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RATNAKAR GAIKWAD, IAS                        D.O.No.DDG-PA/1005/RTI 
Director General              Dt.02.10.2005 

       Gandhi Jayanti 
 
 

Right to Information Act is a major initiative and a paradigm shift in Public policy.  

Yashada became an active partner and catalyst in this major initiative after the 

Government of Maharashtra promulgated Maharashtra Right to Information Act 2002.  

The Government of India has now promulgated Right to Information Act 2005, which will 

come in force from midnight of 12th October 2005.  On this occasion of Gandhi Jayanti, I 

take the privilege of publishing the basic information about Yashada as envisaged under 

sec.4 (1) (b) of the Act. 

 

 Yashada has already designed and disseminated the templates for sue-motu 

publication and has also published the users-guide to facilitate the citizens as well as 

other public bodies.  This compilation of information will go a long way in ushering the 

culture of openness as desired in the preamble of the RTI Act 2005. 

 

Yours  

 

 

(Ratnakar Gaikwad) 
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The Real ‘Swaraj’ will come not by the acquisition of 
authority by a few but by the acquisition of capacity by all 
to resist authority when abused.  
 

– Mahatma Gandhi 
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YASHWANTRAO CHAVAN ACADEMY 

OF DEVELOPMENT ADMINISTRATION 
 
 
 

 
 
 
 

PROACTIVE DISCLOSURE 
UNDER SECTION 4(1)(B) 

OF RIGHT TO INFORMATION ACT 2005 
 
 
 
 

Raj Bhavan Complex, Baner Road, Pune 411007 (Maharashtra, India) 
 

Phone No.020-25608000, Fax 020-25608100 
E-mail yashada@vsnl.com Website : www.yashada.org 
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YASHADA’ INITIATIVES  
TOWARDS  

RIGHT TO INFORMATION 
 

 
Yashada is the apex training institute of Maharashtra Government. Human resource 

development has traditionally been one of Maharashtra's major strengths. The importance of 
evolving sound  and responsive administrative systems was realised as far back as 1963 when the 
Administrative Staff College (ASC) was established in Mumbai. The ASC was relocated at Pune 
in 1984 and renamed "Maharashtra Institute of Development Administration" (MIDA). 
MIDA, constituted as an autonomous society under the Societies Registrations Act, 1860, was to 
serve as the  apex body for promoting and developing modern management practices and was to 
function as the nodal state level training institute in the field of development administration. 
Aptly  enough, it was renamed, "Yashwantrao Chavan Academy of Development 
Administration" (YASHADA) in 1990, as a tribute to the pioneering spirit of the late Shri Y. B. 
Chavan, former Chief Minister of Maharashtra & Deputy Prime Minister of India, who had 
inspired the setting up of the ASC.  

  
Our mission is to enable equitable and sustainable development by promoting    people-centered 
good governance. We achieve this by bringing together practical knowledge, applied research, 
appropriate technology and innovative training of public administrators, community-based 
organizations and people's representatives. 

 
 

Right to Information Act is major initiative and paradigm shift in Public Policy. Yashada 
became an active partner and catalyst in this major initiative after the Government of 
Maharashtra promulgated Maharshtra Right to Information Act 2002. Yashada has established a 
cell for Right to Information. The cell believes in the value -    
 
“+É xÉÉä ¦ÉpùÉ: GÞòiÉ´ÉÉä ªÉxiÉÖ Ê´É·ÉiÉ:”  
@ñM´Éänù  
 
“Let noble thoughts come to us from all directions”- Rigveda 
 
The vision of the Cell is  
 

CREATING THRIVING INFORMED CIVIL SOCIETY 
 

The mission of the cell is  
 

The Right to Information Cell at YASHADA shall facilitate the process of dissemination of 
information under the Right to Information Act, by propagating and providing solutions to make all 
the institutes covered under the Act more transparent and accountable for the ultimate public good. 

 
    The Cell shall also provide a common platform for information givers and seekers,     as well as 

offering action research and consultancy back up to Government and other organizations on a 
continual basis.  



  PROACTIVE DISCLOSER UNDER SECTION 4 OF RIGHT TO INFORMATION ACT, 2005 

 5

OBJECTIVES 
 
� To conduct training programmes. 
� To undertake Action Research and utilize the research findings for strengthening the legal and 

operational framework for the Right to Information  
� To design and produce booklets, videos, television programmes for public sensitization and 

awareness building. 
� To hold workshops, seminars, conferences, etc., at the local, regional, national and international 

levels  
� To facilitate a process of meaningful dialogue and negotiations among various stakeholders  
�   To document and build up a collection of the representative and generic case studies. 
�    To create a repository of all available knowledge on the Right to Information, with specific focus 

on Maharashtra. 
� To explore the ways of utilizing information communication technology 
� To identify problem areas and find out solutions 
 
For better implementation of Right to Information 
Achievements  of the cell 

 
• Constituted a Peer Group to guide the Cell. It consists of experts like , Shri. Satyaranjan Sathe, Shri. U. C. 

Sarangi IAS and Shri. Prakash Kardale. 
• Up to 4000 officers trained in training programmes conducted specially for Right to Information Act 
• Published a handbook under Maharashtra Right to Information Act 2002  
• Prepared and disseminated templates under section 4 of the Right To Information Act 2005 
• Prepared a user’s Guide under Right To Information Act 2005 
• Facilitated the preparedness for RTI in Government of India and in many other states like Gujarath, 

Uttaranchal, Meghalaya and Central Government organizations.  
 
Proactive Publication of Information under section 4 of Right to Information Act 2005 
 
The cell in Yashada believes that the citizen must get as much information as possible without asking for 
it. A common man will certainly get all the information about the working of any organization if it has 
been elaborately published under section 4 of the Act. Yashada is pleased to publish this information on 
the stipulated date on its website. This information is also available for inspection in the office of 
Assistant Registrar and Public Information officer Yashada. 
 
 
 
 

 
YASHADA 

Address: Yashwantrao Chavan Academy of Development Administration, Raja Bhavan complex, Baner 
Road, Aundh, Pune 411007 

Telephone: 91-02-25608000, 91-02-25608147, 
91-02-25608118 

Fax: 91-20-25608100 
E-mail: rtiyashada@gmail.com 

Website: www.yashada.org 
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YASHADA Right To Information Act 2005 
PRO-ACTIVE Disclosure under Section 4(1)(b) 

  

• From the Director General, YASHADA  

• Introduction  
i.  The particulars of organisation, functions and duties 
ii.  The powers and duties of officers and employees 
iii. The procedure followed in the decision making process, including channels of supervision and 
accountability 
iv. The norms set by it for the discharge of its functions 
v.  The rules, regulations, instructions, manuals and records held by it or under its control or used by 
its employees for discharging its functions 
vi.  A statement of the categories of documents that are held by it or under its control 
vii. The particulars of any arrangement that exists for consultation with, or representation by, the 
members of the public in relation to the formulation of its policy or administration, thereof 
viii. A statement of the boards, councils and other bodies - Minutes 
ix.  A directory of officers and employees 
x.  The monthly remuneration received by each of officers and employees, including the system of 
compensation as provided in regulations 
xi. The budget allocated to each of its agency, indicating the particulars of all plans, proposed 
expenditures and reports on disbursements made 
xii. The manner of execution of subsidy programmes, including amount allocated and the details of 
beneficiaries of such programmes 
xiii. Particulars of receipts of concessions, permits or authorisations granted by it 
xiv. Details in respect of the information, available to or held by it, reduced in an electronic form 
xv. The particulars of facilities available to citizens for obtaining information, including the working 
hours or a library or reading room, if maintained for public use 
xvi. The names, designations and other particulars of the Public Information Officers 
xvii. Such other information as may be prescribed  
xviii. List of routine decisions/important policies which you force will affect public and Prepare list of 
issues in which administrative and quasi judicial decisions are generally taken 

• Information about applications received and information given under RTI Act at 
YASHADA  
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The particulars of functions & duties in the office of YASHADA 
 
 

Name of the office –  Yashwantrao Chavan Academy of Development Administration 
 

Address – Raj  Bhavan Complex, Baner Road, Pune  411 007. 
 

Head of the Office – Shri Ratnakar Gaikwad, Director General 
 

Parent Govt. Dept. - General Administration Department, Govt. of Maharashtra  
 

Reporting to which authority - General Administration Department, Govt. of Maharashtra  
 

Jurisdiction – Geographical – Maharashtra  / Functional _ Maharashtra  
 

*Mission -  “Our mission is to enable equitable and sustainable development by promoting 
people-centered good goverence.   

 
We achieve this by bringing together practical knowledge, applied research appropriate 
technology and innovative training of public administrators community-based organizations and 
people’s representatives”  
 

Objectives - YASHADA is a composite training institute having a dual role as an Administrative 
Training Institute and a State Institute of Rural Development. The objectives of YASHADA are 
as follows:  

• To promote modern management science as a major instrument for development of 
economic and social activities of the State Government, Zilla Parishads and other 
institutions and organizations of the State Government. 

• To develop managerial skills, organizational capability, leadership and decision-making 
ability for development planning and efficiency in implementation of policies, 
programmes and projects.   

• To carry on operational and policy-oriented research, to evolve ideas and concepts 
appropriate to the local, state and national environment and to formulate policy 
alternatives. 

• To serve as the apex institute for the collection and dissemination of information 
regarding development administration. 

• To foster, assist and support individuals, organizations and institutions in the use of 
management science. 

Section 4(1)(b)(i) 
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• To provide consultancy services in development and public administration. 
• To function as the nodal State-level training institute in the field of development 

administration. 
 
FUNCTIONS OF THE SOCIETY  
04.  In order to achieve the above objectives, the institute may engage itself in such types of 

Programmes and activities, and in such subjects, and for the benefit of such subjects, and 
for the benefit of such persons, areas, and sectors of activity as are exemplified hereunder 
-  
a)  Programmes and Activities:  

(i)  Training programmes of short and long duration’s including seminars, 
workshops, and conferences, as a means of continuing education for 
practicing managers, administrators, and scientific and technical cadres;  

(ii)  Policy oriented and operational research;  
(iii)  Consultancy and Extension Services; and  
(iv)  Publication and production of training aids.  

 
(b)  Subjects and Areas of Activities :  

(i)  The programmes may cover all concepts., principles and techniques 
related to management in Government.  

(ii)  The programmes may cover all functionaries of the Departments of 
Government of Maharashtra as well as, teachers and practitioners of 
management in Boards, Corporations and other public sector undertakings 
in all sectors such as, business and industry; commerce and trade; financial 
and industrial development; banking; insurance; co-operatives; agriculture 
and rural development forestry; fisheries and animal husbandry; irrigation 
and power; energy; transportation and communication; education and 
health services; entrepreneurial development; mass media; tourism and 
public relations; legal systems; police administration; taxation; urban 
systems; environment habitat; public works; roads and buildings; 
appropriate technology; non-organised, decentralised sectors of economic, 
social and political activity. especially, persons from institutions, bodies 
and organisations concerned with the use of knowledge in management.  

 
05.  The Society may:  

(i)  Plan, sponsor and undertake research - policy research for the evaluation and 
formulation of public policies and assessment of the impact of policies and 
operations research to improve efficiency and productivity at the unit levels;  

(ii)  Assist public and private organisations to improve their administration and 
management' through consultancy and by extension services, organising 
conferences, seminars, workshops, exhibitions, meetings, discussions etc.;  

(iii)  Publish research papers, treatises, periodicals, books and other literature to 
disseminate up-to- date information relating to management practices;  

(iv)  Evolve and prescribe standards of proficiency, and award diplomas, certificates, 
medals, and other prizes and distinctions to persons trained in the Institute, as well 

Section 4(1)(b)(i) 
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as, confer distinctions on persons rendering outstanding contribution to the cause 
of management in Government,  

(v)  Institute and award scholarships, visiting fellowships, stipends, loans and other 
financial assistance to suitable and deserving students and scholars; 

 
FUNCTIONS OF THE SOCIETY  
04. In order to achieve the above objectives, the institute may engage itself in such types of 

Programmes and activities, and in such subjects, and for the benefit of such subjects, and 
for the benefit of such persons, areas, and sectors of activity as are exemplified hereunder 
-  
a) Programmes and Activities:  

(i)  Training programmes of short and long duration’s including seminars, 
workshops, and conferences, as a means of continuing education for 
practicing managers, administrators, and scientific and technical cadres;  

(ii)  Policy oriented and operational research;  
(iii)  Consultancy and Extension Services; and  
(iv)  Publication and production of training aids.  

(b)  Subjects and Areas of Activities :  
(i)  The programmes may cover all concepts., principles and techniques 

related to management in Government.  
(ii)  The programmes may cover all functionaries of the Departments of 

Government of Maharashtra as well as, teachers and practitioners of 
management in Boards, Corporations and other public sector undertakings 
in all sectors such as, business and industry; commerce and trade; financial 
and industrial development; banking; insurance; co-operatives; agriculture 
and rural development forestry; fisheries and animal husbandry; irrigation 
and power; energy; transportation and communication; education and 
health services; entrepreneurial development; mass media; tourism and 
public relations; legal systems; police administration; taxation; urban 
systems; environment habitat; public works; roads and buildings; 
appropriate technology; non-organised, decentralised sectors of economic, 
social and political activity. especially, persons from institutions, bodies 
and organisations concerned with the use of knowledge in management.  

 
05. The Society may:  

(i)  Plan, sponsor and undertake research - policy research for the evaluation and 
formulation of public policies and assessment of the impact of policies and 
operations research to improve efficiency and productivity at the unit levels;  

(ii)  Assist public and private organisations to improve their administration and 
management' through consultancy and by extension services, organising 
conferences, seminars, workshops, exhibitions, meetings, discussions etc.;  

(iii)  Publish research papers, treatises, periodicals, books and other literature to 
disseminate up-to- date information relating to management practices;  

(iv)  Evolve and prescribe standards of proficiency, and award diplomas, certificates, 
medals, and other prizes and distinctions to persons trained in the Institute, as well 

Section 4(1)(b)(i) 
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as, confer distinctions on persons rendering outstanding contribution to the cause 
of management in Government,  

(v)  Institute and award scholarships, visiting fellowships, stipends, loans and other 
financial assistance to suitable and deserving students and scholars;  

(vi)  Produce, establish and maintain libraries of books, documentation centres, 
teaching aids, audio-visual presentations, including video films etc.  

(vii)  Form affiliations, accept partnership and other classes of professional or technical 
membership;  

(viii)  Establish collaborative linkages with educational and professional institutions in 
any part of the world, having similar objectives, by exchange of faculty and 
scholars, by the conduct, of joint research and training programmes and generally 
in such a manner as may be conducive to the development of common 
professional objectives;  

(ix)  Function generally as the apex institution of Maharashtra State to provide training 
and services, to set standards of proficiency, and to recommend management 
inputs in all aspects of public administration and productivity in various 
organisations, agencies, and institutions;  

(x)  Establish, administer, supervise and maintain regional branches or institutions at 
suitable places in Maharashtra; and  

(xi)  Do such other deeds and acts as are conducive or incidental to the achievement of 
all or any of the above objectives.  

 
06.  The Institute shall consist of residential campus as well as non-residential centres. It shall 

be open to persons of either sex, of whatever race, creed, caste, class or region. The 
Board of Governors may make special provisions for the advancement of Scheduled 
Castes, Scheduled Tribes and socially and educationally backward classes of citizens in 
accordance with the relevant provisions of the Indian Constitution.  

 
Details of Services provided / duties – To impart training, provide consultancy, undertake 
research work, undertake projects, publish case studies, books.  
 

Physical Assets – Statement of lands & buildings –       
 

             DETAILS OF YASHADA AREA 
                   
 
                        A) Old Plot              42416.92. mtr        10.482 Acre           10.19.28  Guntha    
              
                       B) Add New Plot     4722.28 Sq Mts      1.17 Acre                    1.6 Guntha 
 
                                   TOTAL   47139.2 Sq.Mtr      11.652 Acre                  
 
                       C) Residential Area      13740.35 Sq Mtr              3.39 Acre 
          
 
 

Section 4(1)(b)(i) 
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SR.No    
                  A+B   YASHADA CAMPUS  
 
  A      1       Academic Block             1046.40 Sq.Mtr 
      (Class Room 1 to 8)  
                  (Ground + one floor)       
         2      Lazim Hall (Gr.Floor)        917.00 Sq Mtr 

3 Shammee Hostel  .              512.00 Sq Mtr 
      (Ground to 2 floor) 
4 Durva 1 (Gr + 2 floor)        660.00 Sq Mtr 
5 Durva 2     - do -                 571.31 Sq Mtr 
6 Jublee Hostel (Ground        356.80 Sq Mtr 
        to 2 & Dormetory) 
7 Canteen                             1085.00 Sq Mtr 
8 Library (Ground + 1st       1125.00 Sq Mtr 
        floor)CDM control room 
        Receiption CIT & SIUD 
9 Misc 
10 (a) Hon DG Bunglow (New) 494.50 Sq Mtr 

(b)     - do -                 (Old)   140.00 Sq Mtr 
(c) Driver Rest Room              33.50 Sq Mtr 
(d) Generator Room                 23.40 Sq Mtr 
(e) Utility Quarters      110.40 Sq Mtr 
(f) Passage & Misc    2425.00 Sq Mtr 
    (Steps, Campus,Estate 
    office & Bank etc)           ---------------------- 

      Total   9500.31 Sq Mtr 
                 (g) Open Space Garden, 
                        Road, Parking etc.       27179.89 Sq.Mtr.      

 
 
 

      11      Admin. Building              2900.24 Sq.Mtr 
  
            12     MDC Building                 5390.525 Sq.Mtr 
                
            13    Auditorium Building        1730.68   Sq.Mtr 
 
            14    Main Gate                             46.8     Sq.Mtr 
 
            15    Duplex Bunglow                390.8 Sq Mtr 
                    
                      TOTAL AREA         47139.25 Sq Mtr 
 

Section 4(1)(b)(i) 
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 SR.NO              C-RESIDENTIAL AREA  
 
        1         Bakul & Chafa Building      1237 Sq.Mtr  
 
        2        Transit & Staff Quarter       679.94 Sq.Mtr   
  
        3        Open Space                     11823.41 Sq.Mtr 
 
                           Total Area             13740.35 Sq.Mtr       

 
Organisations structural Chart at each level-Give linkage of jurisdiction & Address, 
Tel. No.s & Office Timings –  
1. Orgonogram  (As mentioned below) 
2. Address : Raj Bhavan Complex, Baner Road, Pune 411 007.  
3. Phone :  25608000   4. Office Timings : 9.30 am to 5.15 pm  
 
Weekly holidays -  Saturdays  (2nd , 4th)  &  Sundays. 
 Specific Service Timings : 
 Library Services : From Monday   to Friday 9.00 am to 10.00 pm  
                               On Saturday from 9.00 am to 5.15 pm. 
  
 Dispensary : Morning 8.30 am. To 10.00 am 
                      Evening 4.00 pm. To 7.00  pm. 
 
Recreation 
 
 Yoga  : Morning 6.00 am To 7.00 am &   Evening 5.00 pm to 5.45 pm. 
 
Swimming : Morning  : 7.00 am To 8.00 am & Evening :   6.00  pm To 6.45 pm 
 
Gym. :  Evening : 5.15 pm to 6.45 pm 
 
 
 

Section 4(1)(b)(i) 
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Director General 
 
  

Addl. Director General 
 
 

DDG 
(SIRD)  DDG (SIUD)     DDG (R)  DDG   (Planning) 

 
   

   

Registrar  CIT  MDC  Library  FA  CDM  ATI  Right To Information 
Cell  Narmada 

Project  
R & D 

 
 HM  EM  Establishment  AO  PRIS  

 Training Division  Reform Div  PMC  

 
  Training Design cell Foundation Training Cell State Training Policy 

Cell 

Center for 
Information & 
Dissemination 

Center for 
Good 

Governance 
  

 
 
 
 

      CED  Course Cell  P & PIC  ISO  TMC 
 
 

State Action 
Plan  CCTR   SHG  GTC/ 

PRTC  CTC  Cluster 
Dev.  Water  

Shed Dev. CESJ  IPEA RUDA 
Cell  YMRC 

 Section 4(1)(b)(i) 
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The powers of officers & employees in the office of  YASHADA 
 
 
 
 

Sr. 
No. 

Designation Powers – Financial Under which 
legislation/rules/ 

orders /GRs./circulars 

Remark 

 Board of 
Governors 

 
 
 
 
 

 
 

All financial powers are vested 
with the BoG for the following 
purposes. 
 
i) Capital Expenditure 
ii) Non-recurring 

Expenditure 
iii) Recurring Expenditure 

Vide Para 11 of the 
minutes of the First 
meeting of the BoG 
 
 
 
 
 

 

 

 Executive 
Committee 

To incur expenditure on day-to-
day activities – 
Per Item 
a) Capital expenditure upto 

Rs. 15.00 lakhs. 
b) Non-recurring expenditure 

upto Rs. 12.00 lakhs. 
c) Recurring 08 lac 

expenditure upto 

BoG (xxviii) dt. 
3/11/2000 Agenda 
Item No. 06 

 

 Director 
General 

For incurring expenditure on 
day-to-day activities of 
Academy (like action research 
projects, award of fellowships, 
consultancy jobs, preparation of 
audio-visual presentations, 
preparation of training software 
promoting documentation such 
as books, maps, case studies, 
reference material, purchase of 
training material etc., besides 
arranging maintenance, contracts 
for mess, gardens, hostels, office 
machines etc.) 

1st BoG Agenda Item 
No. 7 read with Para 11 
of the Minutes. Also 
BoG, Dated 24/12/1994 
& 3/11/2000 

a) Capi
tal 
expenditure 
upto Rs. 
6.00 lacs. 
b) Non
-recurring 
expenditure 
upto Rs. 
6.00 lacs 
c) Rec
urring 
expenditure 
upto Rs. 
6.00 lacs 

Director General 
  To exercise all the financial 1st BoG Para 11 of the To the 
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Sr. 
No. 

Designation Powers – Financial Under which 
legislation/rules/ 

orders /GRs./circulars 

Remark 

powers delegated to the Heads of 
Departments on various items. 

Minutes extend 
delegated to 
the heads of 
departments 

  Appointment of a Contractor for 
housekeeping services of the 
hostel etc. 

1st EC Dated 
12/8/1986 Para 15 of 
the Minutes 

Only after 
calling for 
offers from 
various 
agencies / 
individual 

  Appointment of a Contractor for 
handling development 
maintenance of YASHADA 
garden. 

1st EC Dated 
12/8/1986 Para 16 of 
the Minutes 

Only after 
calling for 
offers from 
various 
agencies / 
individual 

  Fixation of course fee per 
partcipation per day, in respect 
of courses not included in the 
calender but sponsored by the 
other department / public 
undertakings exclusively for 
their officers. 

1st EC Dated 
12/8/1986 Para 17 of 
the Minutes 

Normally 
Rs. 300/- 
with an 
authority to 
levy higher 
charges 
where he 
feels it 
necessary. 

  Power to reimburse travel 
expenses to the guest faculty on 
actual basis. 

1st E.C. Dated 
12/8/1986 Para 18 of 
the Minutes 

Full powers 
Not 
exceeding 
Air fare 

  Power to present mementos and 
sanction expenditure on 
entertainment of guests of the 
institute according to the 
importance of each occasion, at 
his discretion. 

1st EC, Dated 
12/8/1986 Para 20 of 
the Minutes 

Full Powers 

  To grant temporary advance / 
loan of small amounts to the IAS 
Probationers for genuine 
purposes on account reasons like 
non receipt of LPC, clearance 
from A. G. etc. 

2nd EC Para 12 of the 
Minutes 

Full Powers 
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Sr. 
No. 

Designation Powers – Administrative Under which 
legislation/rules/ 

orders/GRs./circulars 

Remark 

 Board of 
Governors 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

A) the BoG is fully 
authorised to look after 
the "Management, 
Supervision and Control 
of the Institute." 

B) Full powers are vested 
with BoG under Rule 
No. 10 of MoA "To 
appoint committees and 
delegate to them powers 
as may deem necessary 
and expedient." 

C) Full powers are vested 
with BoG under Rule 11 
of MoA "To create new 
classes of membership 
for specific period and 
fill them by co-option of 
members'. 

Under Sr. No. 7 of 
the MoA 
 
 
 
 
 
Rule No. 10 of 
MoA 
 
 
 
 
 
 
 
 
Rule 11 of MoA 
 

 

President, BoG 
  To nominate two secretaries to 

Govt. to be the members of the 
board. 

(i) 09 (vi)  

  Power to commence special 
meetings for urgency or matter 
of special importance. 

(ii) 21  

  Power to preside every meeting 
of the board. 

(iii) 27  

  Power to invite any person other 
than a member to attend a 
meeting of the board. 

(iv) 28  

  Power to exercise a casting vote 
in case of dispute and equality of 
votes. 

(v) 29  

  Power to circulate any urgent 
matter for approval of the 
members (to be reported in the 
next meeting) 

(vi) 30  

  Power to take decision in a case 
or matter of urgency to be 
recorded to be so in writing and 

(vii) 31  
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Sr. 
No. 

Designation Powers – Administrative Under which 
legislation/rules/ 

orders/GRs./circulars 

Remark 

to report it for satisfaction by the 
board in its next meeting. 

  Power to nominate one member 
on Executive Committee 
a) from amongst head of State 

Government Directorates in 
Pune. 

b) One representative of a sister 
training institute. 

c) Two representatives from 
non-government 
organisations related to the 
activities of the society. 

d) One expert on financial 
matters of the institute. 

(viii) 35  

  To delegate powers and 
functions to the Executive 
Committee 

(ix) 43  

Executive Committee & Its Chairman 
  a) Full Powers to "Preside 

over the meetings of the 
Executive Committee" 
under Rule 39 of MoA. 

b) Full Powers to "Exercise 
a second casting vote in 
case of dispute and 
equality of votes" under 
Rule 40 of MoA. 

c) Full Powers to "Delegate 
any of its powers to the 
Chairman of the 
Executive Committee" 
under Rule 44 of MoA. 

d) Full Power to "Refer any 
question or matter of 
sufficient importance to 
justify such reference to 
the decision of the 
President". (The decision 
of the President shall be 
binding on the 

Rule 39 of MoA. 
 
 
 
 
 
Rule 40 of MoA. 
 
 
 
 
 
Rule 44 of MoA. 
 
 
 
 
 
 
Rule 45 of the MoA. 
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Sr. 
No. 

Designation Powers – Administrative Under which 
legislation/rules/ 

orders/GRs./circulars 

Remark 

committee. Such decision 
to be reported to the 
Executive Committee in 
its next meeting.) under 
Rule 45 of the MoA. 

 
 
 
 
 
 

Executive Committee 
  To prepare and execute details 

plans and programmes for the 
establishment and development 
of the MIDA for carrying on its 
administration and management. 

(i) 1st BoG / Agenda 
Item No. 7 read with 
Para 11 of the Minutes 

 

  To receive Grants-In-Aid and 
accept other grant of money, 
gifts, donations, securities, 
negotiable instruments and other 
forms of assistance from the 
State Govt. and GoI and from 
other sources, Indian and 
Foreign, Government and 
Private and enter into any 
agreement or agreements for 
receiving such assistance which 
are not inconsistent or in conflict 
with or repugnant to the 
objectives and purposes of the 
institute; provided that in respect 
of external sources of assistance; 
prior approval of the State Govt. 
or the GoI shall be obtained. 

(ii) 1st BoG / Agenda 
Item No. 7 read with 
Para 11 of the Minutes 

 

  To impose recover fees and 
charges for the services rendered 
by the Institute, raise moneys 
and funds as deemed fit and 
necessary to the purposes and 
objectives of the Institute. 

(iii) 1st BoG / Agenda 
Item No. 7 read with 
Para 11 of the Minutes 

 

  To keep custody of and expand 
the funds and moneys; invest 
deal with appropriate, account 
for such funds and moneys and 
manage the income and 
properties movable and 
immovable according to the 

(iv) 1st BoG / Agenda 
Item No. 7 read with 
Para 11 of the Minutes 
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Sr. 
No. 

Designation Powers – Administrative Under which 
legislation/rules/ 

orders/GRs./circulars 

Remark 

resolutions passed by the BoG. 
  To receive, acquire, take over 

and hold movable and 
immovable property of any kind 
by mans of purchase, transfer, 
hire, lease, gift, donation or other  
lawful means from government, 
public or private bodies or 
individuals, construct, build, 
alter, improve, maintain, repair, 
equip or furnish any building, 
develop lands and executive 
works necessary or convenient 
for purposes of the Institute and 
suitably manage and deal with 
property of any kind in the best 
interests and for purpose of the 
institute. Provided that no 
movable properties costing more 
than Rs.1 lakh and no 
immovable properties shall be 
transferred by sale, mortgage or 
otherwise without prior sanction 
of the Board of Governors. 

(v) 1st BoG / Agenda 
Item No. 7 read with 
Para 11 of the Minutes 

 

  To enter into agreements, 
contracts with national and 
international organisations, 
foundations and research 
institutions and other agencies, 
for the development of sectors 
and undertaking projects on their 
behalf for training and 
development and research in the 
fields of management. Provided 
that in respect of arrangements 
with foreign governments or 
international organisations, prior 
approval of the State Govt. or 
Govt. of India as the case may 
be, shall be obtained. 

(vi) 1st BoG / Agenda 
Item No. 7 read with 
Para 11 of the Minutes 

 

  To pay all preliminary or (vii) 1st BoG / Agenda  
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Sr. 
No. 

Designation Powers – Administrative Under which 
legislation/rules/ 

orders/GRs./circulars 

Remark 

incidential cost, charges and 
expenses incurred in the 
promotion, formation, 
establishment and registration of 
the Society. 

Item No. 7 read with 
Para 11 of the Minutes 

  To prescribe, approve norms and 
guidelines for the conduct of 
courses of study, training and for 
undertaking research and 
consultancy in purusance of the 
objectives enunciated in the 
Memorandum of Association. 

(viii) 1st BoG / Agenda 
Item No. 7 read with 
Para 11 of the Minutes 

 

  To recommend to the Board of 
Governors the grant of diplomas, 
certificates, distinctions and 
prizes to students and 
participants, who have 
successfully completed the 
prescribed courses of study and 
training. 

(ix) 1st BoG / Agenda 
Item No. 7 read with 
Para 11 of the Minutes 

 

  To institute and award 
fellowships, scholarships, 
stipends, freeships, loans and 
other forms of financial 
assistance to students to facilitate 
their study. 

(x) 1st BoG / Agenda 
Item No. 7 read with 
Para 11 of the Minutes 

 

  To approve the nomination of 
faculty for courses of higher 
studies training and teaching 
assignments, for participation in 
conferences, visiting fellowships 
etc. in India and abroad under 
such terms and conditions as 
may be laid down by the Board 
of Governors in this behalf 
provided that for tours outside 
India prior approval of the Board 
of Governors shall be obtained. 

(xi) 1st BoG / Agenda 
Item No. 7 read with 
Para 11 of the Minutes 

 

  To provide for and supervise the 
residence, health amenities, 
discipline and the general well 
being of the students. 

(xii) 1st BoG / Agenda 
Item No. 7 read with 
Para 11 of the Minutes 

 

  To produce, print, publish, issue, (xiii) 1st BoG / Agenda  
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Sr. 
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Designation Powers – Administrative Under which 
legislation/rules/ 

orders/GRs./circulars 

Remark 

acquire and circulate books, 
papers, periodicals, exhibits, 
films, slides, pamphlets and 
other audio-visual material 
dealing with or having a bearing 
upon the activities and 
programmes of the institute. 

Item No. 7 read with 
Para 11 of the Minutes 

  Create academic, administrative, 
technical and other posts (other 
than the Director) in accordance 
with the resolutions passed by 
the Board of Governors. 

(xiv) 1st BoG / Agenda 
Item No. 7 read with 
Para 11 of the Minutes 

 

  To appoint, retain, engage for 
the time being professional and 
technical advisor, consultants, 
experts to work to further 
objectives and programmes of 
the institute and to pay them 
such honorarium, fees, 
remuneration or compensation as 
may be deemed fit and 
commensurate with 
performance, as fixed by the 
Board of Governors from time-
to-time. 

(xv) 1st BoG / Agenda 
Item No. 7 read with 
Para 11 of the Minutes 

 

  To invite scholars and eminent 
professionals from any part of 
the country to take advantage of 
the facilities offered by the 
institute may benefit by their 
knowledge, wisdom and 
expertise. 

(xvi) 1st BoG / Agenda 
Item No. 7 read with 
Para 11 of the Minutes 

 

  To visit and depute officers of 
the Institute to participate in 
programmes, projects, 
workshops, seminars, 
conferences etc. in any part of 
the country. 

(xvii) 1st BoG / 
Agenda Item No. 7 
read with Para 11 of the 
Minutes 

 

  To establish Contributory fund 
and Gratuity Scheme, Welfare 
Fund and other Financial 

(xviii) 1st BoG / 
Agenda Item No. 7 
read with Para 11 of the 

 



Section 4(1)(b)(iv) 22

Sr. 
No. 

Designation Powers – Administrative Under which 
legislation/rules/ 

orders/GRs./circulars 

Remark 

assistance schemes for the 
benefit and welfare of the Staff 
of the institute and their families 
under the overall guidance of the 
Board of Governors and / or its 
committees. 

Minutes 

  To prepare annual reports, 
financial statements of accounts, 
financial estimates of the 
Institute and submit them for the 
approval of the Board, approve 
expenditure within the limits of 
sanctioned budget according to 
the Bye-laws and regulations 
framed in this behalf. 

(xix) 1st BoG / Agenda 
Item No. 7 read with 
Para 11 of the Minutes 

 

  To appoint sub-committee for 
the disposal of any business of 
the institute or for rendering 
advice in any matter pertaining 
to the conduct of the affairs of 
the institute and to delegate to 
such committee such powers as 
it may deem necessary and 
expedient. 

(xx) 1st BoG / Agenda 
Item No. 7 read with 
Para 11 of the Minutes 

 

  To enter into agreement for an 
on behalf of the institute with 
any Government or authority, 
municipal, local or otherwise, 
and to obtain from such 
authority and rights, privileges, 
concenssions, fiduciary or 
otherwise, that the institute may 
deem necessary and desirable to 
obtain and to carry out, exercise 
and comply with such 
arrangements, rights, privileges, 
concessions. 

(xxi) 1st BoG / Agenda 
Item No. 7 read with 
Para 11 of the Minutes 

 

  To sue and defend all legal 
proceedings on behalf of the 
Institute. 

(xxii) 1st BoG / 
Agenda Item No. 7 
read with Para 11 of the 
Minutes 

 

  to make, frame and adopt, under 
the overall guidance of the 

(xxiii) 1st BoG / 
Agenda Item No. 7 
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Board of Governors and its 
Committees, Rules, Bye-laws 
and Regulations for the proper 
and effective administration and 
management of the affiars of the 
institute and amend, vary add or 
rescind such Rules, Bye-laws 
and Regulations from time-to-
time as may be deemed 
necessary. Such Bye-laws or 
Regulations may provided for 
matters such as : 
Norms and guidelines for the 
conduct of courses of study and 
training and standards of 
proficiency. 
Norms and procedures for 
admission of students; 
Leavy of fees, commissions, and 
charges for service, Maintenance 
of Accounts, Audit and other 
Financial Regulations regarding 
custody and operation of funds; 
Budgeting; 
Recruitment; Discipline and Coe 
of Conduct; 
Maintenance of Library 
Purchase and maintenance of 
stores, stocks and ledgers; 
Delegations of Powers : 
Such other matters as may be 
necessary. 

read with Para 11 of the 
Minutes 

  To all other lawful acts as may 
be appropriate, and necessary for 
the achievement of any or all of 
the objectives of the institutes. 

(xxiv) 1st BoG / 
Agenda Item No. 7 
read with Para 11 of the 
Minutes 

 

  To Executive Committee is 
authorised to appoint persons to 
various posts, equivalent to pay 
scales of Class-II level in 
government. 

(xxv) 1st BoG / 
Agenda Item No. 4 (ii) 
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  While approving Recruitment 
Rules of teaching non teaching 
posts BoG has empowered the 
Executive Committee to amend 
Recruitment Rules whenever 
necessary. 

(xxvi) BoG (xviii) 
dated 9/12/1993 
Agenda Item No. 12 

 

  While approving service rules 
the BoG has empowered the 
Executive Committee to amend 
the service rules whenever 
necessary. 

(xxvii) BoG xvii dated 
21/11/92 Agenda Item 
No.11 

 

Director General 
  To exercise all the powers 

delegated to the heads of 
departments under Government 

1st BoG Para 11 of the 
Minutes 

To Extent 
delegated to 
the Heads of 
Departments 

  To increase the period of 
probation in respect of newly 
recruited employees. Powers to 
reduce the Probationary period 
not delegated. 

3rd EC Para 2(1) (D) of 
the Minutes 

Full powers 

  Creation of post, minimum of 
the payscale of which is not 
more than Rs.500/- Not 
exceeding three months. 

3rd EC Para 2(3) (B) of 
the Minutes 

Full powers 

  To waive the condition of one 
months notice or recovery of pay 
thereof in case of resignation of 
YASHADA employees 

3rd EC Para 2(3) (C) of 
the Minutes 

Full powers 

  To appoint retired employees of 
Government or other institutions 
/ organizations to posts in MIDA 
equivalent to the Class-III and 
Class-IV posts under 
Government No exceeding two 
years. 

3rd EC Para 2(3) (E) of 
the Minutes 

Full powers 

  Empowering D. G. to make 
appointments on contractual 
basis for senior faculty positions. 

BoG XIX Dt. 24/12/94 
Agenda Item No. 11 

For 1 year 

  To relax the provision of any 
rule after recording in writing, 
however such cases should be 
brought to the notice of 

YASHADA Service 
Rule 27:01 
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Executive Committee 
  The Director YASHADA is 

authorised to appoint persons 
with pay scales equivalent to 
Clause III and IV levels in 
government. 

1st BoG Agenda Item 
No. 4 (iii) 

 

  To sign the instruments of 
orders, agreements, contracts etc. 
on behalf of MIDA to give effect 
to the decisions of the Board of 
Governors and the various 
committees.  
To the extend approval by BoG 
and various committees. 

2nd BoG Agenda Item 
No. 7 

Full powers 

  To accommodate additional 
courses, adjust existing courses 
or make variations in the training 
calender as and when it becomes 
necessary. 

1st BoG Agenda Item 
No. 9 Para 13 of the 
Minutes 

Full powers 

  Opening a account in one of the 
Banks in the city area and also 
investing surplus funds in the 
fixed deposits. In a selected bank 
or Maharashtra State Co-
operative bank, its subordinates 
or any other public sector 
undertakings following the 
procedure prescribed by the 
Charity Commissioner. 

6th EC Agenda No. 6 
of the Minutes 

Full powers 
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FINANCIAL POWERS 
 
 
The delegation of powers for purchase of stores is as follows. 

 

� Up to Rs. 5,000/-:  - Respective OIC/DDG’s 

 

� Above Rs. 5,000/-  & less than Rs. 50,000/- through purchase committee & Addl.DG  

 

� Above 50,000/- & up to Rs. 1,00,000/- thorough purchase committee & Addl. DG  after 

obtaining the views of accounts department 

 

� Rs 1,00,000/- to 6,00,000/- through purchase committee DG after obtaining the views of 

financial advisor & Addl. DG  

 

� Rs. 6,00,000/- to 10,00,000/-executive committee 

 

� Above Rs. 10,00.000/- BOG 
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The duties of officers & employees in the office of  YASHADA 
 
Sr. 
No. Designation Duties Under which Act / rules Remark 

 See List (Annexure 2) 
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JOB CHART OF REGISTRAR 
 

Establishment 
 

Appointment process of Class I to Class IV employees on regular basis as well as 
contractual and deputation 

Departmental examination 
Court cases 
Compilation of confidential reports 
Seniority list 
Promotion process 
Disciplinary action process 
Roster 
Increment & Overtime 
 

Purchase/Maintenance 
 

Purchase procedure 
Stores procedure 
To supervise vehicle maintenance, garden, conservancy, security, housekeeping, 

inward outward, records etc. 
 

MISC. 
1. Protocol VIP/VVIP visits 

 
Financial Powers 

 
To sanction salary bills. 
To sanction upto Rs.50,000/- for non recurring expenditure 

 
Any other work entrusted by Director General, Addl. Director General  
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ºÉ½þÉªÉEò ÊxÉ¤ÉÆvÉEò ªÉÉÆSªÉÉ EòÉ¨ÉÉSÉÉ iÉHòÉ  
 

+ Gò EòÉ¨ÉÉSÉä º´É°ü{É 
 |É¶ÉÉºÉxÉ Ê´É¦ÉÉMÉÉÆiÉMÉÇiÉ ÊEò®úEòÉä³ý ®úVÉÉ, ¤Énù±ÉÒ ®úVÉÉ ¨ÉÆVÉÚ®úÒ ´É LTC º´ÉOÉÉ¨É ºÉ´É±ÉiÉ 

¨ÉÆVÉÚ®úÒ. 
 

 ´ÉÉ½þxÉSÉÉ±ÉEò ´É ºÉ´ÉÇºÉÉvÉÉ®úhÉ {ÉÊ®úSÉÉ®úEò ªÉÉÆxÉÉ +ÊiÉEòÉ±ÉÒEò ¦ÉkÉÉ ¨ÉÆVÉÚ®úÒ. 
 

 ¯û.5000/- SªÉÉ +ÉiÉÒ±É näùªÉEòÉÆxÉÉ ¨ÉÆVÉÚ®úÒ. (EòÉä]äõ¶ÉxÉ xÉ ¨ÉÉMÉÊ´ÉiÉÉ) iÉºÉäSÉ nù®ú Eò®úÉ®ú 
ZÉÉ±Éä±ÉÒ näùªÉEäòò {ÉÉÊ®úiÉ Eò®úhÉä. 
 

 ºÉ´ÉÇ |ÉEòÉ®úSªÉÉ Imprest SÉä ºÉ¨ÉÉªÉÉäVÉxÉ iÉºÉäSÉ ´ÉÉ½þxÉÉSªÉÉ <ÆvÉxÉÉºÉÉ`öÒ / ¤ÉÉ½äþ®úSªÉÉ nùÉè-
ªÉÉºÉÉ`öÒ PÉäiÉ±Éä±ªÉÉ +ÊOÉ¨ÉÉSÉä ºÉ¨ÉÉªÉÉäVÉxÉ. 
 

 EòÉªÉÉÇ±ÉªÉÒxÉ EòÉ¨ÉÉ¤ÉÉ¤ÉiÉ ¶ÉÉºÉxÉÉ¶ÉÒ {ÉjÉ ´ªÉ´É½þÉ®ú. 
 

 +ÊiÉÊ®úHò EòÉªÉÇ¦ÉÉ®úÉSÉä ´ÉäiÉxÉ ¨ÉÆVÉÚ®úÒ xÉÆiÉ®ú +nùÉ Eò®úhªÉÉSÉä +ÊvÉEòÉ®ú. 
 

 nÚù®úv´ÉxÉÒ ´É Ê´ÉtÖiÉ näùªÉEäòò {ÉÉhÉÒ{ÉÖ®ú´É`öÉ näùªÉEäòò {ÉÉÊ®úiÉ Eò®úhÉä. 
 

 Ê´É¦ÉÉMÉÒªÉ {É®úÒIÉÉ, xªÉÉªÉÉ±ÉªÉÒxÉ |ÉEò®úhÉä , ÊxÉªÉÊ¨ÉiÉ ´ÉäiÉxÉ´ÉÉfø , Ë¤ÉnÖùxÉÉ¨ÉÉ´É±ÉÒ, JÉ®äúnùÒ 
Ê´É¹ÉªÉEò ¤ÉÉ¤ÉÒ, PÉ®ú ¤ÉÉÆvÉhÉÒ +OÉÒ¨É, =iºÉ´É +OÉÒ¨É, ºÉÆMÉhÉEò +OÉÒ¨É, ´ÉÉ½þxÉ JÉ®äúnùÒ 
+OÉÒ¨É ªÉÉ´É®ú {ÉªÉÇ´ÉäIÉhÉ Eò®úhÉä  

 
 ¨ÉÉÊ½þiÉÒSªÉÉ +ÊvÉEòÉ®ú ÊxÉªÉ¨É 2002 +x´ÉªÉä  ¨ÉÉÊ½þiÉÒ +ÊvÉEòÉ®úÒ ¨½þhÉÖxÉ EòÉ¨É {É½þÉhÉä ´É 

|ÉÉ{iÉ ZÉÉ±Éä±ªÉÉ +VÉÉÇ¤ÉÉ¤ÉiÉ +É´É¶ªÉEò iÉÒ EòÉªÉÇ´ÉÉ½þÒ Eò®úhÉä. 
 

 ´É®úÒ¹`öÉÆxÉÒ ´Éä³ýÉä´Éä³ýÒ ºÉÉÆMÉÒiÉ±Éä±ÉÒ <iÉ®ú EòÉ¨Éä. 
 

 

                 ºÉ½þÉªÉEò ÊxÉ¤ÉÆvÉE  
            ÊxÉ¤ÉÆvÉEò  
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JOB CHART 
 
 
Typing of all daily programmes hold in YASHADA. 
To take & give appointments.  
To take dictation, type it out. To see the daily tapal.  
Handling of all official and personal correspondence files.  
Correspondence of all officers' Confidential Reports and updation of CR files. 
To take/give telephone messages and connect the required telephone number to DG. 
Updation of all lists of telephone numbers. 
To take minutes of all various meetings and updation of relevant files. 
To book tickets. Taking/settling advances of ticket booking. Preparing the TA bills. 
Filing the papers in concerned files.  
To take entry of all files as per File Movement Register 
To maintain the Tapal Register  
To maintain and update the Fax Register 
To check the e-mails daily. 
All other work entrusted by DG from time to time.   
 
 
 

(Kanchan Thorat) 
Stenographer (Selection Grade) & 

PA to Hon'ble Director General 
YASHADA, Pune 
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Training Management related Functions: 
 

Scrutiny of the files for approval of Training Program as per the prescribed procedure 

Scrutiny of Course Directors & Evaluation Reports and submit comments for 

Improvements & appreciation. 

Analyse the Feed Back  Data received from Participant. 

Conduct Training Course and lectures 

Circulate Faculty Training Program, Invite nominations, and recommend faculty 

names for undergoing Training. 

 

SEVAARTH Project Related Functions 
 

To extend domain knowledge to NIC for software Development. 

To conduct on the Job and Out reach training  

To attend Sevaarth Project related meeting with Secretary Information Technology 

Director Information Technology 

 

 
Dr. Bharat Bhushan 

Deputy Director General (Planning) 

Job Chart of Shri. Shilanath Jadhav, 
Associate Professor & Coordinator, Training 
Monitoring Cell, Planning Division. 
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¯ÖÏ×¿Ö�Ö�Ö 
¯ÖÏ×¿Ö�Ö�Ö �úÖ»Ö¤üÙ¿Ö�úÖ ŸÖµÖÖ¸ü �ú¸ü�Öê 
DoPT »ÖÖ ¯Öã¸ü�éúŸÖ ¯ÖÏ×¿Ö�Ö�Ö �úÖµÖÔ�Îú´ÖÖÓ“Öß ´ÖÖ×ÆüŸÖß �úôû×¾Ö�Öê  
�úÖ»Ö¤üÙ¿Ö�úÖ ´ÖÆüÖ¸üÖÂ™Òü ¿ÖÖÃÖ−Ö ¾Ö ‡ŸÖ¸ü ×¾Ö³ÖÖ�ÖÖÓ−ÖÖ ¯ÖÖšü×¾Ö�Öê  
¯ÖÏ×¿Ö�Ö�Ö �úÖµÖÔ�Îú´ÖÖÓ“µÖÖ ¾ÖêôûÖê¾Öêôûß ÆüÖê�ÖÖ-µÖÖ ²Ö¤ü»ÖÖÓ²ÖÖ²ÖŸÖ −ÖÖë¤ü ‘Öê‰ú−Ö ŸµÖÖ¯ÖḮ ÖÖ�Öê �úÖµÖÔ¾ÖÖÆüß �ú¸ü�Öê ü 
´ÖÆüÖ¸üÖÂ™Òü ¿ÖÖÃÖ−ÖÖ�ú›ãü−Ö †î−Ö¾Öêôûß  �úÖÆüß ´ÖÆü¢¾ÖÖ“Öê �úÖµÖÔ�Îú´Ö †ÖµÖÖê×•ÖŸÖ �ú¸ü�Öê²ÖÖ²ÖŸÖ †Ö¤êü¿Ö †Ö»µÖÖÃÖ ŸµÖÖÓ“Öß  
†Ó´Ö»Ö²Ö•ÖÖ¾Ö�Öß �ú¸ü�Öê 
¿ÖÖÃÖ−Ö ¾Ö ‡ŸÖ¸ü ÃÖÓÃ£ÖÖÓ�ú›ãü−Ö ÃÖã“Ö×¾Ö�µÖÖŸÖ †Ö»Öê»Öê ¯Öã̧ üÃ�éúŸÖ ¯ÖÏ×¿Ö�Ö�Ö �úÖµÖÔ�Îú´ÖÖÓ“Öê †ÖµÖÖê•Ö−Ö �ú¸ü�Öê  
Daily attendance report submitted to DDG & DG 
¯ÖÏ×¿Ö�Ö�ÖÖ¿Öß ×−Ö�Ö›üßŸÖ �úÖ´Öê 
¯ÖÏ×¿Ö�Ö�Ö �ú�Ö ¾ÖÖ™ü¯Ö 
†Öšü¾Ö›ü¶Ö“µÖÖ ÃÖã¹ý¾ÖÖŸÖß“ÖÖ Nominated/ Attended ´ÖÖ×ÆüŸÖß ¤êü�Öê  
¯ÖÏŸµÖê�ú †Öšü¾Ö›ü¶Ö“Öß ×−Ö¾ÖÖÃÖ ¯Ö×¸üÛÃ£ÖŸÖß… ×¿Ö»»Ö�ú �ÖÖê»µÖÖ ŸÖŒŸÖÖ ŸÖµÖÖ¸ü �ú¸ü�Öê  (�Ö¸ü•Öê−ÖãÃÖÖ¸ü) 
¯ÖÏ×¿Ö�Ö�Ö �úÖµÖÔ�Îú´ÖÖÓ“Öß ¿ÖÖÃÖ−ÖÖÃÖ/ BoG / EC »ÖÖ ´ÖÖ×ÆüŸÖß ¤êü�Öê  
Participants - Nominated/ Attended ²ÖÖ²ÖŸÖ ´ÖÖ×ÆüŸÖß †¤ËüµÖÖ¾ÖŸÖ  

šêü¾Ö�Öê  

µÖ¿Ö¤üÖ ÃÖã×¾Ö¬ÖÖ ³ÖÖ›êüŸÖŸ¾ÖÖ¾Ö¸ü ¤êü�Öêê²ÖÖ²ÖŸÖ 
µÖ¿Ö¤üÖ²Öü§»Ö ´ÖÖ×ÆüŸÖß ¤êü�Öê 
Information about RDD courses/ Related Courses 

¯ÖÏ×¿Ö�Ö�Ö �úÖµÖÔ�Îú´ÖÖÓÃÖÖšüß †Ö»Öê»µÖÖ −ÖÖ´ÖÖÓ�ú−ÖÖ“Öê ¾Ö�Öá�ú¸ü�Ö �ú¹ý−Ö µÖ¿Ö¤üÖŸÖß»Ö ÃÖ¡Ö ÃÖÓ“ÖÖ»Ö�úÓÖ�ú›êü ¯ÖÖšü×¾Ö�Öê  
‡ŸÖ¸ü �úÖ´Öê 
¯ÖÏ×¿Ö�Ö�Ö �úÖµÖÔ�Îú´ÖÖÓŸÖß»Ö ú¾µÖÖ�µÖÖŸµÖÖÓ“µÖÖ ´ÖÖ−Ö¬Ö−ÖÖ²ÖÖ²ÖŸÖ ×−Ö�ÖÔµÖ ‘Öê�Öê ¾Ö ‡ŸÖ¸ü ×¾Ö³ÖÖ�ÖÖÓ−Öß ×¾Ö“ÖÖ¸ü�ÖÖ �êú»Öß ŸÖ¸ü 
ŸµÖÖ¯ÖÏ´ÖÖ�Öê �úôû×¾Ö�Öê 
ISO Work 
Computerisation of Course Cell 
S O Files 
Policy Circular/ Office Orders 
Vipassana Training 
General/ Miscellaneous  

 
Dr. Bharat Bhushan 

Deputy Director General (Planning) 
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Job Description Format 
 
Name:     Mr. Mukund Rathi. 

Job Title: Assistant Professor, SIUD 

Job Objectives:  To conduct training for officials/non-officials for capacity 

building and provide support to urban local bodies and for 

good government through research government projects on 

consultancy in certain crucial areas in Urban Sector.   

 

Principal responsibilities:  1) To plan, design, conduct and organize training design. 

2) To undertake research/consultancy project in         

    Urban governance. 

3) To administer Office 

 

Reports to be submitted:          1) Monthly performance Report 

2) Course completion Report 

     3) Evaluation Reports of course conducted 

     4) Study report of research/consultancy 

Reporting to:    Director (SIUD) 

Immediate Subordinates:  Ms. Shubhangi Shitole     
     Course Assistant 
 
Key Result Areas:   1) Property Taxation Policy 

     2) Rainwater Harvesting 

3) Organisational improvement in Municipal bodies.  

4) To associate in joint projects of other YASHADAcenters/cells. 
 

  (Mukund Rathi)    
 Assistant Prof. SIUD 
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Job Description Format 
 
 
Name:     Mr. V. W. Deshpande 

Job Title: Additional Director, SIUD 

Job Objectives:  To conduct training for officials/non-officials for capacity 

building and provide support to urban local bodies and for 

good government through research government projects on 

consultancy in certain crucial areas in Urban Sector.   

 

Principal responsibilities:  1) To plan, design, conduct and organize training design. 

2) To undertake research/consultancy project in         

Urban governance. 

3) To administer Office 

 

Reports to be submitted:          1) Monthly Performance Report 

2) Course Completion Report 

     3) Evaluation Reports of course conducted 

     4) Study report of research/consultancy 

 

Reporting to:    Director (SIUD) 

 

Immediate Subordinates:  Ms. Manisha Shitole      
     Course Assistant 
 

Key Result Areas:   Finance and Management of Urban Infrastructure 

Consultancy Project   MIHAN. Planning of 4500 HA of land near Nagpur 

      

      (V.W. Deshpande) 
      Additional Director SIUD 
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Job Description Format 
 
 
Name:     Mr. Ashok Londhe 

Job Title: Course Assistant, SIUD 

Job Objectives:  1)  To assist superiors for conduct of various types of 

research studies like Case studies, Field studies and 

Evaluation Studies including collection, analysis and 

interpretation of data. 

 2)     To maintain the reference files for paper cuttings and 

other. 

Principal responsibilities:  1) Training Management Related Functions:. 

     a)  To maintain the Course Files  

     b)  To maintain the advance registers and settlement of    

     accounts of advance of courses. 

Preparation of evaluation report. 

Other course related work as per the requirement 

To maintain Resource Person’s Directors. 

To maintain the various records in connection to above functions. 

To perform other duties whenever asked by DG or HoD 

Reports to be submitted:          1) Course Advance Settlement 

2) Course Performa of Course Conducted 

     3) Evaluation Reports of course conducted 

     4) Monthly MIS Report 

Reporting to:    Shri S.U. Ingole, Associate Professor (SIUD) 

      
 
 
                                                                                              (Ashok Londhe)  
                                                           Course Assistant 
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´ÉºÉÊiÉMÉÞ½þ ´ªÉ´ÉºlÉÉ{ÉEò ªÉÉÆSÉÒ EòiÉÇ´ªÉ ´É VÉ¤ÉÉ¤ÉnùÉ−ªÉÉ 
 
1. +É½þ®úhÉ ´É ºÉÆÊ´ÉiÉ®úhÉ +ÊvÉEòÉ®úÒ ¨½þhÉÚxÉ näùhªÉÉiÉ +É±Éä±Éä Ê´ÉkÉÒªÉ ´É |É¶ÉÉºÉEòÒªÉ +ÊvÉEòÉ®ú 

={ÉªÉÉäMÉ +ÉhÉÚxÉ ´ÉºÉÊiÉMÉÞ½þ |É¨ÉÖJÉ ¨½þhÉÚxÉ  EòÉªÉÇ Eò®úhÉä. 
2. ´ÉºÉÊiÉMÉÞ½þÉºÉÆ¤ÉÆvÉÒSÉÉ ºÉ´ÉÇ {ÉjÉ ´ªÉ´É½þÉ®ú {ÉÉ½þhÉä. 
3. ¨ÉÉ. ¨É½þÉºÉÆSÉÉ±ÉEò, ={É¨É½þÉºÉÆSÉÉ±ÉEò, ÊxÉ¤ÉÆvÉEò ´É ´ÉÉbÇ÷xÉ ªÉÉÆSÉä ¨ÉÉMÉÇnù¶ÉÇxÉÉxÉÖºÉÉ®ú ´ÉºÉÊiÉMÉÞ½þÉSÉä 

EòÉ¨ÉEòÉVÉ {ÉÉ½þhÉä. 
4. |ÉÊ¶ÉIÉhÉÉlÉÔSÉÒ ¦ÉÉäVÉxÉÉSÉÒ ´É ®úÉ½þhªÉÉSÉÒ ´ªÉ´ÉºlÉÉ Eò®úhÉä. 
5. ´ÉºÉÊiÉMÉÞ½þÉiÉÒ±É EòÉ¨ÉEòÉVÉÉ´É®ú ( º´ÉªÉÆ{ÉÉEò MÉÞ½þ, ¦ÉÉäVÉxÉ ´ªÉ´ÉºlÉÉ, ´ÉºÉÊiÉMÉÞ½þ º´ÉSUôiÉÉ <. ) 

näùJÉ®äúJÉ `äö´ÉhÉä. 
6. ´ÉºÉÊiÉMÉÞ½ÉSÉä ´ÉÉiÉÉ´É®úhÉ ¶ÉÉÆiÉiÉÉ{ÉÚhÉÇ, ºÉÖ®ú³ýÒiÉ, ÊxÉ®úÉäMÉÒ +ÉÊhÉ +É±½þÉnùnùÉªÉEò ®úÉ½þÒ±É ªÉÉEòbä÷ 

±ÉIÉ näùhÉä. 
7. |ÉÊ¶ÉIÉhÉÉlÉÕ¨ÉvªÉä Ê¶ÉºiÉ ®úÉ½þhÉä iÉºÉäSÉ ´ÉºÉÊiÉMÉÞ½þÉiÉÒ±É º´ÉSUôiÉäSÉÒ EòÉ³ýVÉÒ PÉähÉä. 
8. ´ÉºÉÊiÉMÉÞ½þÉÆSÉÒ +SÉÉxÉEò{ÉhÉä Ê´É¶Éä¹ÉiÉ: ®úÉjÉÒSªÉÉ ´Éä³ýÒ {ÉÉ½þhÉÒ Eò®úhÉä. 
9. ´ÉºÉÊiÉMÉÞ½þÉiÉÒ±É +ÉVÉÉ®úÒ |ÉÊ¶ÉIÉhÉÉlÉÕSªÉÉ ´ÉètEòÒªÉ ={ÉSÉÉ®úÉSÉÒ ´ªÉ´ÉºlÉÉ Eò®úhÉä. 
10. ´ÉºÉÊiÉMÉÞ½þÉiÉÒ±É ´É ¦ÉÉäVÉxÉMÉÞ½þÉiÉÒ±É ¨ÉÉMÉhÉÒ ´É {ÉÖ®ú´É`öÉ ªÉÉ´É®ú {ÉÊ®úhÉÉ¨ÉEòÉ®úEò ÊxÉªÉÆjÉhÉ `äö´ÉhÉä. 
11. ´ÉºÉÊiÉMÉÞ½þÉiÉÒ±É Ê½þ¶Éä¤ÉÉSªÉÉ xÉÉånù´É½þªÉÉ +tªÉÉ´ÉiÉ `äö´ÉhÉä. 
12. nù®ú®úÉäVÉ ±ÉÉMÉhÉÉ®úÉ +É´É¶ªÉEò Ê¶ÉvÉÉ EòÉä`öb÷ÒiÉÚxÉ EòÉfÚøøxÉ PÉähÉä ´É iªÉÉSÉÉ Ê½þ¶Éä¤É Ê¶É±ÉEäòºÉ½þ Ê¶ÉvÉÉ 

´ÉÉ]õ{É ®úÊVÉº]õ®ú¨ÉvªÉä Ê±É½þhÉä. 
13. ´ÉÊ®ú¹`öÉÆxÉÒ ´Éä³ýÉä´Éä³ýÒ ºÉÉä{ÉÊ´É±Éä±ÉÒ <iÉ®ú EòÉ¨Éä Eò®úhÉä. 
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JOB DESCRIPTION FORMAT 
 

 
NAME : Dr. K. S. Nair 
 
JOB TITLE : Deputy Director General (Research), Chairman, RDC, Director, ATI & 

Head YMRC   
 
JOB OBJECTIVES :  
 

To develop to its optimal potential, the RDC, ATI and YMRC at YASHADA 
 

To develop and monitor the training quality of YASHADA 
 

To develop and monitor research quality of YASHADA 
 

To develop and monitor Sponsored Project in YASHADA 
 

To develop and monitor media productions of YASHADA 
 
PRINCIPAL RESPONSIBILITIES: 
 

To provide clear vision and concrete plan of action for RDC, ATI & YMRC 
 

To develop effective training research team and infrastructure at RDC, ATI & YMRC 
 

To build the image and establish the credibility of RDC, ATI & YMRC 
 
REPORTS TO BE SUBMITTED:  
 

Annual Reports of RDC, ATI & YMRC 
 

Reports of research project & Sponsored Projects. 
 

