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v/;k;&18 ¼eSuqvy&17½  
vU; mi;ksxh tkudkfj;ka 

 
Chapter -18 (Manual -17) 
Other Useful Information 
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18-1 yksd izkf/kdj.k ls tuekul }kjk lkekU;r% iwNs tkus okys iz’u o muds  
mÙkj 
lwpuk dk vf/kdkj vf/kfu;e ds lanHkZ esa tuekul }kjk lkekU;r%  iwNs tk 
ldus okys iz'u o muds mÙkj ¼iz'uksÙkjh½ rS;kj dh tk jgh gSA 

18.1  Frequently Asked Questions and their Answers by Public  
  
18-2 lwpuk izkIr djus ds laca/k esa  

 vkosnu i= ¼rFkk lanHkZ ds fy, Hkjs gq, vkosnu i= dh izfr½  
vkosnu i= dk izk:i  
izfr] 
------------------------------------------------ 
------------------------------------------------ 
fo"k;%& tkudkjh izkIr djus ckor~A 
vkosnd dk uke& 
firk@ifr dk uke& 
irk dk;kZy; ,oa fuokl& 
Qksu dk;kZy; ,oa fuokl& 
QSDl ,oa bZ&esy & 
tkudkjh dk fooj.k tks vkosnd }kjk pkgh xbZ gS& 
'kqYd tek djus dk fooj.k& 
gLrk{kj& 
uke] irk] fnukad  
Hkjs vkosnu i= dk izk:i 
izfr] 
vk;qä] mPp f'k{kk 
lriqM+k Hkou ikapoh eafty]  
Hkksiky&462004 
fo"k;%& tkudkjh izkIr djus ckor~A 
vkosnd dk uke& jke izlkn 
firk@ifr dk uke&gjh ukjk;.k 
irk dk;kZy; ,oa fuokl& 'kkldh; egkfo|ky; fiifj;k ¼gks'kaxkckn½ 
     jkeuxj eq[; cktkj fiifj;k ¼gks'kaxkckn½ 
Qksu dk;kZy; ,oa fuokl&222222] 3333333 
QSDl ,oa bZ&esy &3333333 
tkudkjh dk fooj.k tks vkosnd }kjk pkgh xbZ gS& v'kkldh; 
egkfo|ky; izkjaHk djus ds fy, vkosnu i=  
'kqYd tek djus dk fooj.k& 
gLrk{kj& 
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uke] irk] fnukad  
 

 'kqYd& fu/kkZj.k dh dk;Zokgh dh tk jgh gSA  

 lwpuk vkosnu i= ij fdl rjg ls ekaxh tk, dqN fVIl& vkosnu 
i= ds mijksä Hkjs gq, izk:i esa tkudkjh nh xbZ gSA 

 lwpuk u nsus o vihy djus ds laca/k esa ukxfjd ds vf/kdkj o 
vihy djus dh izfØ;k& dafMdk 8-1 ds vuqlkj  

18.2  Related to seeking Information  
� Application form (a copy of filled application form for reference)  
� Fee  
� How to write a precise information request. Few Tips  
� Right of the Citizen in case of denial of information and procedure to appeal  
   
18-3 yksd izkf/kdj.k }kjk turk dks fn, tkus okys izf’k{k.k ds laca/k esa  

 izf’k{k.k dk;ZØe dk uke o fooj.k 

 izf’k{k.k dk;ZØe@;kstuk ds izHkkoh jgus dh le; lhek 

 izf’k{k.k dk;ZØe dk mn~ns’; 

 izf’k{k.k dk;ZØe ds HkkSfrd ,oa okf.kfT;d y{; ¼foxr o"kZ esa½ 

 ykHkkFkhZ dh ik=rk  

 iwokZis{kk,a ;fn gks rks  

 vuqnku lgk;rk ¼;fn gks rks½ 

 fn, tkus okys vuqnku@lgk;rk dk fooj.k ¼ftlesa vuqnku dh jkf’k 
dk fooj.k gks½ 

 vuqnku lgk;rk ds forj.k dh izfØ;k 

 vkosnu djus ds fy, dgka@fdlls laidZ djsa 

 vkosnu 'kqYd ¼tgka mfpr gks½ 

 vkosnu i= dk izk:i  ¼;fn vkosnu lkns dkxt ij gksrk gS rks 
Ñi;k mldk mYys[k djrs gq, ;g crk,a fd vkosnudrkZ vkosnu 
djrs le; fdu ckrksa dk o.kZu djs 

 layXudksa dh lwph 

 layXudksa dk izk:i  

 vkosnu djus dh izfØ;k  

 p;u izfØ;k 

 izf’k{k.k dk;ZØe dh le; lkfj.kh ¼;fn gks rks½ 

 izf’k{k.k ds le; ds ckjs esa vkosnd dks lwfpr djus dk rjhdk 

 izf’k{k.k dk;ZØeksa ds ckjs esa turk dks tkx:d djus ds fy, yksd 
izkf/kdj.k }kjk fd;s tkus okys dk;Z 
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 fofHkUu Lrjksa ij tSls fd ftyk Lrj] Cykd Lrj bR;kfn ij izf’k{k.k 
dk;ZØeksa ds ykHkkfFkZ;ksa dh lwph rFkk vU; fooj.k  

uksV& mPp f'k{kk foHkkx esa turk ds fy, fdlh Hkh izdkj ds izf'k{k.k 
lapkfyr fd, tkus dk izko/kku ugha gSA  

