As on 31.03.2021

Manual -3

The rules, regulations, instructions, manuals and records, held by it or
under its control or used by its employees for discharging its functions.
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1.5.1Title and nature of the Categery- B : R/R of Posts, Files relating to creation of posts | i
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Departmenial Canteen Sty
Tasking Staffy .
Allocation & Distributior. 25 work among sbove officers;
Postings / Transfers of above officers:

Pay fixation / increment;

Probation / Confirmation /RXesignation or Retirement cases;

MACP/NFSG/Stepping-Un cases:

Issue of APAR forms (oifline and through SPARROW), No Report Certificate and No
Review Certificate;

Leave sanction and up-dation,

Verification of LTC advance, GPF withdrawal, Tuition Fee applications, CGHS Forms;
Leave encashment;

Filling up the posts on Deputation, STC, Absorption basis, as applicable under RRs.
Verification and acceptance of DE-2 form, acceptance of allotment and issue of authority
slip online on E-Awas poral;

Parliament Questions and compilation of information relating thereto pertaining to the
Section;

Court cases pertaining to the Section;

RTI cases pertaining to the Section:

Medical permissions and reimbursement of medicai claims;

Grant of HBA

e-Samiksha

Furpishing data for Ivdependence day celebrations, Republic day celebrations,
establishment strength for IFD

Service verification matters with Accounts-VII Section and Pay and Account office:
Forwarding of Applications of above officers;

Any other matter periaining to administration of above class of officers;
Any other administrative matier entrusted by the higher officers like Process improvement in
NITI Aayog by Kaizen Institute, Annual reports, Annual Action Plans, Govt, Instant
Messaging Systern and any new tasks which are assigned from time to time.
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i:i 5.3 Act/Rules /Manuals
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1.5.4Transfer policy and
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