REPORTING TO :  Director General, YASHADA 
 
IMMEDIATE SUBORDINATES: Associate Professors, Assistant Professors & 

Research Officers in RDC 
 
KEY RESULT AREAS:       

Development of Training  
 

Development of Research 
 

Development of Projects  
 

Development of Media Products and Publications 
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JOB DESCRIPTION FORMAT 
 

 
 
NAME : Ajay Pithe 
 
JOB TITLE : Training Manager, Elimination of Child Labour Project 
 
JOB OBJECTIVES : To assist the Elimination of Child Labour Project 
 
PRINCIPAL RESPONSIBILITIES : 
 

To assist Course Director for organizing the training programme 
 

Follow up with various nominating authorities for nomination for the course    

To supervise the project accounts; to look after the financial work 
 

To assist for administrative work 
 

Various assignments assigned by the Deputy Director General (Research) by time to 
time 

 
 

 
REPORTS TO BE SUBMITTED: International Labour Organization (ILO), New Delhi 
 
 
 

REPORTING TO:   Prof. K. S. Nair, Deputy Director General (Research)  
 

                               Shri. Shashikant Waidande, Assistant Professor, ILO Project 
 

   Dr. Minal Narawane, Assistant Professor, ILO Project 
            

 
 

IMMEDIATE SUBORDINATES:  Research Assistant 
 

 
KEY RESULT AREAS:      - 
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JOB DESCRIPTION FORMAT 
 

 
 
NAME : Ajit Karpe 
 
JOB TITLE : Research Assistant, Narmada Rehabilitation Project 
 
 
JOB OBJECTIVES : Anchoring the Narmada Rehabilitation Project 
 
 
PRINCIPAL RESPONSIBILITIES: 
 

Research Assistance to RDC Project 
 

Working on Monitoring and Evaluation of Narmada Project : Primary as well as 
Secondary data collection of Sardar Sarovar (Narmada) Rehabilitation Project 
from Nandurbar District of Maharashtra, Interpretation and analysis etc. 

 

Field Visit to Submergence as well as Resettled Villages of Project Site 
 

Assistance in preparation of Narmada Resettlement Data Software as well as GIS 
 

Cross-verification of data of PAPs of Collectoriate and actual field data of PAPs, 
Data entry of PAPs in Software 

 
 

Preparation of  Review Meetings of the Project 
 

Assistance in Preparation of evaluation and monitoring of PAPs inception report of 
Narmada Project 

 
REPORTS TO BE SUBMITTED:  
 

Relief & Rehabilitation Secretariate, Mantralaya, Mumbai, GoM 
 
REPORTING TO:  Prof. K. S. Nair, Deputy Director General (Research)           

Mr. Sumedh Gurjar, OIC-Project Monitoring Cell  
 
IMMEDIATE SUBORDINATES:   -  
 
KEY RESULT AREAS:      - 
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JOB DESCRIPTION FORMAT 
 

 
 
NAME : Alka Somvanshi 
 
JOB TITLE : Research Assistant, Elimination of Child Labour Project 
 
JOB OBJECTIVES : To assist the Elimination of Child Labour Project 
 
PRINCIPAL RESPONSIBILITIES : 
 

To assist the Elimination of child Labour Courses Conduct 
 

Child Right Cell Module Proof reading & correction of drafts    

Indexing of Evaluation Reports – ToT & CBP 
 

Compilation of Articles on Child Labour 
 

Type setting of reports for send to all Districts 
 

Child Labour CDs Collection 
 

I will take the Child Labour Course ICE breaking session 
 

I will contact to course faculty & collection to child right articles 
 

With help to Vinay Kulkarni & Ajay Pithe 
 

All other work as given by the Project Director & Assistant Professor form time to 
time  

 
 

 
REPORTS TO BE SUBMITTED: International Labour Organization (ILO), New Delhi 
 
 

 
REPORTING TO:   Prof. K. S. Nair, Deputy Director General (Research)  
 

                               Shri. Shashikant Waidande, Assistant Professor, ILO Project 
 

   Dr. Minal Narawane, Assistant Professor, ILO Project 
            

 
 

IMMEDIATE SUBORDINATES:   -  
 
 
KEY RESULT AREAS:      - 
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 Research & Documentation Centre (RDC) 
 
The short-term objectives of R& D Centre are to support YASHADA faculty’s research on the 
key issues on development and to undertake professional sponsored research projects in the field 
of development. Through the above, the Centre aims at achieving the following objectives in the 
long run: 
 

To facilitate the necessary policy reform in the State through formulating research based 

policy recommendations. 

To create a systematic and verified documentation on developmental issues for effective 

planning, monitoring and evaluation of the Development process. 

To enhance the quality and effectiveness of training of Development Administration 

personnel in the State by feeding the research findings into the training process. 

To disseminate crucial developmental information to all sections of society through effective 

use of publications and audio – visual and electronic media. 

To enhance the research capabilities of the in-house faculty through internal training sessions 

in scientific research methods and research consultation. 

To identify projects for conducting sponsored research assignments and consulting 

opportunities, to negotiate the terms of reference for such projects, and to execute such 

projects with the help of internal and external experts and other requisite resources. 

 

      Research & Documentation Centre (RDC) has the following units.  

Key Result Area (KRA) Programme  

Project Monitoring Cell (PMC) 

YMRC (please refer to YMRC manual) 

 

Key Result Area (KRA) Programme 
 
In this programme thirteen Social and Developmental issues have been identified to 
document their present status and to recommend key interventions. This Programme is 
essentially a team endeavour. KRA Programme has a strong orientation to teamwork and 
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consultative-participatory activities. KRA Programme is guided by specific needs, challenges 
and priorities in each area. KRA is a cyclic process of research, action, and evaluation. 
 

The KRA Programme was initiated with the following Objectives: 
To document the present status of key issues in the State, and to make a diagnostic analysis 

of the existing gaps and problems 

Based on the above, to formulate intervention plans including critical policy prescriptions 

for bridging the gaps and correcting the problems 

To continuously monitor the progress of interventions and assess their impact 

To undertake capacity building of stakeholders and to facilitate an interface dialogue for 

effective convergence of their roles and activities 

To develop resource centres or knowledge repositories on key issues through a continuous 

cyclical process consisting the above. 

 Accordingly the cell initiates and guides the KRA teams to prepare ISRs, plan interventions, 
conduct action research projects and document the research findings. A broad strategic 
process is followed to ensure uniformity of activities across all thirteen areas identified. (A 
faculty member from R&D Centre is appointed to co-ordinate the KRA functioning) The 
process consists of the following step. 
 

Process:  
 

Formation of Peer Group 

 A peer group consisting of YASHADA faculty-members with relevant background and 

expertise is formed to anchor the particular KRA  

 Formation of Core Group  

 The core group consists of, besides peer group members, eminent thinkers, experts, 

researchers, NGO functionaries from the society at large, who are an established authority on 

particulars issues. 

Identification of Stakeholders  

 The stakeholders are individuals or institutions who are involved in, and who affect or get 

affected by, the issues in question. For most issues, the spectrum of stakeholders is very 

broad, and includes from citizens’ representatives, voluntary groups / agencies, 

Governmental agencies, private sector enterprises, etc. 
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Review of literature  

Attempt is made to compile every available piece of literature such as Government 

statistics & reports, independent research literature, popular writings and books reflecting 

societal views on the issue at hand, international reports, and content analysis of 

newspaper clippings.  

Workshops of Stakeholders 

The Literature review is followed by workshops of stakeholders, which helps in catching 

their first-hand impressions and perceptions about the present scenario of various issues. 

Formulation of Interim Status Report (ISR) 

On the basis of review of literature, consultation with stakeholders, field visits, etc., 

an interim status report is prepared providing a diagnostic analysis of the gaps and 

problems in particular areas. ISR also contains concrete policy prescriptions for 

the Government, and an intervention plan in terms of training, capacity building, 

action research, etc., to pursue the issue. 

7. Implementation of Intervention Plan and Follow Up of Policy Prescriptions 
This is the most crucial phase of KRA, where implementation of proposed interventions 

is attempted at through collaborative effort of YASHADA faculty and various 

stakeholders including public functionaries. 

8. Preparation of Annual Action Taken Report (ATR) 

Action taken report is not merely a report on the interventions made, but is also an 

analysis of problems in their monitoring, their impact observed in the field, continuing 

gaps and problems, need for further review and analysis, etc. 

Forms and Format 

1.ISR Format 

Reference Documents 

KRA Booklet 

ISR 

Action Taken Report 
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            4.   Policy Recommendations 
 
 

Project Monitoring Cell – (PMC) 
 YASHADA’s sponsored projects are prestigious, professional assignments commissioned by the 

State Government, Central Government as well as the National & International Donor Agencies. 

These assignments are of varied nature and involve Action Research, Process Documentation, 

Monitoring & Evaluation, Policy Advocacy, Capacity Building, etc. Sponsored Projects play an 

important role in establishing the institute’s credibility and visibility as a professional solution 

provider in the field of development administration. They are also a major source of resource 

mobilization for YASHADA. The Project Monitoring Cell serves as the Central Co-ordination 

Unit for all the sponsored projects. The projects are handled by different Centres/ Streams in 

YASHADA depending on their domain expertise. 

    
Objectives 
 

To inventorise the need and opportunity for undertaking sponsored projects. 

 

To identify specific sources of commissioning and funding of sponsored projects. 

 

To develop systematic proposals for sponsored projects and do the necessary follow up 

for getting the approval and funding from the concerned agencies. 

 

To formulate designs and plans of implementation of the approved projects and to 

delegate such projects to suitable Centres / faculty members of YASHADA. 

 

To provide active consultation and support to the concerned Centres / faculty members 

throughout implementation of the project, and to monitor quality of implementation 

and output. 

 

Identify synergies between the sponsored projects and the training programmes / faculty 

research projects, so as to pool together the relevant information, knowledge and 

insights. 
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To evolve a strategy for widely disseminating the findings of sponsored projects. 

 
    

      Process:  
 
      1.  To identify opportunities for developing sponsored projects. 

To formulate proposals /other documents as required for procuring funding from suitable 

donor agencies. 

To carry out the follow up with donor agencies for approval of projects and release of funds. 

Upon approval, to prepare a plan of execution of projects and to procure the human resources 

and infrastructure as approved by the donor agency. 

To execute the project and to formulate progress reports/interim reports as required by the 

donor agency. 

To complete the execution of project, formulate the completion report, ensure the release of 

full amount of project funds, facilitate the preparation of financial accounts, and 

properly close the project. 

 

         Forms & Formats 

      1.  As provided by donor agencies from time to time for preparation of project 

proposals, reports, etc.       

         Reference Documents 

Project Files 

Project Proposals / ToRs  

Project Reports 

Plans of Project Implementation 
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JOB DESCRIPTION FORMAT 

 
NAME : Dr. Minal Narawane 

 
JOB TITLE : Assistant Professor 

 
JOB OBJECTIVES : 
 

To conduct 10 Training Programmes related to RDC 
 

To deliver 80 teaching sessions  
 

To edit & Publish four journals of YASHADA YASHAMANTHAN 
 

To collect data, analysis and presentation for different Research Projects 
 
 
PRINCIPAL RESPONSIBILITIES : 
 

KRA coordination 
 

To work as Course Director for Training Programmes 
as assigned by DDG(R) 

 
To plan & carry out data collection, analysis of data 

 
To coordinate various activities of INDUS Project 

under the guidance of DDG (R) 
 

To perform all the other duties as assigned by Director, 
DDG(R) 

 
Prepare various manuscripts for publication 

 
Support research activities at RDC 

 
 
REPORTS TO BE SUBMITTED : 

 
Reports related to Courses conducted 
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Reports related to Elimination of Child Labour Project  

 
Any other reports / project proposal as and when required 

 
REPORTING TO :  Deputy Director General (Research)  
 
IMMEDIATE SUBORDINATES : Course Associate, Training Manager & Project Assistant of 

Child Labour Project 
 
KEY RESULT AREAS :  
 

Elementary Education  
 

Child Labour eradication in Maharashtra 
 

Capacity Building / research work 
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JOB DESCRIPTION FORMAT 
 
NAME : Nidhi Malik 
JOB TITLE : Consultant, Functional Review Project 
JOB OBJECTIVES : Anchoring the Functional Review Project 
PRINCIPAL RESPONSIBILITIES : 

Coordination with the Consultants for timely submission of reports 
 

Project coordination, payment release and academic and conceptual inputs 
 

Detailed review and editing of chapters submitted by the consultants and feedback 
and suggestions for improvements; facilitation of revisions as and when designed 
by any of the consultants 

 
Organising Monthly Review Meetings to keep in touch with the progress of the 

consultants and discuss common issues of their respective departments 
 

Organising Validation Workshops after every stage 
 

Preparation of Interim and Final Reports to the Ford Foundation 
 

Coordination for submission of Draft and Final Reports 
 
REPORTS TO BE SUBMITTED :  

Final report to Ford Foundation  
Final recommendation report for 17 depts. to Maharashtra Govt. 
17 reports on selected departments to the Maharashtra Government 
 

REPORTING TO :  Deputy Director General (Research)  
 
IMMEDIATE SUBORDINATES :   - 
 
KEY RESULT AREAS :   - 
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JOB DESCRIPTION FORMAT 
 
NAME : Pradnya Dasarwar 
 
JOB TITLE : Research Officer, Project Monitoring Unit   
 
JOB OBJECTIVES : To develop and maintain documentation of projects of RDC for their 

review, monitoring and effective execution 
 
PRINCIPAL RESPONSIBILITIES: 
 

To document the monitoring of the finances and the activities of the projects from the 
inception to the completion 

 
To Facilitate review to identify the gaps in the effective progress of a projects 

 
To facilitate corrective actions for the effective completion of the projects 

 
 
REPORTS TO BE SUBMITTED: Various reports for monitoring and review as evolved from 

time to time 
 

REPORTING TO :  Deputy Director General (Research) 
  Office in charge, PMU 
 
IMMEDIATE SUBORDINATES: Research Assistants, Database Operators and other junior 

staff working on sponsored projects from time to time  
KEY RESULT AREAS:       
 

Effective documentation of the progress of the projects  
 
Effective monitoring of the projects 

 
Appropriate corrective steps  
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JOB DESCRIPTION FORMAT 
 

 
NAME : Ramprasad  Pole 
 
JOB TITLE : Research Assistant, Right to Information Cell 
 
JOB OBJECTIVES :  

To coordinate training programmes, workshops, seminars and conferences etc. at the 
local, regional, national and international levels 

 
To provide Administrative support to Right To Information Cell and Administrative 

Training Institute 
 

To provide assistance to Research projects in RDC. 
 

To document a collection of the representative and generic case studies 
 
 
PRINCIPAL RESPONSIBILITIES : 

To coordinate the training, research & field activities of the Centre 
 
To manage the database and initiate thematic research and documentation activities 
 
Preparation of appropriate reports as per requirement 
 
To assist the Think Tank Meetings and Workshop 
 
To coordinate Peer Group Meeting 
 
To do all those activities entrusted by DDG (A) and DDG (R) 

 
 
REPORTS TO BE SUBMITTED:  
 
REPORTING TO:  Smt. Kishori Gadre (Additional Director, ATI) 

Prof. K. S. Nair, Deputy Director General (Research)            
 

 
IMMEDIATE SUBORDINATES:   -  
 
KEY RESULT AREAS:      - 
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JOB DESCRIPTION FORMAT 

 
NAME : Shri Ravindra Patil 

 
JOB TITLE : Project Coordinator, Centre for Community Managed Programming (CCMP) 

 
JOB OBJECTIVES : 
 

To undertake policy advocacy at the state level for institutionalizing community 
managed   programming 

 
To work out appropriate budgetary allocations to facilitate District Convergence Plan  

 
Facilitating generation of District Plan of Action for Development 

 
To arrange for various workshops at YASHADA, Pune and at District level 

 
To regularly monitor the execution and quality of work done by the subordinates 

 
PRINCIPAL RESPONSIBILITIES : 

To coordinate & facilitate the training, research & field activities of the Centre 
 
To manage the database and initiate thematic research and documentation activities 

 
To arrange Training of Trainers at YASHADA, Pune and establish a cadre of trainers at 

district level 
 

Management of funds for the Centre and preparation of appropriate reports as per 
requirement. 

 
REPORTS TO BE SUBMITTED : 

Plan of implementation & Training Modules 
 

Progress Reports and financial reports  
 

Reports to be submitted to the donor/commissioning agency 
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REPORTING TO :  Deputy Director General (Research)  
 
IMMEDIATE SUBORDINATES : Database Operator and project staff 
 
KEY RESULT AREAS :  
 

Institutionalize micro planning methodology for Generative planning and Rural Development  
 
To ensure Village Community participation in development efforts. 
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JOB DESCRIPTION FORMAT 

 
NAME : Shashikant Waidande 

 
JOB TITLE : Assistant Professor 

 
JOB OBJECTIVES : 

To conduct Training Programmes related to Elimination of Child Labour Project 
 

To deliver 90 teaching sessions  
 

To edit & Publish four journals of YASHADA YASHAMANTHAN 
 

To collect data, analysis and presentation for different Research Projects on Child 
Labour 

 
 
PRINCIPAL RESPONSIBILITIES : 

To work as Course Director for Training Programmes as assigned by DDG(R) 
 

To plan & carry out data collection, analysis of data 
 

To provide clear vision, supervision, editing & publishing of YASHADAs bimonthly 
‘YASHAMANTHAN’ journal under the guidance of the editorial board 

 
To coordinate various activities of INDUS Project under the guidance of DDG (R) 

 
To perform all the other duties as assigned by Director, DDG(R) 

 
Prepare various manuscripts for publication 

 
Support research activities at RDC 

 
 
REPORTS TO BE SUBMITTED : 

Reports related to Courses conducted 
Reports related to Elimination of Child Labour Project  
Any other reports / project proposal as and when required 
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REPORTING TO :  Deputy Director General (Research)  
 
IMMEDIATE SUBORDINATES : Project Assistant, Research Assistants, Training Manager 

of Child Labour Project 
 
KEY RESULT AREAS :  
 

Women & Child Development  
 

Child Labour 
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JOB DESCRIPTION FORMAT 
 
NAME : Sheetal Kachare 
 
JOB TITLE : PA – DDG (R)   
 
JOB OBJECTIVES :  
 
       

Secretarial assistance to DDG(R) 
 

Organization and maintenance of the office of DDG(R) 
 

 
 
PRINCIPAL RESPONSIBILITIES: 
 
Taking dictations from DDG(R) and carrying out typing  

 
Dispatch & Maintaining records / files 
 
Arrangement of Meetings held in RDC 
 
Any other activities entrusted by DDG(R) 
 

 
 
REPORTS TO BE SUBMITTED: Presenting necessary documents whenever asked for by 

DDG(R) 
 
REPORTING TO :  Prof. K. S. Nair, Deputy Director General (Research) 
 
IMMEDIATE SUBORDINATES: Peon in the office of DDG(R) 
 
KEY RESULT AREAS:   Improved administration of the office of DDG(R)   
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JOB DESCRIPTION FORMAT 
 
 

NAME :  Sonali Madikunt 
 
 

JOB  TITLE : Research Assistant in Centre for Community Managed  Programming (CCMP), 
RDC 

 
 
JOB OBJECTIVES : Create a database for Microplanning and 

dissemination of the reports generated to the NGO 
working in the field of Microplanning.  

 
 

PRINCIPAL RESPONSIBILITIES : 
 
Preparations of survey sheets and finalize the software for the database by coordinating with 

the software programmers, CIT 
 
Maintaining the record of data send by NGO to the Centre   

 
Maintaining records/files and accounts of the CCMP 
 
To assist the Project Coordinator, CCMP  

 
To do all those activities entrusted by DDG(R) 

 
 
REPORTS TO BE SUBMITTED : Reports on work entrusted by Project 

Coordinator, CCMP  
 
REPORTING TO :  Shri Ravindra Patil, Project Coordinator CCMP 

 
 
IMMEDIATE SUBORDINATES :    - 

 
 
KEY RESULT AREAS :     - 
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JOB DESCRIPTION FORMAT 
 
NAME : Sumedh Gurjar 
 
JOB TITLE : Assistant Professor & OIC- Project Monitoring Unit   
 
JOB OBJECTIVES :  
 
      Under the overall direction of Deputy Director General (Research) 
 

To generate sponsored projects at RDC 
 
To work out suitable arrangements for delegation of sponsored projects 

 
To regularly monitor the execution and quality of sponsored projects 

 
PRINCIPAL RESPONSIBILITIES: 
 

To develop proposals for sponsored projects at RDC 
 
To do the necessary follow up for getting the proposals sanctioned  

 
To prepare a plan of implementation of such projects 

 
To identify suitable persons or institutes within or outside YASHADA for partial or total 

delegation of such projects and to issue the necessary ToR 
 

To call for regular reports on the progress of such projects and to scrutinize such reports, so 
as to monitor the effectiveness and quality of their implementation and to ensure their 
timely completion. 

 
To report to donor agencies about the progress of projects  

 
REPORTS TO BE SUBMITTED:  
 
Proposal for Sponsored Projects  

 
Plan of implementation including ToRs, if any. 
 
Internal reports of the progress of projects 
 
Reports submitted to the donor/commissioning agency 

 
REPORTING TO :  Deputy Director General (Research) 
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IMMEDIATE SUBORDINATES: Research Officers, Research Assistants and other 
                                                           as  appointed form time to time on the sponsored projects  
 
KEY RESULT AREAS:       
 

Creation of Sponsored Projects  
 

Effective delegation, execution and monitoring of such projects 
 

Satisfactory reporting to the donor / commissioning agencies  
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JOB DESCRIPTION FORMAT 
 

 
 
NAME : Suresh Bhapkar 
 
JOB TITLE : Course Assistant, Narmada Rehabilitation Project 
 
 
JOB OBJECTIVES : Working on Narmada Rehabilitation Project 
 
 
PRINCIPAL RESPONSIBILITIES: 
 

 
Working on Monitoring and Evaluation of Narmada Project : Primary as well as Secondary 

data collection of Narmada Rehabilitation Project from Nandurbar District of 
Maharashtra 

 
Field Visit to Submergence as well as Resettled Villages of Project Site 
 
Assistance in preparation & Query generation of Narmada Resettlement Data Software as 

well as GIS 
 
Cross-verification of data of PAPs of Collectoriate and actual field data of PAPs, Data entry 

of PAPs in Software 
 

 
Preparation of Review Meetings of the Project 
 

 
REPORTS TO BE SUBMITTED:  
 
Relief & Rehabilitation Secretariate, Mantralaya, Mumbai, GoM 
 
REPORTING TO:  Prof. K. S. Nair, Deputy Director General (Research)    
                                  Mr. Sumedh Gurjar, OIC-Project Monitoring Cell  
 
IMMEDIATE SUBORDINATES:   -  
 
KEY RESULT AREAS:      - 
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JOB DESCRIPTION FORMAT 
 

 
 
NAME : Vinay Kulkarni 
 
JOB TITLE : Research Assistant, Elimination of Child Labour Project 
 
JOB OBJECTIVES : To assist the Elimination of Child Labour Project 
 
PRINCIPAL RESPONSIBILITIES : 
 

To assist Assistant Professor, Child Right Cell for preparation and printing of all 
material related Elimination of child Labour Project. 
 

 

To prepare all material, training work e.g. Certificate, Reliving Report and other 
course related documents. 
 

 

All other work as given by the Project Director & Assistant Professor from time to 
time. 

 
 

 
REPORTS TO BE SUBMITTED: International Labour Organization (ILO), New Delhi 
 
 

 
REPORTING TO:   Prof. K. S. Nair, Deputy Director General (Research)  
 

                               Shri. Shashikant Waidande, Assistant Professor, ILO Project 
 

   Dr. Minal Narawane, Assistant Professor, ILO Project 
            

 
 

IMMEDIATE SUBORDINATES:   -  
 
 
KEY RESULT AREAS:      - 
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Job Chart  of Shri Kiran Kulkarni, Asstt. Professor, ATI 
 
 
Job Title Course Coordinator for Satara Project 
Job Objectives To conduct training for all the government 

employees working in Satara District. 
Principal Responsibilities To do Training Need Analysis and design cadre 

specific training modules. 
Conduct, organize training and tie up necessary 

logistic support  
To coordinate with district administration 
To send reports to DoPT and coordinate with 

YASHADA for taking necessary support for 
conducting trainings under the Jagruti 
Project. 

To make and collect relevant audio-visual 
material which can be used for training 
purposes. 

To make reading material for cadres based on 
their job chart. 

To prepare Computer Based Training (CBT) 
module. 

To do all these tasks under the overall guidance 
of DDG (Devpt.). 

Reports to be submitted Report to DoPT, GoI 
Monthly performance Report to YASHADA. 

 
 
 
 

( Kiran Kulkarni) 
Asstt. Professor 

 
 
( V. Radha ) IAS 
DDG (Devpt.) 
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Job Chart of Smt. Poonam Mehta, Asstt. Professor, ATI 
 
 
Job Title Course Coordinator for Satara Project 
Job Objectives To conduct training for all the government 

employees working in Satara District. 
Principal Responsibilities To do Training Need Analysis and design cadre 

specific training modules. 
Conduct, organize training and tie up necessary 

logistic support  
To coordinate with district administration 
To send reports to DoPT and coordinate with 

YASHADA for taking necessary support for 
conducting trainings under the Jagruti 
Project. 

To make and collect relevant audio-visual 
material which can be  used for training 
purposes. 

To make reading material for each cadre based 
on their job chart. 

To prepare Computer Based Training (CBT) 
module. 

To do all these tasks under the overall guidance 
of DDG (Devpt.). 

Reports to be submitted Report to DoPT, GoI 
Monthly performance Report to 

YASHADA. 
 
 
 
 

( Poonam Mehta) 
Asstt. Professor 

 
 
( V. Radha ) IAS 
DDG (Devpt.) 
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Job Chart of Shri Ravikant Ghodichor, Research Officer, ATI 
 
Job Title Course Coordinator for Satara Project 
Job Objectives To conduct training for all the government 

employees working in Satara District. 
Principal Responsibilities To do Training Need Analysis and design cadre 

specific training modules. 
Conduct, organize training and tie up necessary 

logistic support  
To coordinate with district administration 
To send reports to DoPT and coordinate with 

YASHADA for taking necessary support for 
conducting trainings under the Jagruti 
Project. 

To make and collect relevant audio-visual 
material which can be  used for training 
purposes. 

To make reading material for each cadre based 
on their job chart. 

To prepare Computer Based Training (CBT) 
module. 

To do all these tasks under the overall guidance 
of DDG (Devpt.). 

Reports to be submitted Report to DoPT, GoI 
Monthly performance Report to 

YASHADA. 
 
 
 
 

( Ravikant Ghodichor) 
                                                                                                            Research Officer 

 
 
( V. Radha ) IAS 
DDG (Devpt.) 
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Job Chart of Smt. Swati Kulkani, Research Assistant, ATI 
 
Job Title Course support team member 
Job Objectives  To assist the course coordinators in the Satara in all 

activities, namely, 
Logistic support for conducting the 

training 
Infrastructure ex. Class rooms 
Making available Audio-Visual  and 

other relevant material 
Transport arrangements for guest 

lecturers, master trainers, trainers and 
sometimes even of trainees. 

To help in the TNA and DoT under the 
guidance of coordinators. 

To do necessary administrative work, 
relating to conduct of training, like 
settlement of accounts relieving 
letters to participants etc. 

To do any other activity necessary to do 
successful conduct of training as per 
the instructions of the coordinators. 

Principal Responsibilities  To maintain course files  
To draw and settle advances 
To maintain various records in connections with 

the project. 
Reports to be submitted Course Advance Settlement. 
 
 
 
 

( Swati Kulkarni) 
                                                                                                            Research Assistant 

 
 
( V. Radha ) IAS 
DDG (Devpt.) 
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Job Chart of Shri Ananta Pore, Course Assistant, ATI 
 
Job Title Course support team member 
Job Objectives  To assist the course coordinators in the Satara in all 

activities, namely, 
Logistic support for conducting the 

training 
Infrastructure ex. Class rooms 
Making available Audio-Visual  and 

other relevant material 
Transport arrangements for guest 

lecturers, master trainers, trainers and 
sometimes even of trainees. 

To help in the TNA and DoT under the 
guidance of coordinators. 

To do necessary administrative work, 
relating to conduct of training, like 
settlement of accounts relieving 
letters to participants etc. 

To do any other activity necessary to do 
successful conduct of training as per 
the instructions of the coordinators. 

Principal Responsibilities 1.To maintain course files  
2.To draw and settle advances 
3.To maintain various records in connections with 
the project. 

Reports to be submitted 1.Course Advance Settlement. 
 
 
 
 

( Ananta Pore) 
                                                                                                            Course Assistant 

 
 
( V. Radha ) IAS 
DDG (Devpt.) 
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Job Chart of Smt. Ragini Sawant, Research Assistant, SIUD  
 

Job Title Course support team member 
Job Objectives  To assist the course coordinators in the Satara in all 

activities, namely, 
a) Logistic support for conducting the 
training 
Infrastructure ex. Class rooms 
ii) Making available Audio-Visual  and 
other relevant material 
iii) Transport arrangements for guest 
lecturers, master trainers, trainers and 
sometimes even of trainees. 
b) To help in the TNA and DoT under the 
guidance of coordinators. 

To do necessary administrative work, relating to 
conduct of training, like settlement of 
accounts relieving letters to participants etc. 

To do any other activity necessary to do 
successful conduct of training as per the 
instructions of the coordinators. 

Principal Responsibilities 1. To maintain course files  
2. To draw and settle advances 
3. To maintain various records in connections with 
the project. 

Reports to be submitted 1.Course Advance Settlement. 
 
 
 
 

( Ragini Sawant) 
                                                                                                            Research Assistant 

 
 
( V. Radha ) IAS 
DDG (Devpt.) 
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 Job Chart of Smt. Anita Jadhav  
 
Job Title Course support team member 
Job Objectives  To assist the course coordinators in the Satara in all 

activities, namely, 
Logistic support for conducting the training 

i)Infrastructure ex. Class rooms 
ii)Making available Audio-Visual  
and other relevant material 
iii)Transport arrangements for guest 
lecturers, master trainers, trainers and 
sometimes even of trainees. 

To help in the TNA and DoT under the 
guidance of coordinators. 

To do necessary administrative work, 
relating to conduct of training, like 
settlement of accounts relieving 
letters to participants etc. 

To do any other activity necessary to do 
successful conduct of training as per 
the instructions of the coordinators. 

Principal Responsibilities  1. To maintain course files  
2. To draw and settle advances 
3. To maintain various records in connections 
with the project. 

Reports to be submitted       1. Course Advance Settlement. 
 
 
 
 

( Anita Jadhav) 
  
 

 
( V. Radha ) IAS 
DDG (Devpt. 
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 Work allocation in the publication cell  
 Core Staff 
 

YMRC    ( Publication  Cell) 
Sr. 
No 

Name and Title Duties 

1 DDG ( Res.)  &   Hod, 
YMRC 

Policy formulation and strategic planning to 
achieve the objectives of YMRC 

Overall supervision and direction of YMRC  
Activity  

Production of multimedia training modules  
Any other duties assigned by the DG 

2 Assistant Professor 
(Publication) & OIC, 
Publications Cell  

Publication of Quarterly Journal in English  
Publication of internal documents like annual 

Report,  
brochures etc. 
Commissioning publications from internal 

and external sources 
Overseeing the reprographics contracts  
Budgeting and reporting- Publications  
Supervision over publication stock, sale and 

distribution. 
Any other duties assigned by the DDG (R) / 

Hod, YMRC 
3 Assistant Publications 

Officer  
Marketing and Sales ( Including records, 

receipts, follow up etc.) 
Liaison with Press, Radio and TV 
Arrangement for Publication of News Items/ 

Articles and Radio/ TV  Programme. 
Processing of all purchases, printing orders, 

bills etc.  
Assisting in the production of Marathi 

Quarterly Journal and all other 
commissioned publication/  

Assisting in all communication and follow- 
up with commissioned authors- both 
internal and external  

Any other duties assigned by the DDG (R) / 
Hod, YMRC  

4 Course Associate/ 
Publications Assistant  

Typesetting, design, layout of YASHADA’s 
journals, Annual Report, ATC, brochures 
etc  

Compilation of material from external 
sources, and its design and layout  

Maintenance/ updating of subscription lists  
Maintenance of records, inventory for 
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YMRC    ( Publication  Cell) 
Sr. 
No 

Name and Title Duties 

Computer hardware, software, 
peripherals, consumables  

Maintenance of files dealing with publication 
Any other duties assigned by the DDG (R) / 

HoD, YMRC 
 
 

YMRC ( Audio-Visual Cell) 
Sr. No Name and Title Duties 

1 DDG (Res.) & Hod, YMRC Policy formulation and strategic 
planning to achieve the objectives 
of YMRC  

Overall supervision and direction of 
YRRC  Activity  

Production of multimedia training 
modules  

Any other duties assigned by the DG 
2 Research  Officer & OIC, 

Audio-Visual Cell  
Overall supervision on Audio-Visual 

Cell  
Production f media training modules  
Supervision on film production  

3 Audio- Visual Officer  Video documentation of training 
sessions, best practices, case-studies 
etc.  

To coordinate with Doordarshan in the 
production of programmes on 
development and governance issues 

To network with the public and private 
mass media, the DGIPR etc.  

Identification of resources to provide 
YASHADA with state-of-the-art 
and audio-visual facilities  

To make the necessary purchases, and 
streamline inventory in these 
articles  

Budgeting the reporting- audio- visuals. 
4 Assistant Audio-Visual  Care and maintenance of A-V 

Equipment  
Care and maintenances of AV 

Classroom/theatre  
Assistance in Press Conferences/ 
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YMRC ( Audio-Visual Cell) 
Sr. No Name and Title Duties 

Events  
Establishing and maintaining a video 

library of entertaining and 
education feature films 
documentaries  

Ware, software, peripherals, 
consumables  

Maintenance of files dealing with AV 
equipment  
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Job Description Format 
 
  

Job Title PA to Dy. Director General (Development) & Steno 
(Higher Grade) 

Job Objectives To assist the DDG in day to day work  
Principal Responsibilities Taking dictation and typing 

Maintaining personal files 
Attending & connecting phone calls & giving 

messages  
Maintaining File Movement & Tapal Movement 

Registers 
Making Daily/Weekly programmes 
Taking & giving appointments  
Booking tickets for tour  
Taking advance for tour  
Preparing TA bills & settling the advances 

ny other work given by DDG(D) 
 
 
 
 

( Smt. Y Y Naik)  
 PA to DDG (D) 

 
( V. Radha ) IAS 
DDG (Devpt.) 
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Training and Management related Functions: 
To assist Course Director for the under mentioned Training course related activities: 
 

Preparation of Course Material/ Meeting Material  
Planning and implementation of  
To identify relevant articles and research papers; 
To seek approval of HoD for the set of selected articles/ material 
To prepare master copies of the articles, video Documentation etc 
Sequence the articles / material, To make required number of copies 
To send them for binding; and 
To process the bills charged by Printing Contractor in this regard 

 
Preparation of Resource Persons Directory (RPD) 

To draft and upgrade RPD related to assigned department/ centre of the Academy 
To circulate the RPD whenever needed. 

 
Research Related Functions 

To assist the superiors for conduct of various types of Research studies like Case 
studies, Field Studies and Evaluation Studies.  

 
To assist in Collection, Analysis and Interpretation of Data 

 
Administration Related Functions 
To maintain various records in connection to above functions 

 
To supervise and guide Course Assistants and Course Associates whenever asked by HoD 
 
To perform other duties whenever asked by HoD. 

 
 

Dr. Bharat Bhushan 
Deputy Director General (Planning) 

Job Chart of Master Plan Manager and 
Planning Manager, YASHADA  
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Training Management related Functions: 
To assist Course Director for the under mentioned Training course related activities: 

Preparation of Course Material: 
To identify relevant articles and research papers; 
To seek approval of HoD for the set of selected articles 
To prepare master copies of the articles 
To put the articles in required sequence and number the pages 
To make required number of copies 
To send them for binding; and 
To process the bills charged by Printing Contractor in this regard 

 
Preparation of Evaluation Report: 

To analyse the data contained in the evaluation questionnaires 
To draft the Course Directors Report (CDR) 
To submit the CDR for approval 
To make and circulate copies of CDR 

 
Preparation of Resource Persons Directory (RPD) 

To draft and upgrade RPD related to assigned department/ centre of the Academy 
To circulate the RPD whenever needed. 

Research Related Functions 
To assist the superiors for conduct of various types of Research studies like Case 

studies, Field Studies and Evaluation Studies.  
To assist in Collection, Analysis and Interpretation of Data 

 
Administration Related Functions 
To maintain various records in connection to above functions 
To supervise and guide Course Assistants and Course Associates whenever asked by HoD 
To perform other duties whenever asked by HoD. 

 

Dr. Bharat Bhushan 
Deputy Director General (Planning) 

Job Chart of Mrs. Swati Kamat, 
Research Assistant,  
Centre for Environment and Development, 
YASHADA 
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Training Management related Functions: 
To assist Course Director for the under mentioned Training course related activities: 

Preparation of Course Material: 
To identify relevant articles and research papers; 
To seek approval of HoD for the set of selected articles 
To prepare master copies of the articles 
To put the articles in required sequence and number the pages 
To make required number of copies 
To send them for binding; and 
To process the bills charged by Printing Contractor in this regard 

 
Preparation of Evaluation Report: 

To analyse the data contained in the evaluation questionnaires 
To draft the Course Directors Report (CDR) 
To submit the CDR for approval 
To make and circulate copies of CDR 

 
Preparation of Resource Persons Directory (RPD) 

To draft and upgrade RPD related to assigned department/ centre of the Academy 
To circulate the RPD whenever needed. 

Research Related Functions 
To assist the superiors for conduct of various types of Research studies like Case 

studies, Field Studies and Evaluation Studies.  
To assist in Collection, Analysis and Interpretation of Data 

 
Administration Related Functions 
To maintain various records in connection to above functions 
To supervise and guide Course Assistants and Course Associates whenever asked by HoD 
To perform other duties whenever asked by HoD. 

 
Dr. Bharat Bhushan 

Deputy Director General (Planning) 

Job Chart of Pandurang Gadekar, 
Research Assistant,  
Centre for Environment and Development, 
YASHADA 
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Job Chart of CCTR  
 
Ser 
No 

Name and Title Duties 

 Shri C. K. Patil 
Research Officer  

Training Management related functions. 
 

To contact C&R Office, Divisional Joint 
registrar, DDR for nominations of courses 
of Co-op. sector. 

 
To follow up with authorities for obtaining 

nominations. 
 

To prepare course schedule. 
 

To prepare reading material. 
 

To remain in contact with course Directors. 
 

To observe the ongoing courses and 
advice/assist the course Directors for 
contacting speakers/alternative speakers. 

 
To ensure that all the reading material in 

provided to participants in all courses of 
DCCB, UCB, CCS, APMC & BLVAS. 

 
To procure books/reading material for 

distribution to participants as part of training 
material  

 
Research Related function  
 

To prepare project proposals under the guidance 
of HoD/DC. 

 
To plan & carry out research projects. 

 
Administrative related function. 

 
Any other Administrative work assigned by 

controlling office. 
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ºÉ½þEòÉ®ú |ÉÊ¶ÉIÉhÉ ´É ºÉÆ¶ÉÉävÉxÉ Eåòpù 
|ÉÊ¶ÉIÉhÉ ºÉjÉ +ÉÊhÉ <iÉ®ú Eò®úÉ´ÉªÉÉSªÉÉ EòÉ¨ÉÉSÉÉ iÉ{ÉÊ¶É±É  

 
Gò. Eò¨ÉÇSÉÉ-ªÉÉSÉä xÉÉÆ´É ´É 

½ÖþqùÉ 
EòÉ®úÉ´ÉªÉÉSÉÒ EòÉ¨Éä 

 nÖùMvÉ ºÉÆPÉ ºÉÆ¤ÉÆvÉÒSÉÉ {ÉjÉ´ªÉ´É½þÉ®ú  

 ºÉÉJÉ®ú EòÉ®úJÉÉxÉä ºÉÆ¤ÉÆvÉÒSÉÉ {ÉjÉ´ªÉ´É½þÉ®ú  

 ºÉÆ¶ÉÉävÉxÉ ´É |ÉEò±{É ºÉÆ¤ÉÆvÉÒSÉÉ {ÉjÉ´ªÉ´É½þÉ®ú  

 ®úÉVªÉÉ ¤ÉÉ½äþ®úÒ±É |ÉÊ¶ÉIÉhÉ ºÉjÉ ºÉÆ¤ÉÆvÉÒSÉÉ {ÉjÉ´ªÉ´É½þÉ®ú  

 nÖùMvÉ ºÉÆvÉ ´É ºÉÉJÉ®ú ºÉÆ¤ÉÆvÉÒiÉ ]õÒ BxÉ Bä  

 ºÉ½þEòÉ®ú |ÉÊ¶ÉIÉhÉ ´É ºÉÆ¶ÉÉävÉxÉ EåòpùÉiÉÒ±É +ÊvÉEòÉ®úÒ 
ªÉÉÆSªÉÉ |ÉÊ¶ÉIÉhÉ ºÉjÉÉÆSÉä ºÉjÉ ºÉ½þÉªªÉEò ¨½þhÉÚxÉ EòÉ¨É 
{É½þÉhÉä.  
 

 +ÉªÉ BºÉ +Éä |É¨ÉÉhÉä +tÉªÉÉ´ÉiÉ ®äúEòÉìbÇ÷ `äö´ÉhÉä 

1. ¸ÉÒ xÉäiÉÉVÉÒ +ÉMÉ±ÉÉ´Éä 
ºÉjÉ ºÉ½þªÉÉäMÉÒ  

 ´Éä³ýÉä́ Éä³ýÒ ºÉÉä{ÉÊ´ÉhªÉÉiÉ ªÉähÉÉ®úÒ EòÉ¨Éä.  

 ÊVÉ±½þÉ ¨ÉvªÉ´ÉiÉÔ ºÉ½þEòÉ®úÒ ¤ÉÄEòÉ - 
+ÊvÉEòÉ®úÒ/{ÉnùÉÊvÉEòÉ®úÒ ´É ÊVÉ±½þÉ ¨ÉvªÉ´ÉiÉÔ ºÉ½þEòÉ®úÒ 
¤ÉÄEò-ºÉÆSÉÉ±ÉEò ºÉÆ¤ÉÆvÉÒSÉÉ {ÉjÉ´ªÉ´É½þÉ® 
 

 ºÉ½þEòÉ®úÒ {ÉiÉºÉÆºlÉÉ ºÉÆ¤ÉÆvÉÒSÉÉ {ÉjÉ´ªÉ´É½þÉ®ú 

 Ê®ú£äò¶É®ú - b÷Ò b÷Ò +É®ú ºÉÆ¤ÉÆvÉÒSÉÉ {ÉjÉ´ªÉ´É½þÉ® 

 ÊVÉ±½þÉ ¨ÉvªÉ´ÉiÉÔ ºÉ½þEòÉ®úÒ ¤ÉÄEòÉ - 
+ÊvÉEòÉ®úÒ/{ÉnùÉÊvÉEòÉ®úÒ, ÊVÉ±½þÉ ¨ÉvªÉ´ÉiÉÔ ºÉ½þEòÉ®úÒ ¤ÉÄEòÉ 
- ºÉÆSÉÉ±ÉEò, {ÉiÉºÉÆºlÉÉ ´É Ê®ú£äò¶É®ú - b÷Ò b÷Ò +É® ºÉÆ¤ÉÆvÉÒiÉ 
]õÒ BxÉ Bä  
 

 ºÉ½þEòÉ®ú IÉäjÉÉiÉÒ±É +ÉªÉÉäÊVÉiÉ Eäò±Éä±ªÉÉ ºÉ´ÉÇ |ÉÊ¶ÉIÉhÉ 
ºÉjÉÉÆSÉÒ  |ÉÊ¶ÉIÉhÉ ¶ÉÖ±EòÉ¤ÉÉ¤ÉiÉSÉÒ ¨ÉÉÊ½þiÉÒ +tÉ´ÉiÉ 
`äö´ÉhÉä ´É ÊVÉ±½þÉ´ÉÉ®ú ´É ºÉÆºlÉÉ´ÉÉ®ú nù®ú¨É½þÉ ¨ÉÉ. 
¨É½þÉºÉÆSÉÉ±ÉEò ªÉÉÆxÉÉ +½þ´ÉÉ±É ºÉÉnù®ú Eò®úhÉä.  
 

 xÉ´ªÉÉxÉä ºÉÖ°ü Eò®úhªÉÉSªÉÉ Ê´É¹ÉªÉÉÆSÉÉ {ÉjÉ´ªÉ´É½þÉ®ú  

 ºÉ½þEòÉ®ú |ÉÊ¶ÉIÉhÉ ´É ºÉÆ¶ÉÉävÉxÉ EåòpùÉiÉÒ±É +ÊvÉEòÉ®úÒ 
ªÉÉÆSªÉÉ |ÉÊ¶ÉIÉhÉ ºÉjÉÉÆSÉä ºÉjÉ ºÉ½þÉªªÉEò ¨½þhÉÚxÉ EòÉ¨É 
{É½þÉhÉä.  
 

 +ÉªÉ BºÉ +Éä |É¨ÉÉhÉä +tÉªÉÉ´ÉiÉ ®äúEòÉìbÇ÷ `äö´ÉhÉä 

2. ¸ÉÒ¨ÉiÉÒ ´Éè¶ÉÉ±ÉÒ 
MÉÉäºÉÉ´ÉÒ  
ºÉjÉ ºÉ½þªÉÉäMÉÒ  

 ´Éä³ýÉä́ Éä³ýÒ ºÉÉä{ÉÊ´ÉhªÉÉiÉ ªÉähÉÉ®úÒ EòÉ¨Éä.  
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ºÉ½þEòÉ®ú |ÉÊ¶ÉIÉhÉ ´É ºÉÆvÉÉävÉxÉ EåòpùÉSªÉÉ ´ÉÉÌ¹ÉEò EòÉ±ÉnùÌ¶ÉEäò 
ºÉÆ¤ÉÆvÉÒSÉÉ {ÉjÉ´ªÉ´É½þÉ® 
 

xÉÉMÉ®úÒ ºÉ½þEòÉ®úÒ ¤ÉÄEòÉ - +ÊvÉEòÉ®úÒ/{ÉnùÉÊvÉEòÉ®úÒ ´É xÉÉMÉ®úÒ 
ºÉ½þEò®úÒ ¤ÉÄEòÉ - ºÉÆSÉÉ±ÉEò ºÉÆ¤ÉÆvÉÒSÉÉ {ÉjÉ´ªÉ´É½þÉ® 
 

xÉÉMÉ®úÒ ºÉ½þEòÉ®úÒ ¤ÉÄEòÉ - +ÊvÉEòÉ®úÒ/{ÉnùÉÊvÉEòÉ®úÒ ´É xÉÉMÉ®úÒ 
ºÉ½þEò®úÒ ¤ÉÄEòÉ - ºÉÆSÉÉ±ÉEò ºÉÆ¤ÉÆvÉÒiÉ ]õÒ BxÉ Bä  
 

Advisory Board ºÉÆ¤ÉÆvÉÒSÉÉ {ÉjÉ´ªÉ´É½þÉ® 

BoG Meeting  ºÉÆ¤ÉÆvÉÒSÉÉ {ÉjÉ´ªÉ´É½þÉ®  

ISO ºÉÆ¤ÉÆvÉÒSÉÉ {ÉjÉ´ªÉ´É½þÉ® 

Policy Circulars/Standing Orders  
ºÉ½þEòÉ®ú IÉäjÉÉiÉÒ±É +ÉªÉÉäÊVÉiÉ Eäò±Éä±ªÉÉ ºÉ´ÉÇ |ÉÊ¶ÉIÉhÉ 
ºÉjÉÉÆSªÉÉ ={ÉÎºlÉiÉÒSÉÒ ¨ÉÉÊ½þiÉÒ +tÉ´ÉiÉ `äö´ÉhÉä.  
 

ºÉ½þEòÉ®ú IÉäjÉÉiÉÒ±É +ÉªÉÉäÊVÉiÉ Eäò±Éä±ªÉÉ ºÉ´ÉÇ |ÉÊ¶ÉIÉhÉ ºÉjÉÉÆSÉä  
´ªÉÉJªÉÉiªÉÉÆSÉä ¨ÉÖ±ªÉ¨ÉÉ{ÉxÉ ºÉÆ¤ÉÆÊvÉiÉ ´ªÉÉJªÉÉiÉä ´É ¨ÉÉ. ºÉ½þEòÉ®ú 
+ÉªÉÖHò ªÉÉÆxÉÉ nù®ú¨É½þÉ Eò³ýÊ´ÉhÉä iÉºÉäSÉú ´É ¨ÉÉ. ¨É½þÉºÉÆSÉÉ±ÉEò 
ªÉÉÆxÉÉ ºÉÉnù®ú Eò®úhÉä. 
 

ºÉ½þEòÉ®ú |ÉÊ¶ÉIÉhÉ ´É ºÉÆ¶ÉÉävÉxÉ EåòpùÉiÉÒ±É +ÊvÉEòÉ®úÒ ªÉÉÆSªÉÉ 
|ÉÊ¶ÉIÉhÉ ºÉjÉÉÆSÉä ºÉjÉ ºÉ½þÉªªÉEò ¨½þhÉÚxÉ EòÉ¨É {É½þÉhÉä.  
 

+ÉªÉ BºÉ +Éä |É¨ÉÉhÉä +tÉªÉÉ´ÉiÉ ®äúEòÉìbÇ÷ `äö´ÉhÉä. 
 

3. ¸ÉÒ VÉªÉËºÉMÉ lÉÉä®úÉiÉ  
ºÉjÉ ºÉ½þÉªªÉEò  

´Éä³ýÉä́ Éä³ýÒ ºÉÉä{ÉÊ´ÉhªÉÉiÉ ªÉähÉÉ®úÒ EòÉ¨Éä.  
 

ºÉ½þEòÉ®ú EòIÉÉSÉä ]õ{ÉÉ±É Îº´ÉEòÉ®úhÉä ´É ºÉÆ¤ÉÆÊvÉiÉÉxÉÉ näùhÉä.  

¨ÉÖ´½þ¨Éå]õ, +´Éä]õ ®úÊVÉº]õ®ú +tÉ´ÉiÉ `äö´ÉhÉä.  

iÉYÉ ±ÉäJÉEòÉÆSÉÒ ¨É½þi´ÉÉSªÉÉ Ê´É¹ÉªÉÉSÉÒ {ÉÖºiÉEäò ´É ´ÉÉSÉxÉ ºÉÉÊ½þiªÉ ªÉÉÆSÉÒ xÉÉånù 
`äö´ÉhÉä.   
EÞòÊ¹É =i{ÉzÉ ¤ÉÉVÉÉ®ú ºÉÊ¨ÉiÉÒ ºÉÆ¤ÉÆvÉÒiÉ {ÉjÉ´ªÉ´É½þÉ®ú  

VÉxÉ®ú±É {ÉjÉ´ªÉ´É½þÉ®ú ´É Ê¨É]õÓMÉ ¤ÉÉ¤ÉiÉSÉÉ {ÉjÉ´ªÉ´É½þÉ®ú  

ºÉ½þEòÉ®ú IÉäjÉÉiÉÒ±É |ÉÊ¶ÉIÉhÉÉlÉÕSÉÒ ÊVÉ±½þÉ´ÉÉ®ú ´É ºÉÆºlÉÉ´ÉÉ®ú 
¨ÉÉÊ½þiÉÒ +tÉ´ÉiÉ `äö´ÉhÉä.  

ºÉ½þEòÉ®ú IÉäjÉÉiÉÒ±É +ÉªÉÉäÊVÉiÉ Eäò±Éä±ªÉÉ ºÉ´ÉÇ |ÉÊ¶ÉIÉhÉ ºÉjÉÉÆSªÉÉ 
|ÉÊ¶ÉIÉhÉÉlÉÔ |ÉÊiÉÊxÉvÉÒ ªÉÉÆSÉÒ ¨ÉÉÊ½þiÉÒ +tÉ´ÉiÉ `äö´ÉhÉä 
Ê´É¦ÉÉMÉÉiÉÒ±É º]äõ¶ÉxÉ®úÒSÉÒ xÉÉånù `äö´ÉhÉä.  

3. ¸ÉÒ ºÉÆOÉÉ¨É <ÆnÖù±ÉEò®ú  
ºÉ½þÉªªÉEò  

7. +ÉªÉ BºÉ +Éä |É¨ÉÉhÉä +tÉªÉÉ´ÉiÉ ®äúEòÉìbÇ÷ `äö´ÉhÉä. 
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  8. ´Éä³ýÉä´Éä³ýÒ ºÉÉä{ÉÊ´ÉhªÉÉiÉ ªÉähÉÉ®úÒ EòÉ¨Éä.  

 
 
 
 

ESTATE SECTION : JOB CHART 
 
1.   Estate Manager (Projects) 
 

1. Preparation of  plans and estimates for new construction projects and 
maintenance related works in the campus not executed through consultants 
and contractors.  

2. Monitoring all construction works planned or Executed through consultants or 
contractors.  

3. Preparation of  budgetary forecast for civil, electrical and water supply 
projects for Yashada.  

4. Planning and execution all civil, electrical and water supply maintenance 
works for Yashada.  

5. To exercise budgetary control over ongoing work in co-operation with 
accounts.  

6. To ensure uninterrupted Electric and water supply services to YASHADA on 
regular basis.  

7. To supervise all Estate staff and allot them duties.   
 
Reporting officer – Additional Director General. 
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2.  Deputy Engineer :  (Civil works of  Maintenance)  Shri  Shitole 
 
To look after all  civil maintenance work in YASHADA campus as well as 

Residential  Quarters . 
To look after all annual maintenance contracts. 
Preparation of  plans and estimates for minor construction works  and 

maintenance related works in the campus executed through Estate Manager. 
To ensure uninterrupted water supply services to YASHADA on regular basis.  
Execution of project as per drawing & design as well as  ensure quality of work.    
To supervise Carpenter, Plumber  and  allot them duties. 
To purchase  the emergency material regarding civil works.  
Enlist the agencies for appropriate maintenance  work.  
To look after all emergency works as instructed  by Estate Manager.  

 
Reporting officer – Estate Manager  
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Senior Clerk  (Shri Nikam) 
1.  To assist Estate Manager in administrative work.  
2. To check correctness of Approx estimate of work, prepare noting/drafting 

and obtain Administrative sanction.  
3. To call quotation/Tender and issue work order after Administrative approval.  
4. To check correctness of bills, prepare noting and submit through Estate 

Manager  to Registrar/Account Officer for payment.  
5.  Submission of files regarding allotment of accommodation.  
6.  Submission of all files through Estate Manager.   

 
Reporting Officer : Estate Manager 
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Clerk  (Shri Chougule , MESCO) 
1. Maintenance of files.  
2. Typing work of Estate Section  
3. Preparing of white and blue form  
4. Entry of item/stores in Dead Stock Register & Consumable articles register.  
5. Preparation and submission of all types of reports/information as & when 

required by Adm. Department.  
6. Attend incoming telephone calls and pass on messages to concerned 

individuals in the absence of Estate Manager.  
7. Maintenance of following Registers :-  

(a) Incoming Dak Register  
(b) Progress reports Register  
(c) File Register  
(d) File/MB Document movement Register  
(e) Work Sheet Register  
(f) Await Register  
(g) Six Bundle Systems  

8. Preparation of the following :-  
(a) Tender Notice/Advertise for paper/Tender documents/issue of Tender  
(b) Comparative statement  
(c) Work Order  
(d) Tender documents  

9. Any other duty assigned by Estate Manager  
 
Reporting Officer : Senior Clerk  
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Junior Engineer (Civil) :  Shri  Namdeo Bhosale  
 
1. To assist Estate Manager in all work  
2. To supervise Maintenance & minor works  
3. To get work done from Petty cash.  
4. To write Measurement book in respect of civil minor works.  
5. Managing status including diesel  
6. To issue of gate pass to all workers  
 

Reporting Officer : Estate Manager  
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Junior Engineer (Electrical) Shri Bhise  
 

1. Handle all Electric works in Estate and assist Estate Manager with regards to 
Electrical works in campus. 

2. Handle overall maintenance works of Electrical nature. 
3. Keep records & maintain all the Generators for keeping the optimum level of 

operations of Gen Sets with the AMC Agencies and electrical staff.  
4. To supervise all the electrical major & minor works.  
5. To supervise all related staff effectively.  
6. Preparation of Estimates for the Electrical small works.  
7. Schedule preventive maintenance of batteries/Gen Set as and when as a 

schedule work.  
8. Taking measurements for the works completed and entry of the same in 

Measurement books for the electrical works.  
9. Follow up regarding various new electrical works in progress in Yashada 

campus.  
10. Timely preparation of future plans for development of Electrical systems 

and installations.  
11. Managing HT bills and Electricity consumption records.  
12. Implement and improvise systems to reduce energy consumption.  
13. Handle Energy audit.  
14. Propose and Execute solar lighting system.  

 
Reporting Officer : Estate Manager   
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Electrician (Shri Anna Gaikwad) 
 

1. To attend to all Electrical Complaints of Yashada Complex & Residential 
Quarters of officers and staff pertaining to maintenance.  

2. To start the Generator during power failure of M.E.D.B. and maintain 
Diesel and Generators record.  

3. To look after Electrical Distribution System in respect of Electrical faults.  
4. To work on instructions from Electrical Engineer/Estate Manager as per 

requirements of the institute.  
5. To maintain stock of Diesel for Gen Set at all times.  
6. HT Bills- Submission of cheque to Maharashtra Elect Distribution Board 

every month.  
7. To look after general repairs of fans pumps & general complaints of all 

Hostels/MDC/Admin etc.  
 
Reporting Officer : Junior Engineer (Electric) 
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Plumber (Shri. Yeole ) 
 

1. To supply water daily at Hostel, Administrative building& officers, staff’s 
Residential quarters.  

2. To supply water at garden & check repair works of water supply.  
3. To paid water supply bill at Municipal Corporation.  
4. To watch & supervise drainage work of Yashada.  
5. To take reading of water meter.  
6. To supervise plumbing work.  
7. To look after water pumps & its repair.  
8. To attend complaints of water coolers & Acqua guards.  
9. To watch cleaning of water storage tanks at quarterly basis.  
10. To look after solar system & its repair works.  
11. To supply water for construction works at Yashada.  

 
 
Reporting Officer : Deputy Engineer (Maintenance) 
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Carpenter (Shri Sitaram Dhongade) 
 

To attained all carpentry maintenance works . 
To look after general repairs of doors, windows in YASHADA campus as well 

as residential quarters.  
  

 
Reporting Officer : Deputy Engineer (Maintenance)   
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JOB DESCRIPTION FORMAT 
 
NAME: Shri. I.B. Bagwan 

JOB TITLE: Accounts Officer 

JOB OBJECTIVES: 

To ensure maintenance of accounts of YASHADA and monitor receipts. To examine the 

expenses incurred on various items before admitting them for payment and to get the 

deficiencies corrected, rectified . 

Before admitting the adjustment account of advances, examine and get the deficiencies 

cleared/complied with. 

To monitor the financial position in  the context  of availability of funds, expected receipts and 

expenditure incurred  as also expected to be incurred as regards YASHADA’s main 

activity and  also the various projects for which the funds have been specifically  

received. 

To classify the receipts as well as expenses pertaining to the various regular courses as also 

sponsored courses and the projects with YASHADA. 

To monitor  and expedite the receipt of funds   from the State as well as the Central Government 

in conjunction with various authorities  in YASHADA. 

To attend to Audit. 