18.3  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)  
� Elligibility for training   
� Prequistite for training (If any)  
� Financial and other form of help (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  
� 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  awarness  

about  the training programmes.  
� List  of  Beneficiary  of  the  training  programme  at  various  levels  like  district  

level, block level etc.  
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18-4 yksd izkf/kdj.k }kjk fn, tkus okys izek.k&i=] vukifÙk izek.k&i= vkfn ds  
laca/k esa eSuqvy 13 esa u lfEefyr gks 

 izek.k&i=] vukifÙk izek.k i= vkfn dk uke o fooj.k 

 izek.k&i=] vukifÙk izek.k i= vkfn izkIr djus gsrq ik=rk 

 vkosnu djus ds fy, dgka@fdlls laidZ djsa 

 vkosnu 'kqYd ¼tgka mfpr gks½ 

 vkosnu i= dk izk:i ¼;fn vkosnu lkns dkxt ij gksrk gS rks Ñi;k 
mldk mYys[k djrs gq, ;g crk,a fd vkosnudrkZ vkosnu djrs 
le; fdu ckrksa dk o.kZu djs½ 

 layXudksa dh lwph 

 layXudksa dk izk:i  

 vkosnu djus dh izfØ;k 

 vkosnu djus ds ckn yksd izkf/kdj.k es gksus okyh izfØ;k ¼;gka ij 
ml izfØ;k dk fooj.k nsa tks vkosnd }kjk lkjh izkFkfedrk,a iwjh 
djus ds i'pkr yksd izkf/kdj.k }kjk dh tkrh gSa½ 

 vkosnu dh lkjh izkFkfedrk,a lgh rjg ls iwjh djus ds i'pkr izek.k 
i=] vukifÙk izek.k i= vkfn tkjh djus ds fy, fu/kkZfjr le; 
vof/k 

 izek.k i= ds izHkkoh jgus dh le; lhek ¼;fn gks rks½ 

 uohuhdj.k dh izfØ;k ¼;fn gks rks½ 
uksV& tkudkjh dafMdk&13 vuqlj gSA  
 

18.4  With relation to Certificate, No objection certificate etc issued by the Public 
Authority  
not included in Manual - 13  
� Name and description of the certificates and NOCs  
� Elligibility for applying  
� 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)  
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18-5 yksd izkf/kdj.k esa gksus okys iath;u ds laca/k esa 

 iath;u dk mn~ns’; 

 vkosnu dh ik=rk  

 iwokZis{kk,a ¼;fn gks rks½ 

 vkosnu djus ds fy, dgka@fdlls laidZ djsaA  

 vkosnu 'kqYd ¼tgka mfpr gks½ 

 vU; 'kqYd ¼tgka mfpr gks½ 

 vkosnu i= dk izk:i ¼;fn vkosnu lkns dkxt ij gksrk gS rks Ñi;k 
mldk mYys[k djrs gq, ;g crk,a fd vkosnudrkZ vkosnu djrs 
le; fdu ckrksa dk o.kZu djs½ 

 layXudksa dh lwph 

 layXudksa dk izk:i  

 vkosnu djus dh izfØ;k 

 vkosnu djus ds ckn yksd izkf/kdj.k es gksus okyh izfØ;k ¼;gka ij 
ml izfØ;k dk fooj.k nsa tks vkosnd }kjk lkjh izkFkfedrk,a iwjh 
djus ds i'pkr yksd izkf/kdj.k }kjk dh tkrh gSa½ 

 izHkkoh jgus dh le; lhek ¼;fn gks rks½ 

 uohuhdj.k dh izfØ;k 
uksV& egkfo|ky;ksa esa izos'k dh ,d lkekU; izfØ;k gS ftlds fy, 'kklu 
}kjk ekxZ n'kZd fu;e cuk, x, gSa] vU; fdlh Hkh izdkj ds iath;u dh 
dk;Zokgh foHkkx esa ugha gksrh gSA  

  
18.5  With relation to registration process   
  
� Objective  
� Elligibility for registration  
� Pre-requisites (If any)  
� 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  
� Validity period of registration (If applicable)  
� Process of renewal (If any)  
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18-6 yksd izkf/kdj.k ¼ ½ vkfn }kjk VSDl ysus ds laca/k esa 

 VsDl dk uke o fooj.k 

 VsDl ysus dk mn~ns’; 

 VsDl fu/kkZj.k djus ds fy, ekin.M o izfØ;k 

 cM+s fMQkYVlZ dh lwph 
uksV& foHkkx ls lacaf/kr ugha gSA 
 
18.6  With relation to collection of tax by Public Authority ((Municipal Corporation, 
Trade Tax, Entertainment Tax etc)  
  
� Name and description of tax  
� Purpose of tax collection  
� Procedure and criteria for determination of tax rates  
� List of major defaulters  
  
 vkosnu dh lkjh izkFkfedrk,a lgh rjg ls iwjh djus ds i'pkr izek.k i=] 
vukifÙk izek.k i= vkfn tkjh djus ds fy, fu/kkZfjr le; vof/k 

 izek.k i= ds izHkkoh jgus dh le; lhek ¼;fn gks rks½ 

 uohuhdj.k dh izfØ;k ¼;fn gks rks½ 
 

18-7 foHkkx ls lacaf/kr ugha gSA 
18.7  With relation to issuing new connection electricity  / water supply, temprory   

and  permanent  disconnection  etc.  (This will be applicable to local bodies like 
Muncipal Corporation/ Muncipalites / UPCL)  

  
� Elligibility for connection  
� Pre-requisites (If any)  
� Contact Information for applying  
� Application Fee (Wherever applicable)  
� Other Fees / Charges (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  
� Brief description of terms used in the bills  
� Contact information in case of problems regarding Bills or service  
� Tarriff and Other Charges  
  



C:\inetpub\wwwroot\RTI\dir_temp_final.doc 64

 
18-8 yksd izkf/kdj.k }kjk ukxfjdksa dks nh tkus okys vU; lsovksa dk fooj.kA  
  
18.8 Details of any other public services provided by the Public Authority  


