail the benefits 
- Time limit for the concession/ permits/ authorizations 
- Application fee (where applicable) 
- Application format (where  applicable) 
- List of attachments (certificates /documents) 
- Format of attachment  

 

 
XX. Please provide the details of the norms/ standards set by the Department for execution of 

various activities / programmes. 
 

S.No. Item of work Prescribed norms 

 



1. Receipt of manuscript from author for 
publication 

One month for consideration and 
approval 

2. Planning / processing of the proposal of 
book 

Two weeks after approval of the 
manuscript 

3. Composing of book and designing of cover 6 to 8 weeks 

4. Checking of proofs / rechecking of final 
proofs 

6 to 8 weeks 

5. Final printings Time limits after receipt of final approval 
proofs 6 to 8 weeks. 

6. Payment of bills Within 60 days of receipts of bills subject 
to availability of funds 

7. Mailing of books  Within 15 days of receipt of order from 
the client and completion of other 
formalities 

8. Subscribers of journals / employment news Within 4 weeks form the receipt of 
subscription complete in all respects. 

9. Complaints & suggestions from readers 15 days 

10. Grievance Redressal Within 30 days of receipts of complaints. 

 
XXI. Please provide the details of the information related to the various schemes which are 

available in the electronic format. 
 

XXII. Means, methods for facilitation available to the public which are adopted by the department 
for dissemination of information. 
 
 

XXIII. Frequency asked questions and their answers. 
 

XXIV. Related to seeking information 
 

XXV. With relation to training imparted to public by Public Authority 
 
 



- Name of training programme with brief description 
- Time period for training programme / scheme 
- Objective of  training 
- Physical and financial targets (last year) 
- Eligibility for training  
- Pre requisite for training (if any) 
- Description of help (Mention the amount of Financial help, if any) 
- Procedure of giving help 
- Contact information for applying  
- Application fee (wherever applicable) 
- Other fees (wherever applicable) 
- Application form (in case the application is made on plain paper please mention the 

details which the applicant has to provide) 
- List of enclosures / documents 
- Format of enclosures / documents 
- Procedure of application 
- Process followed in the Public Authority after the receipt of application 
- Normal time taken for issuance of certificate 
- Validity period of certificate (If applicable) 
- Process of renewal (if any) 
- Selection procedure 
- Time table of training programme (In case available) 
- Process to inform the trainee about the training schedule 
- Arrangement made by the public authority for creating public awareness about the 

training programme. 
- List of beneficiary of the training programme at various levels like district level, block 

level etc. 
 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 