PRINCIPAL RESPONSIBILITIES: 
To carry out the decisions taken by the higher authorities in regard to the financial 

policies. 
To monitor classification of receipts and expenditure in regard to various projects 

sponsored courses and general account of YASHADA. 
To recover and pay various taxes as per laws and to file various returns to the proper 

authorities and work regarding to that  e.g. compliance to statutory audit etc. 
To comply with the objections raised by the concurrent audit and statutory audit. 
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Processing proposals regarding appointment of Internal Auditor, Statutory Auditor, 
and Chartered Accountant for preparation of accounts and related matters 

Annual Maintenance Contract for Tally ees 6.03 software of accounting. 
To invest and to disinvest  surplus funds into time deposits and make proposals as per 

requirement. 
To comply with decisions of Board of Governors, Executive Committee and 

Investment Committee pertaining to Finance, Accounts, and Audit. 
Overall control on the accounts branch with Budget, Pay & Allowances, Contingent 

and Medical Expenses, the Cash & Compilation section. 
To issue branch circulars. 

 
           REPORTS TO BE SUBMITTED 

 
Submission of monthly expenditure statement, periodical budget, annual budget, annual plan 

and utilization certificates to General Administration Department & Rural Development 
Department of State Government 

 Submission of utilization certificate to various department of Central Government from 
whom YASHADA received grants. 

 
REPORTING TO: 

 
Financial Adviser 
 

IMMEDIATE SUBORDINATES: 
Assistant Accounts Officer. 
Assistant  (cash) 
Senior Grade Clerk (Pay & allowances) 
Senior Grade Clerk (Cont. & Medical Bills, advances etc.) 

 
KEY RESULT AREAS 
Maintenance and finalization accounts. 
Advances settlement 
Scrutiny of various claims. 

                                                   
 
 
 
 
 
 
 
 
 
 
 
 JOB DSCRIPTION FORMAT 
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NAME: Smt. S.B. Phapale 

JOB TITLE: Assistant Accounts Officer 

JOB OBJECTIVES 

Under the overall direction of Accounts Officer. 

                           1.      To ensure and maintenance of records in lieu   of budgetary grants    supported 

                                   by State Government under General Administration Department and Rural 

                                   Development Department. 

2.     To monitor the expenses against the funds received from the State as   
well as  the Central Government under various departments. 

 

PRINCIPAL RESPONSIBILITIES: 
 

Preparation of Annual Budget, Annual Plan. 
Preparation of Monthly Expenditure Statement, Management Information 

System reports. 
Preparation of Utilization Certificates for onward submission to respective 

department of State as well as Central Government. 
Preparation of budgetary grant bills and their submission to the district 

treasury for onward passing. 
To maintain grants watch register, advance watch register and investments 

register and make scrutiny of advances sanctioned  
Preliminary compliance to the audit objections raised by concurrent audit and 

statutory audit by collecting information from respective section. 
Correspondence with the government on the various subjects and information 

called from time to time. 
Preparation and submission of work bills (R.A.Bills) with due scrutiny to the 

higher authorities and maintain work details register.  
To take action on the correspondence from the administration branch on 

various subjects concerning to States and Central civil service rules and its 
submission to the Accounts Officer. 

Scrutiny of the official letters, documents etc. (Tapal) received in accounts 
branch and its distribution to various desks of the branch. 

Correspondence with the Accountant General and G.A.D., G.o.M. regarding 
leave salary and pension contribution of the officers on deputation. 

Any other work other than the above as entrusted by the Accounts Officer 
from time to time 
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 REPORTS TO BE SUBMITTED 

 
Submission of monthly expenditure statement, periodical budget, annual budget, 

annual plan and utilization certificates to General Administration Department & 
Rural Development Department of State Government  

Submission of utilization certificate to various department of Central Government 
from whom YASHADA received grants. 

 
REPORTING TO: 

 
Accounts Officer. 

 
IMMEDIATE SUBORDINATES: 

 
Not applicable. 

 
KEY RESULT AREAS 
              
            Not applicable. 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
JOB DESCRIPTION FORMAT 
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NAME: Shri. K .R. Kadam 

JOB TITLE: Assistant  

JOB OBJECTIVES 

Under the overall direction of Accounts Officer. 

To ensure the accounts functioning by way of financial 

transactions.  

To classify the receipts and monitor the expenses on various courses and 

The projects with the help of actual receipts recorded in the receipt books 

and the concerned registers.    

 

PRINCIPAL RESPONSIBILITIES: 
 

To receive cash   as well as cash documents (for e.g., D.D., cheque, pay orders 
etc.)  and issue receipts on behalf of Director General, YASHADA.  

To make payments and advances to the concern as per sanction. 
Maintain cashbook and monitor receipts as well as expenses. 
Withdrawal of cash as per requirement from the bank and credit the amount 

received into the respective bank account. 
To maintain cheque register, update it, write cheque on receipt of passed 

vouchers and issue cheques in view of payment due. 
To keep cheque books and receipt books in safe custody. 
To maintain separate account of receipts book issued to other sections. 
To send demand drafts to the respective Accountant Generals in lieu of 

deduction of G.P.F. contribution. 
To credit challans against deduction of G.I.S., Profession Tax, reovery of 

advances, CPF, Income Tax and Works Contract Tax. 
Any other work other than the above as entrusted by the Accounts Officer 

from time to time 
 
 

 
 REPORTS TO BE SUBMITTED 

       
Not Applicable       
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REPORTING TO: 
 

Accounts Officer. 
 

IMMEDIATE SUBORDINATES: 
 
Not applicable. 

 
KEY RESULT AREAS 
              
            Not applicable. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
JOB DESCRIPTION FORMAT 
 
NAME: Shri. Swapnil S. Suray 

JOB TITLE: Senior Grade Clerk 



PROACTIVE DISCLOSURE UNDER SECTION 4 OF RIGHT TO INFORMATION ACT 2005 
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JOB OBJECTIVES 

Under the overall direction of Accounts Officer. 

                              1.          To keep up with the financial administration by way of proper  

                          maintenance of pay and allowances. 

            2.         To participate in tax recovery schedule of State and Central  

                        Government through deduction of various taxes such as Income 

                                    Tax, Profession Tax etc. 
          

PRINCIPAL RESPONSIBILITIES: 
 

                  1.        To prepare monthly pay bills of the staff along with various 
                       schedules, pay slips, etc. 
            2.        To maintain registers regarding various recoveries of  the staff 

                                         members . This includes recovery of bank loan, L.I.C., GSLIS 
                                         H.B.A., conveyance advance, computer advance, personal   
                                         advance, C.P.F. and G.P.F. advance etc. 
                              3.       To prepare challans against the deductions of G.I.S., H.B.A.,  

               vehicle advance, computer advance, Income Tax, C.P.F., G.P.F 
                                        advances. 

     4.       To draw payment of the officials on contract basis. 
     5.       To prepare overtime bills of the office staff.   

                              6.       To prepare arrears bills of the office staff. 
                              7.       To maintain salary register having individual details of pay and  
                                        allowances.             
                              8.       To prepare festival advance bills with due entries in salary  
                                        register. 
                              9.       Correspondence regarding pay and allowances of the officers 
                                         on transfer, preparation of L.P.Cs. and correspondence  
                                         regarding the same. 
                            10.        To prepare annual budget for pay and allowances pertaining to  
                                         both the departments of State Government viz.G.A.D., R.D.D.  
                            11.        To prepare traveling allowance – calculations thereto. 
                            12.        Computation of Income Tax in respect of office staff,  
                                         preparation of form No. 16 and 24 required to be submitted 
                                         under the provision of Income Tax Act. Correspondence 
                                         regarding the same. 

     Any other work other than the above as entrusted by the               
     Accounts Officer from time to time. 
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REPORTS TO BE SUBMIT 
 
                     Not applicable. 

 
REPORTING TO: 

 
Accounts Officer. 

 
IMMEDIATE SUBORDINATES: 

 
Not applicable. 

 
KEY RESULT AREAS 
              
            Not applicable. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
JOB DESCRIPTION FORMAT 
 
NAME: Shri K.M. Mangalwedhekar 

JOB TITLE: Senior Grade Clerk 

JOB OBJECTIVES 



PROACTIVE DISCLOSURE UNDER SECTION 4 OF RIGHT TO INFORMATION ACT 2005 
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Under the overall direction of Accounts Officer. 

To monitor the expenses by way of keeping minimum level of expenditure for on the 

items of office expenditure. 

PRINCIPAL RESPONSIBILITIES: 
 
 

 To scrutinse and prepare medical bills of office staff as laid down in YASHADA 

service rules and the revised orders from time to time. 

2.   To maintain register of medical claims. 

To prepare vouchers for medical claims of office staff and take due entries in the 

concerned register. 

To submit special cases regarding the hospitalization of the patients to the hospitals 

other than the specific hospitals recommended vide service rules and revised 

orders thereon for the approval of Director General. 

To scrutinse contingent expenditure bills received from various sections of 

YASHADA and prepare vouchers thereon for onward sanction of the competent 

authority. 

To maintain grant watch register having bill amounts for facilitation of monthly 

compilation of accounts. 

To scrutinize the advance adjustment bills for  training sessions , workshops and 

seminars . To see whether the expenditure incurred is as per standard norms and 

verified by the concurrent authorities such as Director General, O.I.C. , Course  

Director  as applicable. 
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To scrutinize vehicle advance adjustment bills as per standard norms, and enter the 

amounts into the grant watch register. 

To intimate the officers and staff members in case of delay in submitting advance 

adjustment bills. 

Any other work other than the above as entrusted by the Accounts Officer from time 

to time.   

 
 REPORTS TO BE SUBMITTED 
               Not applicable 
 
REPORTING TO: 

 
Accounts Officer. 

 
IMMEDIATE SUBORDINATES: 

 
Not applicable. 

 
KEY RESULT AREAS 
              
            Not applicable. 
 
 
 
 
 
 
 
 
 
 

+ÉºlÉÉ{ÉxÉÉ BEò ºÉÆEò±ÉxÉ ½þÉiÉÉ³ýiÉ +ºÉ±Éä±ªÉÉ  EòÉ¨ÉÉSÉÉ iÉHòÉ 
 

+.Gò. xÉºiÉÒSÉÉ Ê´É¹ÉªÉ 
01.  ºÉÆºlÉä¨ÉvªÉä Ê´ÉÊ´ÉvÉ |ÉEòÉ®úSªÉÉ xÉä̈ ÉhÉÚEòÉ¤ÉÉ¤ÉiÉSÉä ºÉ´ÉÇ EòÉ¨Éä  
02.  ºÉÆºlÉäiÉÒ±É +ÊvÉEòÉ®úÒ  Eò¨ÉÇSÉÉ®úÒ ªÉÉÆSÉÒ {ÉnùÉäzÉiÉÒ |ÉEò®úhÉä ½þiÉÉ³ýhÉä ¤ÉÉ¤ÉiÉSÉÒ ºÉ´ÉÇ EòÉ¨Éä  
03  ºÉÆºlÉäiÉÒ±É +ÊvÉEòÉ®úÒ Eò¨ÉÇSÉÉ®úÒ ªÉÉÆSªÉÉ +ÆiÉMÉÇiÉ ¤Énù±ªÉÉ Eò®úhÉä¤ÉÉ¤ÉiÉSÉÒ EòÉ¨Éä  
04  ºÉÆºlÉäiÉÒ±É +ÊvÉEòÉ®úÒ Eò¨ÉÇSÉÉ®úÒ ªÉÉÆSÉÒ ºÉä´ÉÉVªÉä¹`öiÉÉ ªÉÉnùÒ |ÉÊºÉvnù Eò®úhªÉÉ¤ÉÉ¤ÉiÉSÉÒ ºÉ´ÉÇ 
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EòÉ¨Éä  
05 ºÉÆºlÉäiÉÒ±É +ÊvÉEòÉ®úÒ Eò¨ÉÇSÉÉ®úÒ ªÉÉÆxÉÉ +ÉMÉÉ´ÉÚ ´ÉäiÉxÉ´ÉÉfø näùhªÉÉ¤ÉÉ¤ÉiÉ +É´É¶ªÉEò +ºÉ±Éä±ÉÒ 

ºÉ´ÉÇ EòÉ¨Éä  
06  ºÉÆºlÉäiÉÒ±É +ÊvÉEòÉ®úÒ Eò¨ÉÇSÉÉ®úÒ ªÉÉÆxÉÉ +ÊiÉÊ®úCiÉ EòÉªÉÇ¦ÉÉ®ú ºÉÉä{ÉÊ´ÉhªÉÉ¤ÉÉ¤ÉiÉSÉÒ EòÉ¨Éä  
07 PÉ®ú ¤ÉÉÆvÉhÉÒ +OÉÒ¨É, ´ÉÉ½þxÉ JÉ®äúnùÒ +OÉÒ¨É, ¶ÉèIÉÊhÉEò +OÉÒ¨É, =iºÉ´É +OÉÒ¨É, ºÉÆMÉhÉEò 

JÉ®äúnùÒ +OÉÒ¨É <   +OÉÒ¨Éä |ÉnùÉxÉ  Eò®úhÉä¤ÉÉ¤ÉiÉSÉÒ ºÉ´ÉÇ EòÉ¨Éä  
08 ú Ê´É¦ÉÉMÉÒªÉ SÉÉèEò¶ÉÒ¤ÉÉ¤ÉiÉSÉÒ ºÉ´ÉÇ EòÉ¨Éä  
09 ºÉÆºlÉäÊ´É°üvnù SÉÉ±ÉÚ +ºÉ±Éä±ÉÒ xªÉÉªÉÉ±ÉªÉÒxÉ |ÉEò®úhÉÉ¤ÉÉ¤ÉiÉSÉÒ ºÉ´ÉÇ EòÉ¨Éä  
10. ºÉÆºlÉäiÉÒ±É Eò¨ÉÇSÉÉ-ªÉÉSªÉÉ Ê´É¦ÉÉMÉÒªÉ {É®úÒIÉÉþ¤ÉÉ¤ÉiÉSÉÒ ºÉ´ÉÇ EòÉ¨Éä  
11.  ºÉÆºlÉäiÉÒ±É ´ÉMÉÇ 3 ´É ´ÉMÉÇ 4 ªÉÉÆSÉä MÉÉä{ÉxÉÒªÉ +½þ´ÉÉ±ÉÉ¤ÉÉ¤ÉiÉSÉÒ ºÉ´ÉÇ EòÉ¨Éä  
12 ºÉÆºlÉäiÉÒ±É +ÊvÉEòÉ®úÒ Eò¨ÉÇSÉÉ®úÒ ªÉÉÆSÉä ¦ÉkÉä ÊxÉÎ¶SÉiÉ Eò®úhªÉÉ¤ÉÉ¤ÉiÉSÉÒ EòÉ¨Éä  
13 ºÉÆºlÉäiÉÖxÉ ÊxÉ´ÉÞkÉ ½þÉähÉÉ-ªÉÉ +ÊvÉEòÉ®úÒ Eò¨ÉÇSÉÉ®úÒ ªÉÉÆxÉÉ ÊxÉ´ÉÞkÉÒ´ÉäiÉxÉÉSÉÉ  ±ÉÉ¦É 

Ê¨É³ýhªÉÉ¤ÉÉ¤ÉiÉSÉÒ EòÉ¨Éä  
14  ºÉÆºlÉäiÉÒ±É +ÊvÉEòÉ®úÒ E¨ÉÇSÉÉ®úÒ ªÉÉÆSªÉÉ  ¨ÉÉxÉvÉxÉÉ¤ÉÉ¤ÉiÉ  
15 ºÉÆºlÉäiÉÒ±É +ÊvÉEòÉ®úÒ Eò¨ÉÇSÉÉ®úÒ ªÉÉÆSªÉÉ |ÉÊ¶ÉIÉhÉ nùÉè-ªÉÉ¤ÉÉ¤ÉiÉSÉÒ +É´É¶ªÉEò iÉÒ EòÉ¨Éä  
16 ºÉÆºlÉäiÉÒ±É +ÊvÉEòÉ-ªÉÉSªÉÉ {É®únäù¶É nùÉè-ªÉÉ¤ÉÉ¤ÉiÉSÉÒ  +É´É¶ªÉEò iÉÒ EòÉ¨Éä  
17. +ÆnùÉVÉ{ÉjÉEò ¨ÉÉ½þÒþiÉÒ {ÉÖ®úÊ´ÉhÉä  
18. ±ÉäJÉÉ{É®úÒIÉhÉÉ¤ÉÉ¤ÉiÉSÉÒ ¨ÉÉÊ½þiÉÒ {ÉÖ®úÊ´ÉhÉä  
19 ¶ÉÉºÉxÉÉ±ÉÉ ÊxÉªÉiÉEòÉ±ÉÒEäò {ÉÉ`öÊ´ÉhÉä  
20. ÊxÉªÉÉ¨ÉEò ¨ÉÆb÷³ý ¤Éè`öEòÒºÉÉ`öÒ +É´É¶ªÉEò iÉÒ ¨ÉnùiÉ Eò®úhÉä  
21. EòÉªÉÇEòÉ®úÒ ºÉÊ¨ÉiÉÒ ¤Éè`öEòÒºÉÉ`öÒ +É´É¶ªÉEò iÉÒ ¨ÉnùiÉ Eò®úhÉä  
24.  Ê´ÉÊ´ÉvÉ Ê´É¹ÉªÉÉ´É®úÒ±É {ÉÊ®ú{ÉjÉEäò  EòÉføhÉä  
25 <iÉ®ú ºÉÆºlÉä¤É®úÉä¤É®ú +ºÉ±Éä±ÉÉ {ÉjÉ´ªÉ´É½þÉ®ú 
26. ºÉÆEòÒhÉÇ {ÉjÉ´ªÉ´É½þÉ®ú  
27 +Ê¦É±ÉäJÉ Ê´É¦ÉÉMÉÉEòbä÷  xÉºiªÉÉ {ÉÉ`öÊ´ÉhªÉÉSÉÒ EòÉ¨Éä  
28 +xÉÖ¦É´É, xÉÉ ½þ®úEòiÉ |É¨ÉÉhÉ{ÉjÉ näùhªÉÉ¤ÉÉ¤ÉiÉ  

 
+.Gò. xÉºiÉÒSÉÉ Ê´É¹ÉªÉ 
29  ºÉÆºlÉäiÉÒ±É +ÊvÉEòÉ®úÒ  Eò¨ÉÇSÉÉ®úÒ ªÉÉÆSªÉÉ ®úÉVÉÒxÉÉ¨ÉÉ, EòÉªÉÇ¨ÉÖHòÒ ¤ÉÉ¤ÉiÉSÉÒ ºÉ´ÉÇ EòÉ¨Éä  
30 ®úÉÎ¹]ÅõªÉ ÊnùxÉ/¨É½þÉ®úÉ¹]Åõ ÊnùxÉ/SÉ´½þÉhÉ VÉªÉÆiÉÒ /{ÉÖhªÉÊiÉlÉÒ ªÉÉ¤ÉÉ¤ÉiÉSÉÒ ºÉ´ÉÇ EòÉ¨Éä  
31 xÉ´ÉÒxÉ {Énäù ÊxÉ¨ÉÔiÉÒºÉÉ`öÒ +É´É¶ªÉEò +ºÉhÉÉ®úÒ ºÉ´ÉÇ EòÉ¨Éä  
32 ¶ÉÉºÉxÉÉºÉ MÉÉä{ÉxÉÒªÉ {ÉjÉ ´ªÉ´É½þÉ®ú Eò®úhªÉÉºÉÉ`öÒSÉä EòÉ¨Éä  
33  ºÉÆºlÉäiÉÒ±É +ÊvÉEòÉ®úÒ Eò¨ÉÇSÉÉ®úÒ ´ÉètÊEòªÉ JÉSÉÉÇ¤ÉÉ¤ÉiÉSÉÒ ºÉ´ÉÇ EòÉ¨Éä  
34 ªÉ¶ÉnùÉ ´ÉvÉÉÇ{ÉxÉ ÊnùxÉÉ¤ÉÉ¤ÉiÉSÉÒ EòÉ¨Éä  
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35 +ÊvÉEòÉ®úÒ ´É Eò¨ÉÇSÉÉ®úÒ ªÉÉÆSªÉÉ +b÷Ò +b÷SÉhÉÒ/+xªÉÉªÉÉ¤ÉÉ¤ÉiÉSÉÒ EòÉ¨Éä  
36 Ê´ÉÊ´ÉvÉ {ÉnùÉÆSÉä ºÉä´ÉÉ ÊxÉªÉ¨É iÉªÉÉ®ú Eò®úhªÉÉ¤ÉÉ¤ÉiÉSÉÒ EòÉ¨Éä  
37 ¨ÉÉ ºÉ½þÉªÉEò ÊxÉ¤ÉÆvÉEò, ÊxÉ¤ÉÆvÉEò, +ÊiÉÊ®úHò ¨É½þÉºÉÆSÉÉ±ÉEò ´É ¨ÉÉ ¨É½þÉºÉÆSÉÉ±ÉEò ªÉÉÆxÉÒ 

´Éä³ýÉä´Éä³ýÒ ºÉÉÆÊMÉiÉ±Éä±ÉÒ ºÉ´ÉÇ EòÉ¨Éä  
 
 
 
         (ºÉÖÊxÉ±É vÉÉ{É]äõ) 

        ÊxÉ¤ÉÆvÉEò  
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                                                  ÊnùxÉÉÆEò  -  5/7/2004 
|É¶ÉÉºÉxÉ Ê´É¦ÉÉMÉ 

+ÉºlÉÉ{ÉxÉÉ-2 ºÉÆEò±ÉxÉ 
 

VÉÉì¤É SÉÉ]Çõ 
(1) ½þVÉä®úÒ{É]õ- 

Eò¨ÉÇSÉÉ-ªÉÉÆSÉä ºÉEòÉ³ýSÉä 9.30 SÉä ½þVÉä®úÒ{É]õ 
Eò¨ÉÇSÉÉ-ªÉÉÆSÉä ºÉEòÉ³ýSÉä 9.41 iÉä 11.00 Ê´É±ÉÆ¤É ½þVÉä®úÒ{É]õ iÉ{ÉÉºÉhÉä ´É ÊxÉ¤ÉÆvÉEòÉÆEòbä÷ nùÉäx½þÒ ½þVÉä®úÒ{É]õ  

    º´ÉÉIÉ®úÒºÉÉ`öÒ ºÉÉnù®ú Eò®úhÉä. 
 (2) ®úVÉÉ-  ºÉ´ÉÇ |ÉEòÉ®úSªÉÉ ®úVÉÉ =nùÉ.ÊEò®úEòÉä³ý (xÉèÊ¨ÉkÉÒEò)/¤Énù±ÉÒ, +VÉÔiÉ, {ÉÊ®ú´ÉiÉÔiÉ, +ºÉÉvÉÉ®úhÉ, |ÉºÉÖiÉÒ ®úVÉÉ, 
          º´ÉOÉÉ¨É/®úVÉÉ |É´ÉÉºÉ ºÉ´É±ÉiÉ, +¦ªÉÉºÉ ®úVÉÉ <iªÉÉnùÒ 
(3) ´ÉäiÉxÉ´ÉÉfø -  |ÉÊiÉÊxÉªÉÖHòÒ´É®úÒ±É  +ÊvÉEòÉ®úÒ ªÉÉÆSªÉÉ Ê´É¦ÉÉMÉÉ¶ÉÒ ´ÉäiÉxÉ´ÉÉføÒ¤ÉÉ¤ÉiÉ {ÉjÉ´ªÉ´É½þÉ®ú, ªÉ¶ÉnùÉiÉÒ±É +ÊvÉEòÉ®úÒ   
                ´É Eò¨ÉÇSÉÉ®úÒ ªÉÉÆSªÉÉ Ê]õ{{ÉhÉÒ i ÉªÉÉ®ú Eò¯ûxÉ ´ÉäiÉxÉ´ÉÉfø|É¨ÉÉhÉÉuùÉ®äú ´ÉäiÉxÉ´ÉÉføÒ EòÉføhÉä ´É ±ÉäJÉÉ¶ÉÉJÉäºÉ  

{ÉÉ`öÊ´ÉhÉä 
 
(4) ºÉä´ÉÉ{ÉÖºiÉEò -  +É´É¶ªÉEò iªÉÉ ºÉ´ÉÇ xÉÉånù =nùÉ. xÉä¨ÉhÉÚEòÒ, Ê´É±ÉÆÊ¤ÉiÉ, +ÌVÉiÉ/{ÉÊ®ú´ÉiÉÔiÉ ®úVÉÉ, ´ÉäiÉxÉ´ÉÉfø, ¤Énù±ÉÒ,  
                 |ÉiªÉäEò ´É¹ÉÉÇiÉ VÉ¨ÉÉ ½þÉähÉÉ®úÒ ®úVÉÉ ±ÉäJÉÉ <iªÉÉnùÒ ´Éä³ýÉä´Éä³ýÒ ºÉä´ÉÉ{ÉÖºiÉEòÉiÉ PÉähÉä. 
 
(5) nèùxÉÆÊnùxÉ +½þ´ÉÉ±É-  ±ÉäJÉÉ¶ÉÉJÉäºÉ |ÉiªÉäEò ¨ÉÊ½þxªÉÉiÉÒ±É Eò¨ÉÇSÉÉ-ªÉÉÆSÉÒ nèùxÉÆÊnùxÉ ={ÉÎºlÉiÉÒ +½þ´ÉÉ±É ´ÉäiÉxÉ  
                      EòÉføhªÉÉºÉÉ`öÒ Eò³ýÊ´ÉhÉä. 
 
(6) +ÊiÉEòÉÊ±ÉEò ¦ÉkÉÉ-  ºÉ´ÉÇºÉÉvÉÉ®úhÉ {ÉÊ®úSÉÉ®úEò ªÉÉÆSÉä |ÉiªÉäEò ¨ÉÊ½þxªÉÉiÉÒ±É VªÉÉnùÉ/ºÉÖ]õ]õÒSªÉÉ Ênù´É¶ÉÒ Eäò±Éä±ªÉÉ EòÉ¨ÉÉSÉä  
                       +ÊiÉEòÉÊ±ÉEò ¦ÉkÉÉ EòÉføhÉä 
´ÉèªÉÊHòEò xÉºiÉÒ -   ªÉ¶ÉnùÉiÉÒ±É |ÉÊiÉÊxÉªÉÖHòÒ´É®úÒ±É +ÊvÉEòÉ®úÒ/Eò¨ÉÇSÉÉ®úÒ, ºlÉÉªÉÒ +ÊvÉEòÉ®úÒ, Eò¨ÉÇSÉÉ®úÒ ªÉÉÆSªÉÉ ®úVÉÉ  

xÉºiÉÒ `äö´É±ªÉÉ VÉÉiÉÉiÉ. 
 
ÊxÉ´Éb÷ xÉºiÉÒ iÉªÉÉ®ú Eò®úhÉä -  |ÉiªÉäEò ´É¹ÉÉÇSÉÒ ÊxÉ´Éb÷ xÉºiÉÒ iÉªÉÉ®ú Eäò±ÉÒ VÉÉiÉä ºÉnù®ú xÉºiÉÒ¨ÉvªÉä ºÉ´ÉÇ |ÉEòÉ®úSÉä ]õ{ÉÉ±ÉÉuùÉ®äú  

         Ê¨É³ýhÉÉ®äú EòÉMÉnù xÉºiÉÒ¨ÉvªÉä `äö´É±ªÉÉ VÉÉiÉÉiÉ, =nùÉ. EòÉªÉÇ¦ÉÉ®ú ½þºiÉÉÆiÉ®úhÉ, ¤Énù±ÉÒ,  
         EòÉªÉÉÇ±ÉªÉÉiÉ +ÆiÉMÉÇiÉ Ê´É¦ÉÉMÉÉiÉÒ±É +ÊvÉEòÉ®úÒ, Eò¨ÉÇSÉÉ®úÒ ªÉÉÆSÉÒ ¤Énù±ÉÒ +Énäù¶É, xÉä¨ÉhÉÚEòÒ,  
         PÉ®ú¤ÉÉÆvÉhÉÒ +OÉÒ¨É, ´ÉÉ½þxÉ +OÉÒ¨É, ´ÉÉ½þxÉSÉÉ±ÉEòÉÆSÉä +ÊiÉEòÉÊ±ÉEò ¦ÉkÉÉ <iªÉÉnùÒ. 

 

 ´É®úÒ±É|É¨ÉÉhÉä +ÉºlÉÉ{ÉxÉÉ-2 ºÉÆEò±ÉxÉÉSÉÉ VÉÉì¤É SÉÉ]Çõ ¨ÉÉÊ½þiÉÒºÉÉ`öÒ ºÉÉnù®ú Eò®úhªÉÉiÉ ªÉäiÉ +É½äþ. 
 
 
(ºÉÉè. ºÉÖxÉÆnùÉ ®úhÉÊnù´Éä) 
    ´ÉÊ®ú¹`ö Ê±É{ÉÒEò 
          

         ÊxÉ¤ÉÆvÉEò, ªÉ¶ÉnùÉ 
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 Work allocation in the publication cell  
 Core Staff 
 
YMRC    ( Publication  Cell) 
 Sr. 
No  

Name and Title  Duties  

1 DDG ( Res.)  &   Hod, 
YMRC 

Policy formulation and strategic planning to achieve the 
objectives of YMRC 
Overall supervision and direction of YMRC  Activity  
Production of multimedia training modules  
Any other duties assigned by the DG 

2 Assistant Professor 
(Publication) & OIC, 
Publications Cell  

Publication of Quarterly Journal in English  
Publication of internal documents like annual Report,  
brochures etc. 
Commissioning publications from internal and external 
sources 
Overseeing the reprographics contracts  
Budgeting and reporting- Publications  
Supervision over publication stock, sale and distribution. 
Any other duties assigned by the DDG (R) / Hod, YMRC 

3 Assistant Publications 
Officer  

Marketing and Sales ( Including records, receipts, follow 
up etc.) 
Liaison with Press, Radio and TV 
Arrangement for Publication of News Items/ Articles and 
Radio/ TV  Programme. 
Processing of all purchases, printing orders, bills etc.  
Assisting in the production of Marathi Quarterly Journal 
and all other commissioned publication/  
Assisting in all communication and follow- up with 
commissioned authors- both internal and external  
Any other duties assigned by the DDG (R) / Hod, YMRC  

4 Course Associate/ 
Publications Assistant  

Typesetting, design, layout of YASHADA’s journals, 
Annual Report, ATC, brochures etc  
Compilation of material from external sources, and its 
design and layout  
Maintenance/ updating of subscription lists  
Maintenance of records, inventory for Computer 
hardware, software, peripherals, consumables  
Maintenance of files dealing with publication  
Any other duties assigned by the DDG (R) / HoD, YMRC 
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JOBCHART – PURCHASE DESK 
 
 
 
No Activity Time Frame Responsibility 
1 Receive indent   
2 Classify item intended : 

Consumable 
Non Consumable 

 PUR Sr. Clerk 

3 Arrange meeting of Purchase 
Committee 

  

4 Call for quotation, tender or 
purchase from the approved 
vendors as per the rule 
depending up on the cost of the 
item 

  

5 Prepare a comparative statement 
and put up to competent 
authority 

  

6 Issue purchase order as approved   
7 Receive material as ordered   
8 Enter in the dead stock registrar 

for non consumable and 
consumable registrar for 
consumables 

  

9 Process the bill   
10  Handover to the intender    
 
 
 
�Ö¸êü¤üß ÃÖÓ�ú»ÖÖÖ“ÖÖ ¾Ö¸üß»Ö ¯ÖÏ´ÖÖ�Öê •ÖÖò²Ö“ÖÖ™Ôü †Ö¯Ö»Öê ´ÖÖ×ÆüŸÖßÃÖÖšüß ÃÖÖ¤ü¸ü �ú¸ü�µÖÖŸÖ µÖêŸÖ †ÖÆêü. 
 
 
 
      
 
 
�Ö¸êü¤üß ÃÖÓ�ú»ÖÖ          ×−Ö²ÖÓ¬Ö�ú  
¾Ö¸üßÂšü ×»Ö×¯Ö�ú  
 

  
 

B¨ÉBxÉ]õÒ ºÉÆEò±ÉxÉ - VÉÉì¤ÉSÉÉ]Çõ 
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JOBCHART – MNT DESK 

 
 
No Activity Time frame Responsibility 
01 Prepare a file and obtain 

remarks about earlier on going 
contractor for his services from 
the concern 

3 months before 
expiring the on 
going contract 

02 Put up for new or revise the 
contract as per the remarks  

 

03 Obtain administrative approval  
04 Call for  tenders / quotations 
05 Complete tender procedures per 

GR 2 Jan 1992 
06 Issue order to the concern party 

as per GR 2 Jan 1992 

As per GR 2 Jan 
1992 

07 Prepare agreement as prescribed 15 days before the 
commencement of 
contract 

08 Process file work related to  
indusial contract & bills of 
contractors after receipt from 
dispatch. 

Within seven days 
from receipt of bill 

MNT. Sec. clerk 

 
 
 B¨ÉBxÉ]õÒ ºÉÆEò±ÉxÉÉSÉÉ ´É®úÒ±É |É¨ÉÉhÉä VÉÉì¤ÉSÉÉ]Çõ +É{É±Éä ¨ÉÉÊ½þiÉÒºÉÉ`öÒ ºÉÉnù®ú Eò®úhªÉÉiÉ ªÉäiÉ +É½äþ. 
 
 
 
 
 

ÊxÉ¤ÉÆvÉEò  
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The Job Chart  
S. M. More, Course Assistant,   
SIRD,  YASHADA 
 
Training Management Related Functions:  
              
To assistant assigned Course Directors for organizing and conduct of     
assigned training courses. (This involves performance of under mentioned    
activities):  
Obtaining Nominations:- 

 
To draft, type and make copies of the letters to be sent to nominating 

authorities; and 
To despatch the letters 

 
Corresponding with Nominees: 

 
To draft, type and make copies of the letters to be sent to nominating 

authorities; and 
To despatch the letters 

 
Preparing Course Schedule: 

 
To type the course schedule drafts; 
To make and distribute the copies. 

 
Corresponding with Resource Persons: 

 
To draft, type and make copies of the letters to be sent to resource 

persons; and 
To despatch the letters. 

 
Corresponding for Administrative Services:- 

 
To draft CD’s Circulars and notes and fill various formats to be sent to various 

service provider sections of the Academy. 
To make arrangements for the despatch of these to various sections. 
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Conducting Course:- 

 
To register participants and distribute the stationery items and reading materials. 
To receive and attend resource persons and provide them course related materials 

and information. 
To facilitate resource persons for conduct of their sessions. 
To make payments to resource persons. 
To attend participants legitimate needs. 
To prepare course completion certificates and relieving reports for the participants. 

 
Settling Administrative Matters:- 

 
To despatch participant’s relieving reports. 
To despatch mess service utilisation slips. 
To return balance stock of stationery items. 
To return books and videocassettes. 
To deposit with the library the reading material. 
To send information to course cell. 
To settle course advance account. 
To maintain course file. 

 
Administration Related Functions: 
 

To maintain course files, resource person’s directory and various records related    
            to training courses. 
 

To submit to the superiors the records and registers for scrutiny. 
 
To register and deposit the records with the record room.   
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The Job Chart of Smt. Sunita Chimbalkar, Course Assistant, SIRD, YASHADA 
Training Management Related Functions 

 
To Assistant assigned Course Directors for organising and conduct of assigned training courses  
(This involves performance of under mentioned activities) 
 

Pre-Course Activities: 
To make TNA for the course 
To take approvals from TMC through HoD for the TNA, tentative time table, 

reading material  
Correspondence for nominations with concerned nominating 

authorities/departments and constant follow-up for nominations. 
Correspondence with nominees  
Correspondence with resource persons & take confirmation for lectures. 
To prepare course timetable, course budget, course advance and take approvals for 

necessary administrative matters from HoD and D.G. 
To prepare copies of reading material. 
To prepare office note and other administrative services work related to course and 

distribute to all concerned academic sections.  
Course Conduct Activities: 

Organizing classroom – training sessions, to registration of participants. 
Fulfilling participants learning needs and other legitimate expectations. 
Assisting resource persons to contribute effectively and fulfilling there legitimate needs. 
Organising co-curricular and extra curricular activities. 
Ensuring the delivery of administrative services. 
Recording course proceedings and feed back from participants and resource persons; and 
Maintaining the records required during the after the course conduct (i.e. reliving letter, 

course completion certificate etc.) 
Post Course Activities: 

Dispatching participants relieving reports. 
Dispatching mess services consumption slips. 
Returning balance stock of stationery items, book and videocassettes and library course 

related reading material. 
Sending information to course cell, and 
Settlement of course advance account 
Preparing evaluation report and course director report. 
To maintain course file  

Other work: 
Computer typing of all correspondence for GTC/PRTC, NGOs, Recurring Non-recurring 

proposal, Progress Report, Quarterly Report, Annual Report, MoRD, GoI, NIRD etc.   
Other work given by Course Director from time to time. 
To perform all other duties as assigned by HoD and Director General. 

 
 
 

JOB CHART 
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NAME-  SMT JAYASHREE TADELKAR 
 
 
JOB TITLE    -  Research Officer 
 
 
JOB OBJECTIVES   - 1.   To conduct minimum 15 training Programme 

To deliver 80 Teaching sessions 
To collect data, analysis and presentation for     

      Different Research Projects. 
 
PRINCIPAL REPONSIBILITIES: - 1.  To work as Course Director for training  

     Programmes as assigned by Director, SIRD  
To plant & carry out data collection, analysis of data. 
To perform all the other duties as assigned Director,  SIRD  

(A detail about courses research study & other 
projects is attached) 
 

 
REPORT TO BE SUBMITTED   -     Reports related to Courses conducted 
 
REPORTING TO     -    Director, SIRD 
       
 
IMMEDIATE SUBORDINATES  -   Course Associate, SIRD 
 
 
KEY RESULT AREAS    -   1. Employment and Self  employment  
 
         2. Tribal Sub Plan 
 
 
 
 
 
 
 
 
 
 
 

The Job Chart for Course Associate 
Smt. Rajani Gholap, SIRD, YASHADA 



PROACTIVE DISCLOSURE UNDER SECTION 4 OF RIGHT TO INFORMATION ACT 2005 
 

 

 
Section 4(1)(b)( v) 

 

 
Training Management Related Functions: 

 
To Assistant assigned Course Directors for organising and conduct of assigned training 
courses  (This involves performance of under mentioned activities) 
Obtaining Nomination: 

To draft, type and make copies of the letters to be sent to nominating authorities; and  
To dispatch the letters 
 

Corresponding with Nominees: 
To draft, type and make copies of the letters to be sent to nominating authorities; &   
To dispatch the letters 
 

Preparing Course Schedule: 
To type the course schedule drafts; 
To make and distribute the copies 
 

Corresponding with Resource Persons; 
To draft, type and make copies of the letters to be sent to resource person; and  
To dispatch the letter 

 
Corresponding for Administrative Services; 

To draft CD’s Circular and notes and fill various formats to be sent to various service provider 
sections of the Academy. 

To make arrangements for the dispatch of these to various sections  
 

Conducting Course: 
To register participants and distribute the stationery items and reading materials  
To receive and attend resource persons and provide them course related materials and information 
To facilitate resource persons for conduct of their sessions 
To make payments to resource persons 
To attend participants legitimate needs 
To prepare course completion certificates and relieving reports for the participants  
 

Settling Administrative Matters: 
To dispatch participant’s relieving reports 
To dispatch mess service utilisation slips 
To return balance stock of stationery items 
To return books and video cassettes  
To deposit with the library the reading material 
To send information to course cell  
To settle course advance account  
Course Evaluation 
To maintain course file 
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Administration Related Function: 

To maintain course files, resource persons directory and various records related to training courses  
To submit to the superiors the records and registers for scrutiny  
To register and deposit the records with the record room.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The  Job Chart   
Dr. D.B. Rane, Associate Professor 
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                     Training Management Related Functions : 
 

To remain in close contact with relevant executives (particularly Training 
Coordinators) of Government, Semi-Government and Non-Government 
organizations and identify the training needs of prospective trainees of the 
Academy. 

To draft Training Course Profiles (TCPs) of assigned courses. 
To function as a Course Director for the training courses as assigned in the 

YASHADA’s Annual Training Calendar (ATC) and the circulars issued thereafter. 
This involves performing in the prescribed time limits the various activities 
related to training course management as described in the Training Manual  of 
YASHADA. These activities to be performed with the help of a Course 
Assistant/Course Associate and or a Research Assistant are as briefly described 
below: 

To correspond with nominating authorities and obtaining nominations, 
To correspond with nominees and ensure attendance, 
To prepare course schedule and ensure resource persons’ contribution 
To prepare reading material; 
To correspond with various service provider agencies of the Academy for ensuring 

the administrative arrangements; 
To conduct the training programme, this means performance of following tasks: 

Organizing classroom training sessions 
Fulfilling Participants legitimate learning and other needs 
Facilitating resource persons for conduct of their sessions 
Organizing co-curricular and extra-curricular activities  
Ensuring the delivery of administrative services in a coordinated manner  
Recording course proceedings and feedback from participants and resource 

persons  
Maintaining records required for administrative purpose 

To settle administrative matters 
To prepare and distribute course evaluation reports 
To maintain analyse and classify the records related to training courses 
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Direct Training Related Functions: 
 

To engage in the various courses of the Academy and other institutions the 
classroom sessions on topics related to own expertise. 

To write research papers/articles and case studies on topics related to the assigned 
training courses.  

 
Research Related Functions: 
 

To prepare under the guidance of HoD/DG the project proposals and obtain financial 
assistance. 

 To plan and carry out research projects including Field Studies, Evaluation Studies 
and the studies related to Identification of Training Needs etc. 

 
Administration Related Functions: 
 

To exercise supervisory control over the Course Assistants, Course Associates, 
Research Assistants, Research Officers and Assistant Professors under 
administrative jurisdiction. 

To check the records maintained by them and provide them the guidance for their 
official duties. 

To perform responsibilities of a Head of Department whenever needed.  This may 
include functions like establishing a department or centre and obtaining financial 
assistatnce. 

To perform all the other duties as assigned by HoD/DG 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
The Job Chart of Shri. B. P. Bahirat, Research Assistant, SIRD. 
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Training Management Related Functions:  
              To assistant assigned Course Directors for organizing and conduct of     
      assigned  training courses. (This involves performance of under mentioned    
      activities):  

Obtaining Nominations: 
Corresponding with Nominees: 
Preparing Course Schedule: 
Corresponding with Resource Persons: 
Corresponding for Administrative Services: 
Conducting Course: 
Settling Administrative Matters. 

Administration Related Functions: 
To maintain course files, resource person’s directory and various records related to Training 

courses. 
To submit to the superiors the records and registers for scrutiny. 
3)    To register and deposit the records with the record room.   
4)    Maintenance of files regarding   GTC and PRTC 
5)    Correspondence   of State Action Plan related    to GTC and PRTC 
6)    Correspondence with NGOs concerned related to SAP 
7)  Computer typing of all correspondence     

Training Related Function 
     1)    To assistant assigned course director for organizing assigned training     
            Course. 

2)  To draft, type and make copies of the letters to be sent to nominating authorities. 
To dispatch the letters. 
Corresponding the nominees.   
Corresponding with resources persons  
Corresponding for Administrative services 
Conducting course  

 - To facilitate resources persons for conduct of their session.  
             - To prepare course completion   certificates and reliving Reports for the      
                Participants. 
 

To assist superiors for conduct of various studies, like case studies, Field Studies 
Evaluation studies.  

To perform all other duties as assigned by Director SIRD and course Director.  
 

                                                         
  

 

 
The Job Chart of Shri. P. D. Bhat, Research Assistant SIRD 
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Training Management Related Functions:  
              To assistant assigned Course Directors for organizing and conduct of     
               assigned  training courses. (This involves performance of under    
               mentioned activities):  

Obtaining Nominations: 
Corresponding with Nominees: 
Preparing Course Schedule: 
Corresponding with Resource Persons: 
Corresponding for Administrative Services: 
Conducting Course: 
Settling Administrative Matters  

 
Administration Related Functions: 

To maintain course files, resource person’s directory and various records related to Training 
courses. 

To submit to the superiors the records and registers for scrutiny. 
To register and deposit the records with the record room.   

 
Record keeping of files regarding State Action Plan : 

(Zilla Parishad and Panchayat Samiti) 
Correspondence of State Action Plan  
           with MoRD,GoI / RDD,GoM / NIRD. 
Recurring – Non-recurring Proposal of SIRD and  
           quarterly report of SIRD. 
Progress report /Annual report of SIRD.  
To assist superiors for conduct of various types studies like Case Studies, Field 

Studies and Evaluation Studies. 
Computer typing of all office correspondence. 
 
To assist superiors for conduct of various studies, like case studies, Field Studies 

Evaluation  
To perform all other duties as assigned by Director SIRD.  
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The Job Chart of  Shri V. S. Patil Assistant SIRD 
 
 

To maintain inward and outward registers. 
 

To maintain file Movement Register. 
 

To maintain the Stock register. 
 

To maintain of SIRD files. 
 

To maintain dead stock registers. 
 

Computer typing of all office correspondence. 
 

To perform all other duties assigned by Director SIRD.  
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The Procedure followed in the decision-making process, including channels of 
supervision & accountability in the office of YASHADA 

 
 

 
NAME OF ACTIVITY –  
Related Provisions -  
Name of the Act / Acts- 
Rules -  
Govt. Resolutions - 
Circulars -  
Office Orders -  
 

Sr. 
No. 

Details of Activity 
(Sequentially) 

Day with in the 
procedure duration e.g. 
Day1/ Day16 etc. 

Authority 
Responsible for 
that activity 

Remarks 

  
 
Note: Under 4(1)(b)(iii) 
For every function, service, duty, power, to be exercised, there is a set of procedure defined 
by Act, Rules, Government Resolutions, Circulars, Orders, and Conventions. Publish the 
procedure for each function, service, duty, and power to be exercised. For this purpose the 
public authority may have to collate, relate & formalise the procedure taking into 
considerations various provisions mentioned above. 
e.g. – What will be the procedure for casework? How the dates of hearing are given?  Will 
there be a chronological disposal? Is there any priority for certain cases? 
e.g. – Procedure for distribution of subsidies/concessions/ selection of beneficiary should be 
specified. Will it be on quota basis? On lot basis? Or chronological. Will have to be 
published. 
e.g. – Procedure for writing notes for specified repetitive functions may be formalised & 
published. 
 

In every procedure many levels of employees are involved. Specify roll & responsibility of each 
employee involved in the procedure. 
 

Section 4(1)(b)(ii) 
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TRAINING RELATED ACTIVITIES 
 
No. Activities Expected 

Date 
Actual 
Date 

Form No Responsibility Remark 

1. Prepare file for the course and 
course profile 

D-90 
 

  CD and 
CA 

 

2. Identify nominating authorities 
and Prepare list of their address 

D-90   CD  

3. Identify Training Needs and 
Design of Training  

D-90   to 
 
D-70 

 01 & 02 CD 
 

 

4. Seek advice from TMC and 
approval from DDG (P) & DG 

D-70 to 
 
D-60 

 03 CD  

5. Intimate as per format to the 
Course Cell (through LAN) that 
they have initiated the process as 
per D – 90/ D – 60 & that they are 
going to conduct the course as per 
schedule (Course Cell Circular 
dated 10/5/2004) 

D-60th 
Day 

 O4 CD  

Obtaining Nominations 
6. 1.Draft the letters 

requesting nomination of officers 
with prescribed designations 
2.Send soft copy of ‘requesting 
nomination’ to CIT for publishing on 
YASHADA website 

  3.Receive Correspondence from 
Nominating Authorities 

D-60   to 
 
D-30+ 

  CA 
 
CD 

 

Correspondence with Nominees 
7. Prepare list of participants with 

name and addresses 
  CA  

8. Send letter to nominated officers   CA  
9. Send soft copy of accepted 

nominations to CIT for publishing 
on web. 
Receive   Correspondence   from 
Nominated officers 

D-30   to 
D-10 

  CD  

Design course schedule  
10. Prepare course schedule /timetable 

on the basis of approved design in 
D-60   to 
D-40 

  CD  



Section 4(1)(b)(iv) 116

No. Activities Expected 
Date 

Actual 
Date 

Form No Responsibility Remark 

the tabular form 
Correspondence with resource persons 

11. Send letter to resource persons   CD  
12. Finalise the course schedule 

D-40   to 
D-10   CD  

Identify and compilation of reading materials  
13. Identify reading materials for the 

course as suggested by TMC. 
Ensure that Course structure and 
course material are synchronized 
and there is no disruption of flow. 
All PPTs and PPT slides are made 
part of the reading material 

D-60   to 
D-30 

  CD  

Duplicating and binding of reading materials 
14. Prepare cover pages and content 

for the reading materials.  
  CA  

15. Print desired copies of reading 
materials 

D-30   to 
D-05 

  CA  

Administrative Arrangement 
16. Prepare budget and seek approval 

of the authority for cash advances 
  CD  

17. Obtain stationery required for the 
course 

  CA  

18. Apply for cash advance     
19. Confirm the classroom    CD  
20. Prepare office note and send it to 

all concerned persons 
  CA  

21. Confirm the faculty 

D-10   to 
D-1 

  CD  
22. Check classroom and name plates 

etc. 
D-1   CA  

Conducting training programme 
23. Registration of participants   CA  
24. Inform DoPT by fax if Training 

Programme is sponsored by  
DoPT 

D to D+5 
    

25. Meet classroom requirements like 
duster, writing pens, LCD, 
computer etc.  

D to D+5     
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No. Activities Expected 
Date 

Actual 
Date 

Form No Responsibility Remark 

26. Distribute reading materials before 
the course begins.  
Do the course introduction. Course 
structure and objectives to be 
clearly outlined at the beginning of 
the course. It should be clearly 
mentioned that ‘Continual 
Improvement’ is a permanent 
objective of the Academy. All 
participants should be properly 
introduced. 

  CA 
 
CD 

 

27. Receive faculty   CD  
28. Offer honorarium    CA  
29. Appoint Participants 

Representatives 
  CD  

30. Administer evaluation / feedback 
forms  

  CD  

31. Prepare certificate   CA  
32. Prepare relieving report    CA  
33. Ensure return of library books 

 

  CA  
Settling administrative matters 

34. Prepare course expenses statement     
35. Settle advance taken 

D+5   to 
D+20   CA  

Prepare evaluation report 
36. Prepare course expenses statement    CA  
37. Prepare CDs report for course    CD  
38. Send evaluation report to TMC and 

DDG (P) for information 

D+5   to 
D+20 

  CD  

39. Provide course information 
Proforma to course cell 

  CA  

40. Arrange file properly and send for 
preservation in a booklet form 

 

  CA  
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PURCHASES RELATED ACTIVITIES 

 
1. Item less than Rs. 5,000/- (Single purchase) such items to be directly purchased from 

co-opt. Stores or from the market directly. 

2. Item costing up to Rs/ 50,000/- by calling 3 quotations  

3. Item costing more than 50,000/- to be purchased by inviting tenders. 

 
POWERS 
 
1. The delegation of powers for purchase of stores is as follows. 

�        Up to Rs. 5,000/-:  - Respective OIC/DDG’s 

� Above Rs. 5,000/-  & less than Rs. 50,000/- through purchase committee & Addl. DG  

� Above 50,000/- & up to Rs. 1,00,000/- thorough purchase committee & Addl. DG  after 

obtaining the views of accounts department 

� Rs 1,00,000/- to 6,00,000/- through purchase committee DG after obtaining the views of 

financial advisor & Addl. DG  

� Rs. 6,00,000/- to 10,00,000/-executive committee 

� Above Rs. 10,00.000/- BOG 

 
 
CONTRACT 
 

� Fixing of Quantity Contract / Rate Contract shall be done as per existing 

Govt. procedure laid down in 

GR dated 2nd January 1992 & manual of office procedure for purchase of stores for Govt. 

depts. (CSPO) 

 
 
Time Frame for Purchase Activity 

 
Sr No Activity Time frame 

01 Receipt of Demand / Indent D – 45 days  

02 Scrutiny of papers D – 30 days  

03 Classification D – 30 days 
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Sr No Activity Time frame 

04 News Paper advertisement  D – 21 days 

05 Receipt of Sealed tender Day (D) 

06 Opening of tender/ Technical bids & 

Commercial bids 

D + 1 day 

07 Comparative Statement D + 1 day 

08 Award of works D + 7 days 

09 Issue work order D + 8 days 

10 Receive Goods Services As per terms in 

tender say R 

11 Entry in dead stock register R + 1 

12 Payment to party R + 7 
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Norms set for discharge of its functions in the office of  YASHADA 
 

 
ORGANISATIONAL TARGETS (Annual)- 
 

Sr. 
No. 

Function / 
Activity 

Units to be 
covered 

Financial 
Targets in Rs.  

Remarks  

  
 

 

Norms Set by YASHADA for the Discharge of its functions 

Indicator Id Indicator Name  Target Target 
Marks 

Target 
period Responsible Person 

Accounts      

4.01 Number (Advances 
Given) - 5 - I B Bagwan 

4.02 Amount (Rs) - - - I B Bagwan 

4.03 No. of settlement of 
Adv.) 100% - Monthly I B Bagwan 

4.04 Amount (Rs.) 
(Settlement od Adv.) - - - I B Bagwan 

4.05 Number (Bills 
Received) - 5 - I B Bagwan 

4.06 Amount (Rs) (Bills 
received ) - - - I B Bagwan 

4.07 Number (Bills Cleared ) 100% - Monthly I B Bagwan 

4.08 Amount (Rs.)(Bills 
Cleard ) - - - I B Bagwan 

CIT      

6.01 
No. of software 

Application 
Development 

6  2 Yearly Shekhar Teke 

6.02 Consultancies(Nos) 12  1 Yearly Shekhar Teke 
6.03 IT projects (Nos) 10  1 Yearly Shekhar Teke 
6.04 Internet Uptime  100% 1 Yearly Sandip B Chavan 
6.05 Total PC's - - - Sandip B Chavan 
6.06 Working PC's 100% 1 Yearly Sandip B Chavan 
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Indicator Id Indicator Name  Target Target 
Marks 

Target 
period Responsible Person 

6.07 Functional Complaints - - - Sandip B Chavan 
6.08 Complaints Received - - - Sandip B Chavan 
6.09 Complaints Attended - - - Sandip B Chavan 

Establishment      

10.01 Filling Of Vacant Post 
(Nos) 10  - - Y D Bhosale 

10.02 Personal Files (Nos) 10  - - Y D Bhosale 
10.03 Confidential Reports 10  - - Y D Bhosale 
10.04 Annual Increment (nos) 10  - Yearly Y D Bhosale 
10.05 Seniority List (Nos) 10  - - Y D Bhosale 

10.06 Renewal Of Contracts 
(Nos) 10  - - Y D Bhosale 

Estate      

7.01 No. of Complaints 
Attended  100% 2.0 Weekly Estate Manager  

7.02 No. of Classrooms 
Inspected 100% 0.5 Weekly Estate Manager  

7.03 No. of Office Rooms 
Inspected 100% 0.5 Monthly Estate Manager  

7.04 No. of Hostel Rooms 
Inspected 100% 0.5 Monthly Estate Manager  

7.05 No. of Residential 
Quarters Inspected 100% 0.5 Monthly Estate Manager  

7.06 No. of Kitchen 
Inspections 100% 0.5 Weekly Estate Manager  

7.07 No. of Dinning Hall 
Inspections 100% 0.5 Weekly Estate Manager  

Internal 
Administration       

5.01 Maintenance Of service 
Books 100% 1.00 Yearly Y D Bhosale 

5.02 Maintenance Of CRs 100% 1.00 Yearly Y D Bhosale 

5.03 Appointments & 
Roaster 100% 1.00 Yearly Y D Bhosale 

5.04 Vehicle Maintenance 100% 1.00 Daily Y D Bhosale 
5.05 Contracts 100% 1.00 Yearly Y D Bhosale 

Library      
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Indicator Id Indicator Name  Target Target 
Marks 

Target 
period Responsible Person 

8.01 Purchased 1000 2 Yearly Manoj Kulkarni 
8.02 Gratis - - - Manoj Kulkarni 
8.03 Repository - - - Manoj Kulkarni 
8.04 Guest Membership 100  2 Yearly Manoj Kulkarni 
8.05 Paticipants - - - Manoj Kulkarni 
8.06 Check In 6000 - Yearly Manoj Kulkarni 
8.07 Check out 6000 2 Yearly Manoj Kulkarni 

Meetings      
9.01 Numbers 1  4 Yearly Dr Bharat Bhushan 
9.02 Action points - - - Dr Bharat Bhushan 
9.03 Numbers 2  2 Yearly Dr Bharat Bhushan 
9.04 Action points - - - Dr Bharat Bhushan 
9.05 Numbers 12  2 Yearly Dr Bharat Bhushan 
9.06 Action points - - - Dr Bharat Bhushan 
9.07 Numbers 12  2 Yearly Dr Bharat Bhushan 
9.08 Action points - - - Dr Bharat Bhushan 

Projects      

1.27 YASHADA Initiatives -
CF 1  - - A B Savant 

1.28 YASHADA Initiatives -
New 1  - - A B Savant 

1.29 Sponsored - CF 1  - - A B Savant 
1.3 Sponsored - New 1  - - A B Savant 

1.31 Committed 1  - - A B Savant 
1.32 Received 1  - - A B Savant 

R & D      

2.01 Individual Faculty 
reasearch 10  - - Dr K S Nair 

2.02 KRA Research 10  - - Dr K S Nair 
2.03 Sponsored Projects 10  - - Dr K S Nair 
2.04 Project Related training 10  - - Dr K S Nair 

Research      

1.23 YASHADA Initiatives -
CF 2  - - A B Savant 

1.24 YASHADA Initiative -
New 2  - - A B Savant 

1.25 Sponsored - CF 2  - - A B Savant 
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Indicator Id Indicator Name  Target Target 
Marks 

Target 
period Responsible Person 

1.26 Sponsored - New 2  - - A B Savant 
TMC      

12.01 TMC  0  0 - Shilanath E Jadhav 
12.02 TMC 0  0 - Shilanath E Jadhav 

Training 
Programmes      

1.01 YASHADA 
Residential-YP 10  30 - Amol Bamishte 

1.02 YASHADA Non- 
Residential-YP 10  30 - Amol Bamishte 

1.03 OutReach-YP 10  30 - Amol Bamishte 

1.04 YASHADA 
Residential-SP 10  30 - Amol Bamishte 

1.05 YASHADA Non-
Residential-SP 10  30 - Amol Bamishte 

1.06 OutReach-SP 10  30 - Amol Bamishte 

1.07 YASHADA 
Residential-YP 10  30 - Amol Bamishte 

1.08 YASHADA Non- 
Residential-YP 10  30 - Amol Bamishte 

1.09 OutReach-YP 10  30 - Amol Bamishte 

1.1 YASHADA 
Residential-SP 10  30 - Amol Bamishte 

1.11 YASHADA Non- 
Residential-SP 10  30 - Amol Bamishte 

1.12 OutReach-SP 10  30 - Amol Bamishte 
1.13 National 10  30 - A B Savant 
1.14 State 10  30 - A B Savant 
1.15 Nominated 10  30 - A B Savant 
1.16 Attended 10  30 - A B Savant 
1.17 Own Courses 80  30 - Amol Bamishte 
1.18 Other Courses 80  30 - Amol Bamishte 
1.19 Number of Study Tours 80  30 - A B Savant 
1.2 Above 3.5 10  30 - A B Savant 

1.21 3.0 to 3.5 10  30 - A B Savant 
1.22 Below 3.0 10  30 - A B Savant 
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Indicator Id Indicator Name  Target Target 
Marks 

Target 
period Responsible Person 

1.33 Week-end Programmes 10  30 - Amol Bamishte 
11.01 Training Mandays  10  - - Sudhir S Supekar 

11.02 Hostel Mandays(Bed 
days) 10  - Yearly Prasad R Acharya 

YMRC      
3.01 News Letters (Nos) 24  1 Yearly R M Vaswani 

3.02 Journals Published 
(Nos) 8  2 Yearly R M Vaswani 

3.03 Books (Nos) 6  2 Yearly R M Vaswani 
3.04 TV Programmes (Nos) 6  2 Yearly R M Vaswani 

3.05 Radio Programmes ( 
Nos) 24  1 Yearly R M Vaswani 

3.06 Films/ Slides Shows 
(Nos) 12  1 Yearly R M Vaswani 

3.07 Subscription (Rs) - - - R M Vaswani 
3.08 Ashwattha 10000 0.5 Yearly R M Vaswani 
3.09 Yashamanthan 100000 0.5 Yearly R M Vaswani 
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Time limits for the activities of the Academy for discharge of its functions   
 
Time frame for each activity –  
 

Sr. 
No. 

Activity No. of Days 
required for 
completion 

Authority 
Responsible  

Authority for 
Grievance 
redressal in case 
of failure. 

  
 

TRAINING RELATED ACTIVITIES 
 
 
No. Activities Expected 

Date 
Actual 
Date 

Form No Responsi
bility 

Remark 

1. Prepare file for the course and 
course profile 

D-90 
 
 

  CD and 
CA 

 

2. Identify nominating authorities 
and Prepare list of their address 

D-90   CD  

3. Identify Training Needs and 
Design of Training  

D-90   to 
 
D-70 
 

 01 & 02 CD 
 

 

4. Seek advice from TMC and 
approval from DDG (P) & DG 

D-70 to 
 
D-60 

 03 CD  

5. Intimate as per format to the 
Course Cell (through LAN) that 
they have initiated the process as 
per D – 90/ D – 60 & that they are 
going to conduct the course as per 
schedule (Course Cell Circular 
dated 10/5/2004) 

D-60th 
Day 

 O4 CD  

Obtaining Nominations 
6. 1.Draft the letters 

requesting nomination of officers 
with prescribed designations 
2.Send soft copy of ‘requesting 

D-60   to 
 
D-30+ 

  CA 
 
CD 
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No. Activities Expected 
Date 

Actual 
Date 

Form No Responsi
bility 

Remark 

nomination’ to CIT for publishing on 
YASHADA website 

  3.Receive Correspondence from 
Nominating Authorities 

Correspondence with Nominees 
7. Prepare list of participants with 

name and addresses 
  CA  

8. Send letter to nominated officers   CA  
9. Send soft copy of accepted 

nominations to CIT for publishing 
on web. 
Receive   Correspondence   from 
Nominated officers 

D-30   to 
D-10 

  CD  

Design course schedule  
10. Prepare course schedule 

/timetable 
on the basis of approved design in 
the tabular form 

D-60   to 
D-40 

  CD  

Correspondence with resource persons 
11. Send letter to resource persons   CD  
12. Finalise the course schedule 

D-40   to 
D-10   CD  

Identify and compilation of reading materials  
13. Identify reading materials for the 

course as suggested by TMC. 
Ensure that Course structure and 
course material are synchronized 
and there is no disruption of flow. 
All PPTs and PPT slides are made 
part of the reading material 

D-60   to 
D-30 

  CD  

Duplicating and binding of reading materials 
14. Prepare cover pages and content 

for the reading materials.  
  CA  

15. Print desired copies of reading 
materials 

D-30   to 
D-05 

  CA  

Administrative Arrangement 
16. Prepare budget and seek approval 

of the authority for cash advances 
  CD  

17. Obtain stationery required for the 
course 

  CA  

18. Apply for cash advance     
19. Confirm the classroom  

D-10   to 
D-1 

  CD  
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No. Activities Expected 
Date 

Actual 
Date 

Form No Responsi
bility 

Remark 

20. Prepare office note and send it to 
all concerned persons 

  CA  

21. Confirm the faculty 

 

  CD  
22. Check classroom and name plates 

etc. 
D-1   CA  

Conducting training programme 
23. Registration of participants   CA  
24. Inform DoPT by fax if Training 

Programme is sponsored by  
DoPT 

D to D+5 
    

25. Meet classroom requirements like 
duster, writing pens, LCD, 
computer etc.  

    

26. Distribute reading materials before 
the course begins.  
Do the course introduction. Course 
structure and objectives to be 
clearly outlined at the beginning of 
the course. It should be clearly 
mentioned that ‘Continual 
Improvement’ is a permanent 
objective of the Academy. All 
participants should be properly 
introduced. 

  CA 
 
CD 

 

27. Receive faculty   CD  
28. Offer honorarium    CA  
29. Appoint Participants 

Representatives 
  CD  

30. Administer evaluation / feedback 
forms  

  CD  

31. Prepare certificate   CA  
32. Prepare relieving report    CA  
33. Ensure return of library books 

D to D+5 

  CA  
Settling administrative matters 

34. Prepare course expenses statement     
35. Settle advance taken 

D+5   to 
D+20   CA  

Prepare evaluation report 
36. Prepare course expenses statement   CA  
37. Prepare CDs report for course    CD  
38. Send evaluation report to TMC 

and DDG (P) for information 

D+5   to 
D+20 

  CD  
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No. Activities Expected 
Date 

Actual 
Date 

Form No Responsi
bility 

Remark 

39. Provide course information 
Proforma to course cell 

  CA  

40. Arrange file properly and send for 
preservation in a booklet form 

 

  CA  
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PURCHASES RELATED ACTIVITIES 

 
 

4. Item less than Rs. 5,000/- (Single purchase) such items to be directly purchased from 

co-opt. Stores or from the market directly. 

5. Item costing up to Rs/ 50,000/- by calling 3 quotations  

6. Item costing more than 50,000/- to be purchased by inviting tenders. 

 
 
 
POWERS 
 

2. The delegation of powers for purchase of stores is as follows. 

� Up to Rs. 5,000/-:  - Respective OIC/DDG’s 

� Above Rs. 5,000/-  & less than Rs. 50,000/- through purchase committee & Addl.DG  

� Above 50,000/- & up to Rs. 1,00,000/- thorough purchase committee & Addl. DG  after 

obtaining the views of accounts department 

� Rs 1,00,000/- to 6,00,000/- through purchase committee DG after obtaining the views of 

financial advisor & Addl. DG  

� Rs. 6,00,000/- to 10,00,000/-executive committee 

� Above Rs. 10,00.000/- BOG 

 
 
CONTRACT 
 

� Fixing of Quantity Contract / Rate Contract shall be done as per existing 

Govt. procedure laid down in 

GR dated 2nd January 1992 & manual of office procedure for purchase of stores for Govt. 

depts. (CSPO) 
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Time Frame for Purchase Activity 

 
Sr No Activity Time frame 

01 Receipt of Demand / Indent D – 45 days  

02 Scrutiny of papers D – 30 days  

03 Classification D – 30 days 

04 News Paper advertisement  D – 21 days 

05 Receipt of Sealed tender Day (D) 

06 Opening of tender/ Technical bids & 

Commercial bids 

D + 1 day 

07 Comparative Statement D + 1 day 

08 Award of works D + 7 days 

09 Issue work order D + 8 days 

10 Receive Goods Services As per terms in 

tender say R 

11 Entry in dead stock register R + 1 

12 Payment to party R + 7 
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The rules / regulation related with the functions of YASHADA   
 

Sr. 
N
o. 

Subject as indicated in the 
notification 

Rule No. & Its 
year 

Remarks if 
any 

1 MEMORANDUM OF 
ASSOCIATION 

1986 Annexure 5 A 

2 Service Rules 1992 Annexure 6 
3 Recruitment Rules 2004 Annexure 7 
4 Policy Circulars 2003-05 Annexure 8 
5 Departmental Exam. 1998 Annexure 9 
6 HBA rules 1997  
7 ISO Manuals 

• Apex  
• Client Oriented Process 
• Management Oriented Process 
• Support Oriented Process 

2005  
Annexure 10 
Annexure 11 
Annexure 12 
Annexure 13 

 
 

 

MEMORANDUM OF ASSOCIATION  
TITLE:  
01. The name of the Society shall be Maharashtra Institute of Development Administration, Pune.  
REGISTERED OFFICE:  
02. The registered office of the Society shall be at Pune 411007.  
OBJECTIVES OF THE SOCIETY:  
03. The objects for which the Society is established are :  

(i)  to promote modem management science. as a major instrument for development of 
economic and social activities of the State Government, Zilla Parishads, and other 
institutions and organisations of the State Government;  

(ii)  to develop managerial skills, organisational capability, Leadership and decision making 
ability for development planning and efficiency in implementation of policies, 
programmes and projects;  

(iii)  to carry on operational and policy oriented research, to evolve ideas and concepts 
appropriate to the local, State and national environment, and to formulate policy 
alternatives;  

(iv)  to serve as the apex institute for the collection and dissemination of information 
regarding development administration;  

(v)  to forster, assist and support individuals, organisations and institutions in the use of 
management science;  

(vi)  to provide consultancy service in developmental and public administration, and;  
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vii)  to function as the nodal State level training institute in the field of development 
administration  

 
FUNCTIONS OF THE SOCIETY  
04. In order to achieve the above objectives, the institute may engage itself in such types of Programmes 

and activities, and in such subjects, and for the benefit of such subjects, and for the benefit of 
such persons, areas, and sectors of activity as are exemplified hereunder -  
a) Programmes and Activities:  

(i) Training programmes of short and long duration’s including seminars, workshops, and 
conferences, as a means of continuing education for practicing managers, 
administrators, and scientific and technical cadres;  

(ii) Policy oriented and operational research;  
(iii) Consultancy and Extension Services; and  
(iv) Publication and production of training aids.  

(b) Subjects and Areas of Activities :  
(i) The programmes may cover all concepts., principles and techniques related to 

management in Government.  
(ii) The programmes may cover all functionaries of the Departments of Government of 

Maharashtra as well as, teachers and practitioners of management in Boards, 
Corporations and other public sector undertakings in all sectors such as, business 
and industry; commerce and trade; financial and industrial development; 
banking; insurance; co-operatives; agriculture and rural development forestry; 
fisheries and animal husbandry; irrigation and power; energy; transportation and 
communication; education and health services; entrepreneurial development; 
mass media; tourism and public relations; legal systems; police administration; 
taxation; urban systems; environment habitat; public works; roads and buildings; 
appropriate technology; non-organised, decentralised sectors of economic, social 
and political activity. especially, persons from institutions, bodies and 
organisations concerned with the use of knowledge in management.  

05. The Society may:  
(i) Plan, sponsor and undertake research - policy research for the evaluation and formulation of 

public policies and assessment of the impact of policies and operations research to 
improve efficiency and productivity at the unit levels;  

(ii) Assist public and private organisations to improve their administration and management' 
through consultancy and by extension services, organising conferences, seminars, 
workshops, exhibitions, meetings, discussions etc.;  

(iii) Publish research papers, treatises, periodicals, books and other literature to disseminate up-
to- date information relating to management practices;  

(iv) Evolve and prescribe standards of proficiency, and award diplomas, certificates, medals, and 
other prizes and distinctions to persons trained in the Institute, as well as, confer 
distinctions on persons rendering outstanding contribution to the cause of management in 
Government,  

(v) Institute and award scholarships, visiting fellowships, stipends, loans and other financial 
assistance to suitable and deserving students and scholars; 

 
(vi) Produce, establish and maintain libraries of books, documentation centres, teaching 

aids, audio-visual presentations, including video films etc.  
(vii) Form affiliations, accept partnership and other classes of professional or technical 

membership;  
(viii) Establish collaborative linkages with educational and professional institutions in 

any part of the world, having similar objectives, by exchange of faculty and 
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scholars, by the conduct, of joint research and training programmes and generally 
in such a manner as may be conducive to the development of common 
professional objectives;  

(ix) Function generally as the apex institution of Maharashtra State to provide training 
and services, to set standards of proficiency, and to recommend management 
inputs in all aspects of public administration and productivity in various 
organisations, agencies, and institutions;  

(x) Establish, administer, supervise and maintain regional branches or institutions at 
suitable places in Maharashtra; and  

(xi) Do such other deeds and acts as are conducive or incidental to the achievement of all 
or any of the above objectives.  

06. The Institute shall consist of residential campus as well as non-residential centres. It shall be 
open to persons of either sex, of whatever race, creed, caste, class or region. The Board of 
Governors may make special provisions for the advancement of Scheduled Castes, 
Scheduled Tribes and socially and educationally backward classes of citizens in 
accordance with the relevant provisions of the Indian Constitution.  

GOVERNING BODY:  
07. Subject to the Rules of the Society, the management, supervision and control of the affairs of 

the Society shall vest in the board of Governors.  
 
 
08. The names, addresses and occupations of the first members of the Board of Governors are  
 

Sr.  
No  Name, Address & Occupation  Designation Age 

01  

Shri B.G.Deshmukh  
Chief Secretary to the Government of  
Maharshtra, Mantralaya.  
BOMBAY  

President  57 yrs 

02  

Shri P. Subramanyam  
Secretary  
Rural Development Department  
Mantralaya, BOMBAY  

Member  45 yrs 

03  

Shri S.S. Tinaikar  
Secretary  
Rural Development Department  
Mantralaya, BOMBAY  

Member  54 yrs. 

04  

Dr. Madhav Godbole  
Secretary  
Finance Department  
Mantralava BOMBAY  

Member  49 yrs. 

05  

Shri P.V.Nayak  
Secretary  
General Administration Department  
Mantralaya, BOMBAY  

Member  53 yrs. 
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Sr.  
No  Name, Address & Occupation  Designation Age 

06  
Dr. V.G.Bhide  
Vice Chancellor  
University of Pune, PUNE  

Member  60 yrs. 

07  
Shri Anil Kumar Lakhina  
Director,  
MIDA, PUNE  

Member  38 yrs. 

 
09. We, the several persons whose names and addresses are given below, having associated 

ourselves for the purposes described in this Memorandum of Association, do hereby 
subscribe our names to this Memorandum of Association and set our several and 
respective hands hereunto and form ourselves into a society under the Societies 

 
Registration Act XXI of 1860 and hold ourselves responsible to manage the affairs of the Society 

as per the Rules, a copy of which, duly certified to be a true copy by three members of 
the Board of Governors is filed herewith along with this Memorandum of Association.  

This Sixteenth day of the month of May in the year of one thousand Nine Hundred and 
Eighty Six,  
 

Sr. 
No Name Occupation Address Designation Age 

01  Shri. B. G. 
Deshmukh  

Government  
Service  

Chef Secretary to 
Govt. of 
Maharashtra, 
Bombay  

President  57 yrs 

02  Shri P 
Subramanyam  

Government 
service  

Secretary  
Kura Development  
Department 
Mantralaya  
Bombay  

Member  45 
yrs  

03  Shri S. S. 
Tinaikar  

Government  
Service  

Secretary  
Rural  
Development  
Department  
Mantralaya, 
Bombay  

Member  54  
yrs.  

04  Dr. M D 
Godbole  

. Government 
Service  

Secretary  
Finance  
Department  
Mantralaya,  
Bombay  

Member  49  
yrs.  

05  Shri P V 
Nayak  

Government  
Service  

Secretary,  
General  
Administration  
Department  
Mantralaya, 
Bombay  

Member  53  
yrs,  
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Sr. 
No Name Occupation Address Designation Age 

06  Dr. V G 
Bhicie  Educationist  

Vice Chancellor 
University of Pune, 
Pune  

Member  60  
yrs  

07  Shri A K 
Lakhina  

Government  
Service  

Director  
MIDA  
Pune  

Member  38  
yrs,  

 
In the Presence of :  
1. Shri S. S. Salgaonkar,  

Joint Director,  
MIDA, Pune.  

2. Shri G .L. Kale  
Administrative Officer MIDA, Pune 



Section 4(1)(b)(iv) 136

 
MAHARASHTRA INSTITUTE OF DEVELOPMENT ADMINISTRATION  

RULE S  
SHORT TITLE:  
01. These Rules may be called the "Rules of the Maharashtra Institute of Development 

Administration, Pune."  
DEFINITIONS:  
02. In these Rules and the Memorandum of Association, unless the subject or context otherwise 

requires:  
(i) 'Act' means the -Societies Registration Act XXI of 1860.  
(ii) 'Institute' means the Maharashtra Institute of Development Administration Pune.  
(iii) 'Board' means the Board of Governors of the Institute.  
(iv) 'Committee' means the Executive Committee of the Institute.  
(v) 'President' means the President of the Board of Governors for the time being of the 

Institute.  
(vi) 'Chairman' means the Chairman of the Executive Committee for the time being of the 

Institute.  
(vii) 'Secretary' means the Secretary for the time being of the Institute.  
(viii) 'State Government' means the Government of Maharashtra.  
(ix) 'Financial Year' means the budget year commencing on the 1st April and ending on 

the 31st March following for which Budget is prepared.  
PATRONS OF THE INSTITUTE:  
03 The following shall be the Patrons of the Institute.  

Chief Minister ……. Chief Patron  
Minister for Rural Development……. Patron  
Minister of State General Administration Patron  

 
AUTHORITIES OF THE INSTITUTE:  
04. The authorities of the Institute shall be :  

(i) The Board of Governors  
(ii) The Executive Committee and  
(iii) Such other authorities as may be constituted by the Board of Governors or the 

Executive Committee  
OFFICERS OF THE INSTITUTE:  
05 The following shall be the officers of the Institute, namely  

(i) The Director;  
(ii) The Secretary; and  
(iii) Such other officers as may be appointed by the Board of Governors or the Executive 

Committee from time to time.  
GENERAL BODY AND MEMBERSHIP:  
06 The members of the Board of Governors shall constitute the General Body of the Institute and 

shall consist of not less than seven (07) members.  
ROLL OF MEMBERS:  
07. The institute shall maintain a register of members giving their names, occupations and 

addresses and every member shall sign the register. Every change of address shall be 
notified to the Secretary.  
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BOARD OF GOVERNORS:  
08 Subject to the other provisions of these Rules, the management, supervision and control of the 

Institute shall vest in the Board of Governors.  
09 The composition of the Board of Governors shall be as follows  

(i) Chief Secretary to the Government of Maharashtra (ex- officio): 
 

PRESIDENT  
(ii) Secretary, lncharge of Training, General Administration Department.' Government of 

Maharashtra, Bombay (ex-officio)  
(iii) Secretary, Planning Department, Government of Maharashtra, Bombay (ex-officio)  
(iv) Secretary, Rural Development Department, Government of Maharashtra, Bombay 

(ex-officio)  
(v) Secretary, Finance Department, Government of Maharashtra, Bombay (ex-officio)  
(vi) Two Secretaries to Government of Maharashtra to be nominated by the President of 

the Board.  
(vii) vice-chancellor, University of Poona (ex-officio)  
(viii) Two eminent persons to be nominated by the Government of Maharashtra to 

represent the interests of the sectors such as :  
Agriculture and Rural Development (including Forestry, Fisheries and Animal 
Husbandry) business and industry; Commerce and Trade; Banking and 
Insurance, Public Utilities, such as, Transport, Energy and Communications; 
Public Works, Irrigation, Social Welfare; Tourism; Public Relations; Regulatory 
Services, such as, Revenue, Legal, Police, Income Tax, Sales Tax and Civil 
Supplies; Municipal Bodies; Urban Systems; Environment and Habitat.  

Note:- The selection of these persons shall be based not on their official position, 
but on their recognised achievements and contribution to the development of 
public administration and management systems in the concerned sectors.  

(ix) Two persons to be nominated by the State Government from amongst well-known 
professionals in the field of Management Science;  

(x) One member of the Faculty of MIDA to be nominated by the 
 

President.  
(xi) Director of a reputed national Institute of Research & Training to be nominated by 

the State Government; and  
(xii) Director of the Institute (ex-officio).  

10. The Board of the Governors shall appoint Committees of the members for such purposes as 
administration and finance, training and programming, and recruitment and delegate to 
such Committees and the Executive Committee such powers, and authorise them to 
perform such functions as it may deem necessary and expedient. Such delegation or 
authorisation may be made subject to such conditions as the Board may think fit to 
impose.  

11. The Board of Governors may create new classes of membership from time to time for such 
specific periods, and fill them by co-option of such members, as it deems desirable and 
necessary in the interest of the Institute.  

TENURE OF NOMINATED MEMBERS:  
12. The tenure of the nominated members of the Board shall be three years  
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13 When a person, including the President, is a member of the Board by virtue of his office he 
shall cease to be such member when he relinquishes the said office and the vacancy so 
arising shall be filled in by his successor in that office. Such member shall, however, be 
eligible for re-nomination in another vacancy, if any, on the Board.  

CESSATION OF MEMBERSHIP:  
14. Notwithstanding anything contained in these Rules, a member of the Board shall cease to be 

such member if during his tenure of office he resigns or becomes insolvent or is 
otherwise unable or incompetent to hold office, or his membership is terminated by the 
State Government.  

15. The State Government may terminate the membership of any person appointed on the Board 
of Governors for such reasons as his incapacity to discharge the duties insolvency etc.  

RESIGNATION:  
16. A member of the Board, other than ex-officio member, may resign his membership by a letter 

addressed to the President of the Board and such resignation shall take effect from the 
date of its acceptance by the President  

CASUAL- VACANCIES:  
17. Any casual vacancy arising on the Board by resignation, death or otherwise, may be filled by 

appointment or nomination of a member by the State Government or the President as the 
case may be and the member so appointed or nominated shall hold office for the 
remainder of the tenure of that Board.  

18. The Board of Governors shall function notwithstanding any vacancy on the Board and any 
defect in the appointment or nomination of any of its members, and no act or proceedings 
of the Board shall be invalidated, nullified or called in question merely by reason of the 
existence of any vacancy on the Board or by reason of any defect in the appointment or 
nomination of any its members.  

MEETINGS OF THE BOARD:  
19. Subject to the provisions of the Act, the, Board of Governors shall meet at least once a year.  
 
ANNUAL GENERAL MEETING:  
20. The President of the Board of Governors shall convene Annual General Meeting within four 

months of the close of the financial year.  
(i) to receive and consider the annual report and audited accounts of the Institute for the 

proceeding financial year.  
(ii) to appoint auditors and fix their remuneration;  
(iii) to review progress of work during the year ended and consider and approve generally 

the budget demands and programmes for the ensuing year; and  
(iv) to discuss any other business as may be necessary  

SPECIAL MEETINGS:  
21. The President of the Board may convene special meetings of the Board to consider any matter 

of special importance or urgency or on the written requisition of not less than Six 
members of the Board, specifying the purpose for which the meeting is proposed to be 
called.  

VENUE OF THE MEETING:  
22. Meeting of the Board shall ordinarily be held at Pune; provided. However, that meeting may 

be held at any other place as may be expedient or necessary.  
NOTICE OF THE MEETING:  
23. Every meeting of the Board shall be convened by notice issued under the hand of the 

Secretary or any other Officer of the Institute so authorised by the board in this behalf.  
24. Every notice calling for a meeting of the Board shall be issued to every member not less than 

fifteen days before the day scheduled for the meetings, except in the case of special 
meeting, when the notice shall be issued at least Five days before the day fixed for the 
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meeting. A summary of business to be transacted at the annual and other meetings shall 
be communicated to the members at least seven days before the day of the meeting 
except that in the case 'of Special Meetings it should be circulated at least three days 
before the meeting.  

25. The accidental omission to give notice to or the non-receipt of notice of any meeting by any 
member shall not invalidate the proceedings of that meeting.  

QUORUM :  
26. Seven members present in person shall constitute the quorum for any meeting of the Board; 

provided that, if a meeting is once adjourned for want of quorum a subsequent meeting 
called on the basis of the same agenda shall not be required to form a quorum.  

PRESIDING OFFICER:  
27. The President shall ordinarily preside at all meetings of the Board. In the absence of the 

President, the members present shall choose one Member from amongst themselves to 
preside over the meeting.  

INVITATION TO ATTEND A MEETING:  
28 The President may invite any person other than a member of the Board to attend a meeting of 

the Board, but such persons shall not be entitled to vote at the meeting.  
VOTING:  
29 In any case of difference of opinion amongst the members on any matter under discussion in a 

meeting, the opinion of the majority present shall prevail. Every member present at the 
meeting including the President shall have one vote and if there be an equality or votes, 
the President of the meeting shall have casting vote.  

VOTING BY CIRCULATION:  
30. Any business which is of an urgent nature and which cannot be held over till the next meeting 

of the Board may be transacted by circulation among all members of the Board and any 
resolution so circulated and approved by a majority of the members of the Board shall be 
as effective and binding as if such resolution had been passed at a meeting of the Board; 
provided that any business so transacted shall be reported at the next meeting of the 
Board.  

EMERGENCY POWERS OF THE PRESIDENT :  
31. Where the matter is of such urgency that a decision thereon cannot await the convening of a 

Special Meeting or voting by circulation, the President may for reasons to be recorded in 
writing take a decision thereon. Such decision shall be placed before the next meeting of 
the Board for ratification.  

SERVICE OF NOTICE:  
32. A notice may be served upon any member of the Board in person or by post addressed to such 

member at the address mentioned in the roll of members. Any notice so served by post 
shall be deemed to have been served two days after it was posted.  

EXECUTIVE COMMITTEE :  
33. Subject to the overall supervision and policy directions of the Board of Governors and its 

Committees, the Executive Committee shall be responsible for the management, 
administration and control of the affairs of the Institute and its income and properties in 
accordance with these Rules, and the Regulations, orders and instructions made from 
time to time and shall have, and exercise, powers which may be necessary, incidental, 
conducive or expedient for the said purpose.  

COMPOSITION OF THE EXECUTIVE COMMITTEE:  
34. The Executive Committee shall be composed of not more than seven members including the 

Director who shall be the Chairman of the Committee  
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35 The composition of the Committee shall be as follows  
(i) Director (ex-officio)  
(ii) One member to be nominated by the President from among the Heads of State 

Government Directorates in Pune  
(iii) The Deputy Secretary, incharge of training, Rural Development Department, 

Bombay  
(iv) One representative of a sister training institution to be nominated by the President.  
(v) Two representatives from non-governmental organisations related to the activities of 

the Society to be nominated by the President; and  
(vi) One expert on financial matters of the Institute to be nominated by the president  

TENURE OF THE COMMITTEE :  
36. The term of office of the 'Executive Committee' shall be three years; provided that a 

Committee whose term has expired shall continue until the successor Committee is 
constituted.  

RESIGNATION:  
37. A member of the Committee, other than an ex-officio member may resign his membership by 

a letter addressed to the President through the Chairman and such resignation shall take 
effect from the date of its acceptance.  

 
MEETINGS OF THE COMMITTEE:  
38. The Executive Committee shall meet not less than four times in a calendar year, provided that 

not more than four months shall elapse between any two meetings of the Committee. The 
meetings of the Committee shall ordinarily be held at Pune; provided, however, that a 
meeting may be held at any other place as may be expedient or necessary.  

39. Every meeting of the Committee shall be presided over by the Chairman Four member of the 
Committee, including the Chairman, present in person shall constitute a quorum at any 
meeting of the Committee.  

40. In case of difference of opinion amongst the members on any matter under discussion in a 
meeting, the opinion the majority shall prevail. Every member present at the meeting 
including the Chairman shall have one vote and if there be an equality of votes, the 
Chairman of the meeting shall have a second casting vote.  

41. Every meeting of the Committee shall be convened by notice issued under the hand of the 
Secretary or any other officer of the Institute so authorised in this behalf. Every notice 
calling for a meeting shall set the date, time and venue of the meeting and shall be issued 
to every member not less than fifteen days before the day scheduled for the meeting, 
provided that for transacting urgent matters, the Chairman may convene a meeting with 
seven days' notice. A summary of the business to be transacted at the meeting shall be 
communicated to the members not less than seven days before the day of the normal 
meeting, and three days in the case of a meetings convened with shorter notice. The 
accidental omission to give notice to, or the non-receipt of notice of any meeting by any 
member shall not invalidate the proceedings of that meeting.  

 
42. Any business of an urgent nature may be carried out by circulation among all members of the 

Committee and any resolution so circulated and approved by a majority of the members 
of the Executive Committee shall be as effective and binding as if such resolution had 
been passed at meeting of the Committee; provided that any business so transacted shall 
be reported at the next meeting of the Committee.  

POWERS AND FUNCTIONS OF THE EXECUTIVE COMMITTEE :  
43 The Board of Governors may delegate, from time to time, such powers and functions to the 

Executive Committee as are considered necessary and expedient.  
CHAIRMAN OF THE EXECUTIVE COMMITTEE:  
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44. The Executive Committee may by resolution delegate to its Chairman any of its powers as 
deemed necessary, fit and expedient for the efficient and expeditious conduct of the 
business of the Institute.  

45. The Chairman may refer any question or any matter, which in his opinion is of sufficient 
importance to justify such a reference, to the decision of the President and the decision of 
the President shall be binding on the Committee. Such matters shall be reported to the 
Committee at its next meeting  

DIRECTOR OF THE INSTITUTE:  
46. The Director of the Institute shall be the Academic Head and the Chief Executive of the 

Institute, and shall be appointed by the State Government on such terms, remuneration, 
and conditions of service as may be decided by the state Government.  

47. The Director shall have all such powers as may be delegated to him by 
 
the Board of Governors and the Executive Committee. The Director shall be Chairman of the, 

Executive Committee.  
48. As the Academic Head and the Chief Executive of the Institute, the Director shall be 

responsible for the proper administration and conduct of the academic affairs of the 
Institute.  

SECRETARY:  
49. An Officer of the Institute shall be appointed as the Secretary of the Institute by the Board of 

Governors. He shall function as the ex -officio Secretary of the Board of Governors, the 
Executive Committee, and such other Committees and sub-Committees as may be 
constituted by the Board of Governors and the Executive Committee respectively.  

50. The Secretary shall be responsible for  
(a)  the issue of notices of meetings of the Board, the Executive Committee and the 

committees of the Board and sub-committees of the Executive Committee;  
(b) maintenance of the records of the meetings and their circulation to members;  
(c) maintenance of the register of the Roll of Member of the Society and  
(d) performance of such other duties as may be assigned by the Director of the Institute 

from time to time.  
FUNDS, ACCOUNTING AND AUDIT:  
51 The funds of the Institute shall consist of.  

�� Grant-in-aid received from the State Government and Government of India  
�� Donations and contributions from other sources.  
�� Other incomes and receipts.  

 
52. The Institute shall maintain books, accounts, and other related records in such from and in 

such manner' as may be necessary and prescribed in consultation with the auditors of the 
Institute and in accordance with the By-laws and financial rules framed in this behalf The 
accounts of the Institute shall be audited annually by the Auditors appointed for the 
purpose and the audited Statement of Accounts shall be submitted, along with the annual 
report, at the Annual General Meeting for the consideration and approval of the Board. 
After approval of the audit report by the Board, it shall be submitted to Government and 
issued along with the annual report to members of the Board, Government and other 
concerned.  

SUITS BY AND AGAINST TIIE INSTITUTE: --  
53. Subject to the provisions of the Act the person in whose name the Society may sue or be sued 

shall be the Secretary of the Society.  
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REMUNERATION TO TIIE MEMBERS OF THE BOARD/ EXECUTIVE COMMITTEE:  
54. The Members of the Board of the Governors or the Executive Committee or any Committees 

of the Board or the Executive Committee shall not be entitled to any remuneration from 
the Institute for their services such as members, but they shall be paid such travelling and 
daily allowance as may be provided in the By-laws to be made in this behalf for journeys; 
for attending meetings, or in connection with other business of the Institute  

OTHERS:  
55. Amendments to the Memorandum and Rules may be made with the prior approval of the 

State Government, by the Board of Governors at its Annual General Meeting or Special 
Meeting by a simple majority after giving a minimum of ten days' notice of the proposed 
amendment(s) in writing to the members of the Board  

56. The Society shall not transfer or dispose off any immovable property and movable property 
exceeding rupees one lakh without the prior approval of the State Government.  

57. The Government shall have the right to issue any general or specific directives on any matters 
of policy concerning the affairs of the Society, and such directives shall be binding on the 
Society.  

58. The Board shall have the power to dissolve, with the prior approval of the State Government, 
the Society for appropriate reasons. In such an event, the corpus and the management of 
the Society would vest in the State Government.  

LIST OF MEMBERS:  
59. A list of persons who are members within the meaning of Section 15 of Societies Registration 

Act, 1860 will be maintained in the form of Schedule VI to the Societies Registration 
(Maharashtra) Rules 197 [ vide Rule 15 thereof  

CHANGE IN NAME OR OBJECTS:  
60. If a change is desired in the name or the object of the Societies or if two or more Societies are 

to be amalgamated, the procedure laid down in Section 12 or 12A of Societies 
Registration Act, 1860 will be followed.  

DISSOLUTION:  
61. If the Society is to be dissolved procedure laid down in Section 13,14 of the Societies 

Registration Act, 1860 will be followed.  
62. We, the following members of the Board of Governors hereby certify that the above is a true 

and correct copy of the Rule framed and adopted by the said Institution. 
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SERVICE RULES 
 

1.01 These rules may be called' YASHWANTRAO CHAVAN ACADEMY OF 

DEVELOPMENT ADMINISTRATION, SERVICE RULES 1992. 

 

1. 02 These rules shall come into operation on the day of 1ST March 1992. 

 

1. 03 These rules shall apply to all the employees of YASHADA subject to the following 

conditions : 

a) Unless otherwise there is a specific mention to that effect the persons who are 

appointed under specific contract shall be governed by the contract conditions. 

b) The persons, who are in the employment of Government of Maharashtra or 

State Public Sector Undertaking or any other teaching institution, and whose 

services have been temporarily loaned to YASHADA, in whose case the terms 

and conditions under which their services have been loaned shall prevail. 

 

2.01 DEFINITIONS 

In these rules the following words and expressions used shall have the meaning as shown 

against each of them : 

 

a) YASHADA means Yashwantrao Chavan Academy of Development Administration. 

b) Administrative, Officer means person holding the charge of Administrative Officer of 

YASHADA for the time being. 

c) Basic Pay means the pay in the time scale including the stages beyond the maximum 

of the time-scale of the post which is admissible to an employee on account of his 

appointment to that post. 

d) Senior Level Posts shall include the post of Director, and of all other officers the pay 

scales of which start with Rs. 2200/- and above. 

e) Middle Level Posts shall include the posts other which than Senior Level posts the 
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pay scales of start with Rs.2000/- and above. 

(f) Lower Middle Level Posts :- posts shall include the posts not included in (d), (e) and 

(g). 

g) Lower Level Posts shall include all posts, maximum basic pay of which is not more 

than the Rs.1210/-. 

h) Committee means the Executive Committee of YASHADA. 

i) Director means the Director of YASHADA. 

j) Efficiency Bar means a stage in the time scale at which the efficiency of the 

employee is to be reviewed before allowing him further increment. 

k) Employee means a person appointed to a post on the establishment of YASHADA. 

(where the  employee has been referred to as male the provisions of the rules 

concerned shall be applicable mutatis mutandis to female, employee also) 

l) Family means and includes the employee, his spouse, his dependent children and his 

dependent parents, brothers and sisters if they are residing with the employee and if 

their individual income from all sources does not exceed Rs.1000/- per month. 

m) Government means the Government or Maharashtra. 

n) Non-teaching Posts means posts, whose duties do not include teaching. They shall 

include the Administrative Officer, Accounts Officer, Estate Manager and all the staff 

members not specifically treated as teaching employees. 

o) Other Backward Classes means the Classes declared as Such by the Government. 

p) Pay means basic pay and special pay sanctioned for specific additional work and 

responsibility. 

q) Resignation means voluntarily leaving the service of YASHADA by an employee 

before attaining the age of compulsory retirement or before completion of the term of 

his probation or contractual appointment, as the case may be. 

r) Retirement means termination of employment an employee on his attaining the age of 

retirement. 

s) Rules mean the service rules of YASHADA. 

t) Suspension means temporary removal of an employee from his post to facilitate 

departmental inquiry against him. 

u) Teaching Institution means an institution engaged in teaching/training which is 
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recognised by Central Government or any State Government or by any Statutory 

University in India. 

v) Teaching Posts means posts the duties of which are closely connected with teaching. 

They shall include the posts of Director, Professors, Associate Professors, Research 

Officers, Senior Librarian, Librarian, Systems Manager, Programmer and Assistant 

Programmer. Research Assistant and Assistant Librarian and any other posts declared 

as teaching posts by the Director. 

w) Time scale of pay is the scale of pay, which starts with a minimum, rises by annual 

increments and rests at the maximum. 

x) Terms not defined in these rules shall have the same meaning as is given to them in 

the Maharashtra Civil Services Rules. 

 

3.01 Age of retirement 

No person who has attained the age as indicated below shall be retained in the service 

of YASHADA except by reemployment. 

a) In respect of Lower Level posts, 60 years. 

b) In the case of non-teaching posts 58 years, and  

c) In the case of teaching posts - 60 years. 

 

3.02 As an exception to provisions of rule 3.01 above the persons shall continue- in 

employment of YASHADA till the end of the month in which they attain the age 

prescribed for their retirement. The Director may, in his discretion, in the interest of 

YASHADA continue a person on teaching post till the end of the training programme 

calendar year. 

 

Effect of appointment 

4.01 The appointment shall be effective from the date of joining only if the person 

concerned takes over the charge of the post before noon. In other cases it will be 

effective from the next calendar day even if it is a holiday. 
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Physical fitness 

5.01 Every person, who is to be appointed to any post in YASHADA shall be required to 

undergo a thorough medical check up by a medical 'authority nominated by the 

Director before taking up his appointment. If for some reason he is allowed to join 

without such a medical check up, he shall not be continued in the employment of 

YASHADA beyond a period of three months unless in the meanwhile he has been 

medically examined and found fit, for appointment in YASHADA. 

 

5.02 The following. persons shall be exempted from Medical Examination: 

 

a) A person who is already in the employment of YASHADA. 

b) Any other person already in the employment of the Government, any State 

Public Sector Undertaking or any other teaching institute, who joins the 

employment of YASHADA within a month of his relief from such 

employment. 

 

5.03 The fees if any charged by the medical authority nominated by the Director for the 

medical check up of the candidate shall be borne by the candidate himself. 

 

5.04 YASHADA shall follow the same standards of physical fitness as prescribed by the 

Government for its employee. 

 

Probation 

6.01 A Person appointed to the post in YASHADA shall be on probation for a period of 

two year. 

 

6.02 A. person appointed on probation shall draw his first increment on the 1st day of the 

month in which he completes continuous service of 12 months following the 

satisfactory completion of his probation. If the probation period is extended, the 1st 

increment shall be granted on the 1st of the month following satisfactory completion 
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of extended probation. 

 

6.03 The probation period shall be automatically extended, if during the period of 

probation the probationer enjoys more than 30 days leave of any kind, except casual 

leave, by the number of days equal to the days of leave beyond 30 days. 

 

6.04 The services of probationer can be terminated by the Director without assigning any 

reason, during the probation period, if he feels it necessary in the interest of 

YASHADA to do so. If, however, the Director feels it necessary to extend the 

probation period, he shall have the authority to do so by issue of written orders before 

the date of completion of the probationary period, prescribed in rule 6.01 above.  

 

6.05 If the probationer was a confirmed employee of YASHADA before his appointment 

on probation, the Director may, if the performance of the employee during the period 

of probation is not satisfactory, revert him to the lower post from which he was so 

appointed. Such reversion shall not be treated as punishment for the purpose of rule 

11.03 or penalty for the purpose of rule 22.02. 

 

6.06 When a confirmed employee of YASHADA is appointed to a higher post in 

YASHADA, and placed on probation in the said higher post, the vacancy caused by 

such appointment shall not be filled in by long term appointment until the employee 

concerned is confirmed in the higher post. 

 

Confirmation 

7.01 Any person who has satisfactorily completed his probation period or who has been 

continued in the employment of YASHADA without a formal order extending the 

probation period shall be treated as a confirmed employee of YASHADA. 
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Resignation 

8.01 (a) No confirmed employee may resign his employment in YASHADA without 

giving a written notice of at least three months to the Director. 

 

b) The Director shall have powers to accept a shorter notice on the condition that 

the basic pay for the period by which the notice falls short of three months 

shall be recovered from the employee concerned. 

 

8.02 (a) Director may, by issue of a written notice of not less than three months, 

terminate the services of the junior most employee in the cadre in the even of 

abolition of the post in that cadre. 

(b) Where it is not possible to give such a notice of three months the basic pay of 

the employee for the period by which such a notice falls short of a period of 

three months shall be paid to the employee by YASHADA in lieu of such 

notice. 

 

8.03 a) In the event of abolition of a 'post in a cadre, the Director shall, as far as may 

be possible, try to appoint the junior most employee in that cadre in any other 

equivalent post. 

b) If such equivalent post is available and the employee is willing to accept any 

other lower post that may be available, the Director shall have powers to 

appoint him to such lower post without affecting his basic pay. 

c) If the basic pay of the employee is higher than the maximum of the time scale 

of such lower post, his pay may be fixed at the maxim pay attached to the 

lower post. 

 

8.04 a) In any other case where there is a prima facie case in which the punishment, if 

any, awarded to the employee may include termination of his services, the 

Director shall cause the charges against the employee to be communicated to 

the employee concerned. If the charges communicated to the employee are not 

acceptable to him and the employee desires to be heard in person the Director 
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shall cause the departmental inquiry to be conducted by any other officer of 

YASHADA, before taking final decision as to the punishment. 

b) The procedure prescribed for the departmental inquiry of a Government 

employee in Maharashtra Civil Services (Discipline Appeal) Rules and the 

Manual of Departmental Inquiries of Government shall be followed in case of 

departmental inquiry of employee of YASHADA. 

 

8.05 An employee on probation may resign his appointment during the period of probation 

by payment of compensation of one month's basic pay to YASHADA. 

 

Service Record 

9.01 The record of service of the employees of YASHADA shall be kept in the form of 

Service Book prescribed for the Government employees. The Service Books shall be 

kept in duplicate, one copy remaining in the custody of the employee of YASHADA. 

 

9.02  a) All events in the service life of the employee such as his Bio-data, 

appointments, posts occupied, pay-scale, pay drawn from time to time 

increments, promotions, rewards, punishments, leave enjoyed leading upto the 

final retirement shall be recorded in the Service Books. Leave account of the 

employees shall also be kept in their Service Books. 

b) At the end of every year the service of the employee should be verified with 

reference to the records such as muster rolls, pay bills etc. and a certificate of 

verification recorded in his Service Book. 

 

9.03 All entries in the Service Book shall be attested by the Administrative Officer by full 

signature. He shall be responsible to see that the entries in the Service Books are 

copied annually in the duplicates in the possession of the employees and their 

signatures for having been satisfied' about the correctness of the entries in the original 

Service Book are obtained in the prescribed column in the original Service Books. 
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9.04 The original Service Book shall be the property of YASHADA and shall be preserved 

for 3 period of 5 years beyond the date of registration / retirement / death of the 

employee concerned. 

 

Subscription to funds 

10.01 Every employee of YASHADA shall be required to subscribe to the Contributory 

Provident Fund and such other funds as may be established by YASHADA in the 

interest of the employees, according to the rules applicable to such funds. 

 

Pay 

11.01 Every person who is appointed for the first time to a post in YASHADA shall be 

entitled to the minimum pay attached to the time scale of the post concerned. The 

Director shall, however, have power to make appointment with the higher starting pay 

for the reason that the person concerned has already worked in a similar capacity 

elsewhere for a sufficiently long period or has acquired special qualifications to 

warrant higher starting pay. 

 

11. 02 An employee of YASHDA, on his appointment to a higher post in YASHlDA either 

by selection or by promotion shall be entitled to the pay at the lowest stage in the time 

scale of the higher post which gives him monetary benefit of not less than two 

increments in the time scale of the lower post occupied by him before such 

appointment. If there is no such stage in the scale of the higher post the pay of the 

employee should be fixed at the stage next above his present pay. 

 

11. 03 No employee shall be appointed to a post carrying less pay except at his own request 

or as a matter of punishment. If, his transfer to another post in YASHADA does not 

carry higher responsibilities his pay shall be fixed at the same stage in the time scale 

of the new post and if there is no such  stage at the stage next above his present pay. 

 

11.04 If an employee who has occupied a post in YASHADA for some time in the past is re 
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appointed to the same post at a later date he shall be entitled to pay that shall not be 

less than the pay received by him on the earlier occassion and he shall also be entitled 

to count such period of earlier appointment for the purpose of increment at that stage.  

 

11.05 The pay of the employee reverting to a lower post after a spell of appointment in the 

higher post shall be the pay to which he would have been entitled but for his 

appointment to the higher post concerned. 

 

11. 06 The pay of Government pensioner reemployed in YASHADA shall be subject to the 

rules for reemployment .of pensioner in the service of Government provided the 

Director may .in his discretion, taking into consideration the special teaching ability 

of the person, reemploy him in a teaching post on special terms and conditions till he 

attains the age of 62. 

 

11.07 In case of a general revision of time scales of the posts in YASHADA the pay shall 

be fixed according to the formula prescribed for such purpose. 

 

Increments 

12.01 A confirmed employee shall be entitled to an increment on the 1st of the month after 

completion of 1 year's reckonable service in YASHADA each year except in the 

following cases : 

a) Where the increment is withheld by the Director. 

b) Where the grant of increment would increase his pay beyond the stage at 

which an efficiency bar has been prescribed in the time scale. 

c) Where the employee has already reached maximum pay attached to the time 

scale. 

 

12.02 The Director, shall have power to withhold an increment of any employee after 

following the procedure of withholding the increment prescribed for the Government 

Section 4(1)(b)(v) 
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employees. 

 

12.03 The order withholding the increment shall state the period for which the increment is 

withheld and whether the withholding of increment shall have the effect on future 

increments. 

 

12.04 a) Where there is an efficiency bar in the time scale the increment above the 

efficiency bar shall not be drawn without written order of the Director 

following the employee to cross the efficiency bar. 

b) No employee should be allowed to suffer monetarily on account of the 

administrative delay in issue of such written order. 

c) In other cases where the employee is allowed to cross the efficiency bar after 

the normal date of his increment the Director shall state in his order the pay to 

which the employee shall be entitled from the date of his order and the date 

on: which he shall be entitled to the next-increment. 

 

12.05 When the employee has reached the maximum pay in the time scale attached to his 

post he shall be granted the last increment drawn by him after the interval of two 

years each until his retirement. The first of these increments shall be granted on the 

1st of the month in which his last increment accrued after completion of two years of 

stagnation at the maximum of pay. 

 

12.06 (a) The Director shall be competent to sanction advance increments to employees 

whose performance is outstanding. One advance increment shall be given to 

an employee whose record is outstanding for a continuous period of three 

years, while two increments shall be given to an employee whose record is 

outstanding for a continuous period of five years. 

b) No employee shall be entitled to advance increment on more than two 

occasions during the entire service. 

c) The advance increment shall be in addition to the normal increment and shall 

have no effect whatsoever on the date of normal increment. 
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Additional Charge & Appointment 

13.01 An employee who is asked to hold charge of another post not directly subordinate to 

him, in addition to his own duties for a period of not less than 15 days, shall be 

entitled to charge allowance to the extent of 10% of his basic pay subject to a 

maximum of Rs.500/- p.m. No employee of YASHADA shall be appointed to two or 

more posts at the same time. 

 

Suspension 

14.01 If an employee of YASHADA is charged with any criminal offence or act of mis 

behaviour, inefficiency or indiscipline and is likely to be dismissed from the 

employment of YASHADA if the charge against him is proved the Director shall, by 

issue of written-order, suspend such an – employee pending departmental inquiry 

against him if, in his opinion, the continuance of the employee concerned in-his post 

is likely to offer him the opportunity to tamper with the record relating to the charges 

framed against him or influence the conduct of Training activities or is likely to create 

any other difficulty in the conduct of the inquiry against him. 

 

14.02 a) No employee shall normally be placed under suspension for more than six 

months.  

b) The Director shall be competent to extend, for reasons to be recorded in 

writing, the period of suspension beyond the period of six months. The 

Director shall however, ensure that the departmental inquiry against the 

employee concerned is completed as expeditiously as possible. 

 

14.03 (a) During the period of suspension an employee shall be entitled to subsistence 

allowance equal to 50% of his basic pay of the post from which he was 

suspended and the allowances based on such pay. 
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b) If the suspension is extended beyond a period of three months for no fault of 

the employee, the subsistence allowance shall be increased by 50% for the 

remaining period of suspension. If, however, the suspension period is 

extended for reasons. directly attributable to the employee the subsistence 

allowance may be reduced by 50%. 

 

14.04 (a) The income tax, profession tax, rent of YASHADA premises if any, occupied 

by him and installments of loans, and advances, if any, granted to him shall be 

recovered from an employee under suspension. 

b) No recoveries on account of subscription to provident fund, on account of 

court attachments and of loss caused by the employee to the property of 

YASHADA shall be made while the employee is under suspension. 

c) Other deductions and recoveries shall be made from the subsistence allowance 

only at the option of the employee concerned. 

 

14.05 No leave of any kind shall be granted to an employee under suspension. 

 

14.06 The employee under suspension shall not accept any employment during suspension. 

 

14.07 The employee under suspension shall not leave Pune City without permission from 

the Director. He shall abide by the instructions of the Director in regard to his 

personal presence in YASHADA, whenever required.  

 

14.08 If the employee under suspension is exhonerated of the charges framed against him, 

he shall be reinstated immediately and full pay and allowances for the period of 

suspension shall be paid to him treating the suspension period as duty for all 

purposes. 

 

14.09  (a) If the employee is exhonerated of the charges framed against him but has been 

responsible for the delay in completion of the proceedings against him, the 

period of suspension shall be treated as duty but the employee shall be entitled 
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to such proportion of pay and allowances as the Director may order, after 

giving the employee a reasonable chance of representation in the matter. 

(b)  If, the employee has been exhonerated on technical grounds such as failure to 

follow the correct procedure of inquiry etc the period, shall at the option of the 

employee be treated as leave due and admissible. The subsistence allowance 

paid to him shall be adjustable against. the leave salary admissible. 

 

14.10 If the charges framed against the employee are partly proved and the Director decides 

to impose a penalty other than compulsory retirement or dismissal, the entire period 

of suspension shall be treated as suspension only. The Director shall however, be 

empowered to order that such a period shall qualify for the retirement benefits as may 

be admissible to the employee. 

 

Leave 

15.01 The employees of YASHADA shall be entitled to the following kinds of leave : 

a) Earned leave to the extent of not more 30 days in a year. Such leave can be 

accumulated to the extent of 240 days and shall carry leave salary equal to the 

rate of pay and allowances drawn immediately before proceeding on leave. 

b) Half pay leave of 20 days per year. Such leave shall at the option of the 

employee, be converted into full pay leave of 10 days per year if the leave is 

taken for the purpose of prosecuting studies approved by YASHADA or on 

medical grounds. Leave salary during half pay leave shall be half the leave 

salary admissible during earned leave. 

c) Extraordinary, leave which can be availed at the option of the- employee or 

when no other kind of leave is due. It shall carry no leave salary. 

 

15.02 Leave shall be granted by the Director at his discretion and the employee shall not 

claim leave as a matter of right. 
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15.03 Any kind of leave can be combined with any other kind of leave. This rule does not 

apply to casual leave. 

 

15.04 No employee shall be absent or on leave of any kind, whether sanctioned or 

otherwise, continuously for more than a year except when special study leave is 

granted to him for a training course of more than one year's duration approved by the 

Director. 

 

15.05 No employee shall accept any other employment during leave. 

 

15.06 a) Earned leave of 15 days each shall be credited in advance to the leave account 

of the employee on 1st January and 1st July every year .-. 

b) Proportionate credit rounded off to the nearest day based on the completed 

months of service during the half year shall be given in case of first 

appointment, retirement, resignation or death of the employee. 

c) Balance of earned leave on the day of commencement of these rules shall be 

rounded off to the nearest full day and carried forward. 

d) Earned Leave sanctioned shall be debited to leave account on the date of 

commencement of leave. 

e) If an employee enjoys extra ordinary leave or is placed under suspension the 

credit of earned leave at the commencement of the next half year shall be 

reduced by 1/10th of such period rounded off to the nearest full day. 

f) Where the balance at the end, of any half-year is between 226 and 240 days 

the advance credit of EL for the next half-year shall be shown separately and 

the employee may be allowed to enjoy it during the half year concerned. If the 

employee fails to enjoy or enjoys it only partially and the result would be to 

increase the balance of EL at the end of the half-year beyond 240 days the 

balance would be restricted to 240 days only. 

 

15.07 a) Half pay leave of 10 days each shall be credited in advance to the leave 

account of the employee on 1st January and 1st July every year. 
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b) Proportionate credit rounded off to the nearest day based on the completed 

months of service during the half year shall be given in case of first 

appointment, retirement, resignation or death of the employee. 

c) Balance of half pay leave on the day of commencement of these rules 

increased proportionately for the period that has elapsed since the completion 

of the previous year of service and rounded off to the nearest day shall be 

carried forward. 

d) The number of days 0f half pay leave and twice the number of days of 

commuted leave sanctioned shall be reduced from the balance of half pay 

leave on the date of commencement of leave. 

e) If the employee is placed under suspension or when his unauthorised absence 

is not regularised by grant of any other kind of leave the credit to be given to 

the half pay leave account at the commencement of the ensuring half year 

shall be reduced by 1/18 of such period of suspension or unauthorised absence 

and rounded off to the nearest day. 

 

15.08 An employee shall, without availing any leave, be permitted to surrender 4/5th 

of the balance of earned leave limited to 30 days to YASHADA and receive 

cash value thereof each calendar year. The number of days of leave surrended 

shall be debited to the leave account of the employee concerned. The cash 

value shall not include house rent allowance and washing allowance. 

 

15.09 An employee proceeding on leave for more than 30 days shall be eligible for 

grant of advance of leave salary equivalent to net leave salary for one month, 

i.e. leave salary equal to one month's pay and allowance admissible on that 

leave salary reduced by all the normal deductions from the pay of the 

employee. 

 

15.10 a) Female employees of YASHADA shall be eligible to maternity leave of not 
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more than 90 days at a time unless she already has three or more children 

living on the date of starting the maternity leave. 

b) No leave salary shall be admissible for maternity leave availed of during 

probation at the time of first entry into service in YASHADA. 

c) Leave salary at the rate of pay and allowances drawn immediately before 

proceeding on maternity leave shall be admissible during the maternity leave 

availed of by a confirmed employee of YASHADA. 

d) Maternity Leave shall not be debited to leave account. 

 

15.11 Maternity leave subject to a maximum of six weeks shall also be admissible to female 

employees in case of miscarriage or abortion or medical termination of pregnancy. 

 

15.12 (a) Study leave of not more than 12 months duration may be granted to a teaching 

employee of YASHADA for prosecuting any study which the Director 

considers as faculty development which also would benefit YASHADA, on 

the condition that the employee concerned executes a bond as may be 

prescribed by the Director to serve YASHADA for a period of not less than 

three years after his return from such study leave. 

b) In the event: of his resigning his post before the completion of such period of 

three years, compensation of Rs. 40,000/- or the leave salary actually paid to 

him during the study leave, whichever is greater shall be recoverable from 

him. 

c) A bond as may be prescribed by the Director shall be executed by the 

employee concerned. 

 

15.13 During the study leave the employee shall be entitled to half the basic pay which he 

was receiving before proceeding on such leave and Dearness allowance admissible on 

such half of the basic pay. No other allowances shall be admissible during the study 

leave. 

 

15.14 Study leave shall not be debited to leave account. The concession of study leave shall 
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not be admissible to the same employee more than once during the entire service. 

 

15.5 a) If an employee of YASHADA is deputed for training either in India or abroad 

by YASHADA, he shall be treated as on duty, and shall be eligible to receive 

the pay and allowance which he was receiving before proceeding on such 

training. In addition, he shall be entitled to travelling allowance and daily 

allowance as may be normally admissible to him for the place where the 

training is imparted. 

b) If the training is outside India the employee shall not be deputed without the 

express sanction of the Government and such employee shall be entitled no 

such concessions and benefits, in addition to his pay and allowances in India, 

as may be decided by the Director. 

 

15.16 An employee who ceases to be in the employment -of YASHADA for reason other 

than dismissal or removal shall be entitled to receive the cash value of unutilised 

balance of earned leave to his credit on the last day of his service calculated at the 

rate of 1/30th of the sum total of monthly basic pay and Dearness allowance 

admissible to him on such last day, for every day of balance of earned leave limited to 

240 days. 

 

Travelling Allowance 

16.01 Travelling allowance is an allowance given to an employee to cover the extra 

expenses, which he has to incur on account his being sent out of- his headquarters for 

official work. 

 

16.02 The employees of YASHADA shall be divided into the following grades for the 

purpose of travelling allowance: 

(1) Officers holding Senior Level Post    1st grade 

(2)  Officers holding Middle Level Posts    II grade 
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(3)  Lower Middle Level employees    III grade 

(4)  Lower Level employees    IV grade 

 

16.03 For the purpose of travelling the entitlement of class of accommodation shall be as 

under. Where railway route is not available the state transport shall be treated as 

recognised route. 

Grade I a) Whose basic pay is Rs. 

4100/- or more. 

Air (Economy Class). AC 1st Class/sleeper, 1st 

Class by Rail, Luxury ST Buses & AC Buses. 

 b) Whose basic pay is less 

than Rs.4100/- 

AC sleeper, Ist Class Rail, Luxury ST Buses 

and AC Buses. 

Grade II Officers and those III Grade 

employees whose. basic pay 

is above Rs.2500/ 

1st class by Rail, Luxury ST Buses 

Grade III Other than those whose 

basic is above Rs.2500/- 

IInd class by Rail, Luxury ST Buses. 

IV Grade  IInd class Rail, Asiad/Ordinary ST Buses. 

 

16.04 An employee who uses his own motor car or: a car hired by him for the 

purpose of official journey shall be deemed to have travelled by 1st Class Rail 

and shall be reimbursed the fares of 1st Class between the places actually 

travelled if he submits proof of having used his own or a hired car for the 

purposes of travelling on duty. Where the places are not connected by rail he 

shall-De deemed to have travelled by State Transport bus or Taxi, as may be 

admissible to him. 

 

16.05 An employee travelling on duty, shall in addition to the reimbursement of fares of 

admissible class, be entitled to the following : 

a) Rickshaw/Taxi fares from the place of residence to the railway station/Air port/State 

Transport Bus Depot, on the day of departure from the headquarters and on the date 

of his return to headquarters for 1st and IInd Grade employees and City bus fares for 

others. However, grade III and IV employees shall be entitled to taxi/autoricksbaw 
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fare for local conveyance, connected with official tour, between 9.00 p. m. and 6.00 a. 

m. 

b) Rickshaw fares/Taxi fares from the Railway Station, Air port, Bus Depot to the place 

of work and back out of headquarters for 1st and IInd Grade and public transport 

fares for others. However Grade III and IV employees shall be entitled to taxi / 

autorickshaw fare for local conveyance, connected with official tour, between 9.00 

p.m. and 6.00 a.m. 

c) Local conveyance as per entitlement as shown in classes (a) and (b) appearing above. 

d) Reservation charges officially charged for booking a seat on rail, bus or air including 

the service charges levied- by the reservation agency as approved by the Director. 

e) Daily allowance at the following rates for the period starting from one hour before the 

departure of railway train or a state transport bus or two hours before the departure of 

the aeroplane, as The case may be, and ending with one hour after The arrival of the 

train or bus at the headquarters or two hours after the arrival of the aeroplane at Pune 

airport as the case may be. If the employee has used vehicle belonging to YASHADA 

for the purpose of reaching the railway station, bus station or airport as the case may 

be the daily allowance shall be admissible between the actual time of departure and 

arrival of the train, the bus or aeroplane, as the case may be. 

 

Normal rate of 
daily allowance 

Special rate of daily allowance at 
Bombay and Divisional head-
quarters, Delhi & Other state 

capital. Rs. per day 

Grade Pay 

Rs Par day Rs. Per day 
I Rs.5100 & above 120/- 145/-, 
 others 95/- 140/- 
II  Rs.3100 & above 95/- 140/- 
 others 80/- 115/- 
III Rs.2200 & above 80/- 115/- 
IV others 60/- 95/- 
  55/- 90/- 

 

In cases where the Director is satisfied that it was beyond the control of the employee to 
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manage his tour expenses within the limits of the daily allowance admissible to him, he may 

sanction payment of actual expenses on lodging, supported by vouchers, within the following 

monetary limits : 

 

a) For Director Rs. 300 per day 

b) For other Grade I Officers Rs. 250 per day 

c) For Grade II Officers Rs. 150 per day 

d) For Grade III employees Rs. 100 per day 

e) For Grade IV servants Rs. 80 per day 

 

(f) Whenever lodging and boarding is provided free while on tour, the employee shall be 

entitled to 1/4th of the DA ;Admissible to the employee. 

 

16.06 No : daily allowance shall be admissible on the day on which employee takes casual 

leave on tour. 

 

16.07 Where the tour of the employee necessitates halt at a place where special rate of daily 

allowance is admissible, the daily allowance as may be admissible for the entire 

duration of tour may be worked out first and the difference between the ordinary rate 

and the special rate shall be added for the period of actual halt at the place where the 

special rate of DA is admissible. 

 

16.08 For fractions of less than 24 hours the daily allowance shall be calculated at the 

following rates:  

(a) For 12 hours or more  Full daily .allowance 

(b) For 6 hours or more but less than 12 hours 50% of the daily allowance 

(c) For less than 6 hours 30% of the daily allowance. 

 

16.09 When an employee or his dependent family member is ill and is required, on the 

advice of the medical practitioner nominated by YASHADA, to be examined treated 

at an institution out of his headquarters, the employee or his dependent family 
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member, as the case may be, may be accompanied by anyone of his family members 

who shall be held eligible for the travelling allowance on the scale and rates 

admissible to the employee himself. 

 

16.10 Conveyance charges at the following rates shall be admissible to employees using 

with the permission of the Director their own conveyance for work of YASHADA 

within the municipal limits of Pune City : 

 

Type of Vehicle Rate of conveyance charges Rs. Per kilometer 

(a) Motor cycle/ Scooter 2.00 

b) Moped 1. 50 

 

When employee performs journey in a public bus he shall be entitled to reimbursement of 

actual fares paid. Where heavy papers equipment etc. is to be carried and the vehicle 

belonging to YASHADA is not available an employee may hire a rickshaw and get 

reimbursement of actual hire charges paid, on submission of a certificate of having actually 

paid the charges. 

 

Other Allowances 

17.01 The employees of YASHADA shall be eligible for the following allowances in 
addition to pay : 
a)  Dearness Allowance 

b)  House Rent Allowance 

c)  Compensatory Local Allowance 

d)  Cash Allowance for handling cash to the person who works as a cashier 

e)  Special pay to persons who work as Bill Clerks in Accounts Section 

f) Typing Allowance to Typists and Machine Allowance to Computer Operator/s 

and Telephone Operator/so 

g) Roneo Allowance and Allowance for Operator of Xerox Machine and 

Franking Machine. 
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h) Charge allowance for holding charge additional post for 15 days or more 

i) Washing allowance to Class-IV and other employees provided with uniforms. 

j)  Gardening allowance to the employee entrusted with special gardening duties. 

k)  Overtime allowance to the Drivers engaged on wheel duty beyond nine hours 

a day 

l)  Overtime allowance to General Attendants engaged on duty beyond nine 

hours a day. 

 

17.02 a) The rates of Dearness Allowance as announced by the Government from time 

to time shall be applicable to the employees drawing pay from YASHADA. 

b) The Dearness Allowance shall also be admissible during all kinds of leave 
except extraordinary leave and shall be based on the amount of leave salary. 

 

17.04 a) House rent allowance shall be admissible to the employees, who are not 

provided with residential accommodation by YASHADA, at the rates 

applicable to the employees of the Government. 

b) It shall be admissible during all kinds of leave except during extraordinary 

leave, study leave and cases of surrender of earned leave, at the rate at which 

the employee was receiving it before proceeding on leave. 

c) The allowance shall be admissible to both husband and wife if both of them 

happen to be the employees of YASHADA. 

 

17.04 Compensatory local allowance shall be admissible to every employee on the scale 

prescribed by the Government to its employees and shall be admissible during all 

kinds of leave except extraordinary leave and study leave. 

 

17.05 The employees who have been provided accommodation by YASHADA shall be 

required to pay YASHADA every month, by deduction from their salary, an amount 

equal to 10% of their basic pay and compensatory local allowance or the standard rent 

of the premises fixed by the Director in consultation with the Estate Manager, 

whichever is less. In addition such employees shall pay to YASHADA the service 

charges as may be levied by the Director. 
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17.06 a) Cash allowance of Rs.75/- per month shall be admissible to a person who is 

appointed to work as a cashier. 
b) An allowance of Rs.40/- per month shall be paid to a person who is appointed to work as a 

bill clerk in accounts section. 

c) Machine allowance of Rs.40/- per month shall be admissible to every 

employee who is working as a Telephone Operator, full time typist, steno 

typist or a Junior Stenographer or is required to handle computer equipment 

throughout the day as a part of his duties.' 

d) Washing allowance of Rs.15/- per month shall be admissible to Drivers and 

Attendants. 

e) Allowances at the rates approved by the Director from time to time shall be 

admissible to the persons entrusted with the work of operating Roneo 

machine, xeroxing machine, gardening and maintenance of vehicles or any 

other special work. 

f) Franking machine operator shall be paid a machine allowance of Rs.30/- per 

month. 

g) These allowances shall not be paid during leave of any kind except casual 

leave but shall, with the exception of washing allowance form part of the 

leave salary of the employee on leave. 

 

17.07 Overtime allowance shall be admissible at the rate of 1.5 times the hourly wage 

(Basic + DA) of the employee concerned, or a part thereof, to the Drivers, Drivers – 

cum –Cleaners and General. Attendants of YASHADA engaged on duty on any day 

in Pune for more than 9 hours including the lunch break. The overtime allowance in 

any calendar month shall not exceed 50% of the basic of the employee concerned. 

 

Leave Travel Concession 

18.01 a) The employees of YASHADA shall be eligible to leave travel concession to 

travel to their home town once in two years. 
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b) The block of two years shall be calendar year 1992 -93, 1994-95 and so on.   

c) The concession shall be limited to the rail/bus fares of the admissible class, 

from Pune to the home town and back. 

b) The concession shall be admissible to the employee, his spouse and his children 

limited to three in number. 

 

18.02 The employee desirous of enjoying the leave travel concession shall be eligible to an 

advance equal to 75% of the estimated expenses and shall be settled by prefering an 

adjustment leave travel concession bill within fifteen days of the return of the last 

member of family of the employee. In case of failure to abide by the time limit the 

amount of advance shall be recovered in a lump sum from the next salary of the 

employee concerned. Interest at 18% per annum shall be recovered from the 

employee who fails to utilise the advance within a month from the date of drawl of 

advance or use it for some other purpose. The recovery of interest may be waived by 

the Director in deserving cases. 

 

18.03 a) For the purpose of leave travel concession every employee shall communicate 

his hometown to the Director, YASHADA within six months from the 

commencement of these rules. 

b) The Director shall accept the declaration of the boweowu if he is satisfied that 

the employee has property or close relations at that place is required to visit 

the place often on account of such family ties. 

c) In case of failure to declare the hometown within the prescribed period the 

place or permanent residence noted in his Service Book shall be treated as his 

hometown for this purpose. 

 

18.04 The hometown once declared or determined on account of his failure to make a 

declaration shall not be changed except once during the service of the employee. The 

Director shall accept such redecoration' after satisfying himself a bout the 

circumstances requiring such redecoration. 
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18.05 An employee of Government, State Public Sector Undertaking or a teaching institute 

appointed in YASHADA on deputation basis may opt to be governed by this rule 

during his tenure in YASHADA. 

 

Reimbursement of Medical Expenditure 

19.01 An employee of YASHADA shall be eligible for tile reimbursement of medical 

expenses incurred by him for the treatment of himself and his family (including those 

dependant family members not residing with the employee) on the recommendation 

of the Medical Officer attached to YASHADA at any of the following institutions in 

Pune : 

(a) Sasson Hospital, Pune  

(b) Ruby Hall Clinic, Pune 

(c)  K.E.M. Hospital, Pune 

(d)  Any dispensary runs by the Municipal Corporation of Pune and Pimpri/ 

Chinchwad 

(e)  Sancheti Hospital, Pune 

(f)  Jehangir Nursing Home, Pune 

(g)  Wadia Hospital, Pune 

(h)  Hospitals of Maharashtra Medical Foundation, Pune   

(i)  Lokmanya Hospital, Chinchwad 

 

19.02 The Director may at his discretion, considering the circumstances in each case permit 

treatment to be taken in any other dispensary/hospital. 

 

19.03 The treatment shall include all investigations and other diagnostic facilities special or 

ordinary medicines vaccines, sera or supply of any other thing required for the 

treatment, preventive and curative medicines as may be prescribed by the medical 

institutions named in rule 19.01 above. It shall also include all the normal facilities 

provided to indoor patient viz diet, blood transfusion service, delivery of female 

S i 4(1)(b)( )
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patients, dental care except cost of dentures and ambulance service, wherever 

necessary. The Senior and Middle level officers shall be entitled to accommodation in 

special rooms while the other employee shall be eligible to accommodation in general 

wards  

 

19.04 In case of a sesious illness for which the facility for treatment is not available in the 

institutions named in rule 19.01 above, the employee and his family members shall be 

entitled to reimbursement or medical expenses incurred at any other institution 

recommended by the Medical officer in charge of the Academy: 

 

19.05 a) The concession of medical reimbursement shall be available only to those 

employees whose family docs not include more than three living children on 

the date of commencement of the treatment.  

b) The reimbursement stopped on account of larger size of the family can be 

recommenced on production of proof of the employee or his spouse having 

undergone a family planning operation but shall not be available in respect / 

of the treatment of the fourth or subsequent child. 

 

19.06 If the employee and his spouse are both employed he should select either himself or 

his spouse for being considered eligible for reimbursement. In such cases the claim of 

reimbursement of the employee shall be admitted only on the production of the 

certificate from the employer of the spouse stating clearly that the spouse is not 

receiving the reimbursement of expenses or any other allowance in lieu thereof from 

that employer. 

 

19.07 In case of emergencies wherein it is not possible to shift the patient to the institutions 

named in the rule 19.01 above, the employee should bring the facts to the notice of 

the Director as soon as possible after ad_issi0n of the patient in any other medical or 

surgical nursing home. The Director shall, after obtaining the opinion of the Medical 

Officer attached to YASHADA decide whether and to what extent the circumstances  

warranted such Emergency  admission and dealth the reimbursement claim 
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accordingly. 

 

19.08 In respect of the following kinds of treatment which may not be available in any of 

institutions named in rule 19.01 above, the employee shall, on the recommendation of 

the Medical Officer in charge of any of those institutions take treatment at the 

medical institutions listed below and shall be held eligible for: reimbursement of 

medical expenses incurred. 

a) Byepass Coronary Surgery a)KEM Hospital, Bornbay  

b)Jaslok Hospital, Bombay  

c)Bombay Hospital, Bombay 

b) Kidney Transplant Jaslok Hospital,Bombay  

c) Blood Cancer Tata Memorial.Bombay 

d) Heart Surgery cases a)KEM Hospital, Bombay  

b)Bombay Hospital, Bombay 

 

19.09a) An employee shall be eligible for an advance Upto Rs.45,000/- or the actual 

expenses on appliances and costly medicines, whichever is less, for the 

treatment of himself or of his family members when he or they are advised to 

undergo open heart surgery, kidney transplant, Byepass surgery of heart or in 

case of blood cancer. 

b) The advance shall be adjusted against the medical reimbursement claim and 

shall be settled within three months of the date of drawal of advance or within 

a month of the completion of treatment, whichever is earlier. 
c) In case of failure to settle the advance, the amount of advance together with interest @ 18% 

per annum shall be recovered from the employee in installment may be decided by the 

Director. The recovery of interest may be waive a by the Director in deserving cases. 

d) In case of serious illness requiring treatment and/ or hospitalization, the 

employee shall be entitled to an advance upto Rs.10,000/-, adjustable against 

medical reimbursement permissible to the employee, at the discretion of the 

Director. 
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9.10. As an exception to the aforesaid rules, the employees or their family members may, in 

case of ordinary illnesses, consult the medical practitioner nearest to their residence 

and get reimbursement of the cost of treatment which shall be limited to not more 

than Rs.50/- per month for the entire family. The employees residing on the campus 

of YASHAUA shall, however, consult the medical officer attached to YASHADA in 

all cases of illness. 

 

19.11 The employee whose services are loaned to YASHADA by Government, state Public 

Sector Undertaking or a teaching institution may opt to be governed by these rules 

during his tenure with YASHADA. 

 

19.12 Those employees suffering from tuberculosis, cancer and leprosy shall be entitled to, 

admissible concessions in accordance with provisions in the Maharashtra Civil 

Services Rules in this regard. 

 

Casual Leave Optional Holidays, Compensatory Holidays etc. 

20.01 Casual leave is intended to meet special circumstances for which provision cannot be 

made by exact rules. The total casual leave admissible to the employee of 

YASHADA shall be @ days per calendar year  

 

20.02 Not more than seven days casual leave can be enjoyed at a time. This limit may be 

extended to ten days by the Director in the most exceptional circumstances.  

 

20.03 When casual leave is enjoyed in conjunction with or interposed between Sunday 

/holidays/optional holidays the Sunday/holidays/optional holidays shall be excluded 

while counting the actual casual leave enjoyed for the purpose of debit to casual leave 

account, but they shall be counted for the purpose of limits set in rule 20.02 above. 

 

20.04 In addition to the casual leave, the employees shall be permitted 2 optional holiday 

during a calendar year. Such holidays can be enjoyed an any days declared to be 
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optional holidays by the Government. 

 

20.5 Non teaching employees required to attend to their duties on Sundays or on the days 

declared as holidays for YASHADA, shall be allowed equal number of compensatory 

holidays, as far as may be possible, during the same calendar year. In respect of 

attendance during the last week of December, however, the compensatory holidays 

may be enjoyed during the first fortnight of the m03th of January. Not more than 

three compensatory holidays shall be accumulated. Such holidays can be enjoyed in 

conjunction with casual leave, optional holidays, Sundays. Holidays and any kind of 

leave due and admissible. 

 

20.06 Casual leave shall not be prefixed or suffixed to regular leave, except for casual leave 

for one half day in the afternoon taken on grounds immediately before the 

commencement leave. 

 

20.07 Employees who have been recruited temporarily for duration of less than one year 

shall be entitled to proportionate casual leave at the rate of one day for every 

completed month of service. 

 

20.08 Except for medical reasons the employees shall get the casual leave sanctioned in 

advance. The Director shall have the power to treat absence without sanction as leave 

without pay and allowances. 

 

20.09 The Director shall be competent to sanction special casual leave of not more than 15 

days duration to employees participating in the Inter State/Inter National sporting 

events or for undergoing sterilization operation. 

 

Discipline 

21.01 Employees shall regularly attend to their duties. They shall report for duty a t the time 
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of opening the office and shall not leave YASHADA before closing hours' without 

proper permission. The employees who attend the office after ten minutes of opening 

time shall be marked late. 

 

21.02 All employees except the Senior Level and Middle Level Officers shall sign the 

muster roll/late muster roll, as the case may be. 

 

21.03 Employees reporting late for duty on three or more occasions during a calendar 

month shall be issued with a warning by the Administrative Officer. In addition to 

this the casual leave available for such employee shall be reduced by one day for 

every three days of late attendance or subsequent part thereof of two days. The 

employee who receives three warnings during a calendar year shall be liable to 

disciplinary action. 

 

21.04 The employees shall attend the office in clean dress. The employees who shall be 

provided with uniform shall attend in clean uniform. 

 

21.05 The employees shall not smoke in office premises nor shall they allow others to 

smoke in their presence. 

 

21.06 Every employee shall at all times maintain absolute integrity; devotion to duty and 

shall do nothing which will embarass YASHADA. 

 

21.07 Every employee shall follow the written orders of his superiors and the Director in the 

due discharge of his duties. 

 

21.08 No employee shall give any information about YASHADA to any outsider connected 

with publication of any newspaper, magazine or any other publication without 

specific authority from the Director. 

 

21.09 No employee, while in the employ of YASHADA, shall accept any remunerative 
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work without prior permission from the Director. 

 

21.10 Employees shall abide by all the laws of the country during the period of their 

employment in YASHADA. In case of cognisible breach of any law the Director shall 

have power to terminate the services of the employee concerned without notice as 

soon as the employee is convicted of such an offence. 

 

Disciplinary Action 

22.01 The Director shall be competent to take disciplinary action against any employee after 

following the due procedure. 

 

22.02 The penalties that can be imposed on employees shall be as under:  

 

 

Minor penalties (1) Warning/censure. 

(2) Withholding increment for a period of not more than one year 

without effect on future increments. 

(3) Recovery of loss caused due to negligence of the employee, to 

the money or property belonging to YASHADA. 

Major penalties (1) Reduction to a lower stage in the time scale. 

(2) Stoppage of increment with effect on future increments. 

(3) Compulsory retirement of employee who has attained the age 

of 50 years. 

(4) Dismissal. 

 

22.03 The Director Shall follow the procedure prescribed in the MCS (Discipline and 

Appeal) Rule, 1979, a amended from time to time, before imposing any of the 

penalties prescribed in Rule 22.02. 
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22.04 Employees shall have a right to appeal against any penalty imposed by the Director to 

the Executive Committee within a month from the date of imposition of the 

punishment. Such appeal shall be decided upon by the Executive Committee, in its 

scheduled meeting, in the absence of the Director. 

 

Training 

23.01 The Director shall be competent to depute any employee for a training course 

conducted in India by any recognised training institution, at the cost of YASHADA on 

the condition that he is satisfied that the training course will improve the utility of the 

employee to YASHADA. The training period including the time required for 

travelling to the training institute and back shall be treated as duty and the employee 

concerned shall be entitled to travelling allowance on tour as per rule. 

 

23.02 The Director may, with the approval of the Government of Maharashtra and the 

Central Government, depute any teaching employee for a training course out of India 

on such terms and conditions as the Director may think proper. The entire period of 

training including the time involved in travelling to the venue of the training and back 

shall be treated as duty and the employee concerned shall be eligible to travelling 

allowance up to the port of embarkation in India and back from the first port of 

disembarkation in India. During the period of travailing abroad the employee shall 

arrange to receive his pay and allowances from YASHADA through authorised 

messenger. 

 

24.01 Seniority  

Seniority of the confirmed employees in the same cadre shall be decided on the basis 

of continuous service rendered by the employees in that cadre irrespective of the 

mode of recruitment in the cadre. The period during which an employee was 

temporarily appointed to a higher post in another cadre shall be deemed to be the 

service rendered in the lower cadre for the purpose of seniority. 

 

Performance appraisal 
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25.01 (a) The performance of every non-teaching employee of YASHADA shall be 

reported upon confidentially by the 31st March each year by his immediately. 

Superior Officer. 

b) The reports of employees not placed under the control of any Middle level 

Officer shall be written by the Administrative Officer. The reports of middle 

level officers shall be written by the Additional Director.  

 

25.02 The performance reports of the teaching employees shall be written by the Professor 

in charge of the department concerned to which the employee is attached. The reports 

of Professors shall be written by the Director. 

 

25.03 The performance reports of all lower middle level and lower level employees shall be 

reviewed by the Additional Director and those of Senior and Middle level Officers 

and the faculty members shall be reviewed by the Director. 

 

25.04 Director may, if necessary, invite the faculty members to submit to their reporting 

officer the self-evaluation reports. The reporting officers shall take such self-

assessment reports into account be ore writing the reports. Such points shall form part 

of the confidential record of the faculty member concerned. 

 

25.04 The outstanding remarks as also the adverse remarks shall be brought to the notice of 

the employee concerned, as far as possible, within three months of the lose of the 

year. The Director shall have power to expunge the adverse remark on the basis of 

representation submitted by the employee. 

 

25.05 The forms in which the performance reports and self-assessment reports shall be 

written shall be as prescribed by the Director. 

 

Advances 
The employees shall be eligible advance as shown below:  
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26.01 a) Advance for the purchase of conveyance on the scale and conditions 
mentioned below: 

 
Sr Type of conveyance 

to be purchased 
Admissibility to 
specific group of 

employees 

Monetary limit 
(least of the 

three/lesser of the 
two) 

Number of equal 
installments for 

recovery of 
principal and 

interest 
1 New Motorcycle Employees in receipt of 

pay, the last stage of 
whose scale is Rs 
1500/-or more 

10,times basic Sixty 
pay or Rs.20000/- 
or the cost 

Sixty 

2 Old Motorcycle (not 
more than 5 years 
old) 

Do 5 times basic pay or 
Rs.10000/- or the 
purchse price  

Thirty 

3 New Scooter Do 8 times basic pay or 
Rs.12000/- or the 
cost 

Forty Eight 

4 Old Scooter Do 8 times basic pay or 
Rs.6000/- or the 
purchase price 

Twenty four 

5 New Moped Do 4 times basic pay or 
Rs.5000/- or the 
cost 

Thirty 

6 Old Moped (not 
more than 5 year 
old) 
 

Do 2 times basic pay or 
Rs.2500/- or the 
purchase price 

Fifteen 

7 New bicycle Class-III & Class-IV 
employees in receipt of 
less than 1150/- 

Rs.1000/- or the 
cost including sales 
tax 

Ten 

8 Old bicycle (not 
more than five years 
old) 

Do Rs.500/- or the 
purchase price 

Five 

 

b)  (I) The advance shall be subject to the condition that the employee shall produce 

the proof of purchase of the conveyance in his own name within a month from 

the date of payment of advance failing which the principal together with 

interest @ 18 percent per annum shall be recoverable from the employee in 

installments of not more than 50% of the basic pay of the employee as may be 

prescribed by the Director. 

 (ii) The advance shall carry interest at the rate prescribed by the Director for the 
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year in which the advance is paid. 

Iii) Employee shall hypothecate the conveyance purchased to YASHADA for the 

period beginning from the date of purchase of conveyance to the final 

repayment of both principal and interest. 

iv) Interest shall be recovered after the installment of the principal is repaid. 

v) The employee may at his option repay the advance earlier by paying two or 

more installments at the same time. 

vi) The Director may, in deserving cases, waive the recovery of interest @ 18% 

refereed to in (i) above. 

vii) The employee shall be held eligible for another such advance 3 years after 

repayment of the earlier advance alongwith interest thereof. 

viii) Only those employees who have put in a minimum of 3 years' continuous 

service shall be held eligible for advance for purchase of conveyance. 

 

26.02 a) Advance of travelling allowance on tour equal to the estimated TA claim for 

the duration of halt outside Pune. 

b) Advance shall not carry interest normally. If 'however, the advance is not fully 

settled by submission of the claim of travelling allowance and/or refund of 

balance within one month of the date of drawal of advance, it shall be 

recovered from the pay of the employee together with interest @ 18% per 

annum from the completion of one month from the date of payment of 

advance to the disbursement of pay from which the recovery is made. 

c) The Director may at his discretion waive recovery of interest in deserving 

cases. 

 

26.04 Advance on account of leave travel concession per provisions of rule 15.09. 
 

26.05 (a) Advances on the leave of important festivals to the confirmed employees 

whose basic pay does not exceed Rs.2000/- p.m.. The amount of the advance 

shall be restricted to Rs500 and it shall be repayable in .ten equal installments. 
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b) Advance shall not be admissible on more than occasion during a calendar year 

as also when earlier advance is not fully repaid. 

c) The advance shall not carry any interest. 

d) The festival for which the advance shall be admissible shall be as may be 

prescribed by the Government. 

 

26.06 Advance for the treatment of serious diseases as per rule 19.09.. 

 

26.07 Advance upto Rs.1000/- for expenses not related to the training courses to be 

incurred on behalf of YASHADA as may be sanctioned at the discretion of 

the Administrative Officer to the employee who has been instructed to incur 

such expenses. 

b) When an advance of more than Rs.1000j- is required to be paid to any 

employee for such expenses the sanction of the Additional Director shall be 

necessary 

c) The advances paid under this rule shall, as far as may be possible be settled by 

submission of details of expenses together with vouchers and refund of 

advance on the same day. The settlement shall in no case, be delayed beyond 

7 days from the date of payment of advance. 

d) In case of delay beyond seven days the amount of advance shall carry interest 

beyond seven days at 18% per annum till the date of refund and / or recovery 

settlement as the case may be. 

e) The Director may, in deserving cases, waive the recovery of interest. 

 

26.08 a) i)  Notwithstanding the provisions of rule 26.07 above an advance for 

expenses on fuel and repairs to vehicles of YASHADA may be paid to 

the Drivers of the vehicles proceeding on tour with the vehicle. 
ii) The amount of advance shall be decided sanctioned by the Administrative Officer. 

iii) If the advance is not settled by the Driver by production of vouchers 

and/ or refund of balance within seven days of the return of the vehicle 

to Pune, the Driver shall be required to repay the advance in lump sum 
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failing which the amount of advance together with interest at 18% per 

annum for period beyond seven days shall be recoverable from the pay 

of the driver immediately due to him. 

iv) The Director may, in deserving cases, waive the recovery of interest. 

 

b) (I) In addition to the provision of sub rule (a) the employee dealing with 

the work of maintenance of vehicles may be granted an imprest 

advance of  Rs.7000/- 

ii) The expenditure incurred from the imprest during a week shall be 

submitted for reimbursement on the first working day of the ensuing 

week. The employee to whom the imprest is sanctioned shall be 

responsible to account for the amount of imprest on any day. 

iii) On the last day of the financial year the balance of interest together 

with vouchers for expenditure incurred since the beginning of the last 

week of March shall be submitted for credit to YASHADA Account or 

adjustment, as the case may be. 

iv) A fresh imprest advance shall be drawn on the first day of every 

financial year. 

v) Whenever the employee concerned proceeds on leave it shall be his 

duty to hand over the complete account of the imprest to the person 

taking charge of his post. 

 

26.09 a) Advances for the purpose of meeting the expenses of Training Programmes of 

YASHADA shall be paid to the Course Assistant/Course Director on the 

sanctions as indicated below : 

 

a) Director   Advance beyond Rs.15000/- 

b) Additional Director  Advance upto Rs.15000/- 

c) Head of Department  Advance upto Rs.10000/- 
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d) Course Director  Advance upto Rs. 5000/- 

 

(b) The advances shall not normally carry any interest if they are settled by 

submission of vouchers and/or refund of balance within ten days of the 

conclusion of the Training Programme for which the advance was sanctioned. 

(c) In case of delay beyond this period, the Director may in his discretion order 

recovery of interest @ 18% per annum from the completion of 10th day of the 

conclusion of the Training Programme to the actual date of recovery / 

settlement from the pay of the person drawing the advance besides recovery of 

the amount of advance from him. 

 

26.10 The Director may at his discretion, sanction an advance of not more than Rs.2000/- to 

any employee or his family member in special' circumstances/death of an employee, 

as the case may be. Such .an advance shall be recovered in installments as may be 

ordered by the Director from the dues payable to the deceased employee, as the case 

may be. 

 

Special powers of Director 

27.01 In special circumstances when the Director is satisfied that the operation of any of the 

rules is likely to cause undue hardship to the employee or his family he shall be 

competent to relax the provisions of any rule after recording in writing the reasons for 

such relaxation. All cases of relaxation of rules shall, however, be-brought to the 

notice of the Executive Committee of YASHADA. 

 

SALIENT FEATURES OF EPF SCHEME 

Employees of YASHADA shall be governed by the Employees' Provident Fund Scheme, 

1952 and Employees' Family Pension Scheme 1971. The salient features of the schemes are 

given below for the information of the employees. 

1) All employees excepting those whose pay is above Rs.3500/- p.m. or who have 

already withdrawn the full accumulations from the fund on retirement from service 

are required to contribute to the EPF Scheme at 12% of the total of pay pIus dearness 
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allowance per month.  

2) Equal amount will be contributed by YASHADA every month. 

3) The persons whose pay exceeds Rs.3500/- can also contribute with the consent of 

both the employer and the employee. 

4) The contributions of employees shall be recorded on the contribution cards by the 

employer and the cards can be inspected by the employees once in two months. 

5) Member's account shall be maintained by the P.F. Commissioner and shall show 

separately (a) Contribution by the member (b) Contribution by the employer and (c) 

Interest. 

6) Interest at the rate prescribed by Government will be credited to the member’s 

account on 1st April each year. In case of refunds the interest will be allowed upto the 

month preceeding the month of final authorisation of the refund. 

7) Facility of nomination in favour of a member of the employee's family is available. 

Family for this purpose is defined as under : 

a) For Male Members: Wife, married and unmarried children, dependent parents 

and deceased son's widow and children. Wife who has, according to law or 

custom, ceased to be entitled to maintenance shall not be a member of family. 

b) For Female Members: Husband and his dependent parents not expressly 

excluded by the member, married and unmarried children, her dependent 

parents and the deceased son's widow and children. 

If a child is legally adopted by some one else it shall be excluded from the 

family of the concerned member. 

8) Facility of financing insurance policies from Provident Fund Account is also 

available. 

9) Withdrawals are permitted for the purpose of (1) purchasing a dwelling/flat or for the 

construction of a dwelling house including acquisition of a suitable site for the 

purpose, (2) illness involving hospitalisation for one month or more, major surgical 

operations and for members suffering from T.B., Leprosy, Paralysis, Cancer, Mental 

derangement or heart ailment, (3) marriages or post matriculation 'education'. of 
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children and (4) in abnormal conditions such as natural calamities, cut in electricity, 

physical handicap etc. 

10) Interest free refundable advances can be available in special cases such as lockouts, 

retrenchment, discharge or dismissal challenged in the court of law.  

11) Final Payment shall be due on retirement after the age of 55 years or on account of 

permanent incapacity, before migration out of India, for permanent settlement abroad, 

mass retrenchment, retirement under voluntary retirement scheme, death of member 

etc. 

Employees' Family Pension Scheme 1971 

1) Family consists of : 

a) for male members - wife, minor sons and unmarried daughters. 

b) for female member's-husband, minor sons and unmarried daughters. 
2) 1 & 1/6% from the contribution to Employees' Provident Fund Scheme with equal 

contribution from employer and Central Government to form a Family Pension Fund. 

3) All members of Employees' Provident Fund Scheme below the age of 59 - years are 

automatically members under this scheme. The membership ceases on attaining the 

age of 60. 

4) Particulars of the family are to be supplied to the Commissioner. 

5) If the member dies before attaining the age of 60 family pension is payable to the 

family of the members provided he has contributed to the Fund for one year. 

6) Rates of family pension very from Rs.225 to Rs.750f-. Central Government has, by 

issue of notifications granted supplimentary additions to pension from time to time. 

7) Family pension is payable to the family as under : 
a) to the widow or widower upto the date of death or remarriage, whichever is 

earlier. 

b) failing (a) to the oldest surviving minor son until he attains the age of 21 

years; and 

c) failing (a) & (b) to the oldest surviving unmarried daughter until she attains 

the age of 24 years or marries, whichever is earlier. 
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Annexure I 
Statement showing the amendments / additions to the existing Yashada Service rules 1992 

 

Rule 6.01 

"A person appointed to the post in YASHADA will be on probation for a period of 

minimum two years". 

 

Rule 6.02 

"A person appointed on probation shall draw his first increment on the day on which 

the employee completes a continuous service of 12 months satisfactorily. Subsequent 

increment of the employee will be released on satisfactory completion of probation and under 

Director General's orders". 

 

Rule 6.03 

"The probation period shall be automatically extended, by the number of days equal 

to the days of leave, if during the period of probation the probationer enjoys leave of any 

kind, except casual leave". 

 

Rule 18.01 

New Clause (e) should be added after existing clause (d) of Rule 18.01 as under: 

 

18.01 (e) - Scheme of Leave Travel concession for visiting any place in the State once in four 

years is extended for YASHADA employees which is in addition to the scheme of 

"Hometown Leave Travel Concession". Thus, in a block of four years, any employee may 

avail the facility of "Hometown Leave Travel Concession" in a block of two years and 

"Leave Travel Concession" in a block of next two years as provided in Government 

Resolution No. RPS/194/184 Seva-5jDl-20, dated 3.1.1995. 

 

Rule 19.03 

"The treatment shall include all investigations and other diagnostic facilities, special 
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or ordinary medicines, vaccines, sera or supply of any other thing required for the treatment, 

preventive and curative medicines as may be prescribed by the medical institutions named in 

rule 19.01 above. It shall also include all the normal facilities provided to indoor patient viz. 

diet, blood, transfusion service, delivery of female patients, dental care except cost of  

dentures and ambulance service, wherever necessary. The Senior and Middle level officers 

shall be entitled to accommodation in special rooms while Class-Ill employees are eligible 

for accommodation in Semi Private rooms for hospitalisation. Class-ill employees will be 

entitled to Rs. 200/- per day or actual charges for such semi-private room whichever is less. 

Director General's prior permission will be necessary in such cases. The other employees 

shall be eligible to accommodation in general wards". 

 

Rule 19.10 

"As an exception to the aforesaid rules, the employees OT their family members may, 

in case of ordinary il1nesses, consult medical practitioners nearest to their residence and get 

reimbursement of the cost of treatment which shall be limited to not more than Rs. 250/- per 

month for the entire family and will  observed on monthly basis. The employees residing on 

the campus of YASHADA shall, however, consult the medical officer attached to 

YASHADA in all cases of illness." 

 

REGISTRAR  

Yashwantrao Chavan Academy of Development Administration 

Pune-411 007. 
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Gò. +ÉºlÉÉ-12/1998/EòÉ.ºÉ.-34/ªÉ¶ÉnùÉ 
ªÉ¶É´ÉÆiÉ®úÉ´É SÉ´½þÉhÉ Ê´ÉEòÉºÉ |É¶ÉÉºÉxÉ |É¤ÉÉäÊvÉxÉÒ 

{ÉÖhÉä -7. 
 

ÊnùxÉÆÉEò : 6/10/1998 
 
Ê´É¹ÉªÉ : ªÉ¶ÉnùÉ ºÉä́ ÉÉ ÊxÉªÉ¨É 19.10 +x´ÉªÉä Ê¨É³ýhÉÉ−ªÉÉ ´ÉètEòÒªÉ |ÉÊiÉ{ÉÖiÉÒSªÉÉ ®úEò¨Éä¤ÉÉ¤ÉiÉ...... 
 
ºÉÆnù¦ÉÇ : 01. ÊnùxÉÉÆEò 14.9.98 ®úÉäVÉÒ ZÉÉ±Éä±ªÉÉ EòÉªÉÇEòÉ®úÒ ºÉÊ¨ÉiÉÒSªÉÉ ¤Éè`öEòÒiÉÒ±É Ê´É¹ÉªÉ Gò. 07 ´É iªÉÉ´É®ú 
EòÉªÉÇEòÉ®úÒ ºÉÊ¨ÉiÉÒiÉÒ±É <ÊiÉ´ÉÞiiÉÉiÉÒ±É ¨ÉÉxªÉiÉÉ 
 

- {ÉÊ®ú{ÉjÉEò -  
 
ªÉ¶ÉnùÉ ºÉä´ÉÉ ÊxÉªÉ¨É 19.10 +x´ÉªÉä ¯û. 250/- <iÉEòÒ ®úCEò¨É ÊEò®úEòÉä³ý º´É¯û{ÉÉSÉä ´ÉètEòÒªÉ ={ÉSÉÉ®úÉºÉÉ`öÒ 
|ÉÊiÉ{ÉÖiÉÔxÉä nù®ú¨É½þÉ näùhªÉÉiÉ ªÉäiÉä. ºÉnù®ú ®úCEò¨É ºÉä´ÉÉ ÊxÉªÉ¨ÉÉiÉÒ±É iÉ®úiÉÖnùÒxÉÖºÉÉ®ú ¨ÉÉÊºÉEò iÉi´ÉÉ´É®ú xÉ näùiÉÉ ´ÉÉÌ¹ÉEò 
iÉi´ÉÉ´É®ú näùhªÉÉºÉ ={É®úÉäCiÉ ºÉÆnù¦ÉÇ Gò. 01 xÉÖºÉÉ®ú EòÉªÉÇEòÉ®úÒ ºÉÊ¨ÉiÉÒxÉä ¨ÉÉxªÉiÉÉ Ênù±ÉÒ +É½äþ. ºÉnù®ú +Énäù¶É 
ÊnùxÉÉÆEò 1 +ÉìMÉº]õ 1998 {ÉÉºÉÖxÉ ±ÉÉMÉÖ ½þÉäiÉÒ±É. 
 

(VÉÒ.B¨É.Ê{É±±Éä) 
   ¨É½þÉºÉÆSÉÉ±ÉEò 

    ªÉ¶ÉnùÉ, {ÉÖhÉä - 7. 
 

|ÉiÉÒ, 
 
ºÉ´ÉÇ +ÊvÉEòÉ®úÒ/Eò¨ÉÇSÉÉ®úÒ, ªÉ¶ÉnùÉ 
 
|ÉiÉ, 
 
 ±ÉäJÉÉ¶ÉÉJÉÉ, 
 +ÉºlÉÉ{ÉxÉÉ-2 
 ÊxÉ´Éb÷ xÉºiÉÒ 
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Gò. +ÉºlÉÉ-12/EòÉ.ºÉ.37/2000 ªÉ¶ÉnùÉ 
ÊnùxÉÉÆEò : 23 +ÉìMÉº]õ, 2000 

 
Ê´É¹ÉªÉ : ÊnùxÉÉÆEò 11 +ÉìMÉº]õ, 2000 ®úÉäVÉÒ ZÉÉ±Éä±ªÉÉ EòÉªÉÇEòÉ®úÒ  

ºÉÊ¨ÉiÉÒSªÉÉ ¤Éè`öEòÒiÉ PÉähªÉÉiÉ +É±Éä±ÉÉ ÊxÉhÉÇªÉ 
ªÉ¶ÉnùÉ ºÉä´ÉÉÊxÉªÉ¨ÉÉiÉ Eò®úhªÉÉiÉ +É±Éä±ªÉÉ ºÉÖvÉÉ®úhÉÉ 
 

ºÉÆnù¦ÉÇ : ÊnùxÉÆÉEò 11 +ÉìMÉº]õ, 2000 ®úÉäVÉÒ ZÉÉ±Éä±ªÉÉ EòÉªÉÇEòÉ®úÒ ºÉÊ¨ÉiÉÒSªÉÉ ¤Éè̀ öEòÒiÉÒ±É Ê´É¹ÉªÉºÉÚSÉÒ Gò. 
05, 06, 08 ´É iªÉÉ´É <ÊiÉ´ÉÞiiÉÉiÉÒ±É ¨ÉÉxªÉiÉÉ 

 
{ÉÊ®ú{ÉjÉEò 

 
EòÉªÉÇEòÉ®úÒ ºÉÊ¨ÉiÉÒSªÉÉ 37 ´ÉÒ ¤Éè`öEò ÊnùxÉÉÆEò 11 +ÉìMÉº]õ, 2000 ®úÉäVÉÒ ªÉ¶ÉnùÉ ¤ÉÉäbÇ÷̄ û¨É ªÉälÉä {ÉÉ®ú {Éb÷±ÉÒ. 
ºÉnù®ú ¤Éè`öEòÒ¨ÉvªÉä ªÉ¶ÉnùÉ ºÉä´ÉÉÊxÉªÉ¨ÉÉiÉ ºÉÖvÉÉ®úhÉÉ Eò®úhªÉÉSÉä Ê´É¹ÉªÉ EòÉªÉÇEòÉ®úÒ ºÉÊ¨ÉiÉÒxÉä ¨ÉÉxªÉ Eäò±ÉÉ +ºÉÖxÉ 
iªÉÉSÉÉ iÉ{ÉÊ¶É±É ªÉÉºÉÉä¤ÉiÉ ºÉ½þ{ÉjÉÉiÉ +É{É±ªÉÉ ¨ÉÉÊ½þiÉÒºiÉ´É VÉÉäb÷hªÉÉiÉ +É±Éää±ÉÉ +É½äþ. 
 
ºÉnù®ú ¤Énù±É/ºÉÖvÉÉ®úhÉÉ ½äþ ÊnùxÉÆÉEò 11/08/2000 {ÉÉºÉÚxÉ +Æ̈ É±ÉÉiÉ ªÉäiÉÒ±É. 
 

(ÊEäò¶ÉÉä®úÒ MÉpäù) 
ÊxÉ¤ÉÆvÉEò, ªÉ¶ÉnùÉ 

 
|ÉÊiÉ. 
 ºÉ´ÉÇ +ÊvÉEòÉ®úÒ/Eò¨ÉÇSÉÉ®úÒ ªÉ¶ÉnùÉ 
 
|ÉÊiÉÊ±É{ÉÒ- 
1) ±ÉäJÉÉÊvÉEòÉ®úÒ ªÉ¶ÉnùÉ 
2) ÊxÉ´Éb÷ xÉºiÉÒ 
3) xÉÉä]õÒºÉ ¤ÉÉäbÇ÷ 
 
|ÉiÉ ¨ÉÉÊ½þiÉÒºÉÉ`öÒ 
1) ¨ÉÉ. ¨É½þÉºÉÆSÉÉ±ÉEò ªÉÉÆSÉä º´ÉÒªÉ ºÉ½þÉªªÉEò, ªÉ¶ÉnùÉ 
2) ¨ÉÉ. ={É¨É½þÉºÉÆSÉÉ±ÉEò-BEò/nùÉäxÉ ªÉÉSÉäÆ º´ÉÒªÉ ºÉ½þÉªªÉEò ªÉ¶ÉnùÉ. 
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{ÉÊ®úÊ¶É¹]õ -1 
 

´ÉÉ½þxÉ JÉ®äúnùÒ +ÊOÉ¨ÉÉSªÉÉ ºÉÖvÉÉ®úÒiÉ ®úEò¨ÉÉ 
 

 
Sr. 
No 

Type of 
conveyance to be 

purchased 

Admissibility to 
specific group of 

employees 

Monetary limit 
(least of the 

three/lesser of the 
two) 

Number of equal 
installments for 

recovery of principal 
& interest 

1. New Motorcycle Whose basic pay is 
minimum Rs. 
3050/- 

12 times basic pay 
or Rs. 45000/- or the 
cost 

Sixty 

2. Old Motorcycle 
(not more than 5 
years old) 

Whose basic pay is 
minimum Rs. 
3050/- 

6 times basic pay or 
Rs. 22500/- or the 
purchase cost 

Thirty 

3. New Scooter Whose basic pay is 
minimum Rs. 
3050/- 

9 times basic pay or 
Rs. 28000/- or the 
cost 

Forty Eight 

4. Old scooter (not 
more than 5 years 
old) 

Whose basic pay is 
minimum Rs. 
2550/- 

5 times basic pay or 
Rs. 14000/- or the 
purchase price 

Forty Two 

5. New Moped Whose basic pay is 
minimum Rs. 
2550/- 

5 times basic pay or 
Rs. 14000/- or the 
purchase price 

Forty Two 

6. Old Moped (not 
more than 5 years 
old) 

Whose basic pay is 
minimum Rs. 
2550/- 

3 times basic pay or 
Rs. 7000/- or the 
purchase price 

Twenty One 

7. New bicycle Class-III and 
Class-IV 
employees in 
receipt of basic 
pay of less than 
Rs. 5000/- 

Rs. 2500/- or the 
cost including sales 
tax 

Ten  

8. Old bicycle (not 
more than five 
years old) 

Class-III and 
Class-IV 
employees in 
receipt of basic 
pay of less than 
Rs. 5000/- 

Rs 1250/- or the 
purchase price 

Five 
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Gò. +ÉºlÉÉ-12/EòÉ.ºÉ.37/2000/ªÉ¶ÉnùÉ, ÊnùxÉÉÆEò 23 +ÉìMÉº]õ, 2000 SÉä ºÉ½þ{ÉjÉ 
 

ªÉ¶ÉnùÉ ºÉä´ÉÉÊxÉªÉ¨ÉÉiÉ Eò®úhªÉÉiÉ +É±Éä±ªÉÉ ºÉÖvÉÉ®úhÉÉ 
 

ºÉä´ÉÉÊxÉªÉ¨É Gò¨ÉÉÆEò Eò®úhªÉÉiÉ +É±Éä±ÉÉ ¤Énù±É 
15.10 (b) ºÉnù®ú ºÉä´ÉÉ|É´Éä¶É ÊxÉªÉ¨ÉÉ¨ÉvªÉä {ÉÊ®úÊ´ÉIÉÉvÉÒxÉ EòÉ±ÉÉ´ÉvÉÒ´É®ú +ºÉhÉÉ−ªÉÉ ¨ÉÊ½þ±ÉÉ 

Eò¨ÉÇSÉÉ−ªÉÉÆxÉÉ |ÉºÉÖiÉÒ ®úVÉÉ näùhªÉÉSÉÒ ºÉÖvÉÉ®úhÉÉ Eò®úhªÉÉiÉ +É±ÉÒ +ºÉÖxÉ ºÉvªÉÉ 
+ÎºiÉi´ÉÉiÉ +ºÉ±Éä±ªÉÉ ÊxÉªÉ¨É Gò. 15.10 (´ÉÒ) ¨ÉvªÉä {ÉÖføÒ±É ¨ÉVÉEÚò®ú iªÉÉxÉÖºÉÉ®ú 
xÉ´ªÉÉxÉä ºÉ¨ÉÉÊ´É¹]õ Eò®úhªÉÉiÉ +É±Éä±ÉÉ +É½äþ. 
" Leave salary shall be admissible even for maternity leave availed 
of during probation at the time of first entry service in YASHADA" 

26.01 (a) ºÉnù®ú ÊxÉªÉ¨ÉÉx´ÉªÉä ´ÉÉ½þxÉ JÉ®äúnùÒºÉÉ ö̀Ò +ÊOÉ¨É näùhªÉÉSÉÒ iÉ®úiÉÚnù +É½äþ. iªÉÉ¨ÉvªÉä 
+ÉiÉÉ ºÉÖvÉÉ®úhÉÉ Eò®úhªÉÉiÉ +É±ÉÒ +ºÉÚxÉ iªÉÉSÉÉ iÉ{ÉÊ¶É±É ºÉÉä¤ÉiÉ {ÉÊ®úÊ¶É¹]-1 
¨ÉvªÉä nù¶ÉÇÊ´É±ªÉÉ|É¨ÉÉhÉä +É½äþ. 

17.07 ºÉvªÉÉ +ÎºiÉi´ÉÉiÉ +ºÉ±Éä±ªÉÉ ºÉnù®ú ÊxÉªÉ¨ÉÉ¨ÉvªÉä JÉÉ±ÉÒ±É ¨ÉVÉEÚò®ú xÉ´ªÉÉxÉä 
ºÉ¨ÉÉÊ´É¹]õ Eò®úhªÉÉiÉ +É±Éä±ÉÉ +É½äþ. 
"This rule will be applicable on non working days/Holidays also 
and payment to the concerned employee should be considered 
separately for the limit of 50% of the basic for the purpose of 
working day overtime and overtime on holidays." 

 
 

(ÊxÉ¤ÉÆvÉEò) 
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Gò. +ÉºlÉÉ-12/EòÉ.ºÉ.37/2000/ªÉ¶ÉnùÉ 
ÊnùxÉÉÆEò : 23 +ÉìMÉº]õ, 2000 

 
Ê´É¹ÉªÉ : ÊnùxÉÆÉEò 11 +ÉìMÉº]õ, 2000 ®úÉäVÉÒ ZÉÉ±Éä±ªÉÉ EòÉªÉÇEòÉ®úÒ ºÉÊ¨ÉiÉÒSªÉÉ  
 ¤Éè̀ öEòÒiÉ PÉähªÉÉiÉ +É±Éä±ÉÉ ÊxÉhÉÇªÉ 
 

Ê´ÉiiÉÒªÉ +ÊvÉEòÉ®ú ¨ÉªÉÉÇnäùiÉ ´ÉÉfø Eò®úhªÉÉ¤ÉÉ¤ÉiÉ.... 
 

ºÉÆnù¦ÉÇ : ÊnùxÉÆÉEò 11 +ÉìMÉº ]õ, 2000 ®úÉäVÉÒ ZÉÉ±Éä±ªÉÉ EòÉªÉÇEòÉ®úÒ ºÉÊ¨ÉiÉÒSªÉÉ ¤Éè`öEòÒiÉÒ±É Ê´É¹ÉªÉºÉÚSÉÒ Gò. 04 ´É 
iªÉÉ´É®ú <ÊiÉ´ÉÞiiÉÉiÉÒ±É ¨ÉÉxªÉiÉÉ 
 

- {ÉÊ®ú{ÉjÉEò - 
 

EòÉªÉÇEòÉ®úÒ ºÉÊ¨ÉiÉÒSÉÒ 37 ´ÉÒ ¤Éè`öEò ÊnùxÉÆÉEò 11 +ÉìMÉº]õ, 2000 ®úÉäVÉÒ ªÉ¶ÉnùÉ ¤ÉÉäbÇ÷¯û¨É ªÉälÉä {ÉÉ®ú {Éb÷±ÉÒ. ºÉnù®ú 
¤Éè`öEòÒ¨ÉvªÉä Ê´ÉiiÉÒªÉ +ÊvÉEòÉ®ú ¨ÉªÉÉÇnäùiÉ ´ÉÉfø Eò®úhªÉÉ¤ÉÉ¤ÉiÉSÉÉ |ÉºiÉÉ´É ¨ÉÉxªÉ Eò®úhªÉÉiÉ +É±ÉÉ +ºÉÖxÉ iªÉÉSÉÉ 
iÉ{ÉÊ¶É±É ªÉÉ ºÉÉä¤ÉiÉ ºÉ½þ{ÉjÉÉiÉ +É{É±ªÉÉ ¨ÉÉÊ½þiÉÒºiÉ´ÉºÉ VÉÉäb÷hªÉÉiÉ +É±ÉÉ +É½äþ. 
 
ºÉnù®ú ¤Énù±É/ºÉÖvÉÉ®úhÉÉ ½äþ ÊnùxÉÉÆEò 11/8/2000 {ÉÉºÉÚxÉ +Æ̈ É±ÉÉiÉ ªÉäiÉÒ±É. 

(ÊEò¶ÉÉä®úÒ MÉpäù) 
ÊxÉ¤ÉÆvÉEò, ªÉ¶ÉnùÉ 

 
|ÉÊiÉ, 
 ºÉ´ÉÇ +ÊvÉEòÉ®úÒ, ªÉ¶ÉnùÉ 
 
{ÉÊiÉÊ±É{ÉÒ- 
1 ±ÉäJÉÉÊvÉEòÉ®úÒ ªÉ¶ÉnùÉ 
2 ÊxÉ´Éb÷ xÉºiÉÒ 
 
|ÉiÉ ¨ÉÉÊ½þiÉÒºÉÉ`öÒ 
1  ¨ÉÉ. ¨É½þÉºÉÆSÉÉ±ÉEò ªÉÉÆSÉä º´ÉÒªÉ ºÉ½þÉªªÉEò, ªÉ¶ÉnùÉ 
2 ¨ÉÉ. ={É¨É½þÉºÉÆSÉÉ±ÉEò-BEò/nùÉäxÉ ªÉÉÆSÉä º´ÉÒªÉ ºÉ½þÉªªÉEò ªÉ¶ÉnùÉ. 
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Gò. +ÉºlÉÉ-12/EòÉ.ºÉ.37/2000/ªÉ¶ÉnùÉ, ÊnùxÉÆÉEò : 23 +ÉìMÉº]õ, 2000 SÉä ºÉ½þ{ÉjÉ 
 

Ê´ÉiiÉÒªÉ +ÊvÉEòÉ®úÉiÉ Eò®úhªÉÉiÉ +É±Éä±ÉÒ ´ÉÉfø 
 

Item of Expenditures  (In Lakhs) Authority 
Capital Non Recurring Recurring 

Executive Committee 15.00  12.00 8.00 
 Director General  06.00  06.00  06.00 
Dy. Director General 03.00 03.00 03.00 
Registrar    1.00 

+ Salary bills independently 
 

(ÊEò¶ÉÉä®úÒ MÉpäù) 
ÊxÉ¤ÉÆvÉEò, ªÉ¶ÉnùÉ 
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Gò. +ÉºlÉÉ-2/ ®úVÉÉ ¨ÉÆVÉÚ®úÒ/2000/ªÉ¶ÉnùÉ 
ÊnùxÉÉÆEò : 12 VÉÚxÉ, 2000 

 
Ê´É¹ÉªÉ : ªÉ¶ÉnùÉiÉÒ±É Eò¨ÉÇSÉÉ−ªÉÉÆSªÉÉ ®úVÉÉ ¨ÉÆVÉÚ®ú Eò®úhªÉÉºÉÉ ö̀Ò ºÉIÉ¨É +ÊvÉEòÉ®úÒ 
 

EòÉªÉÉÇ±ÉªÉÒxÉ +Énäù¶É 
 

ªÉ¶ÉnùÉ¨ÉvÉÒ±É Eò¨ÉÇSÉÉ®úÒ ªÉÉÆSªÉÉ +ÌVÉiÉ iÉºÉäSÉ ´ÉètEòÒªÉ ®úVÉäSÉä º´É¯û{É ´É iªÉÉ ¨ÉÆVÉÚ®ú Eò®úhªÉÉSÉä +ÊvÉEòÉ®ú JÉÉ±ÉÒ 
nù¶ÉÇÊ´É±ªÉÉ|É¨ÉÉhÉä ªÉÉ +Énäù¶ÉÉSªÉÉ ÊnùxÉÉÆEòÉ{ÉÉºÉÚxÉ ±ÉÉMÉÚ Eò®úhªÉÉiÉ ªÉäiÉ +É½äþiÉ. iÉ®úÒ ºÉ´ÉÇ Eò¨ÉÇSÉÉ®úÒ ªÉÉÆxÉÒ ªÉÉSÉÒ 
xÉÉäÆnù PªÉÉ´ÉÒ. 

 
®úVÉäSÉä º´É¯û{É ºÉIÉ¨É +ÊvÉEòÉ®úÒ 

30 Ênù´ÉºÉÉ{ÉäIÉÉ VÉÉºiÉ EòÉ±ÉÉ´ÉvÉÒSÉÒ +ÌVÉiÉ/´ÉètEòÒªÉ ®úVÉÉ ¨ÉÉ. ¨É½þÉºÉÆSÉÉ±ÉEò ªÉ¶ÉnùÉ 
7 iÉä 10 Ênù´ÉºÉÉ{ÉªÉÈiÉ EòÉ±ÉÉ´ÉvÉÒSÉÒ +ÌVÉiÉ/´ÉètEòÒªÉ ®úVÉÉ ={É¨É½þÉºÉÆSÉÉ±ÉEò -BEò, ªÉ¶ÉnùÉ 
6 Ênù́ ÉºÉÉÆ{ÉªÉÇiÉSÉÒ +ÌVÉiÉ/´ÉètEòÒªÉ ®úVÉÉ ´É ®úVÉÉºÉ 
®úÉäJÉÒEò®úhÉÉSÉÒ ºÉ´ÉÇ |ÉEò®úhÉä 

ÊxÉ¤ÉÆvÉEò 

 
ªÉÉ ºÉÆnù¦ÉÉÇiÉ ªÉÉ{ÉÖ´ÉÔ ÊxÉMÉÇÊ¨ÉiÉ Eäò±Éä±Éä +Énäù¶É ®úqù ºÉ¨ÉVÉhªÉÉiÉ ªÉÉ´Éä. 
 

¨ÉÉ. ¨É½þÉºÉÆSÉÉ±ÉEò, ªÉ¶ÉnùÉ 
 

|ÉÊiÉ, 
 ºÉ´ÉÇ Eò¨ÉÇSÉÉ®úÒ, ªÉ¶ÉnùÉ 
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RECRUITMENT RULES 

POLICY AND PLAN IMPLEMENTATION CELL 
Annexure 7 
YASHADA POLICY CIRCULAR 

 

Policy Circular No. PPI-2004/XXXIIIrd BoG/A-12/PC 

Dated September 8, 2004 

Empowered Authority Director General, YASHADA 

Subject  To consider the revised recruitment rules of the 

Academy 

Reference All approved minutes of the Board of Governors 

meeting held on 27.08.2004 

Agenda Item No. BoG:XXXIII : 12 

Minute Nos. 79 to 84. 

Circulated for Information All YASHADA Faculty and Staff  

Effective from August 27, 2004 

 

The Hon. Chief Secretary to the Government of Maharashtra in his position as ex-

officio President of the Board of Governors at the Yashwantrao Chavan Academy of 

Development Administration (YASHADA) is crucially responsible for ensuring review 

of activities and approval by the Board and thereby ensuring the support and 

guidelines of the Government of Maharashtra. 

 

The XXXIIIrd Meeting of the Board of Governors has provided the mandate to the 

Academy once again through unanimity in the decisions undertaken. The Board 

continues to enable growth through system and institutional stabilisation within the 

Academy. 
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Introduction 
The earlier recruitment rules of the Academy were approved by the XVIIIth meeting 

of the Board of Governors held on 9 December 1993. The revised recruitment rules 

of the Academy were presented for approval of the Board of Governors. 

 

The previous functional departments of the Academy included the Rural Systems 

and Administration (RuSA), Public Systems and Administration (PuSA), the Centers 

for Disaster Management, Environment and Development and Audio-Visual 

Production among others. The utilities included the 101-bed capacity hostel prior to 

the construction of the 26-bed capacity jubilee hostel totaling 129-bed capacity 

including VIP and VVIP rooms and the 3-programme stream classrooms and mess 

dining facilities. 

 

Subsequent to the 44th EC held on 17 November 2003 and the 32nd BoG held on 22 

January 2004, the Academy's functional departments now include the State Institute 

of Rural Development (SIRD), the Administrative Training Institute (ATI), the State 

Institute of Urban Development (SIUD). the Institute for Productive and Empowered 

Old Age (IPEOA) and the various Centres such as for Environment and 

Development (CED), Disaster Management (CDM), Information Technology (CIT), 

Research and Documentation (RDC), Media and Resource (YMRD), and Equity and 

Social Justice (CESJ). Various Cells establishment since 2003-2004 include the 

SHG and Micro Finance Cell, the Right to Information Cell, the Special Cell for 

Cooperation and SHG RUDA Cell. Newly emerging Cells and Centers include the 

Watershed Development Center (Proposed), Center for innovation and 

Dissemination and Good Governance, the Centers for Public Health Training and 

Research, Tribal Development Training and Research and Women and Child 

Development Training and Research. 

 

Along with the diversity of academic development since the four main streams of 

training activities during 1986 to 2003, the YASHADA MASTER PLAN has began to 
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document and present the need to understand the potential for growth physical and 

academic for YASHADA in the coming 5/10/15 years. The first phase of the Master 

Plan during 2003-2006 ensures that most infrastructure projects are identified, new 

perspectives developed and core academic and research faculty positioned. 

 

The Master Plan was very clearly identified and designated site-specific building 

projects for the next three years and outlined the general use of each building 

project. The clarity that is provided by the Campus Master Plan is now part of the 

Academy's annual training, research and capital planning processes and allows for 

regular review. Of the sixty-one vacant posts in the regular YASHADA 

establishment, various department and centers along with posts sanctioned under 

assistance of the Government of India since 22 January 2004, fifty posts have been 

filled through deputation/contract and /or regular appointment in the Class I to Class 

IV cadres as on August 2004. From sanctioned personnel strength of 101 and 82 

filled-up posts in September 2003, the Academy has now grown to 143 posts, with 

132 filled-up posts and 11 vacant ones. 

 

Revision of the Recruitment Rules 

 

It was therefore felt necessary to considerably strengthen existing processes, create 

transparent recruitment and promotion procedures, provide clear promotion 

channels, demarcate the ratio of "Direct recruitment" : "Promotion " : "Deputaiton" 

intakes and provide for limited-period contractual appointments wherever 

appropriate individuals are not immediately available. 

 

The Academy also needs to plan towards the personnel requirements for the 

construction projects envisaged under the aegis of the SIRD Master Plan and the 

Campus Master Plan. Specialised personnel would be required for infrastructure 

management and could be recruited against project funds to be received from 

supporting agencies. The Director General, YASHADA is already empowered to 
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appoint personnel against positions as and when required on contract basis or on 

the basis of the existing recruitment rules. 

 

It was therefore felt essential at this crucial period of the Academy's growth to 

effectively position specific recruitment rules for the numerous positions that are 

currently existent in YASHADA. These revised recruitment rules will help the 

Academy provide clearly transparent recruitment procedures, promotion channels, 

re-organisation of inter-and intra-level posts wherever required within various cadres 

such as Academic or Administrative Wings. 

 

The revised recruitment rules have separated the categories of officers and staff into 

four groups, such as : 

 

(A) Officer whose minimum of the pay scale is Rs. 8,000/- 

(B) Officers whose minimum of the pay scale is Rs. 6,500/- and above 

 

 

Minute No. 81 Agenda Item No. BoG:XXXIII:12 

The "seniority list" should be determined with effect of 1st 

January on the first week of January and published on an 

annual basis. 

 

Minute No. 82 Agenda Item No. BoG:XXXIII:12 

An amendment at Point No. 11 of the Revised Recruitment Rules would now read as 
follows: 

"11. SELECTION COMMITTEE 

There shall be a Selection Committee as would be constituted 

by the Director General from time to time to recommend the 

candidates/s suitable for recruitment /promotion. The decision of 

the Director General in this regard shall be final." 
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Minute No. 83 Agenda Item No. BoG: XXXIII:12 

An essential requirement of knowledge of Marathi Language should be included for 
Group B, C and D categories of officers and staff, while the requirement would not be 
compulsory for Group A, i.e. Officers whose minimum of the pay scale is Rs. 8,000/- and 
above. 

 

Minute No. 84 Agenda Item No. BoG : XXXIII: 12 

The Revised Recruitment Rules as at Enclosure II was approved by the Board of 
Governors subject to the amendments suggested in Minutes Nos. XXXIII: 81, 82 and 83. 

 

The Revised Recruitment Rules stand approved with effect from 27 August 2004 

and fully replaces the earlier Recruitment Rules and any other amendments as may 

have been affected from time to time. 

 

The Revised Recruitment Rules are now provided in a complete Handbook of 

Recruitment Rules hereby titled and recognised as "THE YASHADA 

RECRUITMENT (REVISED) RULES 2004"  

 

So ordered, 

 

 

 

(Ratnakar Gaikwad) 

    Director General 
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YASHWANTRAO CHAVAN ACADEMY OF DEVELOPMENT ADMINISTRATION 

THE YASHADA RECRUITMENT (REVISED) RULES 2004 

 
01. These rules shall be called the 'YASHWANTRAO CHAVAN ACADEMY OF DEVELOPMENT 

ADMINISTRATION RULES FOR RECRUITMENT' 

02. These rules shall come into effect from 27 August 2004. 

03. Definition – 

(i) "Government" – Unless otherwise mentioned, it shall be construed as the 

Government of Maharashtra. 

(ii) "YASHADA" – Means the Yashwantrao Chavan Academy of 

Development Administration, Pune – 411 007. 

(iii) "Director General " – Shall mean to refer to the incumbent of the Post of 

Director General. YASHADA. 

 

04. The categories of officers and staff shall be as under – 

 

Group 'A' - All officers whose minimum of the pay scale is 

Rs.8,000/- and above 

Group 'B' - All officers whose minimum of the pay scale is 

Rs.6,500/- and above but not included in the group 'A' 

Group 'C' - All employees whose minimum of the pay scale is Rs. 

3,050/- and above but not included in the group 'A' of 

'B' 

Group 'D' - All employees who are not included in the group 'A' ' B' 

or 'C' 

   

 

05. MANNER OF RECRUITMENT : 

The manner of recruitment shall be through Direct Recruitment, OR Promotion, OR 

Deputation OR Contractual Appointment. 
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The principle for direct recruitment shall be normally, 'Entry at the lowest level' OR 

'Entry at any other level as decided by the management and promotion will be as per 

promotion channel set out for each category in the recruitment rules. 

 

Whenever suitable and /or eligible internal candidates are not available or they are 

not upto the required expectations or due to administrative exigencies, the post/s will 

be filled in by deputation of suitable officers/employees from the Government/other 

State Level Training Institutes recognised by the Government of Maharashtra or 

India as may be decided by the Director General, YASHADA 

 

Promotion cannot be claimed as a matter of right and shall be on the basis of 

seniority-cum-merit. After fulfilling the eligibility norms prescribed for each post, the 

employees shall be deemed to be eligible for promotion. The Promotion shall be 

subject to availability of posts/and suitability of the employee as would be decided by 

the selection committee. 

 

06. AGE 

There shall be no age limit for promotion of YASHADA employees wherever 
promotion post is available as per promotion channel in the recruitment rules. 

 

For direct recruitment unless it is not mentioned for the respective post, the 

age shall be as prescribed by government form time to time. 

 

07. RESERVATION 

Reservation for recruitment /promotion as prescribed by the government from 

time to time shall be adopted. 

 

08. SENIORITY LIST 

The seniority list shall be finally published in the first week of January every 

year with effect of the 1st of January of that year on the basis of the date of 

entry into regular service on continuos basis in YASHADA. This list shall be 
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updated every year and published for receiving objections within a specific 

period of fifteen days and shall become final once such objections are 

received and finally decided. 

 

09. SELECTION CRITERIA 

The selection of candidates, through various sources of recruitment shall be 
finalised by the committee appointed and headed by the Director General,. 
YASHADA 

 

(a) For Director recruitment  

Recruitment shall by selection after open competition. YASHADA employees 

who fulfill the prescribed eligibility criteria shall be eligible to compete. For 

recruitment in Group 'B' 'C' 'D', knowledge of Marathi is essential. 

 

(b) For promotion 

The selection shall be on following basis: 

• Class IV posts  - Seniority-Cum-fitness 

• For Class I, Class II and Class III posts – Seniority-Cum-Merit 

 

10. PROBATION 

The direct recruits shall be on probation for a period of tow years, unless it is 
extended owing to non-passing of a prescribed exam and/or unsatisfactory 
performance being prerequisite for satisfactory completion of probation. 

 

11. SELECTION COMMITTEE 

There shall be a Selection Committee as would be constituted by the Director 
General from time to time to recommend the candidate/s suitable for 
recruitment / promotion. The decision of the Director General in this regard 
shall be final. 

 

12. RECRUITMENT RULES 
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(a) The Recruitment Rules of various posts from Faculty, Administration, 

Accounts and Finance and supporting staff are as per the Annexure 

Pages. 

(b) The recruitment of personnel required for projects undertaken by 

YASHADA, on short term basis, may be made by the Director General 

by appointing suitable candidates on contract, or on deputation of 

personnel in equivalent scale, for a period of one year at a time not 

exceeding the term of project. 

 



PROACTIVE DISCLOSURE UNDER SECTION 4 OF RIGHT TO INFORMATION ACT 2005 
 

 

 
Section 4(1)(b)( v) 

 

Recruitment (Revised) Rules 2004 
Sr. 
No. 

Cadre & Scale Ratio of Recruitment Requirement for 
Direct Recruitment 

Requirement for 
Promotion 

Requirement for 
Deputation 

Remarks 

1 2 3 4 5 6 7 
1 Professor 

(16400-22400) 
1) 30% by Direct 

Recruitment. 
2) 30% by 

Promotion. 
3) 40% by 

Deputation. 
Note 1: In case of non 
availability of eligible 
candidate for 
promotion, the vacant 
post of promotion 
quota may be filled by 
persons on 
deputation. 
Note 2 : The Director 
General may engage 
persons with 
exceptional 
qualification or 
experience on 
contractual basis as 
and when required for 
a period of one year 
against the quota of 
direct recruitment in 
the exigencies of 
services. 

Qualification: Ph.D. in 
the relevant field. 
Experience : Minimum 
10 years experience 
in Research and 
Training in a 
recognized University 
of Institute. 
Other Requirement: 
published books / 
papers on original 
work in relevant field. 
Age : 50 years. Age 
limit may be relaxed 
by the Director 
General in case on 
deserving candidates 

By promotion 
amongst Associate 
Professor, who is – 
Having Ph.D. with 
continuous and 
regular service as an 
Associate Professor in 
YASHADA for 7 
years. 

By deputation of 
Professor from 
recognized 
University / Training 
Institute having 
qualification 
prescribed for direct 
recruitment. 
OR 
By deputation of 
suitable officer from 
All India Services, 
with at least 10 years 
experience. 
OR 
By deputation of a 
suitable officer in the 
equivalent scale from 
state govt. 
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Recruitment (Revised) Rules 2004 
Sr. 
No. 

Cadre & Scale Ratio of Recruitment Requirement for 
Direct Recruitment 

Requirement for 
Promotion 

Requirement for 
Deputation 

Remarks 

1 2 3 4 5 6 7 
2 Associate 

Professor 
(12000-18300) 

1) 30% by Direct 
Recruitment. 

2) 30% by 
Promotion. 

3) 40% by 
Deputation. 

Note 1: In case of non 
availability of eligible 
candidate for 
promotion, the vacant 
post of promotion 
quota may be filled by 
persons on 
deputation. 
Note 2 : The Director 
General may engage 
persons with 
exceptional 
qualification or 
experience on 
contractual basis as 
and when required for 
a period of one year 
against the quota of 
direct recruitment in 
the exigencies of 
services. 

Qualification: Ph.D. in 
M.Phil in the relevant 
field plus NET / SET. 
Relaxable in case the 
candidate is post 
graduate from IIMs.  
Experience : Minimum 
7 years experience in 
Research and 
Training in a 
recognized University 
or state level of 
institute. 
Other Requirement: 
Publication on original 
work in relevant field. 
Age : 45 years. Age 
limit may be relaxed 
by the Director 
General in case on 
deserving candidates 

By promotion 
amongst Associate 
Professor, who is – 
Having Ph.D. with 
continuous and 
regular service as an 
Assistant Professor in 
YASHADA for 7 
years. Provided 
further that Assistant 
Professor with 
excellent service 
record may be 
considered for 
promotion as 
Associate Professor 
after completion of 12 
years of service. 

By deputation of an 
Associate Professor 
from recognized 
University / Training 
Institute having 
qualification 
prescribed for direct 
recruitment. 
OR 
By deputation of 
suitable officer of the 
state / central govt. in 
the equivalent scale. 
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Recruitment (Revised) Rules 2004 
Sr. 
No. 

Cadre & Scale Ratio of Recruitment Requirement for 
Direct Recruitment 

Requirement for 
Promotion 

Requirement for 
Deputation 

Remarks 

1 2 3 4 5 6 7 
3 Assistant 

Professor 
(8000-13500) 

1) 50% by Direct 
Recruitment. 

2) 50% by 
Promotion. 

Note 1: In case of non 
availability of eligible 
candidate for 
promotion, the vacant 
post of promotion 
quota may be filled by 
persons on 
deputation. 
Note 2 : The Director 
General may engage 
persons with 
exceptional 
qualification or 
experience on 
contractual basis as 
and when required for 
a period of one year 
against the quota of 
direct recruitment in 
the exigencies of 
services. 

Masters degree with 
at least second class 
in the relevant / 
related discipline plus 
NET / SET. 
Candidates having 
Ph.D/M Phil or 
equivalent 
qualification will be 
preferred. 
Age : 40 years. Age 
limit may be relaxed 
by the Director 
General in case on 
deserving candidates 
Experience : At last 6 
years experience in 
Research and 
Training in relevant / 
related discipline, 
preferably in a 
recognized training 
institute. 

By promotion 
amongst Research 
Officer, who is – 
Having Masters 
degree with at least 
second class with 
continuous and 
regular service as an 
Research Officer in 
YASHADA for 7 
years.  

By deputation of a 
suitable officer in the 
equivalent scale from 
the Central / State 
government 
OR 
By deputation of a 
suitable faculty 
member from 
recognized 
University / Training 
Institute. 
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Recruitment (Revised) Rules 2004 
Sr. 
No. 

Cadre & Scale Ratio of Recruitment Requirement for Direct 
Recruitment 

Requirement for 
Promotion 

Requirement for 
Deputation 

Remarks 

1 2 3 4 5 6 7 
4 Research 

Officer 
(6500-10500) 

1) 50% by Direct 
Recruitment. 

2) 50% by 
Promotion. 

Note 1: In case of non 
availability of eligible 
candidate for 
promotion, the vacant 
post of promotion 
quota may be filled by 
persons on 
deputation. 
Note 2 : The Director 
General may engage 
persons with 
exceptional 
qualification or 
experience on 
contractual basis as 
and when required for 
a period of one year 
against the quota of 
direct recruitment in 
the exigencies of 
services. 

Qualification : Masters degree 
in Economics, Statistics, 
Political, Science, Public 
Administration, Social 
Science or relevant field with 
at least High Second Class. 
Experience : At last 5 years 
Research experience, 
preferably in a training 
institute. Knowledge of 
computers is essential. 
Other Requirement: 
Preference will be given to 
candidates who have 
presented / published 
research papers / documents 
in the related field in reputed 
journals or acknowledged 
research for a. 
 
Age : 35 years. Age limit may 
be relaxed by the Director 
General in case on deserving 
candidates 
 

By promotion 
amongst 
Research 
Assistant in 
YASHADA having 
an experience of 
at last for 7 years 
as Research 
Assistant.  

By deputation of 
a suitable officer 
in the equivalent 
scale from the 
Central / State 
Government 
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 Recruitment (Revised) Rules 2004 
Sr. 
No. 

Cadre & Scale Ratio of Recruitment Requirement for Direct 
Recruitment 

Requirement for 
Promotion 

Requirement for 
Deputation 

Remarks 

1 2 3 4 5 6 7 
5 Research 

Assistant 
(5000-8000) 

1) 50% by Direct 
Recruitment. 

2) 50% by 
Promotion. 

Note 1: In case of non 
availability of eligible 
candidate for 
promotion, the vacant 
post of promotion 
quota may be filled by 
persons on 
deputation. 
Note 2 : The Director 
General may engage 
persons with 
exceptional 
qualification or 
experience on 
contractual basis as 
and when required for 
a period of one year 
against the quota of 
direct recruitment in 
the exigencies of 
services. 

Qualification : Master degree 
in Economics, Statistics, 
Political, Science, Public 
Administration, Social 
Science or relevant field with 
at least Second Class. 
Experience : At least 3 years 
experience, preferably in a 
renowned institute/ NGO 
preferably in a training 
institute. Knowledge of 
computer operation is 
essential. 
Other Requirement: 
Preference will be given to 
candidates who have 
presented / published 
research papers / documents 
in the related field in reputed 
journals or acknowledged 
research fora. 
 
Age : Not more than 30 
years.  
 

By promotion 
from amongst 
suitable Course 
Associate having 
at least three 
years as Course 
Associate. 
Further, there 
shall be higher 
qualifying exam. 
As would be 
prescribed by 
the Director 
General from 
time to time..  

 The 
requirement 
to pass 
qualifying 
exam. Will 
be waived in 
favour of 
those who 
cross the 
age of 45 
years. 
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Recruitment (Revised) Rules 2004 
Sr. 
No. 

Cadre & Scale Ratio of Recruitment Requirement for 
Direct Recruitment 

Requirement for 
Promotion 

Requirement for 
Deputation 

Remarks 

1 2 3 4 5 6 7 
6 Course 

Associates 
(4000-6000) 

100% by promotion Not applicable By promotion from 
existing suitable 
Course Assistants 
having at least three 
years experience as 
Course Assistant who 
have passed a Lower 
Qualifying 
Examination as would 
be prescribed by 
Director General from 
time to time. 
Knowledge of 
computer operation is 
essential.  

Not applicable The 
requirement to 
pass 
qualifying 
exam. Will be 
waived in 
favour of 
those who 
cross the age 
of 45 years. 
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Recruitment (Revised) Rules 2004 
Sr. 
No. 

Cadre & 
Scale 

Ratio of Recruitment Requirement for Direct 
Recruitment 

Requirement for 
Promotion 

Requirement for 
Deputation 

Remarks 

1 2 3 4 5 6 7 
7 Course 

Assistant 
(3050-4590) 

1. 80% by direct 
recruitment. 

2. 20% by promotion 
amongst class IV 
suitable 
employees of 
YASHADA. 

Note 1: Director 
General  at his 
discretion may fill up 
post/s on deputation 
from the incumbent of 
equivalent pay scale 
and who fulfils the 
requirement for direct 
recruitment. 

Qualification : Graduate 
in Economics / 
Statistics / Political  
Science /  Public 
Administration, Social 
Science with minimum 
Second Class from a 
recognised University. 
Provided in case of 
YASHADA employee, 
graduation in any 
discipline.  
 
Experience : At least 
two years experience in 
a recognised institute.  
 
Other Requirement: 
Knowledge of 
Computer is essential.  
 
Age : Not more than 30 
years. Relaxable as per 
govt. orders from time 
to time in this regard. 
 

In case of a eligible 
candidates from class 
IV the age limit 
mentioned in column 
4 may be relaxed by 5 
yeas. 
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Recruitment (Revised) Rules 2004 

Sr. 
No. 

Cadre & Scale Ratio of Recruitment Requirement for 
Direct Recruitment 

Requirement for 
Promotion 

Requirement 
for Deputation 

Remarks 

1 2 3 4 5 6 7 
2 Programmer – 

Research 
Officer 
(Computers) 
(6500-10500) 

100% by promotion Not applicable By promotion of a 
suitable Course 
Associate (Computer) 
with not less than 5 
years experience in 
that grade in 
YASHADA. 

Not applicable Redesignated 
and upgraded 
as per decision 
of the BoG 
held on 
22/1/2004. 
(Vide 
Supplementary 
Agenda Item 
no. BoG XXXII: 
19 (6) – (A) 
and Minute No. 
92) 

 

Section 4(1)(b)(v) 



PROACTIVE DISCLOSURE UNDER SECTION 4 OF RIGHT TO INFORMATION ACT 2005 
 

 

 
Section 4(1)(b)( v) 

 

Recruitment (Revised) Rules 2004 
Sr. 
No. 

Cadre & Scale Ratio of Recruitment Requirement for 
Direct Recruitment 

Requirement for 
Promotion 

Requirement 
for Deputation 

Remarks 

1 2 3 4 5 6 7 
1 Course 

Associate 
(Computer) 
(4000-6000) 

100% by direct 
recruitment 

Qualification : 
Graduate in any 
faculty with diploma in 
computer 
management from 
recognised university / 
institute OR Bachelor 
of Computer Science 
(BCS) degree 
management from 
recognised university. 
 
Experience : At least 
3 years relevant 
experience. 
Other requirement : 
Candidates with 
experience in 
Teaching / Training 
institute would be 
preferred. 

Not applicable Not applicable Redesignated 
and upgraded 
as per decision 
of the BoG 
held on 
22/1/2004. 
(Vide 
Supplementary 
Agenda Item 
no. BoG XXXII: 
19 (6) – (A) 
and Minute No. 
92) 
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Recruitment (Revised) Rules 2004 

Sr. 
No. 

Cadre & Scale Ratio of Recruitment Requirement for 
Direct Recruitment 

Requirement for 
Promotion 

Requirement 
for Deputation 

Remarks 

1 2 3 4 5 6 7 
7 Registrar 

(10650-15850) 
This post shall be 
filled by deputation 
from an officer not 
less than Selection 
Grade Deputy 
Collector OR 
equivalent officer from 
MDS Cadre of GoM. 

Not applicable Not applicable Applicable as 
mentioned in 
Ratio of 
Recruitment. 

 

 
 
 

Recruitment (Revised) Rules 2004 
Sr. 
No. 

Cadre & Scale Ratio of Recruitment Requirement for 
Direct Recruitment 

Requirement for 
Promotion 

Requirement 
for Deputation 

Remarks 

1 2 3 4 5 6 7 
6 Accounts 

Officer 
(8000-13500) 

This post shall be 
filled by deputation 
from an incumbent 
having equivalent pay 
scale with minimum 3 
years experience in 
that scale from 
Accounts and 
Treasuries Dept. of 
GoM. 

Not applicable Not applicable Applicable as 
mentioned in 
Ratio of 
Recruitment. 
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Recruitment (Revised) Rules 2004 
Sr. 
No. 

Cadre & 
Scale 

Ratio of 
Recruitment 

Requirement for 
Direct 
Recruitment 

Requirement for 
Promotion 

Requirement 
for Deputation 

Remarks 

1 2 3 4 5 6 7 
5 Assistant 

Registrar 
(6500-
10500) 

100% by 
promotion 

Not applicable By promotion of 
a suitable and 
eligible 
candidate from 
amongst the 
Assistants with 
not less than 3 
years 
experience in 
that grade. 

Not applicable Vide BoG resolution BoG : XXIV 
dated 22/5/98. The post of 
Programme Officer is abolished and 
incumbent working on this post is 
redesignated as ‘Training Manager’. 
Since this action caused delinkage 
to the further promotion of a 
Assistant it is proposed that the post 
of Manager, Marketing / Hostel 
Manager / Programme Officer / 
Campus Manager (proposed to be 
created) (which is equivalent in pay 
to the post of Programme Officer) 
may redesignate as ‘Assistant 
Registrar’ / Hostel Manager / 
Training Manager / Campus 
Manager (proposed to be created) 
respectively along with incumbent 
presently working on it. This will 
provide further promotional Linkage 
/ Channel in Administrative wing. 
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Recruitment (Revised) Rules 2004 

Sr. 
No. 

Cadre & Scale Ratio of 
Recruitment 

Requirement for 
Direct Recruitment 

Requirement for 
Promotion 

Requirement for 
Deputation 

Remarks 

1 2 3 4 5 6 7 
4 Head Accountant 

/ Assistant 
Accounts Officer 
(5500-9000) 

100% by 
promotion 
Note : In case of 
non availability of 
eligible candidate 
for promotion, the 
vacant post may 
be filled by 
deputation from 
Maharashtra 
Finance and 
Accounts Services 
Class III employee.

Not applicable By promotion of 
the Assistant with 
3 years 
experience. 

Applicable as 
mentioned in Ratio 
of Recruitment 
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Recruitment (Revised) Rules 2004 
Sr. 
No. 

Cadre & Scale Ratio of 
Recruitment 

Requirement for 
Direct Recruitment 

Requirement for 
Promotion 

Requirement for 
Deputation 

Remarks 

1 2 3 4 5 6 7 
3 Assistant  

(5000-8000) 
100% by 
promotion. 

Not applicable By promotion from 
amongst Senior 
Clerks who have 
acquired 3 years 
experience in that 
grade. Further, 
there shall be 
higher qualifying 
exam, as would be 
prescribed by the 
Director General, 
from time to time.  

Not Applicable  Employees those 
who are – 
i) Employed in 
YASHADA before 
1/1/93 and 
ii) Passed lower 
qualifying exam. 
And 
iii) Working in the 
cadre of Senior 
Clerk for not less 
than 7 years will be 
exempted from 
higher qualifying 
exam. 
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Recruitment (Revised) Rules 2004 
Sr. 
No. 

Cadre & Scale Ratio of 
Recruitment 

Requirement for 
Direct Recruitment 

Requirement for 
Promotion 

Requirement for 
Deputation 

Remarks 

1 2 3 4 5 6 7 
2 Senior Clerk 

(4000-6000) 
100% by 
promotion. 

Not applicable By promotion of a 
suitable Clerk-
Cum-Typist with 3 
years experience 
in YASHADA. 
Further, there shall 
be lower qualifying 
exam, as would be 
prescribed by the 
Director General, 
from time to time.  

--- The requirement to 
pass qualifying 
exam. Will be 
waived in favour of 
those who cross 
the age of 45 
years. 
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Recruitment (Revised) Rules 2004 
Sr. 
No. 

Cadre & Scale Ratio of 
Recruitment 

Requirement for Direct 
Recruitment 

Requirement 
for Promotion 

Requirement for 
Deputation 

Remarks 

1 2 3 4 5 6 7 
1 Clerk-cum-Typist / 

Computer 
Operator 
(3050-4590) 

1. 80% by direct 
recruitment. 
2. 20% by 
promotion from 
amongst class IV 
graduate 
employees of 
YASHADA 

Qualification : Graduate in any 
faculty7. 
Experience : 2 years 
experience in Accounts or 
Administrative work. 
Other Requirements : 
Candidates must have a typing 
speed of 40 w.p.m. (English) 
and 30 w.p.m. (Marathi). 
Knowledge of Computer 
Operation is essential. 
Age : Not more than 30 years. 
Relaxable as per Govt. orders 
from time to time in this regard. 

As mentioned 
in Column No. 
3 

---  
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Recruitment (Revised) Rules 2004 
Sr. 
No. 

Cadre & Scale Ratio of 
Recruitment 

Requirement for 
Direct Recruitment 

Requirement for 
Promotion 

Requirement for 
Deputation 

Remarks 

1 2 3 4 5 6 7 
3 Senior 

Librarian 
(6500-10500) 

100% by 
promotion 

Not applicable By promotion of the 
Librarian with not less 
than 3 years 
experience in that 
grade of Librarian in 
YASHADA. However of 
the Librarian must 
acquire M. Lib. Degree 
in order to be eligible 
for promotion 

Not applicable To provide further 
promotion channel 
for librarian. It is 
proposed that this 
post may filled in 
by promotion only. 

 
 

Recruitment (Revised) Rules 2004 
Sr. 
No. 

Cadre & Scale Ratio of 
Recruitment 

Requirement for 
Direct Recruitment 

Requirement for 
Promotion 

Requirement for 
Deputation 

Remarks 

1 2 3 4 5 6 7 
2 Librarian 

(6500-10500) 
100% by 
promotion 

Not applicable By promotion of 
the Assistant 
Librarian with not 
less than 3 years 
experience in that 
grade in 
YASHADA.  

Not applicable  
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Recruitment (Revised) Rules 2004 
Sr. 
No. 

Cadre & Scale Ratio of 
Recruitment 

Requirement for Direct Recruitment Requirement for 
Promotion 

Requirement 
for Deputation 

Remarks 

1 2 3 4 5 6 7 
1 Assistant 

Librarian 
(5000-8000) 

100% by Direct 
Recruitment 

Qualification : Graduate in any 
discipline with Bachelor’s degree in 
Library Science. 
 
Experience : At least 5 years 
experience in a library of a University / 
College / Training Institute. 
 
Other Requirements : Knowledge of 
Computers will be an added 
advantages. 

Not applicable Not applicable  
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Recruitment (Revised) Rules 2004 
Sr. 
No. 

Cadre and Scale Ration of 
Recruitment 

Requirement for Direct 
Recruitment 

Requirement for 
Promotion 

Requirement for 
Deputation 

Remarks 

1 2 3 4 5 6 7 
1 Hostel Manager 

(6500-10500) 
100% by direct 
recruitment 

Qualification – Degree 
in any faculty with 
Diploma in catering. 
House keeping and /or 
Hotel Management 
from recognised 
institute. 
Experience – At least 5 
years relevant 
experience in a reputed 
organisation. 
Other requirement – 
Candidates having 
experience in training 
institute will be 
preferred. 

Not applicable Not applicable  This post is 
taken in A.R. 
Cadre 
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Recruitment (Revised) Rules 2004 
 
Sr. 
No. 

Cadre and Scale Ration of Recruitment Requirement for 
Direct 
Recruitment 

Requirement for 
Promotion 

Requirement for 
Deputation 

Remarks 

1 2 3 4 5 6 7 
3 Stenographer 

(Selection Grade) 
(7450-11500) 

100% by promotion Not applicable By promotion of a 
suitable Stenographer 
(Higher Grade) who 
has not less than 3 
years continuous 
service in that grade 
in YASHADA 

Not applicable  

 
  
 
 

Recruitment (Revised) Rules 2004 
 
Sr. 
No. 

Cadre and Scale Ration of 
Recruitment 

Requirement for 
Direct Recruitment 

Requirement for Promotion Requirement 
for Deputation 

Remarks 

1 2 3 4 5 6 7 
2 Stenographer  

(Higher Grade) 
(6500-10500) 

100% by promotion Not applicable By promotion of a suitable 
Stenographer (Lower 
Grade) with 3 years 
experience in that grade in 
YASHADA, subject to 
having acquired speed of 
120 w.p.m. in English and 
Marathi Shorthand. 

Not applicable  
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Recruitment (Revised) Rules 2004 
 
Sr. 
No. 

Cadre and Scale Ration of 
Recruitment 

Requirement for Direct Recruitment Requirement for 
Promotion 

Requirement for 
Deputation 

Remarks 

1 2 3 4 5 6 7 
1 Stenographer 

(Lower  Grade) 
(5500-9000) 

100% by direct 
recruitment  

Qualification – Graduation with 
shorthand speed of 100 w.p.m. and 
typing speed of 40 w.p.m. both in 
English and Marathi. 
Experience – 3 years in reputed 
organisation. 
Other Requirements – Must be fully 
conversant with MS Office and 
having other knowledge of computer. 

Not applicable Not applicable  
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Recruitment (Revised) Rules 2004 
 
Sr. 
No. 

Cadre and 
Scale 

Ration of Recruitment Requirement for 
Direct Recruitment 

Requirement for 
Promotion 

Requirement for 
Deputation 

Remarks 

1 2 3 4 5 6 7 
1 Assistant 

Publication 
Officer 
(5500-9000 

100% by direct recruitment .  
Note : Director General, if 
required in exigencies of 
services, may fill up the post of 
deputation from the incumbent 
of equivalent pay scale and who 
fulfils the requirements for direct 
recruitment. 

Qualification – 
1) Graduate in any 
discipline with post 
graduate qualification 
in journalism and 
mass communication.  
2) Computer 
proficiency especially 
in DTP. 
Experience – At least 
3 years experience in 
editing, formatting, 
law-out of various 
publications both in 
Marathi and English. 

Not applicable By deputation 
of a suitable 
candidate from 
state/central 
Govt. in 
publicity 
dept./dept. of 
industries. 
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Recruitment (Revised) Rules 2004 

Sr. 
No. 

Cadre and 
Scale 

Ration of Recruitment Requirement for Direct 
Recruitment 

Requirement for 
Promotion 

Requirement 
for Deputation 

Remarks 

1 2 3 4 5 6 7 
1 Audio Visual 

Officer  
(5500-9000) 

1) 50% by direct 
recruitment. 

2) 50% by promotion. 

Qualification – Graduate in any 
faculty with recognised 
Certificate course in 
Videography/Photography.  
Experience – At least 5 years 
relevant experience in trade. 
Other Requirements – Should 
be capable of Film Shooting, 
Covering Projects /Even and 
editing the 
films/documentaries as 
evidenced by proof of actual 
performance. 

3 years 
experience as a 
Audio  

Not applicable Redesignation 
of post of 
proposed. 

 
Recruitment (Revised) Rules 2004 
Sr. 
No. 

Cadre and 
Scale 

Ration of 
Recruitment 

Requirement for Direct Recruitment Requirement 
for Promotion 

Requirement 
for Deputation 

Remarks 

1 2 3 4 5 6 7 
1 Audio Visual 

Assistant 
(4000-6000) 

100% by direct 
recruitment  

Qualification – S.S.C. with Certificate 
course in Cinema 
Operation/Projectionist.  
Experience –  2 years  experience in 
operation and maintenance of Audio 
Visual equipments. 
Other Requirements – Candidates 
with experience in 
Photography/Video Shooting will be 
preferred. 

Not applicable Not applicable Redesignati
on of post of 
proposed. 
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Recruitment (Revised) Rules 2004 
 
Sr. 
No. 

Cadre and 
Scale 

Ration of Recruitment Requirement for Direct 
Recruitment 

Requirement for 
Promotion 

Requirement for 
Deputation 

Remarks 

1 2 3 4 5 6 7 
1 Telephone 

Operator 
(3050-4590) 

100 % by direct 
recruitment  

Qualification – Graduate with 
Certificate course of 
Telephone Operator and 
Receptionist. 
Experience –  2 years  
experience in a reputed 
organisation. 
Other Requirements – 
Knowledge of operating 
EPABX/Fax machine and 
various telephone systems is 
a must. 

Not applicable Not applicable  
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Recruitment (Revised) Rules 2004 
 
Sr. 
No. 

Cadre and 
Scale 

Ration of Recruitment Requirement for Direct 
Recruitment 

Requirement for 
Promotion 

Requirement for 
Deputation 

Remarks 

1 2 3 4 5 6 7 
2 Estate 

Manager 
(8000-13500) 

This post can be filled in by 
direct recruitment OR by 
deputation OR by contract as 
and when suitably decided by 
Director General 

Qualification – Diploma 
Or Bachelors degree in 
Civil Engineering from 
the recognised 
university. 
Experience –  Not less 
than 5 years experience 
of execution of large 
construction works, 
projects and 
maintenance of civil work 
in reputed organisation. 

Not applicable  By deputation of 
an officer in the 
cadre of Deputy 
Engineer of PWD. 
GoM. 
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Recruitment (Revised) Rules 2004 
 
Sr. 
No. 

Cadre and 
Scale 

Ration of Recruitment Requirement for Direct 
Recruitment 

Requirement for 
Promotion 

Requirement for 
Deputation 

Remarks 

1 2 3 4 5 6 7 
2 Junior 

Engineer 
(Electrical) 
(6500-10500) 

This post can be filled by direct 
recruitment OR by deputation 
as and when suitably decided 
by Director General. 

Qualification – 
Diploma in Electrical 
Engineering from the 
recognised university. 
Experience –  3 years  
experience of 
electrical installation 
and maintenance in 
reputed oragnisation. 

Not applicable  By deputation 
from officer in 
the cadre of 
Junior Engineer 
(Electrical)/ 
Assistant 
Engineer of 
PWD. GoM. 
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Recruitment (Revised) Rules 2004 
 
Sr. 
No. 

Cadre and 
Scale 

Ration of Recruitment Requirement for Direct 
Recruitment 

Requirement for 
Promotion 

Requirement for 
Deputation 

Remarks 

1 2 3 4 5 6 7 
1 Plumber 

(3050-4590) 
100 % by direct recruitment Qualification - S.S.C. with 

I.T.I. course in Plumbing.  
Experience – At least  2 
years  experience in 
trade. 
Other Requirements – 
Preference will be given 
to candidates with higher 
technical qualification 

Not applicable  Not applicable  

 
 

Recruitment (Revised) Rules 2004 
 
Sr. 
No. 

Cadre and 
Scale 

Ration of 
Recruitment 

Requirement for Direct 
Recruitment 

Requirement for 
Promotion 

Requirement for 
Deputation 

Remarks 

1 2 3 4 5 6 7 
1 Wireman 

(3050-4590) 
100 % by direct 
recruitment 

100 Qualification – 1) I.T.I. 
Certificate a Holder. 2)P.W.D. 
License Holder. 
Experience – At least three 
years experience as Wireman in 
Reputed Company, 
Government/Semi Governments 
Offices preferable where 
Hostel/Residential 
accommodation facility is 
available. 

Not applicable  Not applicable  
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 Recruitment (Revised) Rules 2004 
 
Sr. 
No. 

Cadre and 
Scale 

Ration of Recruitment Requirement for Direct 
Recruitment 

Requirement for 
Promotion 

Requirement for 
Deputation 

Remarks 

1 2 3 4 5 6 7 
2 Driver  

(3050-4590) 
100 % by direct 
recruitment  
Note : Director General, if 
required in exigencies of 
services, may fill up the 
post on deputation or on 
contract. 

a) Must possess a valid 
license of Transport 
Vehicle (heavy) under 
Motor Vehicle Act 1988. 

b) Must have passed at 
least VIII std. and must 
be knowing Marathi and 
Hindi languages. 

c) Must have a good 
physique and knowledge 
of geographical 
territories. 

d) Must have at least 5 
years experiences in 
driving a Transport 
Vehicle (heavy)  

Must have good knowledge 
to attend to minor repairs. 
e) Person having Public 
Service Vehicle 
Authorisation (PSVA) badge 
will be preferred. 

 Not applicable  
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Recruitment (Revised) Rules 2004 
 
Sr. 
No. 

Cadre and 
Scale 

Ration of 
Recruitment 

Requirement for Direct Recruitment Requirement 
for Promotion 

Requirement 
for Deputation 

Remarks 

1 2 3 4 5 6 7 
1 Driver-Cum-

Cleaner 
(2550-3200) 

100% by direct 
recruitment. 

Qualification – Must have passed at 
least VIII standard (However, these 
qualifications shall not apply to 
those already in the employ of 
YASHADA and such employees 
shall not be held ineligible for 
promotion on this account). and 
must have basis knowledge of 
Marathi,  
Must posses valid licence for driving 
Light Motor Vehicles and Auto 
rickshaw. 
Experience – Must have at least 3 
years experience in driving light 
motor vehicles and auto rickshaw. 
Other Requirements – 
Must have good physical health and 
clean habits. Must have knowledge 
of traffic rules and regulations. Must 
have some knowledge of 
geographical territories in 
Maharashtra. Must have a fair 
amount of technical knowledge 
about vehicle maintenance. 

  It is proposed to 
upgrade this 
post to the post 
of Driver (Pay 
Scale 3050-
4590) along 
with the 
incumbent 
presently 
working on it 
after he is found 
eligible. If he is 
not found 
eligible, the 
incumbent will 
continue in the 
same post till 
retirement and 
the upgradation 
will be effected 
thereafter. 
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Recruitment (Revised) Rules 2004 
 
Sr. 
No. 

Cadre and 
Scale 

Ration of 
Recruitment 

Requirement for Direct 
Recruitment 

Requirement for 
Promotion 

Requirement for 
Deputation 

Remarks 

1 2 3 4 5 6 7 
2 Naik  

(2610-4000) 
100% by promotion Not applicable By promotion of the 

Senior most General 
Attendant who has 
passed VIII std. and who 
has not less than 5 years 
experience in that grade.  

Not applicable  

 
  
 

Recruitment (Revised) Rules 2004 
 
Sr. 
No. 

Cadre and 
Scale 

Ration of 
Recruitment 

Requirement for Direct 
Recruitment 

Requirement for Promotion Requirement 
for Deputation 

Remarks 

1 2 3 4 5 6 7 
2 Operator 

(Fast Copier 
Machine) 
(2610-4000) 

100% by 
promotion 

Not applicable 1) By promotion of the 
Senior most General 
Attendant who has passed 
VIII std. and who has not 
less than 5 years experience 
in that grade.  
2) Xerox machine operating 
experience is essential. 

Not applicable Since 
Cyclostyling 
machines are 
no more in 
existence. it is 
proposed to 
redesignate 
these posts. 
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Recruitment (Revised) Rules 2004 
 
Sr. 
No. 

Cadre and 
Scale 

Ration of 
Recruitment 

Requirement for Direct Recruitment Requirement for 
Promotion 

Requirement for 
Deputation 

Remarks 

1 2 3 4 5 6 7 
1 General 

Attendant 
(2550-3200) 

100% by direct 
recruitment  

Qualification – Must have passed 
VIII std. and must be able to 
converse to Marathi.  
Experience – At least 1 year 
experience in office /small 
organisation. 
Other Requirements – Knowledge of 
Xerox operating and fast copier 
machine would be an added 
advantage. 

Not applicable  Not applicable  
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YASHADA Policy Circulars 2003-2004, Yashwantrao Chavan Academy Of Development 
Administration. 
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YASHWANTRAO CHAVAN ACADEMY OF DEVELOPMENT ADMINISTRATION 
 

Index of Policy Circulars 
 
Sr. 
No. 

Date of Issue Details of Policy Circular Policy Circular Number Page 
Number 

1 18 Oct. 2003 Work Norms and 
performance Rating System 
for YASHADA faculty 

PC/2003-04/W-FAC/001 1 

2 17 Nov. 2003 Guidelines for the signing of 
a Memorandum of 
Understanding (MOU) 

PC/2003-04/MOU/001 8 

3 18 Nov. 2003 Revised Policy Circular for 
DA 

DG/Accts/TA-DA 11 

4 24 Nov. 2003 Setting of an Internal 
Purchase Committee 

PC/2003-04/PUR/001 12 

5 24 Nov. 2003 Setting of YASHADA R & D 
Cell and First Meeting of R & 
D Cell 

PC/2003-04/RDC/001 17 

6 29 Nov. 2003 Reallocation of 
responsibilities in 
YASHADA 

PC/2003-04/REA/001 22 

7 07 Jan. 2004 Provision of commuted leave 
for faculty and staff of 
YASHADA for attending 
Vipassana Course 

PC/2003-
04/V.L./STAFFC/01 

25 

8 23 Jan. 2004 Purchase and Expenditure 
Committee 

Admin/Pur/2003-04/002 26 

9 05 Feb. 2004 Prescribing Recruitment 
Rules for various posts 
sanctioned for Centre for 
Equity and Social Justice. 

BoG-2004/RR/CESJ/01 28 

10 10 Feb. 2004 Role of R & D Centre in the 
Training and Research at 
YASHADA 

DG/R&D/Tr. 31 

11 11 Feb. 2004 Approval for renaming of 
various Centres at 
YASHADA 

XXXIInd 
BoG/2004/P&P/Action/ 
01 

33 

12 16 Feb. 2004 To approve proposal to 
recognise the YASHADA 
Library as a Repository 

XXXIInd 
BoG/2004/P&P/Action/ 
PC/04 

38 
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Sr. 
No. 

Date of Issue Details of Policy Circular Policy Circular Number Page 
Number 

Library for the Government 
of Maharashtra 

13 16 Feb. 2004 To establish an Institute for 
Productive and Empowered 
Old Age (IPEOA) at 
YASHADA 

XXXIInd 
BoG/2004/P&P/Action/ 
PC/03 

41 

14 01 Mar. 2004 Regarding establishment of 
YASHADA Policy and Plan 
Implementation Cell 

XXXIInd 
BoG/2004/P&P/Action/ 
PC/28 

48 

15 08 Mar. 2004 To approve the list of 
proposed training 
programmes for the year 
2004-05. 

XXXIInd 
BoG/2004/P&P/Action/ 
Memo/05 

53 

16 19 Mar. 2004 Regarding Review Meetings 
being called by the Office of 
the Director General, 
YASHADA 

XXXIInd 
BoG/2004/P&P/Action/ 
PC/29 

54 

17 29 Mar. 2004 Establishment of the 
YASHaDA Media and 
Resource Centre 

PC/2003-04/YMIRC/001 56 

18 01 Apr. 2004 Principle for allocation of 
expenditure for YASHADA's 
financial transactions. 

FA-Allocation of 
expenditure/2004 

63 

19 02 Apr. 2004 Establishment of the "Special 
Cell for Co-operation" 

DGO/Co.op. Cell/2004 67 

20 05 Apr. 2004 Establishing Tri-letter system 
for internal and outside 
communication of the 
Academy. 

ISO/PC/2004-05/001 68 

21 06 Apr. 2004 Customer Grievances 
Redresal System for 
YASHADA 

ISO/PC/2004-05/002 70 

22 13 Apr. 2004 Objectives and functions of 
the Special Cell for Co-
operation. 

DGO/COP/2004 72 
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YASHWANTRAO CHAVAN ACADEMY OF DEVELOPMENT ADMINISTRATION 
 

INDEX OF POLICY CIRCULARS (REVISED UPTO AUGUST 2004) 
 

PART TWO 
 
Sr. 
No. 

Date of Issue Details of Policy Circular Policy Circular Number Page 
Number 

1 12 Feb. 2004 To establish a Centre for Equity 
and Social Justice (CESJ) at 
YASHADA 

XXXIInd 
BoG/2004/P&P/Action/P

C/02 

1 

2 29 Mar. 2004 Establishment of the 
YASHADA Media and 
Resource Centre 

PC/2003-04/YMRC/ 001 4 

3 10 Jun. 2004 Establishment of the 'Self Help 
Group and Micro Finance Cell' 

PC/2003-04/10A/004 7 

4 10 Jun. 2004 Establishment of the 'Institute 
for Productive and Empowered 
Ageing' 

PC/2003-04/10A/004 16 

5 30 Jun. 2004 Purchase and Expenditure 
Committee 

Admin/Pur/2003-04/002 22 

6 05 Jul. 2004 Approval of Traveling 
Expenses for Guest Speakers 

Admn/GF/Travel/204/ 
YASHADA 

23 

7 20 Jul. 2004 Setting up of Library Book 
Selection Committee 

LIB/LBSC/2004 24 

8 16 Aug. 2004 Guidelines for allocation of 
expenditure for financial 
transactions in YASHADA 

FA-Guidelines for 
allocation of expenditure/ 

2004 

27 

9 18 Aug. 2004 Setting up of the Center for 
Public Health, Training and 
Research 

PC/2004-05/CPHTR/ 004 31 

10 18 Aug. 2004 Setting up of Center for Women 
and Child Development, 
Training and Research 

PC/2004-05/ CWCWTR/ 
004 

35 

11 18 Aug. 2004 Setting up of the Center for 
Tribal Development, Training 
and Research 

PC/2004-05/CTDTR/ 004 38 
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YASHADA POLICY CIRCULAR 
 
Policy Circular No: PC/2003-04/W-FA/001 
Dated: 18 October!2003 
Empowered Authority: Director-General, YASHADA 
Subject: Work Norms and Performance Rating System for 

YASHADA Faculty 
Circulated for Information 
to: 

Members, YASHADA Board of Governors 
Members, YASHADA Executive Committee 
Members, YASHADA Recruitment Committee 
YASHADA Desk, GAD. Govt. Of Maharashtra 

Circulated for necessary 
compliance to: 

All YASHADA Faculty and Staff 

 
Background: The appended work norms have evolved from a decade-long exercise of 
quantification of YASHADA faculty's performance, and are based on the recommendations, 
inter aia, of the High-powered Evaluation Committee (1991) under the chairmanship of then 
ACS (Home), as well as an Internal Work Norms Committee (1994) set up under then 
DDGs, While the Evaluation Committee made fact-finding visits to 4 reputed institutes viz. 
IIM Ahmedabad, NIRD Hyderabad. HPMDI Pune, and NIBM Pune; the Internal Committee 
took into account the practices in other training institutes like RIPA Jaipur, and MPAPA 
Bhopal. At that time, YASHADA was also instrumental in finalising the recommendations 
on Faculty Work Norms at STls formulated by ASTI. 
 
Objectives: The current exercise has two clear objectives: 
 
• To make optimal utilisation of the human resources and physical infrastructure 

available at YASHADA, to achieve its mandatory goals of training and research; 
• To provide YASHADA faculty and management with clear benchmarks for a fair and 

transparent appraisal of individual performance. 
 
Methodology: The enclosed work norms and performance rating criteria have been arrived at by systematic 
consultations with the faculty, and have been finalised as per the consensus arrived at, in a special faculty 
meeting convened by the Director General on 15 October 2003. 
 
Implementation: The Work Norms will come into effect retrospectively from 1 September 
2003, with proportional modifications where necessary. 
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Monitoring: Adherence to Work Norms will be monitored through a suitably designed MIS, 
monitored in monthly MIS Meetings, under the Director-General's chairmanship. 
 
So ordered. 
 

Ratnakar Gaikwad, IAS  
Director-General, YASHADA 

 
Enclosures: 
 
1. Work Norms Table 
2. Performance Rating Criteria 
3. Monitoring Component of MIS 
4. Format for Annual Confidential Report 
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Enclosure 1 : Work Norms Table 
 

Activity Wt Professor Associate 
Professor 

Assistant 
Professor 

Research 
Officer 

Training in 
course 
weeks1 

30 10 10 10 10 

Teaching in 
90 minute 
sessions2 

30 80 80 80 50 

1 Original 
report / 
proposal / 
monograph 
OR 
1 Team 
Project3 
(Direction & 
Supervision) 

1 Original 
report / 
proposal / 
monograph 
OR 
1 Team Project 
(Direction & 
Supervision) 

1 Original 
report / 
proposal / 
monograph 

4 
Complications 
OR Editing and 
publishing of 4 
Journals 

Research 20 

2 Original 
publications 

2 Original 
publications 

2 Original 
casestudies 

Data collation, 
analysis and 
presentation, 
for Teach 
Research 
projects 

 
Note 1 : 
- 1 Course-week to be given for a single course / workshop of 3-5 days. 
- A course / workshop of 1-2 days will count as 0.5 Course-weeks. 
- In case of longer courses, each subsequent week = 0.5 Course-week. e.g. A 3-week 

course = 2 Course-weeks, 6 weeks=3.5 Course-weeks etc. 
 
Note 2 : 
- At least one third lectures to be taken in programmes conducted by another faculty 

member. 
 
Note 3 : 
- Direction / Supervision of Team Research Project will mean : Initiation of Project, 

Preparation of Proposal for Funding, Research Design, and Report Writing. 
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Enclosure 2 : Performance Rating Criteria 
 
The main aim of this exercise is to provide objective criteria for writing the Annual 
Confidential Report (ACR) of individual Faculty members:  
 
The Performance Rating Criteria have been set as follows: 
 
Activity Maximum Possible Score (out of 100) 
Training 30 points 
Teaching 30 points 
Research 20 points 
 
Thus, a faculty member may score a maximum of 80 points out of 100, for satisfactory 
compliance with the Work Norms given in Enclosure 1. 
 
Failure to achieve specified norms would result in proportionate deduction in scores. 
 
The balance 20 points will assess the faculty member's contribution in qualitative terms, and 
assess: 
• His / her character, behaviour, interactions within the organization and outside. 
• Any self-development activities undertaken. 
• Any contribution to institution building and organization development etc. 
• Any achievements in socio-cultural activities, sports etc. 
• Any awards and citations received etc. 
 
In exceptional cases where contribution to institution-building would result in earning more than 100%, a Peer 
Review Group would decide on an Incentive Scheme consisting of additional increments, cash awards etc, on a 
case-by-case basis. 
 
Based on the composite score out of 100 points, the ACR ratings will be as follows: 
 

Score Remarks in ACR 
90 points and above Outstanding 
80-89 points Very Good 
70-79 points Positively Good 
60-69 points Good 
50-59 points Average 
Below 50 points Below Average 

 

Section 4(1)(b)(v) 
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Enclosure 3 : Monitoring Component of MIS 
 
Individual Reporting Format for Faculty 
Name & Designation  
 
Activities Completed in the Month under Report 
   Points Scored 
 Course-weeks   
Courses xxx  xxx 
 
 Own Programme Other's Programme  
Teaching Sessions xxx xxx xxx 
 
Research activity 
completed during 
month under report 

   

 
Institution-building 
activity 

 

Personal 
Development 

 

Awards or Citations  
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Enclosure 4 : Format for Annual Confidential Report 
A. General: 
Name:  
Designation:  
Date of Birth:  
Date of Joining:  
Period under review:  
Reporting Officer:  
Reviewing Officer:  
 
B. Scores out of 80, based on Work Norms: 
Activity Score 
 
Training :  
Teaching :  
Research :  
  
Sub-total I  
 
C. Scores out of 20, based on Reporting Officer's Assessment: 
Description Score 
 
Moral Character and personal 
behaviour 

 

Self development  
Interpersonal skills  
Extramural Achievements / 
Awards, Citations 

 

  
Sub-total II  
 
D. Score obtained in peer review of institution-building activity: 
Sub-total III  

 
GRAND TOTAL  

 
PERFORMANCE RATING  
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E.  Remarks and Recommendations of Reporting Officer : 
 
 
 
 
 
 
 
Date :       Signature : 
 
 
F. Remarks and Recommendations of Reporting Officer : 
 
 
 
 
 
 
 
 
Date :       Signature : 
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YASHADA POLICY CIRCULAR 
 

Policy Circular No: PC/2003-04/MOU/00 1 
Dated: 17 November 2003 
Empowered Authority: Director-General, YASHADA 
Subject: Guidelines for the signing of a Memorandum of 

Understanding (MOU) 
Circulated for Information 
to: 

Members, YASHADA Board of Governors 
Members, YASHADA Executive Committee 
YASHADA Desk, GAD, Govt. of Maharashtra. 

Circulated for necessary 
compliance to: 

All YASHADA Faculty and Officers 

 
Background: Now that YASHADA has established itself as one of the country's leading 
State Training Institutes, it needs to expand its sphere of activity into other areas of training 
and research. As part of this expansion, it is proposed to sign a series of Memoranda of 
Understanding (MOUs) with sister institutes and sector specific Non-government 
Organisations (NGOs), to strengthen the capacity building network. 
 
Objective: There are two objectives behind the issuance of this circular: 
 
• To standardize practices at YASHADA in drafting and signing of MOUs; 
• To provide the other parties to such MOUs, with a clearly defined interface at 

YASHADA in terms of one designated Nodal Officer. 
 
Implementation: These guidelines will come into effect immediately, and adherence to 
guidelines on MOUs will be monitored by Registrar's office. 
 
So ordered. 
 

Ratnakar Gaikwad, IAS  
Director-General, YASHADA 

Enclosures: 
1. Guidelines on MOUs  
2. Office Order No. ORDER/2003-04/MOU-NO giving the list of Nodal officers, 

effective immediately and until 31 March 2005 
 

Section 4(1)(b)(v) 
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Enclosure 2: Order listing Nodal Officers 
 

OFFICE ORDER 
 

ORDER/2003-04/MOU-NO 
17/11/2003 

 
To be read in conjunction with Policy Circular No: PC/2003-04/MOU/001 

Dated 17/11/03 
 
The role of the Nodal Officer as envisaged. in the above Policy Circular will be: 
 
• To identify likely collaborators in his /her designated sector; 
• To negotiate the details of a collaboration; 
• To draft and finalise an MOU along the guidelines indicated above; 
• To monitor and evaluate the joint activities; 
• To report on the progress and completion of joint activities; and 
• To coordinate all formalities, compliances, obligations etc. 
 

02. For the sake of continuity, a Nodal Officer should preferably be a long-term / core 
faculty member of sufficient seniority, who can provide the interface with external 
agencies even while individual activities under an MOU may be carried out by other 
faulty and staff at any level. Therefore, the Director-General is pleased to notify the 
following as Nodal Officers for their respective sectors, effective immediately and until 
31 March 2005. 

 
• Shri R L Chavan, Assistant Professor: Rural and Social Sectors 
• Shri Lothe, Associate Professor: Public Administration Sector 
• Smt Nasrin Siddiqui, Associate Professor: Housing and Urban Sector, and General 

Management inputs 
• Dr Rajan Gengaje, Professor: Disaster Management, Public Works, Engineering, and 

related areas. 
• Dr Bharat Bhushan, Associate Professor: Environment, Forestry, Water Resources 

Management, and Agriculture sectors 
 

Ratnakar Gaikwad, IAS 
Director General 
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Enclosure 1: Guidelines on MOUs 
 
All YASHADA Faculty and Officers will adhere to the following guidelines while 
negotiating, drafting and finalizing a Memorandum of Understanding with an external 
agency. 
 
1. Every project where an external agency is involved - either as partner or donor must 

be initiated only after the signing of MOUs by all parties; 
 
2. All MOUs should be in a clearly delineated area of activity (e.g. Training in 

In structure Finance, or Public Sanitation; or Preparation of an Environment Status 
Report; or Action Research to study rural Labour Cooperatives etc.); 

 
3. All MOUs where the financial implications are over Rs. One Lakh should necessarily 

be referred to YASHADA's legal counsel for vetting; 
 
4. An MOU can only be signed on behalf of YASHADA by the Director-General; 
 
5. The Registrar, YASHADA, shall be the official custodian of all MOUs; 

 
6. Where there are financial aspects involved these should be clearly spelt out in each 
MOU, and administrative aspects like issuance of UCs, maintaining a separate account / 
head etc. should be delineated, and the YASHADA Accounts Officer should receive 
written instructions from D-G / Registrar in each case; 

 
7. Every MOU will designate a nodal officer who will coordinate the operational aspects 

such as filing progress reports, utilisation certificates, raising bills, filing final 
reports/outputs, evaluation and monitoring etc. 

 
8. Nodal officers will report directly to D-G and may be replaced only after due 

deliberation and at the discretion of the Director-General, YASHADA. 
 
9. Although the actual style of an MOU may be dictated by the requirements of the 

other parties involved, it is desirable that every YASHADA MOU contain the 
following elements: 

 
• Brief description of the collaborating parties 
• Need for, and objectives of, the proposed collaboration 
• Commitments of both sides 
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• Modalities for achieving joint objectives 
• Proposed joint activities (which may be spelt out in a separate Schedule) 
• Financial Implications and modalities of accounting 
• Time Frame 
• Designated Nodal Officers; and 
• Arbitration agency in case of dispute 

 
Pune  
17/11/03 

Registrar 
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No. DG/Accts/TA-DA 
Dated 18th November, 2003 

 
Revised Policy Circular 

 
The circular No. Accts/T.F/2003-2004, dated NIL being ambiguous in nature is hereby 
cancelled and revised circular is being issued as follows. 
 
As per YASHADA Service Rules if any staff / faculty member travels out of station for 
official purpose, he/she is entitled for DA in order to meet his/her expenses on account of 
accommodation, food etc. However, in many places it is not possible to bear the cost of 
accommodation in private institute or hotel as well as the food charges within the limited 
DA. The YASHADA staff / faculty is put to lot of inconvenience because of this. 
 
In fact YASHADA service rules (Rule 16.05 (f)) very clearly states that "whenever lodging 
and boarding is provided free while on tour, the employee shall be entitled 1/4th of the DA 
admissible to the employee". 
 
In view of the above provision, it is hereby ordered that YASHADA staff / faculty while on 
tour would be entitled to stay in a hotel and their expenses on account of hotel charges and 
food charges would be borne by YASHADA and in such an event, the employee shall be 
entitled to 1/4th DA admissible, provided the rates are reasonable and got approved from 
DG. 
 

(Ratnakar Gaikwad) 
Director General 

All faculty and staff 
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YASHADA POLICY CIRCULAR 
 
Policy Circular No: PC/2003-04/PUR/001 
Dated: 24 November 2003 
Empowered Authority: Director-General, YASHADA 
Subject: Setting up of an Internal Purchase Committee 
Circulated for Information to: Members, YASHADA Board of Governors 

Members, YASHADA Executive Committee 
YASHADA Desk, GAD, Govt. of Maharashtra 

Circulated for necessary 
compliance to: 

All YASHADA Faculty, Officers and Staff 

 
Background: In the internal meeting of HODs and departmental coordinators, held on the 
14th of November, 2003, a view was expressed that acquisition of vital equipment like 
computers, and audio-visual aids etc; as well as routine purchases like stationery and 
consumables, was often delayed because of the lack of an effective purchase system and 
mechanism. Therefore a joint decision was taken, to set up an internal YASHADA Purchase 
Committee, with representatives from all sections of YASHADA faculty and administration. 
 
Objective: The objectives behind setting up a YASHADA Purchase Committee are: 

• To standardize practices and procedures such as processing indents received. 
finalising contracts with suppliers, calling for quotations and issuing tenders; 

• To encourage a consensual approach, so that purchases (especially of infrastructure 
facilities like furniture etc) are in consonance with YASHADA's ambience and 
Master Plan. 

• To streamline the process of administrative and financial sanctions, so that a 'zero 
audit objection' state is achieved in YASHADA, and the suppliers too are paid 
promptly for goods and services provided. 

 
Constitution of the Purchase Committee: The internal YASHADA Purchase Committee 
(YPC) will, consist  of the following: 
1. Registrar 
2. Accounts Officer 
3. Representative of Faculty 
4. Representative of Campus Committee  
5. Representative of Staff (Purchase desk) 
 
Powers of the YASHADA Purchase Committee: This Committee will meet once a week in 
the Registrar's chamber to review all indents received, and proceedings 
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will be minuted and maintained b y Purchase Desk. Purchases will be first routed 
through available rate contracts/ contracted suppliers. Where this is not possible, the 
following rules wilt apply: 
 
Rules to be followed in making purchases: 
• Purchases up to Rs 5,000 will be permitted without calling for quotations (This rule is 

also applicable to all HODs, while making purchases from the imprest amounts given 
to them.) 

• For purchases beyond Rs 5,000 but less than 50,000, the Committee may ask for at 
least 3 quotations, and depute at least one of its members to personally verify the 
options. In certain cases where certain equipment etc. is to be procured directly from 
manufacturers, or the reasonableness of price is ascertained by Committee members, 
there would be no need to get 3 quotations. 

 
• The Committee is not bound to accept the lowest quotation (for reasons of quality 

etc.) However, the reasons for any deviation from this norm must be clearly recorded 
on file and countersigned by all members. 

• Once the Committee makes its recommendation, and the due procedure has been 
followed, the powers of administrative sanction before making a purchase will be 
with Registrar up to Rs 1 lakh, and the Director-General beyond Rs 1 lakh. (The 
Director-General may in turn, delegate these powers to HODs etc at his/her 
discretion.) 

• The person indenting for a particular purchase will be kept informed of the progress 
of the purchase, periodically. 

• If the Committee turns down a request, the person requesting a purchase shall be 
notified the reasons in writing within 2 days, as a courtesy. 

 
These provisions will come into effect immediately from the date of issue of this circular. 
 
So ordered. 

 Ratnakar Gaikwad, IAS 
Director-General, YASHADA 

Enclosures: 
1. Indent form (only to be used in case indented item is not on YASHADA stock list) 
2. Nominees to Purchase Committee, effective immediately and until 31.03.2005 
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Enclosure II 
 

OFFICE ORDER 
 

ORDER/2003-04/PUR-YPC 
17/11/2003 

 
To be read in conjunction with Policy Circular No: PC/2003-04/PUR/001 Dated 24/11/03 
 
The Director-General is pleased to nominate the following persons to the internal 
YASHADA Purchase Committee: . 
 
 
1. Smt Nasrin Siddiqui Registrar 
2. Smt Anjali Deshmane Accounts Officer 
3. Shri M N Lothe, IES  Representative of Faculty  
4. Dr Bharat Bhushan Representative of Campus Committee 
5. Shri Kalu Mangalwedhekar 

(Committee Secretary) 
Representative of Staff (Purchase desk) 

 
Shri Lothe will also provide guidance in the drafting, issuance and award of all tenders. 
 
It is further stated that: 
1. The Committee is required to meet at least once a week, to review indents 
 and make recommendations for purchase, or reject requests; 
2. The Committee may (by invitation) induct  a  technical expert or adviser if 
 and indent so requires; 

3. The Committee Secretary will be responsible for minuting the proceedings of 
Committee Meetings, and implementing its decisions; and 

4. Changes in the nominees may be made .at D-G's discretion at any time, 
 without notice. 
 
The above nominations come into effect immediately and will remain in effect until 31 
March 2005. 
 
Registrar  
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For Office Use Only 
 

1. Indent received  
From : 
 
On: 

 

2. Item Indented 
 
 

 

3. Quantity required 
 

 

4. Estimate Cost 
 

 

5. Recommended by 
YPC for purchase on: 

 

Rate 
Contract 
 

Rs. 

Quotations Rs. 
Rs. 
Rs. 
 

6. Mode of purchase: 
(attach proof of 
process separately) 

Tenders: Lowest: Rs: 

7. Administrative 
Sanction 

 

8. Item Received on 
(date) 

 

By :  
Reg No: Name and Signature: 

9. Item taken on Stock 
Register: 

Date:  
10. Copy of this form 

sent to Accounts on: 
 

 
Signature of Purchase Clerk: 

Enclosure II 
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Enclosure 1: Indent Form 
INDENT FORM FOR PURCHASES 

Please use separate form for each item 
 
1. Indented by: 

 
 
 

 

2. Item Indented with detailed 
description (including 
technical specifications, 
configuration for hard ware 
etc.) 
 
 

 

3. Quantity required 
 
 

 

4. Required by 
(date) 
 

 

5. Reasons (in brief) 
 

 

6. Under which 
Accounting 
Head? 

 

 
 
Date :       Signature : 
 
 
Committee's decision: Recommended / Rejected 
 

Registrar 
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YASHADA POLICY CIRCULAR 
 
Policy Circular No.: PC/2003-04/RDC/00 1 
Dated: 24 November 2003 
Empowered Authority: Director-General 
Subject: Setting of YASHADA R&D Cell and 

First Meeting of R&D Cell 
Circulated for information to: All HoDs, YASHADA 

All Faculty Members, YASHADA 
Circulated for necessary 
compliance to: 

Prof. K.S. Nair, Shri. Arvindrao Surve and Dr. 
Rajan Gengaje 

 
Background: 
Following discussions in the First Think Tank Meeting and further to the presentation made 
by Prof. Rajan Gengaje on the R&D Cell in the Second Think Tank meeting, it has been 
decided that a YASHADA Research & Development Cell (R&D Cell) be set up in 
YASHADA. The details related to R&D Cell's membership, structure and composition, role 
and functions etc. will be as laid out in the attached note on the Cell. 
 
Objectives: 
Taking up research that is useful to the Government as well as society at large is mandatory 
for YASHADA. In view of this, the R&D Cell is set up: 
• To take up research for enhancing general as well as specific knowledge, 
• To understand and explain development processes, 
• To solve specific problems and 
• To address and facilitate options for policy formulation 
 
Monitoring of R&D Cell: 
Every month a day will be fixed for a meeting to monitor the functioning of the R&D Cell. 
 
So ordered. 

Ratnakar Gaikwad, IAS 
Director-General, YASHADA 

 
Enclosure: 
Note on YASHADA R&D Cell 

Section 4(1)(b)(v) 
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Research & Development Cell (R & DC) 
YASHADA, Pune 

 
1.0 Setting Up R & DC: Structure & Composition 
The Research & Development Cell of YASHADA (R & DC) will be a vibrant, all-time 
active arm of the institute which will serve as a laboratory for studying practical development 
issues, analyzing existing information, exploring new avenues to solve problems confronted 
and present several options for policy decision making. 
 
Each YASHADA Academic Center will nominate one Team Leader (TL). The Team Leader 
will be at liberty to include as many members as he/she deems appropriate for a particular 
research project. Thus, including the R & DC Coordinator and Joint Coordinator, there will 
be nine members in the R&D Cell. An in-house senior faculty member will take up 
responsibility as Joint Coordinator of the R DC. 
 
R & DC Structure. 
 
                                                   DG 
                                                   YASHADA 

 
 
 

 
 
R & DC Coordinator        R & DC Jr. Coordinator 

 
 

TL1  TL2  TL3  TL4  TL5  TL6  TL7  
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2.0 Mission and Functions of R & DC: 
 
Mission 
Embark upon research for enhancing general as well as specific knowledge, understand and 
explain development processes, solve specific problems and address and facilitate policy 
formulation as required. 
 

Functions 
• Continually keep informed of latest developments in respective fields by referring to 

subject-matter journals and websites, interaction with field personnel and active 
professionals in the area. 

• Routinely examine / study the changing development issues and challenges and 
formulate research ideas.  

• Prepare a list of current development issues and challenges, the knowledge gaps etc. 
by thematic areas addressed by each Centre. 

• Prepare and present to all YASHADA staff a summary of latest developments and 
concerns - once in three months. 

• Liaise with HoDs for documenting current issues/challenges in respective subject 
areas. 

• Formulate research questions, research projects along with budgets. 
• Take up and complete research for concerned subject areas. 
• Ensure that research results are publicized widely. 
• Ensure that research findings ale appropriately incorporated into training. 
• Ensure that the research work completed has a end-user. 
• Following specific research findings, facilitate and guide formulation of government 

policies as required by changing times. 
• Explore external funding support for research to be taken up. 
 
3.0 Specific Role of R&DC Members 
• Regularly attend and participate in R & DC meetings called. 
• Inform R & DC about latest developments in respective fields within and outside 

Maharashtra. 
• Prepare research proposals. 
• Participate in conducting research. 
• Take up data analysis, synthesis and report writing 
• Provide input to YASHADA Journals (ASHWATTHA and YASHMANTHAN) 

Liaise with in-house faculty and external subject-matter experts for identifying 
potential research areas and come up with specific research needs. 
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• Facilitate preparation and Publication of papers, articles, reports, occasional papers, 
working papers, monographs, white papers 

• Evolve standards/norms for conduct of research. 
 
4.0 Guidelines for Identification of Research Areas by Centers 
In order to identify relevant research areas the Centers need to seek answers to following 
questions with specific reference to their areas of concern: 
• What are the practical questions that need attention? 
• What informed decisions need to be made? 
• How could certain changes be effected ?  
• What new information could be added? 
• What difference will the proposed change make? 
• What do people think and want? 
• How to maintain congruence between people's expectations and that of the change 

agent's? . 
• What advanced knowledge about an underlying process could be added? 
• How to link various issues / topics / themes under a common general statement? How 

to extend a principle into new areas or issues? 
• What information stimulate new explanations? . 
• What information contradicts prior beliefs about a subject? 
• How certain policy changes could be effected? 
• What specific information will be required to effect policy changes? 
 
5.0 Ensuring Usefulness of YASHADA Research 
In order to ensure the usefulness of research to be taken up the R & DC needs to pin-point (a) 
who are the end-users of the research findings and (b) what will be the value-added by 
research findings to users. 
 
6.0 Partnerships with Research Organizations 
The R & DC needs to establish such partnerships with organizations that will contribute to 
(a) the actual conduct of research, (b) publicizing findings, (c) share information and 
expertise, (d) provide and/or facilitate' financial support required. Suggested partnerships' 
could be formed with enterprises from: 
 
• ATIs 
• National level institutes like lIPA 
• Academia: universities, private educational / training / research institutes   NGOs / 

CBOs 
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• Relevant govt. Departments /Ministries 
• Private sector firms 
• Chambers of Commerce 
• Regional institutes 
• International agencies and networks 
 
7.0 Integrating External Researchers 
R & DC to make a policy for promoting integration of external (outside YASHADA) 
researchers so that their association assists our R & DC activities. Caution to be exercised: 
such association should not impose any financial burden on R & DC. 
 
8.0 Identification of Research Needs 
R & DC to develop and evolve a mechanism for routine identification of research needs by 
respective members and Centers. 
 
9.0 R & DC Coordinator 
The R & DC Coordinator acts as a I ink between the Director General, YASHADA and R & 
DC members on one hand, and as an overall facilitator for the functioning of R & DC 
activities on the other. His specific tasks include: 
 
• To ensure that R & DC meeting  are held as agreed.  
• Facilitate R & DC members to get required support.  
• Liaise with partner organizations 
• Liaise with external researchers on one – to – one basis as and when necessary 
• Assist the conduct of field research. 
• In consultation with R & DC members prepare research proposals and budgets 
• Assist R & DC raise funds for supporting research activities 
• In consultation with R & DC members, the R & DC Coordinator and Joint 

Coordinator will set rules and procedures for monitoring research activities. 
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10.0 YASHADA Faculty Training  for Research & Motivation 
Prof. Nair, Professor & Head) CUS, YASHADA, is requested to take up this responsibility. 
A one-hour class per week for all R & DC members will be mandatory for the purpose. 
Convenient day and time slot will be worked out. For motivating YASHADA faculty specific 
mechanisms will be evolved through training classes conducted by Prof. Nair. 
 
11.0 Financial Support for Research Activities 
Twelve research proposals will be prepared and submitted by YASHADA to NIRD (2 
proposals each by a Center) where funding is assured upon selection of proposal. Secondly, 
some seed funding would be made available by YASHADA to each center, on a loan basis, 
to be returned by the Center to YASHADA by recovering costs from submitted research 
proposals supposed by external sources. Seed fund amount will be finalized by R & DC 
members. A self-supporting budget based on seed-funding is to be prepared by each Center 
per research. proposal.  
 
A common stock of funds will be created for R & DC by allocating a minimum percentage 
(proportors to be worked out) to R & DC Pool Funds from each sanctioned research project. 
The Pool Funds shall be used equitably in support of R & DC activities only. 
 
12.0 Integrating Research Findings into Training 
Following completion of a research project undertaken, the R & DC will evolve a detailed 
methodology for integrating research findings to appropriate training modules. 
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YASHADA POLICY CIRCULAR 
 

Policy Circular No: PC/2003-04/REAl001 

Dated: 29 November 2003 
Empowered Authority: Director-General, YASHADA 
Subject: Reallocation of responsibilities in YASHADA 
Circulated for Information to: Members, YASHADA Board of Governors 

Members, YASHADA Executive Committee 
YASHADA Desk, GAD, Govt. Of Maharashtra  

Circulated for necessary 
compliance to: 

All YASHADA Faculty, Officers and Staff 

Effective from: 
 

1.12.2003 
This policy circular supersedes all orders / 
circulars on allocation of responsibilities, issued 
before this date. 

 
Background: 
In the light of the recent initiatives launched at YASHADA, and my observations of the 
contribution to institution building by each and every member of the YASHADA family, I 
have decided to reallocate responsibilities for different activities to specific posts (ex officio) 
and nominated individuals, as shown in the tables below. The aim is to even out the workload 
across all levels of the organisation, fix responsibility, empower, and enable individuals to 
achieve organisational goals, and make everyone accountable.  
 
As all the functional heads and designated individuals will be directly reporting to the 
Director-General on the duties assigned to them, it will also enable me to judge individual 
performance solely on the basis of efficiency and effectiveness. 
 
Modalities: 
The functional heads will have direct and overall responsibility for the mandatory and 
statutory duties of their respective departments - covering the core activities of Training and 
Research; and support activities like Course Cell, Administration, Accounts, Library, 
Publications, IT support, Hostel and Mess, A-V, and Estate Management. 
  
All functional heads will have autonomy of decision making, within the framework of the 
powers granted under various rules, Board Resolutions, EC resolutions etc. 
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Designated individuals will have to seek empowerment in separate orders from Director -
General for each activity on a case to case basis. 
 
Implementation: 
1. On receipt of this Policy Circular, all functional heads will operationalise the 

reporting system by issuing necessary internal orders. 
2. Designated individuals may initiate action to identify colleagues, and form Core 

Groups and Task Forces etc to achieve their objectives and assigned goals. 
 
Reallocation of Responsibility - Table I. 
The functional heads (operating in areas which are necessary to meet YASHADA's mandate) shall be as 
follows: 
 
 Department Designation Incumbent 

1. Centre for Rural Studies Professor & HOD Dr Devendranath, IFS 
2. Centre for Good Governance Professor & HOD Smt Meeran Borwankar, IPS 
3. Centre for Urban Studies Professor & HOD Dr K SNair 
4. Centre for Disaster Mgmt Professor & HOD Dr Rajan Gengaje 
5. Centre for Environment & D Associate 

Professor & HOD 
Dr Bharat Bhushan 

6. Centre for Information 
Technology 

Associate 
Professor & HOD 

Shri Sheelanath Jadhav 

7. Course Cell: Management of 
Training process 

HOD Smt Meeran Borwankar, IPS 

8. Research and Development 
Unit 

HOD Dr K S Nair 
 

9 Accounts: Accounting, 
Budgeting, audit etc 

HOD Smt Meeran Borwankar, IPS 

10 Library HOD Smt Meeran Borwankar, IPS 
11 Administration: establishment, 

purchase, maintenance, 
transport, services, contracts, 
statutory meetings etc 

Registrar Smt Nasrin Siddiqui 

12. Centre for A V Production HOD Smt Meeran Borwankar, IPS 
13. Estate Management: Civil., 

Works and maintenance, 
allocation of staff quarters, etc 

Estate Manager {under selection) 
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 Department Designation Incumbent 
14. Publications: Journals, 

newsletters, reports, 
promotional material, books 

Professor i/c Dr Rajan Gengaje 

15. Hostel and Mess Hostel Warden Shri P E Gaikwad 
16. IT Support: MIS, LAN, AMC HOD, CIT Shri Sheelanath Jadhav 
 
Reallocation of Responsibility - Table II: 
In addition, the following individuals are designated as responsible for the respective institution building 
activities, on which they will report directly to Director-General: 

No. Activity Designated individual 
1. Coordination of Special Functions Smt Meeran Borwankar, IPS 
2. Long and short-term Financial Planning Shri M N Lothe, IES 
2. Think Tank, ISO, TQM Smt Kishori Gadre 
3. Coordination of weekend courses Shri Jayant Pathak 
4. Master Plan, Landscaping etc Dr Bharat Bhushan 
5, STP implementation Smt Nasrin Siddiqui 
6. SWM through vermiculture Shri Mukund Rathi 
7. Activating Pune District as 'social lab' Shri R L Chavanl Dr Munde 
8. Coordination with MORD Shri Y S Shitole 

 
It may be noted that all the above individuals will also be the reporting officers for the 
activities allocated tot hem, for t he purposes of MIS Sand YASHADA Annual General 
Report. 
 
So ordered, 

Ratnakar Gaikwad, IAS  
Director General 

Pune: 
29 November 2003 
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YASHADA POLICY CIRCULAR 
 

Policy Circular No: PC/2003-04/VL/STAFF/01 

Dated: 7 January  2004 
Empowered Authority: Executive Committee. YASHADA 
Subject: Provision of commuted leave for faculty & staff of 

YASHADA for attending Vipassana Courses 
Ref. Approved minutes of the Executive Committee 

No.EC:XXXXIV:09 dated 17.11.2003 
Circulated for Information to: All YASHADA faculty & staff 

Effective from: 17.11.2003 . 
 

Background 
Vipassana Research Institute, Dharnmagiri Igatpuri, Disc Nashik is organising 

Vipassana camps. Vide Govt. Resolution, Finance Department, GDM dated 21.07.1998 & 
27.06.2003 a provision of commuted leave is made for Govt. employees to attend vipassana 
camp which are orgsnised by the said institute. 

Since there is no provision of such leave under YASHADA Service Rules. Executive 
Committee has approved an inclusion by amendment of the YASHADA Service Rules 
v.i1crcby ! provision for commuted leave for attending vipassana camp on the lines of 
similar provision nude in the State Government rules. 
 

Provision to be made in the YASHADA Service Rules 
Employee can attend vipassana camp at any Centre in Maharashtra organised by 

above institute.  
On production of admission letter of said institution employees are entitled maximum 

14 days commuted leave (without the requirement of producing a medical certificate).  
The leave for above purpose will be entitled once in three years and six times in the 

whole service period of employee. 
The concerned employees should produce the course completion certificate of the 

said institution while resuming duty from leave.   
 
So ordered, 

Ratnakar Gaikwad, IAS  
Director General 

Pune: 
07 /01/2004  
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YASHADA POLICY CIRCULAR 
 

Policy Circular No: Admin/Pur/2003 –04/002 

Dated: 23/01/2004 
Empowered Authority: Director General, YASHADA 
Subject: Purchase and Expenditure Committee All Faculty & Staff. 

YASHADA 
Circulated for 
Information to: 

1. Orders regarding for Formation of Computer purchase 
Committee No. CIT/YASHADA dated 7/212003 

2. Office Order No. 2003-04/PUR- YPC dt.17/11/2003 
3. PC/2003-04/PURJOOI dt. 24/11/2003  
4. Decision at Sr. No. 14 of administration & Accounts 

etc. Departments, review meeting dated 16/1/2004 
 
During the course of last one year various orders regarding purchase procedures were issued 
During the meeting referred  at Read 4 above, review of these orders were carried out. 
Associate Professor Shri, S. E. Jadhav has been asked to perform the duties of financial 
advisor. Due to these developments it is found necessary to streamline the procedure of 
purchases & expenditure, incurred from YASHADA fund, YASHADA Corpus & various 
project accounts. 
 
2. Scope 
The Purchase & Expenditure Committee will conduct business for following purpose, 
 
2.1 Any purchase/spending-involving any expenditure beyond Rs. 5000/- 
2.2 Appointment of Agency, Consultancy, Service Providers, Project involving 

expenditure more than Rs. 5000/- 
 
3. Constitution of Purchase & Expenditure Committee 
1 Financial Advisor, Chairman  
2  Head of respective Department/ Centre or his/her representative for whom 

expenditure is to be incurred. - Member  
3 Accounts Officer  - Member  
4  Technical Experts of relevant subject - Invitee member 
5 Registrar - Member Secretary 
 
4. Frequency of Meeting: 

Once a week. 
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5. Procedures 
Purchases will be carried out from the source in order of following preferences to the extent 
it meets requirements, specifications of indenting officer. 
 
5.1 Surplus material from other Departments. 
5.2 Supplies from Government Departments. 
5.3 Government of Maharashtra Rate Contract. 
5.4 D. G. S. & D Govt. of India Rate Contract 
5.5 Empanelled suppliers/service Provider/Contractors of YASHADA where expenditure 

involves more than Rs. 5000/- but less than Rs. One lakh. 
5.6 In case of urgency with prior permission for Director General expenditure to the 

extent Rs. 50,000/- can be incurred where reasonability of rate is ascertained at least 
by 3 members of Purchase Committee by personally visiting establishment of 
Manufacturer or National level Distributors in case of imported goods. 

5.7 By open tender for expenditure involving more than Rs. One Lakh. 
5.8 Work regarding floating of a tender, preparation of tender document etc. will be 

carried out either by Administration Department or respective Head of Department / 
Centre, as per the decision taken by Purchase & Expenditure Committee. 

5.9 Power to sanction expenditure will prevail as delegated by Executive Committee & 
Board of Governors time to time 

 
6. Operation 
 
6.1 Committee will start its function w.e.b. 27th January, 2004. 

6.2 Review of functioning of this committee will be carried out after 3 month for further 
clarification and refinements 

  
( DIRECTOR GENERAL) 

YASHADA 
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YASHADA POLICY CIRCULAR 
 

Policy Circular No: BoG-2004/RR/CESJ/01 
Dated: 05/02/2004 
Empowered Authority: Director General, YASHADA 
Subject: Prescribing Recruitment Rules for various posts 

sanctioned for Centre for Equity & Social Justice. 
Reference Approved minutes of the Board of Governors. 

meeting held on 22.01.2004. (Agenda Item No. BoG 
XXXIl:06 - (A) & 06- (B) 

Circulated for Information to: All YASHADA faculty & staff 
Effective from 22.01.2004 

 
Background 

The Board of Governors in its meeting held on 22nd January 2004 has approved the proposal 
to establish a Centre for Equity and Social Justice. BoG has approved the following posts: 
1) Associate Professor -  1 
2) Research Officers -   2 
3) Research Assistant  - 1 
 
BoG has also approved the same vide the minutes No. 66, Agenda Item No.6 (B) and 
empowered the DG YASHADA to frame Recruitment Rules for the faculty position if 
special qualifications are required. 
 
Considering the fact Centre for Equity and Social Justice has a special mandate and we need 
people having background in social work. It is necessary to prescribe Master's Degree in 
Social work as well as sufficient experience in research, training and consultancy in the field 
related to social work in a reputed training institute for various categories of posts. 
 
In view of the above requirement, I prescribe Recruitment Rules for different posts of the 
Centre for Equity and Social Justice at Annexure I 
 

(Ratnakar Gaikwad) 
Director General 

 
Annexure I to the YASHADA Policy Circular No. BoG-2004/RR/CES/01 dt. 5/2/04 
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Sr. 
No. 

Category of the Post Special Recruitment Rules for CESJ 

1. ASSOCIATE PROFESSOR NO. OF POST - ONE 
 Classification Class – I 
 Scale of Pay UGC Scale 

Rs. 12,000 – 420-18,300 
 Age Limit Maximum 50 yrs. 
 Educational Qualifications First Class or Higher Second Class Master 

Degree in Social Work i.e. Master of Social 
Work 

 Experience 1. At least 10 years experience in 
Research, Training and Consultancy in 
relevant field of Social Work in reputed 
training institute. 

2. At least five publications on original 
work in related field of Social Sector 

 Other The post may be filled by direct 
recruitment or through promotion as 
required by the Director General, 
YASHADA 

2. RESEARCH OFFICER NO. OF POSTS – TWO 
 Classification Class-II 
 Scale of Pay UGC Scale 

Rs. 6,500-200-10,500 
 Age Limit Maximum 50 yrs. 
 Educational Qualification  First Class or Higher Second Class Master 

Degree in Social Work i.e. Master of Social 
Work 

 Experience 1. At least 5 years of experience in 
Research and Training related activities 
in relevant field of Social Work. 

2. Original Publication, Research or 
Assistance in Publication, Research in 
relevant field of Social Work. 

 Other The post may be filled by direct 
recruitment or through promotion as 
required by the Director General, 
YASHADA. 



  PROACTIVE DISCLOSER UNDER SECTION 4 OF RIGHT TO INFORMATION ACT, 2005 

 267

Sr. 
No. 

Category of the Post Special Recruitment Rules for CESJ 

3. RESEARCH ASSISTANT NO. OF POST – ONE 
 Classification Class – III 
 Scale of Pay UGC Scale 

Rs. 5,000-150-8,000 
 Age Limit Maximum 35 yrs. 
 Educational Qualification 1. First Class or Higher Second Class 

Master Degree in Social Work i.e. 
Master of Social Work. 

2. Dissertations or Term Papers on Social 
Sector issues while completion of 
Master Degree. 

 Experience Candidates having at least 1 year field 
experience may be preferred. 

 Other The post may be filled by direct 
recruitment or through promotion as 
required by Director General, YASHADA. 

 
 

(RATNAKAR GAIKWAD) 
Director General 
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YASHADA POLICY CIRCULAR 
 

Policy Circular No: DG/R & D/Tr. 
Dated: 10th February 2004 
Empowered Authority: Director General  
Subject: Role of R & D Centre in the Training and Research 

at YASHADA 
Circulated for Information to: All HOD 

All faculty  
Circulated for Necessary 
Compliance to 

Prof. K. S. Nair, prof. Rajan Gengaje 

 
Preamble: 
YASHADA is the apex training institute of the Government of Maharashtra. With the 
establishment of R & D Centre, YASHADA aspires to emerge as the State's apex research 
institute for governance and development research, This honorable position of . our 
organization brings a very serious responsibility on all of us at YASHADA. We need 10 
establish and maintain highest possible standards of  quality in both training and research, 
and set a benchmark for other organizations engaged in similar activities. 
 
We are all proud that YASHADA is entrusted with the responsibility of monitoring and 
evaluating various Governmental programmes, plans, activities and even entire Departments. 
We need to simultaneously monitored evaluate our own functioning so as to be justified in 
evaluating others. 
 

Overall Directive 
An inbuilt mechanism of monitoring and evaluation is thus an utmost necessity and priority, 
The Director General (DG), being the head of the organization, is vested with the 
responsibility of conducting the evaluation. However, the DG needs the assistance and 
support to conduct this exercise appropriately and effectively. The DG has thus identified R 
& D Centre as the. arm and instrument for executing the crucial responsibility of moJ1itoring 
and evaluation of training and research at YASHADA. The R & D Centre is expected to 
represent the DG in this matter, and act rigorously as per his directives and up to his 
satisfaction. Similarly, all faculty members of YASHADA are expected to treat R & D 
Centre as a representative of the DG in this matter, and extend the necessary support and 
cooperation as if extended to the DG. 
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Specific Directives 
A)  Training 

1. The R & D Centre shall constitute a Training Monitoring Cell within itself.  
2. All members of YASHADA faculty shall submit their design and material of training 

to the Training Monitoring Cell. 
3. The Cell shall in turn scrutinize the designs and materials and approve after necessary 

Improvements. 
4. The Training Monitoring Cell shall coordinate with the Course Cell in ensuring that 

the objectives and priorities of YASHADA are adequately reflected in the annual 
training calendar, and that all aspects of organization and conduct of training 
programmes are up to a certain standard of quality, 

5. The Training Monitoring Cell shall organize periodical in-house workshops for 
reviewing the quality of training, and will take the necessary steps for improving the 
same. 

6. The Cell shall regularly report to the DG on the quality of training. 
 
B) Research 
7. The R & D Centre shall also constitute a Project Cell within itself. 
8. All members of YASHADA faculty shall submit their proposals for research, 

documentation of best practices, etc., to the Cell 
9. The Cell shall in turn scrutinize the proposals and approve after improvements, 

keeping in view the crucial need for creating more between SIRD, SIUD, ATI, YCIT, 
CDM, etc. 

10. The Cell will also monitor the implementation of research projects, and periodic 
reviews of the progress of research activities. 

11. The Cell shall regularly report to the DG on the quality and progress research. 
 

C) Publication and Audio-visual Production 
 
12. The R & D Centre shall ensure that the final output of research and training activities 

is documented and disseminate  through high quality publications (books, research 
papers, compendiums, etc.) as well as documentary video: and films. 

13. All faculty members of YASHADA shall submit their proposals of publishing 
materials / preparing films to the R & D Centre. 

14. In turn, the R & D Centre shall ensure that the training and research activities, as well 
as special achievements of YASHADA are effectively show-cased through 
publications and films. 
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Separate Policy Circulars shall be issued regarding the constitution of Training Monitoring 
Cell and Project Cell. 
 
So ordered. 
 

Ratnakar Gaikwad, lAS 
Director General, YASHADA 
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YASHWANTRAO CHAVAN ACADEMY OF DEVELOPMENT ADMINISTRATION 
 

YASHADA POLICY CIRCULAR 
 
 

Policy Circular No: XXXlInd BoG /2004/P&P/Action/ 01 
Dated: February 11, 2004 
Empowered Authority: Board of Governors YASHADA 
Agenda Item No BoG: XXXII: 05 
Agenda Item Description Approval for renaming of various Centres at  

YASHADA 
Minutes Reference  Approved Minutes of the XXXlInd Board of 

Governors Meeting held on 22 January 2004 
Minutes numbers XXXII : 62,63 and 64 
Circulated for Information to: 1. Office of Hon. Chief Secretary, GoM 

2. All collaborating institutions 
3. General Administration Department, 
Government of Maharashtra 
4. Members, Executive Committee 
5. All YASHADA Faculty and Staff 

Effect from January 22, 2004 
 

Background 
Han Chief Secretary to the Government of Maharashtra is the ex-officio President of the 
Board of Governors at Yashwantrao Chavan Academy of Development Administration 
(YASHADA). Policy initiatives and annual work plans are reviewed and approved by the 
Members of the Board during their meetings. The presence and authority of the Hen. Chief 
Secretary ensures the support and guidance of the Government of Maharashtra. 
 
That  proposal to name certain Centres at YASHADA and provide them with a State- level - 
Mandate was reviewed and approved along with the re designation of the Heads of  
Departments as Director(s) of the various Institutions proposed under the aegis of 
YASHADA. 
 
The Mandate thus provided by the Board of Governors is presented here. It is to be noted that 
the Board has considered and approved the renaming of the Centres and the redesignation of 
the members of Faculty at YASHADA with the perspective that the various Institutions thus 
recognized would function under the aegis of the Academy. 
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YASHADA is recognised as one of the premier Administrative Training Institutes (ATI) in 
India by the Department of Personnel and Training (DoPT), Government of India (Gol). The 
National Institute of Rural Development (NIRD) considers YASHADA as an excellent 
example of the composite requirement for training in development administration that is very 
much essential in the management of Academic Staff College(s). The Ministry of Urban 
Development (MoUD),  Gol and various agencies such as HUDCO have supported the 
establishment of the Centre for Urban Studies (CUS) at the Academy. 
 
Thematic and institutional separation within the Academy 
 
The thematic sectors for the (a) ATI component are being delivered by the Centre for Good 
Governance (CGG), (b) Rural concerns are being addressed by the Centre for Rural Studies 
(CRS), and (c) Urban concerns are enabled by the Centre for Urban Studies (CUS) at 
YASHADA. 
 
The Academy has also been able to position various Centres of Excellence to enable 
convergent themes of development administration that are common to Good Governance, 
Urban and Rural Development. These Centres include the Centre for Disaster Management 
(CDM), the Centre for Environmental  and Development (CED), and the Centre for 
Information Technology (CIT) 
 
Financial support is received from various Ministries in the Government of India, including 
the Department of Personnel and Training (DoPT), Ministry of Environment and Forests 
(MoEF) and the Ministry of Urban Development (MoUD) among others. Various projects 
are being funded by the Government of India and the Government of Maharashtra., as also 
by institutions such as the  UNDP, the World Bank and Ford Foundation among others. 
 
Considerable support is available from Ministries / Organisations for capacity building, 
implementation of monitoring and evaluation programmes, institution building and extension 
programmes in strengthening empowerment, decentralisation and gender sensitization 
 
The change of nomenclature of these Centres at YASHADA was under consideration for 
quite some time in order to facilitate intra-organisational separation, receive more support 
and ensure institutional growth. 
 
Therefore, the Board of Governors have vide XXXII BoG Minutes Numbers 62, 63 and 64 
approved the proposal to rename the Centres and redesignate the Heads of Department / 
Members of Faculty as Directors of the Institutions thus proposed. 
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The following decisions are now activated with effect from January 22, 2004. 
 
1.  The Centre for Good Governance (CGG), previously the Public Systems and 

Administration Department (PuSA), is now recognized as the Administrative 
Training Institute (ATI) and will continue to Unction entirely under the aegis of the 
Yashwantrao Chavan Academy of Development Administration. 

 
2. The Head of Department, CGG, is now redesignated as Director, Administrative 

Training Institute, and will continue to report directly to the Director General, 
YASHADA. 

 
3. The Centre for Rural Studies (CRS), also previously the Rural Systems and 

Administration Department (RuSA), is now recognized as the State Institute of Rural 
Development (SIRD) and will continue to function entirely under the aegis of the 
Yashwantrao Chavan Academy of Development Administration. 

 
4. The Head of Department. CRS, is now redesignated as Director, State Institute of 

Rural Development, and will continue to report directly to the Director General, 
YASHADA 

 
5 The Centre for Urban Studies (CUS), is now recognized as the State Institute of 

Urban Development (SIUD) and will continue to function entirely under the aegis of 
the Yashwantrao Chavan Academy of Development Administration. 

 
6. The Head of Department, CUS, is now redesignated as Director, State Institute of 

Urban Development and will continue to report directly to the Director General, 
YASHADA. 

 
It is to be recognized that the renaming of the Centres and redesignation of the members of 
Faculty does not in any way constitute the formation of a separate institution or separation of 
financial management. All three institutions thus recognized, would be audited within the 
Academy's accounts, and all the three Directors thus redesignated, would continue to report 
to the Director General, YASHADA as members of the Academy's Faculty. 
 
The above decisions are being brought to the notice of all concerned. 
 

( Ratnakar Gaikwad )  
Director General Section 4(1)(b)(v) 
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YASHWANTRAO CHAVAN ACADEMY OF DEVELOPMENT ADMINISTRATION 
POLICY AND PLAN IMPLEMENTATION CELL 

Policy Circular Docket : BoG XXXII : 05 and minutes 62,63 & 64 
Policy Circular No: XXXlInd BoG /2004/P&P/Action/ 01 
Dated: 11/02/2004 
Empowered Authority: Board of Governors YASHADA 
Agenda Item No BoG: XXXII: 05 
Agenda Item Description Approval for renaming of various Centres at  

YASHADA 
Minutes Reference  Approved Minutes of the XXXlInd Board of 

Governors Meeting held on 22 January 2004 
Minutes numbers XXXII : 62,63 and 64 
Circulated for Information to: 1. Office of Hon. Chief Secretary, GoM 

2. All collaborating institutions 
3. General Administration Department, 
    Government of Maharashtra 
4. Members, Executive Committee 
5. All YASHADA Faculty and Staff 

Effect from January 22, 2004 
 
 

Action by Registrar, YASHADA 
Document Source Policy and Plan Implementation Cell, YASHADA 
Date February 11, 2004 
Action by Registrar Circulation as per list above 
Action coordinated by Dr. Bharat Bhushan, Head, Policy and Plan 

Implementation Cell 
Action approved by Hon Director General YASHADA 
 

sd/- sd/- sd/- 
Head, policy & Plan 
Implementation Cell 

Registrar, YASHADA Director General 
YASHADA 
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Action to be initiated: As approved by Director General, YASHADA 
Policy Circular Number  XXXlInd BoG /2004/P&P/Action/ 01 

Date 11/02/2004 
Empowered Authority Board of Governors YASHADA 
Agenda Item Number BoG: XXXII: 05 
Agenda Item Description  Approval for renaming of various Centres at  

YASHADA 
Minutes Reference Approved Minutes of the XXXlInd Board of 

Governors Meeting held on 22 January 2004 
Minutes Numbers XXXII : 62,63 and 64 
 

Points of Action 
1. Registrar to issue separate letters indicating renaming of Centres to current Heads of 

Departments of the said Centres along with instructions regarding maintenance of 
letterheads, rubber-stamps, dispatch registers, file numbers etc. among other 
administrative procedures. 

 
2 Registrar to issue separate letters to current Heads of Departments of said Centres 

indicating redesignation as Directors of specific Institutes as per Policy Circular. 
Specific mention may be made about reporting directly to Director General, 
YASHADA. 

 
3. Financial Advisor to convene a working group comprising Registrar, Accounts 
officer, Directors - designate of the specific Institutes to develop procedures regarding 
maintenance of accounts books, ledgers and maintenance of double- entry systems, if 
deemed necessary. The recommendations may be finalized and presented to Director 
General, YASHADA within the next ten working days. All concerned are 10 cooperate 
with Financial Advisor on this matter. Please regard this as high priority. 

 
 
 
 

Ratnakar Gaikwad 
Director General 

 

Section 4(1)(b)(v) 



Section 4(1)(b)(v) 276

YASHWANTRAO CHAVAN ACADEMY OF DEVELOPMENT ADMINISTRATION 
POLICY AND PLAN IMPLEMENTATION CELL 
 

POLICY CIRCULAR DOCKET : BoG XXXII: 19(1) and Minutes 87 
Policy Circular No: XXXlInd BoG /2004/P&P/Action/ 04 
Dated: 16/02/2004 
Empowered Authority: Board of Governors YASHADA 
Agenda Item No BoG: XXXII: 19(1) 
Agenda Item Description Any other matter with the permission of the chair 

To approve proposal to recognise the YASHADA 
Library as a repository Library for the Govt. of 
Maharashtra 

Minutes Reference  Approved Minutes of the XXXlInd Board of 
Governors Meeting held on 22 January 2004 

Minutes numbers XXXII : 37 
Circulated for Information to: 1. Office of Hon. Chief Secretary, GoM 

2. All collaborating institutions 
3. General Administration Department, Government 
of Maharashtra 
4. Members, Executive Committee 
5. All YASHADA Faculty and Staff 

Effect from January 22, 2004 
 
 

Action by Registrar, YASHADA 
Document Source Policy and Plan Implementation Cell, YASHADA 
Date February 11, 2004` 
Action by Registrar Circulation as per list above 
Action coordinated by Dr. Bharat Bhushan, head, Policy and Plan 

Implementation Cell 
Action approved by Hon Director General YASHADA 
 

sd/- sd/- sd/- 
Head, Policy & Plan 
Implementation Cell 

Registrar YASHADA 
Director General 

YASHADA 
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YASHWANTRAO CHAVAN  ACADEMY OF DEVELOPMENT ADMINISTRATION 
 

YASHADA POLICY CIRCULAR 
 

Policy Circular Number XXXIInd BoG/2004/P&P/Action/PC/04 
Dated February 13, 2004 
Empowered Authority Board of Governors; YASHADA 
Agenda Item Number BoG:XXXll:19 (1) 
Agenda Item Description 
Any other matter with the 
permission of the Chair 

Any other matter with the permission of the Chair 
To approve proposal to recognise the YASHADA 
Library as a Repository Library for the Government 
of Maharashtra 

Minutes Reference Approved Minutes of the XXIInd Board of 
Governors Meeting held on 22 January 2004 

Minutes Numbers XXXII 87 
Circulated for Information to: 1. Office of Hon. Chief Secretary, GoM. 

2. All collaborating institutions. 
3. General Administration Department, 

Government of Maharashtra. 
4. Members, Executive Committee. 
5. All YASHADA Faculty and Staff 

Effective from January 22, 2004 
 

Background 
The Hon. Chief Secretary to the Government of Maharashtra is the ex-officio President of the 
Board of Governors at Yashwantrao Chavan Academy of Development Administration 
(YASHADA), Policy initiatives and annual workplans are reviewed and approved by the 
Members of the Board during their meetings. The presence and authority of the Hon. Chief 
Secretary ensures the support and guidance of the Government of Mahara.shtra. 
 
The proposal to recognise the YASHADA Library as a Repository Library for the 
Government of Maharashtra was reviewed and approved for establishment under the aegis of 
YASHADA. 
 
The YASHADA Library as a Repository Library for the Government of Maharashtra. 
 
The YASHADA Library has a collection of more than 40,000 volumes on several 
development perspectives such as Public Administration, Urban and Rural Development, 
Gender and Social Equity, Issues, Economics, Environment, Disaster Management , 

Section 4(1)(b)(v) 
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Information Technology, Agriculture and Forestry among numerous other subjects. The 
Library has a well-appreciated membership along with being able to support the reading 
requirements of participants of the various training programmes and workshops being held at 
the Academy. 
 
The Academy has begun work on several research projects that focus on administrative 
procedures, monitor and evaluate implementation of development programmes and attempts 
to network among government departments and non-governmental organisations. Certain 
projects, such as Functional Review of Administrative Reforms, Rehabilitation Concerns of 
Narmada Sarovar Project and Capacity Building of Health Department among others would 
require the YASHADA library to be well equipped with current published and unpublished 
government documents. 
 
It has been deemed appropriate for the YASHADA Library to be recognised as a repository 
library for all such published and unpublished Government Documents. The material thus 
received will be separated for restricted and/or unrestricted reading. The mezzanine floor 
within the Library will be identified as the location for the repository. The facility will 
electronic storage on large databases that can possibly be accessed through the MahaNET or 
any other INTRANET / INTERNET facility. 
 
The location the mezzanine floor would also enable the Research and Documentation Centre, 
the Centre for Disaster Management and Centre for Environment and Development to 
provide programme and project support for the Repository. 
 
The General Administration Department, Government of Maharashtra, has been identified as 
the nodal Mantralaya-based Department to facilitate the process. 
 
The various government documents that would need to be received at the YASHADA 
Library would include government resolutions (GRs) and orders (GOs), annual reports of 
various departments, budget papers, gazette notifications, journals, information brochures 
and other relevant published and unpublished material. . 
 
Therefore, the Board of Governors have vide XXXII BoG Minutes Number 87 approved the 
proposal to recognise the YASHADA Library as a Repository Library for the Government of 
Maharashtra. 
 
The following decisions are now activated with effect from January 22, 2004. 
1. YASHADA Library will now function as a. Repository Library for the Government 

of Maharashtra. 
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2. The Repository will be established on the mezzanine floor of the Library. 
 
The above decisions are being brought to the notice of all concerned. 
  

( Ratnakar Gaikwad ) 
Director General 
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YASHWANTRAO CHAVAN  ACADEMY OF DEVELOPMENT ADMINISTRATION 
POLICY AND PLAN IMPLEMENTATION CELL 

 
POLICY CIRCULAR DOCKET : BoG XXXII: 07 and Minutes 68 and 69 

 
Policy Circular Number XXXIInd BoG /2004 /P&P /Action /PC /03 
Date February 16, 2004 
Empowered Authority Board of Governors, YASHADA 
Agenda Item Number BoG: XXXII: 07 
Agenda Item Description To establish an Institute for Productive and 

Empowered Old Age (IPEOA) at YASHADA 
Minutes Reference Approved Minutes of the XXXlInd Board of 

Governors Meeting held on 22 January 2004 
Minutes Numbers XXXII: 68 and 69 
Circulated for Information to 1. Office of Hon. Chief Secretary, GoM 

2. All collaborating institutions. 
3. General Administration Department, Government 

of Maharashtra. 
4. Members, Executive Committee 
5. All YASHADA Faculty and Staff 

Effective From January 22, 2004 
 

Action by Registrar, YASHADA 
Document Source Policy and Plan Implementation Cell,  

YASHADA 
Date February 16, 2004 
Action by Registrar Circulation as per list above 
Action coordinated by Dr. Bharat Bhushan, Head, Policy and Plan 

Implementation Cell 
Action approved by Hon. Director General, YASHADA 
 

sd/- sd/- sd/- 
Head, Policy & Plan 
Implementation Cell 

Registrar YASHADA 
Director General 

YASHADA 
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Action to be initiated: As approved by Director General, YASHADA 
 

Policy Circular Number XXXIInd BoG/2004 / P&P/Action/PC/03 
Date February 16, 2004 
Empowered Authority Board of Governors, YASHADA 
Agenda Item Number BoG: XXXII: 07 
Agenda Item Description To establish an Institute for Productive and 

Empowered Old Age (IPEOA) at YASHADA 
Minutes Reference Approved Minutes of the XXXIInd Board of 

Governors Meeting held on 22 January 2004 
Minutes Numbers XXXII: 68 and 69 
 

Points of Action 
1. Registrar to issue separate letters indicating establishment of the Institute for 

Productive and Empowered Old Age (IPEOA) to the designated HoD along with 
instructions regarding maintenance of letterheads, rubber-stamps, dispatch registers, 
file numbers etc. among other administrative procedures. 

2. Registrar to issue separate letters to designated Head of Departments of IPEOA with 
specific mention about reporting to Director General, YASHADA. 

3. Follow-up action regarding staffing pattern and filling up of posts at the IPEOA as 
proposed and approved at the XXXIInd BoG on 22 January 2004 may be initiated by 
Registrar at the earliest. A status report may be submitted to Director General on a 
weekly basis. 

4. Registrar may coordinate with Director General in framing the recruitment rules for 
the Faculty Positions at IPEOA if special qualifications are required. 

5. The designated HoD for IPEOA may coordinate with Office of Director General to 
ensure a suitable weekly slot for review of the activities of the newly established 
Centre. 

 
( Ratnakar Gaikwad ) 

 Director General 
To: 
1. All HoDs, YASHADA 
2. Registrar, 3. Financial Advisor, 4. Accounts Officer 
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YASHWANTRAO CHAVAN ACADEMY OF DEVELOPMENT ADMINISTRATION 
 

YASHADA POLICY CIRCULAR 
 
Policy Circular Number XXXIIndBoG/2004/P &P/ ActionlPC/03 
Dated February 16, 2004 
Empowered Authority Board of Governors, YASHADA 
Agenda Item Number BoG:XXXIl: 07 
Agenda Item Description To establish an Institute for Productive and Empowered

Old Age (IPEOA) at YASHADA 
Minutes. Reference Approved Minutes of the XXIInd Board of 

Governors Meeting held on 22 January 2004 
Minutes Numbers XXXII: 68 and 69 
Circulated for Information 
to : 

1. Office of Hon. Chief Secretary, GoM 
2. All collaborating institutions 
3. General Administration Department, 
    Government of Maharashtra  
4. Members, Executive committee 
5. All YASHADA Faculty and Staff 

Effective from January 22, 2004. 
 

Background 
The Hon. Chief Secretary to the Government of Maharashtra is the ex-offlcio 

President of the Board of Governors at Yashwantrao Chavan Academy of Development 
Administration (YASHADA). Policy initiatives and annual workplans are reviewed and 
approved by the Members of the Board during their meetings. The presence and authority of 
the Hon. Chief Secretary ensures the support and guidance of the Government of 
Maharashtra. 

The proposal to establish an Institute for Productive and Empowered Old Age 
(IPEOA) at YASHADA was reviewed and approved for establishment under the aegis of 
YASHADA. 

Proposal to establish an Institute for Productive and Empowered Old Age (IPEOA) at 
YASHADA. 

The Government of Maharashtra had requested YASHADA to formulate a suitable 
proposal to set up an "Institute for Productive and Empowered Old Age". Shri Suresh Kumar, 
lAS, Additional Chief Secretary, Social Justice Department, Mantralaya had indicated that 
funding arrangements for such Centre could be explored. 
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"The Dignity Foundation", Mumbai, an NGO working actively in the field of old age 
research and resettlement has come forward to assist YASHADA in this endeavor. 
Considering the excellent work done by the Dignity Foundation, in its work for productive 
and empowered old age, YASHADA has signed a MoU with the Foundation to collaborate in 
this effort. 

The institute would function as a repository of knowledge about ageing in 
Maharashtra and in India, will recommend policy initiatives to the Government, conduct 
research about the impact of ageing within the human population in the State and will enable 
capacity building through training programmes and workshops. Accordingly, YASHADA 
and the Dignity Foundation have begun working together towards establishing. a dedicated 
institute under the aegies of YASHADA. 

Therefore, the Board of Governors have vide XXXII BoG Minutes Number 68 and 69 
approved the proposal to establish "Institute for Productive and Empowered Old Age 
(IPEOA)" at YASHADA. 
 
The following decisions are now activated with effect from January 22, 2004. 
 
1. YASHADA and the Dignity Foundation will work together towards establishing a 

dedicated institute under the aegies of YASHADA, to be named as the "Institute for 
Productive and Empowered Old Age (IPEOA)". 

2. The institute will function as a Recourse Centre and as the repository of knowledge 
about ageing in Maharashtra and in India, and will assist the Government in policy 
formulation on old age issues. 

3. The institute will recommend policy initiatives to the Government, conduct research 
about the impact of ageing within the human population in the State and will enable 
capacity building through training programmes and workshops. 

4. The staffing pattern for the IPEOA has been approved by the XXXIInd BoG and 
includes permanent faculty and staff. 

5. The Director General, YASHADA, has been empowered to frame the recruitment 
rules for the faculty positions at IPEOA if special qualifications would be required. 

 
The above decisions are being brought to the notice of all concerned. 
 

 ( Ratnakar Gaikwad ) 
Director General 

Section 4(1)(b)(v) 
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YASHWANTRAO CHAVAN  ACADEMY OF DEVELOPMENT ADMINISTRATION 
POLICY AND PLAN IMPLEMENTATION CELL 

 
POLICY CIRCULAR DOCKET : BoG XXXII: 19(1) and Minutes 87 

 
Policy Circular Number XXXIInd BoG /2004 /P&P /Action /PC /04 
Date February 16, 2004 
Empowered Authority Board of Governors, YASHADA 
Agenda Item Number BoG: XXXII: 19 (1) 
Agenda Item Description 
Any other matter with the 
permission of the Chair 

Any other matter with the permission of the Chair 
To approve proposal to recognise the YASHADA 
Library as a Repository Library for the Government 
of Maharashtra 

Minutes Reference Approved Minutes of the XXXlInd Board of 
Governors Meeting held on 22 January 2004 

Minutes Numbers XXXII: 87 
Circulated for Information to 6. Office of Hon. Chief Secretary, GoM 

7. All collaborating institutions. 
8. General Administration Department,    
    Government of Maharashtra. 
9. Members, Executive Committee 
10. All YASHADA Faculty and Staff 

Effective From January 22, 2004 
 

Action by Registrar, YASHADA 
Document Source Policy and Plan Implementation Cell,  

YASHADA 
Date February 16, 2004 
Action by Registrar Circulation as per list above 
Action coordinated by Dr. Bharat Bhushan, Head, Policy and Plan 

Implementation Cell 
Action approved by Hon. Director General, YASHADA 
 

sd/- sd/- sd/- 
Head, Policy & Plan 
Implementation Cell 

Registrar YASHADA 
Director General 

YASHADA 
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YASHWANTRAO CHAVAN  ACADEMY OF DEVELOPMENT ADMINISTRATION 
 

YASHADA POLICY CIRCULAR 
 

Policy Circular Number XXXIInd BoG /2004 /P&P /Action /PC /04 
Date February 13, 2004 
Empowered Authority Board of Governors, YASHADA 
Agenda Item Number BoG: XXXII: 19 (1) 
Agenda Item Description 
Any other matter with the 
permission of the Chair 

Any other matter with the permission of the Chair 
To approve proposal to recognise the YASHADA 
Library as a Repository Library for the Government 
of Maharashtra 

Minutes Reference Approved Minutes of the XXXlInd Board of 
Governors Meeting held on 22 January 2004 

Minutes Numbers XXXII: 87 
Circulated for Information to 1. Office of Hon. Chief Secretary, GoM 

2. All collaborating institutions. 
3. General Administration Department,    
    Government of Maharashtra. 
4. Members, Executive Committee 
5. All YASHADA Faculty and Staff 

Effective From January 22, 2004 
 

Background 
The Hon. Chief Secretary to the Government of Maharashtra is the ex-officio President of the 

Board of Governors at Yashwantrao Chavan Academy of Development Administration 

(YASHADA) Policy initiatives and annual workplans are reviewed and approved by the 

Members of the Board during their meetings. The presence and authority of the Hon. Chief 

Secretary ensures the support and guidance of the Government of Maharashtra. 

 

The proposal to recognise the YASHADA Library as a Repository Library for the 

Government of Maharashtra was reviewed and approved for establishment under the aegis of 

YASHADA. 

 

The YASHADA Library as a Repository Library for the Government of Maharashtra 
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The YASHADA Library has a collection of more than 40,000 volumes on several 

development perspectives such as Public Administration, Urban and Rural Development, 

Gender and Social Equity Issues, Economics, Environment, Disaster Management; 

Information Technology, Agriculture and Forestry among numerous other subjects. The 

Library has a well-appreciated membership along with being able to support the reading 

requirements of participants of the various training programmes and workshops being held at 

the Academy. 

 

The Academy has begun work on several research projects that focus on administrative 

procedures, monitor and evaluate implementation of development progran1mes and attempts 

to network among government departments and non-governmental organisations. Certain 

projects, such as Functional Review of Administrative Reforms, Rehabilitation Concerns of 

Narmada Sarovar Project and Capacity Building of Health Department among others would 

require the YASHADA library to be well equipped with current published and unpublished 

government documents. 

 

It has been deemed appropriate for the YASHADA Library to be recognised as a repository 

library for all such published and unpublished Government Documents. The material thus 

received will be separated for restricted and / or unrestricted reading. The mezzanine floor 

within the Library will be identified as the location for the repository. The facility will 

electronic storage on large databases that can possibly be accessed through the MahaNET or 

any other INTRANET / INTERNET facility. 

 

The location at the mezzanine floor would also enable the Research and Documentation 

Centre, the Centre for Disaster Management and Centre for Environment and Development 

to provide programme and project support for the Repository. 

 

The General Administration Department, Government of Maharashtra, has been identified as 

the nodal Mantralaya-based Department to facilitate the process. 
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The various government documents that would need to be received at the YASHADA 

Library would include government resolutions (GRs) and orders (GOs), annual reports of 

various departments, budget papers, gazette notifications, journals, information brochures 

and other relevant published and unpublished material. 

 

Therefore, the Board of Governors have vide XXXII BoG Minutes Number 87 approved the 

proposal to recognise the YASHADA Library as a Repository Library for the Government of 

Maharashtra. 

 

The following decisions are now activated with effect from January 22, 2004, 

 

1. YASHADA Library will now function as a Repository Library for the Government 

Maharashtra. 

2. The Repository will be established on the mezzanine floor of the Library. 

 

The above decisions are being brought to the notice of all concerned. 

 

( Ratnakar Gaikwad ) 

Director General 
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YASHWANTRAO CHAVAN  ACADEMY OF DEVELOPMENT ADMINISTRATION 
 

YASHADA POLICY CIRCULAR 
 
Policy Circular No. XXXIInd BoG/2004/P &PI/Action/PC/28 
Dated March 01. 2004 
Empowered Authority Director General, YASHADA 
Subject Regarding establishment of YASHADA Policy  

and Plan implementation Cell 
Reference All approved minutes of the Board of Governors, 

meeting held on 22.01.2004. 

Circulated for Information to: All YASHADA Faculty & staff 
Effective from January 22, 2004 

 
Background 

There comes a time in all organizations when regular activity gets catalysed to multi-
dimensional and result oriented parallel-activity based exponential growth due to the 
guidance and support given by its Governing Body. YASHADA has been privileged, since 
its formation, to receive guidance and direction from its Board of Governors during their 
regular meetings through providing sanction for all institutional proposals and annual 
workplans. 
 
The Hon. Chief Secretary to the Government of Maharashtra in his position  ex-officio 
President of the Board of Governors at the Yashwantrao Chavan Academy of Development 
Administration (YASHADA) is crucially responsible for bringing together unanimous 
support of all the members of the Board of Governors of the Academy. It is also to the 
benefit of the Academy that the presence and authority of the Hon. Chief Secretary ensures 
the support and guidance of the Government of Maharashtra. 
 
The XXXIInd meeting of the Board of Governors held on January 22, 2004 was a landmark 
in the decisions undertaken through unanimity that now enables tremendous exponential 
growth of the Academy. The Agenda by itself in its very detailed and extensive format 
circulated in advance to the Members of the Board of governors was well appreciated and 
therefore helped in taking accurate decisions by the Members present at the meeting, 
 
The approved minutes of the XXXllnd BoG reflects the unanimous approval by all the 
Members present on January 22, 2004. Of the ninety-seven recorded minutes, there are sixty 
or more that need immediate follow-up and specific strategies to operationalize all the major 
activities, projects and programes for the Academy. 
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Decisions of the XXXIInd BoG of January 22, 2004. 
The major decisions and approvals of the XXXIInd BoG have helped determine an action, 
process for the next 1-3-5 years for the Academy. The crucial decisions that require follow-
are listed in the accompanying table: 
 

Section 4(1)(b)(v) 
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YASHADA Policy Circular :  
Establishment of YASHADA Policy and Plan Implementation Cell 
 Table: List of decisions taken by XXXllnd BoG of the Academy. 

1. Research and Documentation Centre 
2. Think Tank 
3. ISO 9001 
4. Annual Meeting of Training 

Coordinaors 
5. Monitoring & evaluation of training 
6. Management Information Systems 

(MIS) 
7. Filling up of Vacant Posts 

YASHADA 
8. Weekend Courses and Sponsored 

Courses 
9. State Action Plan for training of PRl 

Functionaries and Elected 
Representatives 

10. Memorandum of Understanding 
(MoUs) with various sister-
institutions 

11. Foundation Day Celebrations 
12. Foundation Day Lectures  
13. Library Book Club 
14. Yoga Club 
15. Shifting /Realignment of MSEB HT 

Lines 
16. Garden and Landscape Maintenance 
17. Construction activities at 

YASHADA 
18. Geographic Information Systems 

(GIS) Survey of the YASHADA 
Campus 

19. Vermiculture Project for Solid Waste 
Management at YASHADA Campus 

20.  Sourcing financial support and 
collaboration at New Delhi 

21. New Project: Relief and 
Rehabilitation of PAPs in the 

Narmada Sardar Sarovar Project 
Area. 

22. New Project: Maharashtra Health 
Systems Project. 

23. Project: Functional Review of 
Administrative Reforms. 

24. Purchase of new vehicles. 
25. Vipassana Courses 
26. Compilation of BoG Policy 

Decisions 
27. Permanent YASHADA Exhibition. 
28. Electronic Database of Resource 

Persons  
29. Website for best practices of GoM 
30. Project: Maharashtra Biodiversity 

Strategy and Action Plan 
31. Consultancy assignments to 

YASHADA under multilateral 
funding  

32. YASHADA Campus Master Plan 
33. Approval for renaming of Centre for 

Good Governance (CGG) as the 
Administrative Training Institute 
(ATI) 

34. Approval for renaming of Centre for 
Rural Studies (CRS) as the State 
Institute of Rural Development 
(SIRD)  

35. Approval for renaming of Centre for 
Urban Studies (CUS) as the State 
Institute of Urban Development 
(SIUD). 

36. Centre for Equity and Social justice 
(CESJ) at YASHADA. 
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37. Institute for Productive and 
Empowered Old Age (lPEOA) at 
YASHADA. 

38. Stale - level E - Governance 
Facilitation Centre (EFC) in 
collaboration with the STPI at 
YASHADA. 

39. Certificate and Diploma Courses in 
Disaster Management at YASHADA 

40. Payment of "Course Fee Amount" to 
YASHADA from GAD-GoM 

41. Posts created for coordinating and 
monitoring training activities of 9 
GTCs, 11 PRTCs and ICTC 

42. Review of Training Activities during 
April 2003 to December 2003.   

43. Annual Report for the year 2002-
2003,  

44. Annual Accounts and Audit Report 
for the year 2002-2003. 

45. Revised budget estimates for 
YASHADA for the financial  
(current) year 2003-2004 

46. Budget estimates for YASHADA for 
the year 2004-2005. 

47. YASHADA Library as a Repository 
Library for the GoM. 

48. To designate one of the 2 vacant 
posts of Professors as Professor and 
Financial Advisor 

49. To approve appointment of Shri U C 
Sarangi. lAS, Commissioner (Co-
operation) on the Board of 
Governors. YASHADA. under Rule 
11 of the Memorandum of 
Association of YASHADA. 

50. To approve the merger and takeover 
of the Meltron Computer Academy  
by 

51. List of proposed training 
programmes for the year 2004-05. 

52.  To approve proposal to upgrade the 
posts in the YASHADA Centre for 
Information Technology (YCIT) 

53. Five-year perspective plan for the 
Centre for Environment and 
Development at YASHADA  

54.  Faculty Retreat held on January 12-
13,2004  

55. Self-Help Groups (SHGs) and 
Micro-Finance  Cell at YASHADA  

56.  Waterproofing of 8 Hostel Rooms 
 

(Doc Source: Policy & Plan Cell) 
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YASHADA Policy Circular: 
Establishment of YASHADA Policy and Plan Implementation Cell 

 
Significance of the Minutes of the XXXIlnd BoG of January 22, 2004. 
 
There is an obvious and urgent need to follow up to all the decisions by the XXXIInd BoG at 
YASHADA, Follow up of decisions by the BoG cannot be limited to reminders by the 
Administration upon intimation of a future meeting, All Faculty, Administration. Establishment 
and Employees would need to ensure that there is active follow-up and the minutes of thc 
XXXllnd BoGs regarded as an empowered Action Plan for the Academy, 
 
The XXXllnd BoG has provided very comprehensive approvals for the YASHADA MASTER 
PLAN vide BoG Agenda Item No.4 and Minutes Nos. 55 to 61. It is however to be very 
significantly noted that each approval envisages extremely minute detailing for various items of 
expenditure that require specific planning, parallel activities and projectisation of tasks in a very 
systematic manner. 
 
The YASHADA MASTER PLAN is a comprehensive convergence of the (a) YASHADA 
CAMPUS MASTER PLAN, (b) the SIRD MASTER PLAN and (c) various infrastructure 
requirement plans for the Academy. Several decisions about the Master Plan require follow-up 
on a multi-level, multi departmental and multi-individual basis within the Academy, as also on 
an inter-institutional level ex situ of YASHADA. 
 
The minutes about the YASHADA MASTER PLAN therefore, as approved by the XXXIInd 
Board of Governors, chaired by Hon. Chief Secretary, Government of Maharashtra, in his 
capacity as President of the Board of Governors, has placed an enormous responsibility on the 
Academy and it would have to be met with strategic planning and management. 
 
There are also significant decisions regarding the in situ institutional separation of the (a) State 
Institute of Rural Development, (b) State Institute of Urban Development. and (c) the 
Administrative Training Institute. There are decisions regarding the formation and recognition of 
the (a) Research and Documentation Centre, (b) Centre for Social Equity and Justice. (c) Institute 
for Old Age, (d) Self help Group and Micro Finance Cell and (c) E-Governance Facilitation 
Centre. 
 
Within existing perspectives, there are significant decisions regarding the (2) Library Repository 
for GoM (b) Five - Year Perspective Plan for the Centre for Environment and Development. and 
(c) Appointment of a Financial Advisor for the Academy among others. 
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There is an obvious and urgent need to ensure accurate and timely follow-up to all the decisions 
about the YASHADA MASTER PLAN at the BoG Meeting held on January 22, 2004. The 
minutes, as approved by the Hon. Chief Secretary, Government of Maharashtra, in his capacity 
as President of the Board of Governors, has placed an enormous responsibility on the Academy 
and it would have to be met with strategic planning and management. 
 
The YASHADA MASTER PLAN is a comprehensive convergence of the (a)YASHADA 
CAMPUS MASTER PLAN, (b) the SIRD MASTER PLAN and (c)various infrastructure 
requirement plans for the Academy, Several clear-cut decisions, as enabled by approvals or 
suggestions. and recorded in the minutes require follow-up on a multi-level. multi-departmental 
and multi-individual basis within the Academy  as also on an inter-institutional level ex situ of 
YASHADA, 
 
It is therefore essential that the various processes are coordinated at the highest level within the 
Academy by enabling all faculty Administration,  Establishment   Employees to function 
independent within their own time schedules and work norms and ensure that all points of action 
are completed at the earliest. It is felt necessary that the Office of the Director General, 
YASHADA, is directly supported by a Policy and Plan Secretariat Department Cell to ensure 
that timely follow-up is ensured. 
 

Establishment of YASHADA Policy and Plan Implementation Cell 
 
The Policy and Plan Secretariat Department / Cell will function directly under the supervision of 
the Director General and submit requirements for coordination within the Academy. follow-up 
points of action, monitor and report on activities undertaken on the basis of the approved minutes 
and ensure that a monthly meeting is convened to consider any requests for support if required 
from all concerned. 
 
The Policy and Plan Implementation activities will function at the Cell-level under the aegis of 
the Office of the Director General. Dr. Bharat Bhushan, HoD, Centre for Environment and 
Development will coordinate the Cell as its HoD. Tf1e Registrar, YASHADA will assist .the 
Policy and Plan Implementation Cell on behalf of the Administration. 
 
The following decisions are now activated with effect from January 22, 2004. 
 
1. The Policy and Plan Implementation Cell is being established with effect from January 

22, 2004. 
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2. The Policy and Plan Implementation Cell will function directly under the supervision of 
the Director General, YASHADA. 

 
3. Dr. Bharat Bhushan, HoD, CED, will function as the HoD for the Policy and Plan 

Implementation Cell with immediate effect. 
 
4. Registrar, YASHADA will assist the Policy and Plan Implementation Cell on behalf of 

the Administration. 
 
5. Ms. Shraddha Kulkarni, Stenographer, is appointed full-time to function within the Policy 

and Plan Implementation Cell. 
 
6. The following organisational support is envisaged. Later changes can be worked out on a 
need-by-need basis. 
 

a. One Office Clerk to be appointed on contractual basis or internal transfer for 
coordination of the YASHADA MASTER PLAN. 

b. One Office Clerk to be appointed on contractual basis or internal transfer for 
coordination of all the policy decisions of the XXXIInd BoG. 

c. One Steno / Typist to be appointed on contractual basis or internal transfer for 
coordination of the YASHADA MASTER PLAN 

d. One Steno / Typist to be appointed on contractual basis or internal transfer for 
coordination of all the policy decisions of the XXXIInd BoG. 

e. One Office Peon to be appointed on contractual basis or internal transfer for 
Office Support. 

f. One Office Peon / Assistant to be appointed to ensure support for documentation 
work including xerox, spiral binding etc. 

 
7. Registrar, YASHADA would be responsible for ensuring office personnel support, 

appointment of new personnel, providing equipment support and ensuring coordination 
between all departments, centres and cells at the Academy. 

 
The above decisions are being brought to the notice of all concerned. 
 
 

( Ratnakar Gaikwad ) 
Director General 
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YASHWANTRAO CHAVAN ACADEMY OF DEVELOPMENT ADMINISTRATION 
 

POLICY AND PLAN IMPLEMENTATION CELL 
 

YASHADA INTRA-OFFICE MEMO 
 
Intra Office Memo Number XXXIInd BoG/2004/P &P / Action/Memo/05 
File No. YBoG/2004/01.045 
Dated March 08, 2004 
Empowered Authority Office of Policy & Plan Implementation Cell, 

YASHADA. 
Agenda Item Number BoG:XXXII:19 (5) 
Agenda Item Description 
Any other matter will the 
permission of the Chair 

Any other matter with the permission of the Chair 
To approve the list of proposed training 
programmes for the year 2004-05. 

Minutes Reference Approved Minutes of the XXIInd Board of 
Governors Meeting held on 22 January 2004 

Minutes Numbers XXXII:91 
Circulated for Information to : All Faculty & Staff, YASHADA 
Effective from January 22, 2004 

 
The list of the proposed Training Programmes for the year 2004-05 was reviewed by the Board 
of Governors in the XXXIInd Meeting held on January 22, 2004. It should be noted by all 
faculty and staff that the list of the Training Programmes have been approved by the Members of 
the Board of Governors present during the meeting. It would therefore be necessary on the part 
of all HoDs and faculty to ensure that the Training Programmes are conducted as proposed and 
all slots as indicated are fully utilized. Any changes if required, with the permission of the 
Director General, would need to be submitted through the Course Cell and HoD, Administration. 
 
It would be necessary to ensure that requirements for Round Table Workshops, Seminars or 
Review Meetings for ongoing Research Projects including the "Functional Review for 
Administrative Reforms" Project be slotted within the Training Calendar 2004-05 with due 
information and process through HoD, Course Cell, prior to seeking permission from the 
Director General. 
 
 

( Ratnakar Gaikwad ) 
Director General 
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YASHWANTRAO CHAVAN ACADEMY OF DEVELOPMENT ADMINISTRATION 
 

YASHADA POLICY CIRCULAR 
 
Policy Circular No. XXXlInd BoG/2004fP&P/ActionlPC/29 
Dated March 19,2004 
Empowered Authority Director General, YASHADA . 
Subject Regarding Review Meetings being called by  

Office of the Director General, YASHADA. 
 Reference All approved minutes of the Board of Governors, 

meeting held on 22.01.2004. 
Circulated for Information to : All YASHADA Faculty & staff 
Effective from January 22, 2004 

 
Background 

 
It is necessary to build up on the existing team spirit and sense of cooperation among officers, staff and employees 
in the Academy by specifying periodicity and objectives of formal interaction with the Director General. This would 
enable everybody to go ahead with their regular functional activity and ensure timely completion of works, research 
and help accomplish deadlines in a conducive manner.  
 
All concerned have been contributing to the Think Tank meetings on the lines of the policy 
circular concept that has been established at YASHADA. This process helps generate ideas 
through unrestricted expression of opinion and suggestions without the fear of ridicule. That  
consensus at the Think Tank meetings along with the monthly faculty meetings helps develop a 
listing of administrative and policy decisions under the authority of the Director General. 
 
It is therefore essential that considering the recent renaming of Centres, Institutes and the 
establishment of the new Centres and merger of certain units between others, the monthly 
Faculty, Think Tank and Weekly Review meetings should be recognized as important 
administrative processes at the Academy. 
 
Schedule 
 
The schedule for the Monthly Meetings and Review Meetings are as follows : 
1. Monthly Faculty Meeting held on 1st Saturday of each month convened by HoD, Course 

Cell (to be held at 9.30 A.M.) 
2. Monthly Think Tank Meeting held on 3rd Saturday of each month to be convened by 

Secretary, Think Tank (to be held at 9 30 A.M.) 
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3. Weekly Review Meetings of all Departments, Centres and Cells as per the weekly slots 
allotted in the schedule approved by the Director General. 

 
Objectives 

It is essential to clearly identify the Objectives and Agenda for the various Review Meetings 
being called by the Director General, YASHADA. 
 
The objectives of these meetings are as follows. 
 
YASHADA Policy Circular: Review Meetings being called by the Office of DG, YASHADA 
 
1. Monthly Faculty Meeting held on 1st Saturday of each month (to be held at 9.30 A.M.) 
• To review completion of Training Programmes and of the previous month and discuss the 

monthly schedule for the next 60 to 90 days. 
• To review inter-departmental, inter centre and inter-sectoral coordination and 

collaboration if required for the proper conduct of Training Programmes and Research 
Projects. 

• To review the status of Action Research Project and other research programmes, 
publications and infrastructure requirements for ongoing activities. 

• To review status of implementation of recommendations made by Training Monitoring 
Cell along with Training Needs Assessment by Departmental Coordinators. 

 
2. Monthly Think Tank Meeting held on 3rd Saturday of each month (to be held at 9.30 

A.M.) 
• To Invite recommendations, suggestions and ideas by members of Faculty, other officers, 

employees and staff of the Academy.  
• To review status of action taken based on recommendations and suggestions made at 

earlier Think Tank Meetings. 
• To consider innovative methods and initiatives in the training and infrastructure 

administration of the Academy received from time to time on occasions other than the 
Think Tank Meetings. 

 
3. Weekly Review Meetings of all Departments, Centres and Cells as per the weekly slots 

allotted in the schedule approved by the Director General. 
• To review Participant's Representatives and Recognized Trainer approaches by 

Department / Centre / Cell and the status of its implementation. 
• To record status of sponsored training programmes, workshops and seminars being 

sourced from other agencies. 
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• To review status of proposals and accomplishment of work on Action Research Projects. 
• To review status of proposals and accomplishment of work on Consultancy Projects 
• To record systems improvement and standards established concerning ISO 9001. 
• To review progress in regard to collaboration with Departmental Coordinators. 
• To receive note on activities undertaken so far and those proposed to be undertaken. 
 

Guidelines 
In the event that the Monthly Faculty Meeting or the Monthly Think Tank Meeting overlaps with 
a Public Holiday or any other important or unforeseen event, the meeting will be preponed to the 
immediately preceding working day and will be conducted in the same time-slot. 
 
It may be noted by all concerned that subsequent to this Policy Circular there would be no need 
for any official letter or intimation to invite the concerned officers and staff to attend the 
meetings. 
 
The above decisions are being brought to the notice of ail concerned. 
 

 ( Ratnakar Gaikwad ) 
Director General 
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YASHADA POLICY CIRCULAR 
 
Policy Circular No: PC/2003-04/YMRC/001 
Dated: 29 March 2004 
Empowered Authority: Director-General, YASHADA 
Subject: Establishment of the 'YASHADA Media and 

Resource Centre/ 
Circulated for Information to: Members, YASHADA Board of Governors 

Members, YASHADA Executive Committee 
Members, YASHADA Recruitment Committee 
YASHADA Desk, GAD, Govt. Of Maharashtra 
All YASHADA Faculty and Staff 

Circulated for necessary 
compliance to: 

YASHADA CAVP and Publications Cell 

 
Background:  
With YASHADA poised to increase its training and research output six fold over the coming 
years, it is felt that the current support structures (viz. the Centre for Audio-Visual Production 
(CAVP) and the Publications Cell) need to be revamped and strengthened, so that they can 
contribute fully to these training and research processes. They should, ideally, be the creators and 
initiators of new knowledge resources, and not just the disseminators of an end product, 
conceived and designed by others. 
 
In addition, there is a need to heighten the YASHADA profile in the mass media, so that larger 
issues of governance can be brought into the domain of public awareness. YASHADA, as the 
most credible advocate of the initiatives within State Government, needs to engage in a 
continuing dialogue with civil society, to make , good governance a reality in Maharshtra. 
 
Finally, with the exponential growth in information and the new technologies at its disposal, 
YASHADA is uniquely placed to develop and disseminate knowledge resources necessary for 
development and public administration through training and publication. 
 
In the .light of the above, it is therefore resolved to establish a 'YASHADA Media and Resource 
Centre' (YMRC) by merging the existing Centre for Audio-Visual Production (CAVP), and the 
Publications Cell, and suitably strengthening them as outlined below. 
 
Objectives: The objectives of the YMRC will be as follows: 
 
1. To develop and disseminate knowledge sources of direct use in development and public 

administration; 
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2. To provide the State Government interface with mass media and in engaging civil 
society. 

3. To provide and maintain state-of-the art audio-visual facilities for training and research 
 
Activities: 
1.1 Compilation and publication of the annual YASHADA 'State of Maharashtra's 

Development' Report 
1.2 Establishment and maintenance of YASHADA's Digital Library  
1.3 Publication of Quarterly Journal in Marathi 
1.4 Publication of Quarterly Journal in English 
1.5 Publication of fortnightly internal newsletter in English 
1.6 Commissioning, publication, marketing of books/modules etc. 
1.7 Maintenance and updating of YASHADA website 
1.8 Production of multimedia training modules 
1.9 Video documentation of training sessions, best practices, case-studies etc. 
 
2.1 To organise a monthly press conference on issues of contemporary interest 
2.2 To coordinate with Doordarshan in the. production of programmes on development and 

governance issues. 
2.3 To network with the public and private mass media, the DGIPR, etc. 
2.4 To build up civil society networks on issues relevant to YASHADA activities. 
 
3.1 To identify resources to provide YASHADA with state-of-the-art art audiovisual 

facilities. 
3.2 To make the necessary purchases, and streamline inventory in these articles 
3.3 To build up a DVD and VCD Library for use in training. 
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Implementation: 
The 'YASHADA Media and Resource Centre' will be established with effect from 1 April 2004. 
From that date, both the CAVP and the Publications Cell will cease to exist as separate entities, 
and will be merged within the YMRC, with the following organisation structure: 
 

Core staff: will form the full time staff of the YMRC 
 
1 Associate Professor and Head, YMRC 
1 Research Officer (Publications) 
1 Audio-visual Officer 
1 Asst Publications Officer  
2 Audio-visual Assistant  
3 Publications Assistant 
 
Seconded staff: will continue to function in their present posts, but shall be seconded to YMRC as and 
when required, for special duties: 
 
1 Senior Librarian for YASHADA Digital Library 
1 Research Officer, R&D Centre, for publication of Marathi Journal and organising Press 
conferences 
1 Programmer/Research Officer, CIT for website updating etc. 
Research Assistant, SIRD, for field work and support for video documentation 
 
In addition there will be an Advisory Committee, drawn from YASHADA faculty and senior 
officers, based in Pune. 
 
So, ordered. 
 

Ratnakar Gaikwad, IAS 
Director-General, YASHADA 

 
Enclosures: The necessary orders for filling the above posts 
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PC/2003-04/YMRC/Head  

29 March 2004 
 

OFFICE ORDER 
 
In pursuance of the Policy Circular no PC/2003-04/YMRC/001, of even date, the Director-
General is pleased to announce the establishment of the YASHADA Media and Resource Centre 
(YMRC) w.e.f. 1 April 2004. 
 

1. The YMRC will be created with the merger of the existing Centre for Audio Visual 
Production and the Publications Cell, which will cease to exist as independent entities w.e.f. 
1 April 2004. 

2. The YMRC will be headed by Smt Nasrin Siddiqui, who will henceforth hold 
independent charge as Associate Professor and Head, YMRC. Smt  Siddiqui will report 
to Director-General YASHADA. 

3. The current heads of CAVP and Publications Cell will hand over their respective charges 
to Smt Siddiqui, w.e.f. 1st April 2004. 

4. Smt Siddiqui will undertake the duties mentioned in the statement at Appendix I. 
 
  

Ratnakar Gaikwad, IAS 
Director-General, YASHADA 

 
For necessary action to: 
1. Smt. Nasrin Siddiqui, Associate Professor 
2.  Dr. K. S. Nair, Head, RDC 
6. Shri. Milind Tanksale, Asst. Professor and Head CAVP  
7. Registrar,  and 
5.  Accounts officer 
 
Copy for information to: All faculty and officers 
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Appendix I 

 
Work allocation in the YASHADA Media and Resource Centre: 
 

CORE STAFF 
 
No. Name and Title Duties 
1. 
 

Smt Nasrin Siddiqui 
Associate Professor and 
Head, YMRC 
 

• Policy formulation and strategic planning to 
achieve the objectives of YMRC 

• Overall supervision and direction of YMRC 
Activity. 

• To conduct at least 5 course weeks of training on 
'Development Communication' and Knowledge 
Management 

• Compilation and publication of the annual 
        YASHADA 'State of Maharashtra's Development' 

Report 
• Establishment and maintenance of YASHADA's  

Digital Library 
• Publication of fortnightly internal newsletter in 

English 
• Maintenance and updating of YASHADA website
• Production of multimedia training modules 

2. Shri Ramesh Vaswani 
Research Officer, 
Publications 

  

• Publication of Quarterly Journal in English 
• Publication of internal documents like Annual 

Report, Brochures etc. 
• Commissioning publications from internal and 

external sources. 
• Overseeing the reprographics contracts. 
• Budgeting and reporting – publications. 
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No. Name and Title Duties 
3. Shri Abhay Kate 

Audio-Visual Officer 
• Video documentation of training sessions, best 

practices, case-studies etc. 
• To coordinate with Doordarshan in the 

production of programmes on development and 
governance issues. 

• To network with the public and private mass 
media, the DGIPR, etc. 

• Identification of resources to provide 
YASHADA with state-of-the-art art audio-visual 
facilities. 

• To make the necessary purchases, and streamline 
inventory in these articles. 

• Budgeting and reporting - audio-visuals 
4. Shri B P Jogdand 

Asst. Publications  
Officer 
 

• Marketing and Sales (including records, receipts, 
follow-up etc.) 

• Liaison with press, issue of fortnightly press 
releases 

• Processing of all purchases, printing orders, bills 
etc. 

• Assisting in the production of Marathi Quarterly 
   Journal and all other commissioned publications 
• Assisting the R O (Pub) in all communication  

and follow-up with commissioned authors - both 
internal and external 

5. Shri Satish Visal & 
Sanjay Kadam 
Audio-visual Assistant 

• Care and maintenance of A-V Equipment 
• Care and maintenance of A V Classroom / 

theatre 
• Assistance Press Conferences / Events  
• Establishing and maintaining a video library of 

entertaining and educational feature films, 
documentaries 

• ware, software, peripherals, consumables  
• Maintenance of files dealing with A V 

equipment 
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No. Name and Title Duties 
6. Shri Vinay Kulkarni 

Publications Assistant 
• Typesetting, design, layout of YASHADA's journals, 

Annual Report, ATC brochures etc 

• Compilation of material from external sources, 
and its design and layout 

• Maintenance/updating of subscription lists 
• Maintenance of records, inventory for Computer 

hardware, software, peripherals, consumables 
• Maintenance of files dealing with publication 

 
SECONDED STAFF 

 
No. Name and Title Duties 
1. Shri Manoj Kulkarni 

Senior Librarian 
YASHADA Digital Library 

2. Shri S G Waidande 
Research Officer, R&D 
Centre 

Publication of Marathi Journal and organising 
press conferences 

3. Srnt Ujwala Udgaonkar 
Programmer / Research 
Officer, CIT 

 Website design and updating 

4. Shri Amol Bamishte 
Research Assistant, 
SIRD 

Field work and support for video documentation 
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Appendix II 
 

ADVISORY COMMITTEE OF YMRC 
 

1 Shri Ratnakar Gaikwad, IAS, D G YASHADA & Chairman 
2 Shri U C Sarangi, lAS, Commissioner, Cooperation 
3 Shri Sudhir Goel, commissioner, Cooperation 
4 Shri Pramod Chopade, AIR 
5 Shri Ingale, Reg. Director, Doordarshan, Pune. 
6 Shri Vijay Kuvalekar (Press) 
7 Dr Usha Bambawale (Academia) 
8 Shri Sanjay Pawar (Freelance journalist)  
9 Dr Rajan Gengaje, YASHADA 

10 Shri Anand Pardhy, YASHADA 
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YASHADA POLICY CIRCULAR 
 

Policy Circular No FA-Allocation of expenditure/2004 
File No. P- 13  of Financial Advisor 

Subject: Principle for allocation of expenditure for 
YASHADA's financial transactions. 

Effective from 01/04/2004 

Circulated for Information of All HoDs, Faculty & Staff of YASHADA 

 
Background 

In pursuance of BoG's decisions in XXXllnd meeting, there is sizable increase in YASHADA's 
activities due to undertaking independent projects and sponsored courses. Those activities are 
generating revenues for YASHADA, similarly resulting in the expansion of various activities of 
YASHADA, e.g., hiring of manpower, expanding infrastructure, increase in number of Research 
Projects, purchases of various material & amenities. Under such circumstances it is desirable to 
monitor of "the Financial' Transactions of YASHADA. Closely. The proper accounting 
procedures will adequately indicate the efficiency, self sufficiency of various Projects and 
Sponsored courses, dependability on government grants. Therefore proper Allocation of 
Expenditure would help YASHADA to ascertain its preparedness for achieving full financial 
autonomy. 
 
2. Principles 
It is therefore decided to lay down the principles for allocation of expenditure in YASHADA's 
various accounts. These are described below. 
 
2.1 Government Grants 
2.1.1 Receipt - All central & state government grants, general and purposive.  

2.1.2 Expenditure - Expenditure befitting government norms, regulations, standard 
conventions, economy measures. 

 
This would include YASHADA's traditional expenditure and expenditure incurred for 
salary and establishment of post sanctioned and approved by the government of 
Maharashtra. 

 
2.2 Project & Sponsored courses  
2.1.1 Receipt - Project finance, course fees of sponsored courses, project & course fee surplus 

of current year. 
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2.2.2 Expenditure - Expenditure eligible for utilizations purpose, expenditure incurred 
for the training courses under project, expenditure incurred for sponsored courses. 

Expenditure for extra amenities, furniture, renovation from project surplus. Course 
surplus available during respective financial year. 
 

Head of department. in charge of sponsored course will be eligible to claim such extra 
amenities from project / course surplus by obtaining approval of Director General / 
competent authority. 

 
Cash incentives if any as per  YASHADA'S policy will also be debited to above  surplus 
funds. 

 
2.3. Corpus funds 

2.3.1 Receipts: Interest on investment of funds, income generated from hiring 
out YASHADA amenities course / project surplus etc. 

2.3.2 Expenditure: 
• From YASHADA's Investments - Capital expenditure which can not be 

incurred or met from YASHADA grants that would reduce recurring 
liability considerably or resulting increase in Direct income of 
YASHADA . 

• From Revenue income of YASHADA's Corpus - Revenue expenditure 
which can not be incurred due to the shortage of government grants, and 
other expenditure beyond government norms, regulations, standard 
conventions, economy measures principally consented by BoG or 
competent authority. 

 
3. Explanation 
In consonance with above principles, explanatory chart with illustrative examples is enclosed for 
ready reference. 
3.1.  All Heads of departments. Heads of various Centers, Cells. should ensure that while 

submitting any proposal for expenditure, they should invariably refer enclosed table and 
indicate the source of receipt from which the proposed expenditures should be incurred. 

3.2 Similarly if this expenditure is to be incurred from Project Funds, then payment invoice 
should be accompanied by Top Sheet as prescribed in Clause 2 of Accounts Section Circular 
dated 10/09/2003 (copy enclosed) . 

 
In absence of specific mention of Fund from which expenditure is to be incurred on proposal / 
bill Accounts Section will be competent to withheld or decline payment. 
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These principles of Allocation of Expenditure and the illustrative examples are issued as a 
general guidelines and as a ready reference for various spending authorities. However, in 
peculiar circumstances, exigencies of a proposal, Director General will issue specific instructions 
for allocations of expenditure. 
 
 

(Ratnakar Gaikwad) 
Director General, 

YASHADA 
 
Copy to : 
Dy. Director General I and Director ATI  
Dy. Director General II and Director SIRD 
All HoD's of YASHADA / All Heads of Centers/ Cells / Projects In-Charge 
Registrar. 
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PRINCIPLE for ALLOCATION of EXPENDITURE from YASHADA RECEIPT 
FOR YASHADA'S FINANCIAL TRANSACTIONS 

 

GOVERNMENT GRANTS PROJECT 
RECEIPTS EXPENDITURE 

Principle: as per Govt. 
norms, standard 

conventions, economy 
measures 

RECEIPTS EXPENDITURE 
Principle: Expenditure eligible 

for Utilization Certificate 

Salary of posts sanctioned 
by Govt. 

All Direct Expenditure incurred by 
YASHADA 

Estt. Expenditure of above 
posts. 

Salary of Persons employed by 
YASHADA Beyond Govt. 
Sanction 

Rent Rates Taxes Salary of YASHADA Employees 
working exclusively on project. 

Electricity, generator Deluxe Training Items 
Exp. For YASHADA 
courses 

Course Charges as per YASHADA 
Rates 

Normal TA DA Inadmissible Air Journey 
Standard Stationery Project Related entire tour 
Civil and Electricity 
Maintenance 

Premium Course Material Special 
Meals 

Telephones Transport & Vehicle Hiring 
Charges 

Special Repairs Honorarium and Guest Travel 
Expenses 

P.O.L. Course Expenditure as per 
YASHADA's standard schedule 

Vehicle Maintenance 

PROJECT 
GRANTS FROM 
GOVT. & NON 
GOVT. INCOME 
OUT OF 
PROJECTS 
COURSE FEES & 
COURSE FEES 
SURPLUS NOT 
TRANSFERRED 
TO CORPUS 

Course Marketing Expenditure 
Training to Employees Expenditure beyond Govt. Norms, 

Standard Conventions, Economy 
Measures 

Capital Expenditure Vehicle 
Library, Publication, CAVP Air Conditioners 
All committed expenditure 
for above Items 

Ultra Modern Furniture 

 Room Renovations 
 Extra Computers & Peripherals 
 Direct Telephone 

ALL STATE, 
CENTRAL 
GOVT. 
GENERAL & 
PURPOSIVE 

 Incentives as per YASHADA 
Policy 

  

PROJECT 
SURPLUS AT 
THE DISPOSAL 
OF RELEVANT 
HOD, PROJECT 
INCHARGE 
BEFORE 
TRANSFERRING 
TO YASHADA 
CORPUS 

Mobile Phone Charges 
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CORPUS FUND 

RECEIPTS EXPENDITURE 
Capital and Direct Productive Expenditure which can not be incurred or 
Met from YASHADA Grants can be incurred from YASHADA 
Investments. 
Revenue Expenditure Beyond Govt. norms, Regulation standard 
conventions, economy measures but PRINCIPLE consented by BOG or 
Competent Authority and will be incurred only from Revenue Receipts. 
State of Art Furniture 
Guest House Renovations 
Manpower Charges to Contractor 
Air Conditioner to Hostel and Office Rooms 

1. Course Surplus 
2. Project Surplus 
3. Administrative Charges 

or Projects 
4. Library 
5. Publication 
6. Rent 
7. Facility Charges 
8. Interest On Investment 
9. Income from Disposed 

Property Semi Luxury Vehicles 
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TOP SHEET FOR VOUCHER 
 

YASHWANTRAO CHAVAN ACADEMY OF DEVELOPMENT ADMINISTRATION 
 

Expenditure Serial No. (As given in Expenditure Control Register) 
 

Date : 
 

Pay to __________________________________________________________ 
 

Particulars ______________________________________________________ 
 

Sanction Reference _______________________________________________ 
 

Details of Expenditure Project Name Amount 
   

Rs.  Rs. 
 

Passed for payment Rs.     By Cheque 
 
In words _________________________________________________________ 
 
Cheque No.     Bank    Branch 
 
 
 
 
Course Director   Project-in-charge      Accounts Officer 
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YASHADA POLICY CIRCULAR 
 

Policy Circular No DCO/Co-oP. Cell/2004 
Dated 2nd April, 2004 
Subject: Establishment of the "Special Cell for Co-operation"  

 
Of  late YASHADA has given lot of emphasis and stress on the capacity building of all the 
stakeholders in the co-operative fold. Considering the fact that Maharashtra has been in the 
forefront in the co-operative movement, it is very necessary that Maharashtra maintains its 
premier position in the country in co-operative sector. With a view to ensure this and having 
regard to the fact that large number of training programmes have been organised for the capacity 
building of, officials and non-officials of Co-operative Banks/Co-operative Credit Societies/ 
APMCs, it is felt necessary to establish Special Cell for Co-operation. 
 
Shri Vijay Suryavanshi, Assistant Professor, will Head this Cell and Shri C. K. Patil, at present 
working as Training Co-ordinator, will work as Research Officer in the said Cell. Shri Jaisingh 
Thorat will assist the said Cell as Course Assistant. 
 
The said Cell should start functioning forthwith. The objectives and functions of Cell would be 
spelt out separately and communicated. 
 

 
(Ratnakar Gaikwad)  

Director General 
 
• All faculty members 
• Registrar 
• Course Cell 
• Estate Manager 
• Accounts Officer. 
• Shri Jaisingh Thorat, Course Assistant 
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YASHADA POLICY CIRCULAR 
 

Policy Circular No: ISO/PC/20042004-05/001 
File No ISO/2004-05/CIR 
Empowered Authority: Director General  
Subject: Establishing Tri-Ietter system for internal and 

outside communication of the Academy 
Dated: 05/04/2004 
Circulated  to: All HoDs, YASHADA 

 
During Our daily work every body in the Academy needs to generate various papers and files. 
For the growing institution like ours it became imperative to know which section generates 
which papers and files. 
 
With a view to ensure uniformity in all correspondence between departments and outside the 
academy, it is necessary to have a uniform tri-Ietter code to each file/ paper etc. It will not only 
provide quick cross reference for our documents, but also help in systematic arrangement and 
quick access to files, papers and documents within the department as well as within the 
Academy. It will also helps us to mark it distinctly from papers and files of other sections. 
 
The tri-letter system suggested here is agreed upon by every Department / Section Head and 
should now be strictly observed for the use of all files and papers generated in Our Academy by 
each Centre, and Department as well. Any paper or file should indicate the tri-letter allocated to 
the department.. 
 
eg. CDM/TRG/04-05/YASHADA/001 
 
The tri-Ietter system will be effective from April 15th, 2004 
 
So ordered 
 
 

Ratnakar Gaikwad, IAS 
Director General, YASHADA 

 
Enclosed  
A list of Departments and its tri-letter 
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List of Departments and Centres indicating their Tri-letter  Codes for use 
 

No Center / Department Code 

1 Accounts Section ACS 
2 Adm-Conservancy CON 
3 Adm-Establishment I EST-I 
4 Adm-Establishment II EST-II 
5 Administration ADM 
6 Administrative Training Institute ATI 
7 Adm-Maintenance MEN 
8 Centre for Disaster Management CDM 
9 Centre for Environment and Development CED 
10 Centre for Equity and Social Justice. CEJ 
II Co-operation Special Cell COP 
12 Course Cell COC 
13 Director General's Office / Dy. Director General's office DGO / DDG 
14 Estate Manager EMR 
15 Hostel and Mess HOS 
16 Institute of Productive and Empowered Old Age lOA 
17 ISO Cell ISO 
18 Library LIB 
19 Policy and Implementation Cell PIC 
20 Research and Documentation Cell R&D 
21 Self Help Group & Micro Finance SFC 
22 State Institute of Rural Development SRD 
23 State institute of urban Studies SUD 
24 Training Monitoring Cell TMC 
25 YASHADA Media Resource Centre MRC 
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POLICY CIRCULAR 
 

Policy Circular No: ISO/PC/20042004-05/002 
File No ISO/CIR/2004-5 
Empowered Authority: Director General – YASHADA 
Subject: Customer Grievances Redresal System for 

YASHADA 
Dated: 06/04/2004 
Circulated for Information to: Members, YASHADA Board of Governance 

Members, YASHADA Executive Committee All 
YASHADA Faculty and Staff  

Circulated for Necessary 
Compliance to 

Registrar, YASHADA  
Hostel Manager, YASHADA 

 
Background: 
Our Academy caters to the training needs or officers from various departments of the State 
Government. The course participants are our prime customers. Similarly we also avail services 
or various suppliers for our departments. These suppliers are also our customers. The customers 
may have some difficulties suggestions or complaints about our working treatment or them or 
services we provide to them. We exist  o serve our customer either trainee guest faculty, or 
supplier or various services. In order to improve upon our services continuously, we must listen 
to what our customers want to say about these services. Constant feed back about our training 
and other infrastructure facilities is very important for continuous quality improvement in our 
training programmes 
 
Objectives: 

a) To establish a mechanism to ensure that grievances of customers of the Academy are 
addressed and responded to. 
b) To formulate a monitoring device which will ensure that similar  complaints are not 
repeated. 

 
Implementation : 
With a view to listen to our participants and visitors interacting at various points in our Academy 
following procedure should be adapted: 
 
1. A suggestion / complaint book should be made available / kept at places like Hostel, 

Mess, Reception Counter, Administration Accounts, Library etc. so that anybody who 
wants to put coml,1ents can freely put their comments and suggest ions.  
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2. The officer In-charge or the: Department should respond to it within reasonable time (Not 
exceeding 10 working days). 

3. Registrar, YASHADA should review the nature of complaints and ensure that the 
responsible officer takes necessary measures so that similar complaints do not accrue 
again. 

4. Similarly, compliments received should also be displayed and brought to the notice of 
others to encourage the concern. 

 
The System should be implemented from 15th April 2004. 
 
So ordered. 
 

Ratnakar Gaikwad, IAS 
Director General, YASHADA 
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YASHADA POLICY CIRCULAR 
 
Policy circular No. :  DGO/COP/2004 .  
Date    : 13 April 2004 
 
Subject : Objectives and functions of the Special Cell for Co-operation. 
 
In pursuance of the order dated 2.4.2004 establishing Special Cell for Co- operation, the 
objectives and functions of the special cell are laid down as follows 
 

OBJECTIVES 
1. Identification of training needs of various sectors in co-operation and also of cooperation 

Dept. & designing training courses. 
 
2. Training of non-officials/officials in the co-operative sectors and co-op. department 

officers for capacity building. 
 
3. Undertaking Action Research Projects in co-operative sectors. 
 
4. Identifying best practices in various co-operative sectors and disseminating them. 
 
5. Undertaking studies for good governance in co-operative sectors. 
 
6. Providing consultation to various sectors of co-operation. 
 

7. Studying co-operative movement in the context of liberalization, privatization & 
globalisation and studying movements in the developed countries for adopting best practices. 

 
FUNCTIONS 

1.  Organising training of officials/Non-officials of DCCB/Urban Cooperative Banks/Co-
operative credit societies/ APMC/Dairy Co-operatives / BLVAC / Sugar cooperatives 
/PACS/Tribal societies. 

 
2.  Organising training of the field staff of adm and audit wings of the cooperative 

department. 
 
3. Organising induction and foundation training for officers of co-operative dept. 
4. Identifying problem areas in various sectors of co-operation and undertaking research in 

those areas to provide solutions. 
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5. Documenting success stories in various sectors such as PACS. urban banks. urban credit 
societies block level village artisans co-operative societies, co-operative credit societies, 
APMC. consumer co-operative societies, dairy co-operative societies, novel cooperative 
societies.  

6. Organising training for agricultural marketing. 
7. Exposure training of selected co-operators/social activist from each districts regarding 

successful running of various types of co-operative societies. . 
8. Training of trainers identified from urban co-operative banks / co-operative credit 

societies/ APMC of all districts. 
9. Associating district banks association/federations of co-operative credit societies and 

planning for training at district level as YASHADA out reach programme. 
10.  Suggesting reforms in the working of Urban co-op. Banks/Urban co-op credit societies. 
11. Preparing manual of detailed guidelines for proper functioning for the directors of 

DCCB/UCB / urban credit societies. 
12. Organising Management devt. programmes for newly recruited officers in Urban Banks. 
 
The special Cell for Co-operation should strive to achieve the above objectives by associating 
experts in various fields of Co-operation. 
 

Ratnakar Gaikwad 
Director General 

 
1. PA to DG for record 
2. All HoD and faculty members  
3. Registrar 
4. Course Cell 
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YASHWANTRAO CHAVAN ACADEMY OF DEVELOPMENT ADMINISTRATION 
 

YASHADA POLICY CIRCULAR 
 
Policy Circular Number  XXXIInd BoG/2004/P &P / Action/PC/02  

Dated February 12, 2004 
Empowered Authority  Board of Governors, YASHADA  
Agenda Item Number  BoG:XXXII:06 
Agenda Item Description To establish a Centre for Equity and Social Justice 

(CESJ) at YASHADA 
Minutes Reference Approved Minutes of the XXIInd Board of 

Governors Meeting held on 22 January 2004 
Minutes Numbers XXXII: 65,66 and 67 
Circulated for Information to : 1. Office of Hon. Chief Secretary. GoM 

2. All collaborating institutions 
3. General Administration Department.  
      Government of Maharashtra 
4. Members, Executive committee  
5. All YASHADA Faculty and Staff 

Effective from January 22, 2004 
 
Background 
The Hon. Chief Secretary to the Government of Maharashtra is the ex-officio President of the 
Board of Governors at Yashwantrao Chavan Academy of Development Administration 
(YASHADA). Policy initiatives and annual workplans are reviewed and approved by the 
Members of the Board during their meetings. The presence and authority of the Hon. Chief 
Secretary ensures the support and guidance of the Government of Maharashtra. 
 
The proposal to establish a Centre for Equity and Social Justice (CESJ) at YASHADA and 
guidance required regarding (a) staffing pattern and (b) approval separation of funding was 
reviewed and approved for establishment under the aegis of YASHADA. 
 
Justification for establishment of CESJ at YASHADA 
Capacity Building of Weaker sections of the society for not only poverty eradication but for 
bridging the gap between haves and have-nots has acquired significance in the era of 
liberalisation, globalisation and privatisation. To attack social evils and issues like poverty, 
illiteracy, and inequity prevailing in the society, requires an organised task force, trained 
manpower and committed machinery with appropriate knowledge, skills and attitudes towards 



  PROACTIVE DISCLOSER UNDER SECTION 4 OF RIGHT TO INFORMATION ACT, 2005 

Section 4(1)(b)(v) 321

development issues. Various social reformers have contributed to the upliftment of weaker 
sections of the society in Maharashtra. Establishment of a Centre for Equity and Social Justice at 
YASHADA will contribute to the cause of upliftment of weaker section of the society and 
maintain state's progressive image.  
 
The Director, Department of Social Justice vide his D.O. Letter No. DSW/CESJ/ 
YASHADA/107 dated March 3, 2003 had requested the Director General, YASHADA to 
establish a Centre for Equity and Social Justice (CESJ) to address these critical concerns and 
enable capacity building in these crucial sectors of governance. 
 
The Board of Governors of YASHADA had discussed this issue at length in the meeting had on 
May 17, 2003. The Director, Department of Social Justice and YASHADA presented a detailed 
proposal on this important issue during the XXXIInd BoG on January 22,2004. 
 
The Special Component Plan (of the Government of Maharashtra) for the development of certain 
weaker sections of society has funds available for capacity building and strengthening the 
programme implementation process. The aim of  establishing a Centre for Equity and Social 
Justice (CESJ) at YASHADA is to upgrade human capabilities of the stakeholders of SCP to the 
level of the best in the world, The following objectives are delineated: 
 
1. Identification of Training needs of stakeholders 
2. Conduct specialised training programmes, workshop & seminars. 
3.  Prepare authentic database through by research and documentation 
4.  Undertake Action Research Projects in the field. 
5.  Development of HDI reports of the stakeholders. 

6,  Networking of Social Work Colleges, NGOs and other Institutes working for 
stakeholders. 

 
Financial Separation 
It bas been proposed and approved at the XXXIInd BoG on January 22, 2004, that the finances 
required for the centre would be met from funds from (a) Social Justice Department, (from SCP), 
Government of Maharashtra, (b) Social Welfare Department, Gol and (c) YASHADA's own 
funds in proportion of 50%, 25%, 25% respectively. 
 
Thematic and institutional separation within the Academy 
The thematic sectors at YASHADA for the (a) ATI component are being delivered by the Centre 
for Good Governance, (CGG) now renamed as the Administrative Training Institute (ATI), (b) 
Rural concerns are being addressed by the Centre for Rural Studies (CRS), now renamed as State 
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Institute of Rural Development (SIRD), and (c) Urban concerns are enabled by the Centre for 
Urban Studies (CUS), now renamed as State Institute of Urban Development (SIUD) at 
YASHADA. 
 
The Academy has also been able to position various Centres of Excellence to enable convergent 
themes of development administration that are common to Good Governance, Urban and Rural 
Development. These Centres include the Centre for Disaster Management (CDM), the Centre for 
Environment and Development (CED), and the Centre for Information Technology (CIT). 
 
Proposal to establish the CESJ at YASHADA 
 
The CESJ will add to the diversity of thematic concerns being addressed at YASHADA. The 
proposal to establish the CESJ at YASHADA was under consideration for quite some time in 
order to facilitate specific intra-organizational separation, receive more support and ensure 
clearly delineated programmes. . 
 
Therefore, the Board of Governors have vide XXXII BoG Minutes Numbers 65, 66 and 67 
approved 
  
The following decisions are now activated with effect from January 22, 2004. 
 

1. The Centre for Equity and Social Justice as proposed, vide Agenda Item No. 
BOG:XXXII :06 has been approved for establishment at YASHADA. 

2 The staffing pattern for the Centre for Equity and Social Justice as proposed at 
YASHADA for the permanent Faculty and staff at the Academy has been approved by 
Minute No, 66 vide Agenda Item No. BoG:XXXII:06-(B).  

3. The Director General, YASHADA has been empowered to frame the recruitment rules 
for the Faculty positions at CESJ if special qualifications would be required. 

4 The proportional separation of funding sources to support the CESJ in the ratio of (a) 
50% = Government of Maharashtra social Justice Department (from SCP), (b) 25%= Social 
Welfare Department Gol and (c) 25% = YASHADA funds has been approved by Minute No, 
67 vide Agenda Item No. BoG:XXXII:06-(C). 

 
(Ratnakar Gaikwad) 

Director General 
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YASHADA POLICY CIRCULAR 
 
Policy Circular No: PC/2003-04/YMRC/001 
Dated: 29 March 2004 
Empowered Authority: Director-General, YASHADA 
Subject: Establishment of the 'YASHADA Media and 

Resource Centre' 
Circulated for Information to: Members, YASHADA Board of Governors 

Members, YASHADA Executive Committee 
Members, YASHADA Recruitment Committee 
YASHADA Desk, GAD, Govt Of Maharasntra 
All YASHADA Faculty and Staff 

Circulated for necessary 
compliance to: 

YASHADA CAVP and Publications Cell 

 
Background: With YASHADA poised to increase its training and research output six fold over 
the coming years, it is felt that the current support structures (viz. the Centre for Audio-Visual 
Production (CAVP) and the Publications Cell) need to be revamped and strengthened, so that 
they can contribute fully to these training and research processes. They should, ideally, be the 
creators and initiators of new knowledge resources, and not just the disseminators of an end 
product, conceived and designed by others. 
 
In addition, there is a need to heighten the YASHADA profile in the mass media, so that larger 
issues of governance can be brought into the domain of public awareness. YASHADA, as the 
most credible advocate of the initiatives within State Government, needs to engage in a 
continuing dialogue with civil society, to  make good governance a reality in Maharashtra. 
 
Finally, with the exponential growth in information and the new technologies at its disposal, 
YASHADA is uniquely placed to develop and disseminate knowledge resources necessary for 
development and public administration, through training and publication. 
 
In the light of the above it is therefore resolved to establish a "YASHADA Media and Resource 
Centre" (YMRC) by merging the existing Centre for Audio-Visual Production (CAVP), and the 
Publications Cell, and suitably strengthening them as outlined below. 
 
Objectives : The objectives of the YMRC will be as follows: 
1. To develop and disseminate knowledge resource of direct use in development and public 

administration. 
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2. To provide the State Government interface with mass media and in engaging civil 
society. 

3. To provide and maintain state-of-the art audio-visual facilities for training and research. 
 
Activities: 
1.1 Compilation and publication of the annual YASHADA 'State of Maharashtra's 

Development' Report. 
1.2 Establishment and maintenance of YASHADA's Digital Library. 
1.3 Publication of Quarterly Journal in Marathi 
1.4 Publication of Quarterly Journal in English 
1.5 Publication of fortnightly internal newsletter in English 
1.6 Commissioning, publication, marketing of books / modules etc. 
1.7 Maintenance and updating of YASHADA website. 
1.8 Production of multimedia training modules 
1.9 Video documentation of training sessions, best practices, case-studies etc. 
 
2.1 To organise a monthly press conference on issues of contemporary interest. 
2.2 To coordinate with Doordarshan in the production of programmes on development and 

governance issues. 
2.3 To network with the public and private mass media, the DGIPR, etc. 
2.4 To build up civil society networks on issues relevant to YASHADA activities. 
 
3.1 To identify resources to provide YASHADA with state-of-the art art audio-visual 

facilities. 
3.2 To make the necessary purchase, and streamline inventory in these articles. 
3.3 To build up a DVD and VCD Library for use in training. 
 
Implementation : 
The 'YASHADA Media and Resource Centre' will be establish with effect from 1 April 2004. 
From that date, both the CAVP and the Publications Cell will cease to exist as separate entities, 
and will be merged within the YMRC, with the following organisation structure: 
 
Core staff: will form the full time staff of the YMRC 
 
1 Associate Professor and Head, YMRC  
1 Research Officer (Publications) 
1 Audio-visual Officer 
1 Asst Publications Officer 
2 Audio-visual Assistant 
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1 Publications Assistant 
 
Seconded staff: will continue to function in their present posts, but shall be seconded to YMRC 
as and when required, for special duties: 
 
1 Senior Librarian for YASHADA Digital Library 
1 Research Officer, R&D Centre, for publication of Marathi Journal and organising Press 
conferences 
1 Programmer / Research Officer, CIT for website updating etc 
1 Research Assistant, SIRD, for field work and support for video documentation 
 
In addition there will be an Advisory Committee, drawn from YASHADA faculty and senior 
officers, based in Pune. 
 
So ordered. 
 

Ratnakar Gaikwad, IAS 
Director-General, YASHADA 

 
Enclosures: The necessary orders for filling the above posts 
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YASHADA POLICY CIRCULAR 
 
Policy Circular No: PC/2003-04//10A/004 
Dated: June 10, 2004 
Empowered Authority: Director-General, YASHADA 
Subject: Establishment of the Self Help Groups & micro 

finance Cell 
Circulated for Information to: Members, YASHADA Board of Governors 

Members YASHADA Executive Committee 
Members. YASHADA Recruitment Committee 
YASHADA Desk, GAD. Govt. Of Maharashtra 
All YASHADA Faculty and Staff 

Circulated for necessary 
compliance to: 

YASHADA SHGMF 

 
Introduction: Yashada has positioned SHG and micro finance as a strategic training and 
research intervention at the Academy. Micro finance has emerged as an instrument of poverty 
alleviation, by way of providing credit and other related financial services to the poor. In India 
micro finance has been promoted by linking Self Help Groups (SHGs) of the poor with banks 
either directly or through non government organizations. (NGOs). 
 
In Maharashtra several experiments in SHGs and micro finance are being executed by various 
government and non-government agencies. However one of the weak areas in SHGs credit 
linkage is design improvement, project development and organizing marketing linkages. 
 
Realizing the importance of the SHG and micro finance the Cell was established with the 
approval of the board of governors on January 22nd 2004, to function as a nodal center. Its 
mission is strengthening training, extension and support services in SHGs and micro finance to 
Government and non-government organizations on the lines of RUDA (Rural Non farm 
Development Agency) in Jaipur, SHG cell would also include RUDA concept. 
 
YASHADA will be recognized as an information-huh on the SHG movement in Maharashtra. 
 
Objectives:- The objectives of the Cell affirm the need for the State and national Government to 
enable training processes on self Help Groups and micro finance. Specifically the Cell's 
objectives are central to the goals of the Academy. The primary goals of the Cell are: a) To 
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strengthen Yashada's training commitments, and the annual calendar of events. and b) to provide 
on-the-field information and databases to integrate current research and case studies in future 
courses and workshops. 
 
It activities will be: 
• Capacity Building of Government and non Government functionaries in the field of micro 

credit.  
• Preparation and implementation of regionally adapted training programmes and curricula 

consolidating international knowledge and existing experiences in India. 
• Equipping them with skills for taking up micro enterprises. 
• Research and documentation of case studies, and best practices as well as action research 

programme. 
• Capacity assessment ratings and on going evaluations. 
• To conduct Training of Trainers (ToT) and develop training modules. 
• To establish a pilot electronic communication network between Mantralay. various 

departments agencies, Banks, SIRDs, ATIs at YASHADA to facilitate the monitoring and 
continuing curriculum developments. 

 
ONGOING ACTIVITIES AT YASHADA (2004 - 2005): 

1) Prepared an approach paper on SHG and micro finance to reiterate YASHADA 's 
commitment to the development of SHGs and micro finance in the state and country. 

2) Conducted Baseline survey of DCCBs as SHG Promotion Institutions (SHGPI): 
 
A training programme was conducted on Self Help Groups and Micro Finance for Cooperatives 
(5th - 7th May 2004). Data was generated on the position of DCCBs as SHG promoting 
Institutions in terms of the number, membership, loan dispersement and recovery. 
 
3) Training Programmes: 
The Cell has planned a number of training programmes for this calendar year (See box 1). 
Sr. no. Title of the Course Duration 

1 Orientation Programme on SHGs & micro financing 3 days 
2 Training of Trainers on Self Help Groups 5 days 
3 Workshop for SHGs - Capacity Building of Stakeholders 3 days 
4 Empowerment of Women through SHGs 4 days 
5 SHGs and Micro finance (Sponsored by Backward Class 

Corporation) 
2 days 

6 Micro finance and micro enterprises Development 4 days 
7 Capacity Building in Micro Finance and micro enterprises  2 days 
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Sr. no. Title of the Course Duration 
(sponsored by MIDC) 

 
The Cell would design and organize suitable modules of training programmes for the officials 
and nonofficials involved in the setting up and promotion of SHGs and micro finance, including 
Government Officers (Cooperative department, Rural Development department, Tribal 
Development department. Small Industries Department), Panchayat. Raj personnel (Zillah 
Parishap, Block level officials, Panchayats, Gram Sabha), Cooperative banks and other 
Cooperatives, Backward Class Commission, Public Sector Units (PSU), Regional Rural Banks, 
Public and Private Sector Banks and NGOs. The contents and duration of different modules 
range from 2 - 5 days depending upon the level of personnel to  be motivated/ trained etc. 
  
4) RESEARCH AND CONSULTANCY: 
The Cell has initiated a number of studies, which can be the basis for policy, planning and 
implementation. 

1. Role of DCCBs in SHG promotion - a comparative study of DCCBs in Maharashtra.  
2. Enabling women through Self Help Group Movement- a case study of Shivthar 
3. Opportunities and Constraints in NFS. 
4. Impact study on Mulegaon Tanda and Yavali, Solapur districts. 
5. To document success stories on SHGs, DCCBs and NGOs and give them wider publicity 

for replication by all concerned. 
6. To build a databank on SHGs and NGOs in Maharashtra and in other states in the 
country. 

 
LONG TERM PERSPECTIVE PLANNING: 
1. Extend the base line surveys to SHGs promoted by DRDA, MAVIM, NGOs etc. 
2 Build an electronic data information system for ongoing monitoring and evaluation of 

SHGs. using the MIS of Maharashtra State Cooperative Bank, the Cooperative 
Department and Nabard. 

3. To be a nodal agency for conducting a number of capacity building programmes of 
stakeholders in Government and Non Government in partnership with the Cooperative 
Department, Rural Development Department, NABARD, SIDBI, MA VIM, KVIC, 
RMK, FWWB etc. 

4. The Centre would also conduct programmes for IAS Officers in collaboration with Lal 
Bahadur Shastri National Academy (LBSNA), Mussorrie, Uttaranchal. 

5. Collaborate to hold special strategy workshops for the specific needs of state wise, 
Jammu & Kashmir and the North- East. 

6. To collaborate with the UNDP on the program of SHGs as a primary means of generating 
sustainable livelihoods. 
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7. To collaborate with Nabard in designing agency specific training modules, providing 
training material. 

8. To conduct further ToTs for Cooperative and Rural Development Sector and NGOs. 
9. To conduct research & on going evaluation of projects of Nabard, MAVIM, Mahanand, 

NDDB. Ministry of HRD, ICSSR etc. 
10. Develop Below Poverty Level (BPL) artisans in partnership with RUDA, Jaipur. 
11. Policy advocacy in various consultative committees of RBI, NABARD, SIDBI, MAVIM. 

MSCB, MRSS, ICMS, DCCBs, UCBs. 
12. SHG technological and market laboratory. As a component of Yashada master plan it is 

envisaged that "SHG technological and market laboratory" would be established. This 
innovative approach would be able to provide a direct link to the open market while 
having product management inputs from the SHG Cell. The Cell would prepare an action 
plan for participation collaboration through activities and documentation of marketing 
programmes with RDD, GoM and CAPART, New Delhi. 

13. Mainstreaming SHGs in the development process by involving SHGs in programmes. On 
organic farming and drought management Promote vermiculture and water harvesting 
through SHGs. in urban and rural areas Vermiculture is a low cost, but high employment 
and income generating activity, which can be popularized through SHGs; 

14. Convergence of SHG programmes rather than a mere quantitative increase of SHGs 
Yashada would bring a qualitative improvement through convergence of SHGs with 
other government programmes. 

15. To prepare audio/ video material. 
 
Collaboration & networking: 
The Centre under the aegis of Yashada collaborates with various departments of Government of 
Maharashtra like the Cooperative department, Rural Development. Other collaborators are 
NABARD. SIDBI, RMK, RUDA, MA VIM, KVIC, and FWWB. This collaboration extends to 
training, development of research projects and action plans. 
The Centre has built networking with all DCCBs including Chandrapur and Satara. It also 
networks with NGOs like Sampada, CASP, BAIF, Chaitanya and others. The Centre has signed a 
MoU with CASP, rune Unit to collaborate on programmes on SHG, micro finance and 
empowerment of women. 
 
CREATING AN INSTITUTIONAL FRAMEWORK 
The promotion of SHGs along the desired lines requires an appropriate environment and 
institutional enabling framework. Much of the explanations for the failure of development of 
SHGs have been inadequacies of existing environment 
In the ideal case, SHGs when organized on a local or regional basis, sp cializing in a particular 
activity and Liasioning with local institutions, through cooperation can develop into clusters 
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enjoying economies of scale. Networking through the creation of special institutions and ad hoc 
committees would bring the various interest groups together and promote the necessary dialogue. 
 
GOVERNMENT 
Government has a vital role to play in two broad spheres: 
1) Creating a consensual environment for the promotion and working of SHGs 
2) Setting an appropriate regulatory environment to prevent  malfunctioning 
RAISING FINANCIAL AND HUMAN RESOURCES: 
The centre needs to be strengthened as a National Resource Centre by financial! technical 
support from various financial and technical institutions. 
 
So ordered. 
 
Director General 
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Work allocation in the YASHADA Self Help Groups & Micro Finance Cell 
 
Core Staff: 
No. Name and Title Duties 
1. Dr. Medha Dubhashi 

Associate Professor 
and Head, SHGmF 

• Policy formulation and strategy planning to achieve 
the objectives of SHGMF. 

• Overall supervision and direction of SHGMF 
activities. 

• To conduct at least 5 course weeks of training in the 
area. 

• To undertake research on issues relating to SHG. 
• To advocate policy issues to Government. 
• To network with NGOs, DCCBs, Cooperatives, 

Banks, Education institutes etc. 
To undertake documentation and dissemination of 
information. 

2. Research Officer • Training management related functions. 
• To remain in close contact with relevant 

executives. 
• To draft training course profiles (TCPs) of 

assigned courses. 
• To obtain nominations and correspond with the 

nominations. 
• To ensure attendance of the nominees. 
• To prepare course schedule. 
• To prepare reading material. 
• To conduct the training programme. 

• Research related functions. 
• To prepare under the guidance of HoD/DG the 

project proposal / reports and obtain financial 
assistance. 

• To plan and carry out research projects. 
Administrative related functions. 

3. Research Assistant • Training management related functions. 
• Preparation of reading material. 
• Preparation of evaluation report. 
• Preparation of Resource Person's Directory 

(RPD). 
• Research related functions. 

• To assist superiors for conduct of various types of 
research studies like Case Studies, Field Studies 
and Evaluation Studies etc. 

• Administrative related functions. 
4. Course Assistant • Training management related functions. 

Section 4(1)(b)(v) 
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No. Name and Title Duties 
• Obtaining nominations and corresponding with 

nominees.  
• Preparing course schedule. 
• Corresponding with resource persons. 
• Corresponding for Administrative Services. 
• Conducting Course 
• Settling Administrative Matters. 

• Administrative related functions. 
Advisory Committee of SHGmF. 

S. no. Name Designation Address 
1) Shri U C Sarangi, IAS Commissioner for 

Cooperation and 
Registrar 

Cooperative Societies, 
Maharashtra State, 
Central building, 
Pune - 41100 1. 

    
2) Shri Prakash Bakshi CGM, NABARD MClD, NABARD, Bandra 

KurIa Complex, Mumbai-
400051 

    
3) Mr. N Srinivasan CGM, NABARD MClD, NABARD, R.O, 

Shivajinagar,  
Pune-411O05 

    
4) Mr. O S Vinod General Manager, 

SIDBI 
Small Industries 
Development Bank of India 
(SIDBI), Suryakiran Hotel 
Building, First Floor, C-8, 
Mumbai Pune Road, 
Chinchwad,  
Pune-411019. 
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S. no. Name Designation Address 
5) Mrs. T F Thekkekara Managing Director, 

(MAVIM) 
Mahila Arthik Vikas 
Mahamandal (MAVIM) 
Griha Nirman Bhavan 
(MHADA), Mezzanine 
Floor, Bandra (E), 
Mumbai - 400021, India. 

    
6) Shri. Chinmay Basu, 

IAS 
Chief Executive 
Officer, KVIC 

Khadi and Village 
Industries Commission 
(KVIC), 3, Irla Road, Vile 
Parle (West), Mumbai, PIN-
400 056. 
Maharashtra, India. 

7) Shri. S. S. Hussain IAS Principal Secretary Rural development 
Department Mantralaya 
Mumbai 32 

8 Shri Rohit Barandon, 
IAS 

MD RUDA Rural Non Farm 
Development Agency 
(RUDA), Yojana Bhavan,  
Tilak Marg, C- Scheme, 
Jaipur – 5. 
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No. DG\R&D\SHG\2004  
Dated 17th January, 2004 

 
CIRCULAR 

 
Considering the tremendous importance of Self Help Groups (SHG) movement in the State, it is 
felt necessary to do the capacity building of stakeholders of SHGs such as officials and non 
officials of Zilla Parishads, officials and 'non-officials of District Central Cooperative Banks, 
NGOs, Social Activists, officials of different departments, etc. This being a stupendous task it 
has been decided to create a "SHG and Micro Finance Cell" in YASHADA. Dr. Medha 
Dubhashi shall be Incharge of the said Cell. 
 
  

( Ratnakar Gaikwad) 
Director General, YASHADA 

 
• All faculty members  
• DDG (Admn.) 
• DDG (D) 
• Registrar 
• Accounts Officer 
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YASHADA POLICY CIRCULAR 

 
Policy Circular No: PC/2003-04/10A/004 
Dated: June 10, 2004 
Empowered Authority: Director-General, YASHADA 
Subject: Establishment of the 'Institute for Productive and 

Empowered Ageing' 
Circulated for Information to: Members, YASHADA Board of Governors 

Members YASHADA Executive Committee 
Members. YASHADA Recruitment Committee 
YASHADA Desk, GAD. Govt. Of Maharashtra 
All YASHADA Faculty and Staff 

Circulated for necessary 
compliance to: 

YASHADA IOA 

 
Background: In recognition of the magnitude of the problem of population ageing, the Govt. Of 
Maharashtra has set up an Institute exclusively for the study of government's Policy requirements 
in the field of Aging. According to United Nations Report - World Population Ageing: 1950-
2050 the demographic changes of today and tomorrow are extraordinary and profound. Human 
society will itself be reconstructed, as social and economic forces compel us to find new ways of 
living, working and caring for one another. The ageing of the population today is without parallel 
the history of humanity. Increases in the proportions of older persons (60 or older) arc being 
accompanied by declines in the proportions of the young (under age 15). By 2050, the number of 
older persons in the world will exceed the number of young for the first time in history of 
mankind. In the more developed regions this historic reversal in relative proportions of young 
and old took place by 1998. 
 
Population projections for 1996-2016 made by the Technical Group on Population Projections 
(1996) indicate that the 100 million mark is expected to be reached in 2013. Projections beyond 
2016 made by the United nations (1996 Revision) has indicated that India will have 198 million 
persons 60+ in 2030 and 326 million in 2050. 
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AIMS AND  OBJECTIVE OF THE  INSTITUTE AGEING  
The Aims and  objective of the  institute are  

• To act as the repository of all knowledge on Ageing in India 
• Ageing processes 
• Age-related diseases and nutrition 
• Special problems and needs of the aged in India 

• Based on this knowledge to recommend, the state and the central government. policy 
initiatives and directions. 

• Prepare projection and forecasts of the dimensions of population ageing on all such issues 
that are likely to influence policies arid programmes of various ministries and 
departments. Population ageing ramifications will impact upon a number of related 
departments of the ministries. 

• Promote activities such a seminars and workshops that will advance the understanding 
and better appreciation of the dimension of Ageing. 

• Commission research studies on topics of immediate relevance short term and long-term 
requirements of the government. 

 
ACTIVITIES 
Training 
Well being of older persons has been mandated in the Constitution of India. Article 41, a 
Directive Principle of State policy has directed that the state shall, within the limits of its 
economic capacity & development,  make effective provision for securing the right of public 
assistance in cases of old age. The right to equality has been guaranteed by the constitution as a 
fundamental right. Governmental & non-governmental institutions are expected to play an active 
role in carving out areas of operation & action in the direction of a human age integrated society, 
Therefore training would be one of the major activities of the institute 
(1) Training of Government officials in basic fundamentals of Social Gerontology. 
(2)  Training of professionals I people working in & or interested in Gerontology. 
 
Research: The importance of a good database on older persons is essential. Research activities 
on ageing have to be initiated. For this purpose an inter-disciplinary coordinating body on 
research will be set up by the institute. 
(1)  Action Research 
(2)  Demographic Research 
(3)  Outsourcing research on Geriatrics 
(4)  Interaction with NGOs 
(5)  Policy research 
(6)  Seminars & Conferences 
• Creating training modules for Courses on Social Gerontology 
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• Devise curriculum content 
• Creating Awareness 
• Partnerships 
 
Core staff: will form the full-time staff of the lOA 
• Professor 
• Associate Professor 
• Assistant Professor 
• Research Assistant 
 
So ordered.       Director General 
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DG's Desk/21st February, 2004 
 
 

ORDER 
 
BoG has recently approved establishment of Institute for Productive and Empowered Old Age 
(IPEOA). Dr. Medha Dubhashi, Associate Professor will be the Head of the Centre with 
immediate effect. She is requested to immediately work out modalities in detail to make this 
Centre operational as early as possible. 
 
 
 

(Ratnakar Gaikwad ) 
Director General 

 
All faculty members  
Registrar 
Accounts Officer 
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Work allocation in the YASHADA Institute of productive and  
Empowered Old Age 

 
Core Staff  

No. Name and Title Duties 

1 Dr. Medha 
Dubhashi 
Associate Professor 
and Head, lOA 

• Policy formulation and strategy planning to achieve the 
objectives of 

• lOA. 
• Overall supervision and direction of lOA activities. 
• To conduct at least 5 course weeks of training in the area. 
• To undertake research on issues relating to senior citizens. 
• To advocate policy issues to Government. 
• To network with NGOs, old age homes, education 

institutes, etc. 
• To undertake documentation and dissemination of 

information. 
2. Research Officer • Training management related' functions. 

• To remain in close contact with relevant executives. 
• To draft training course profiles (TCPs) of assigned 

courses. 
• To obtain nominations and correspond with the 

nominations 
• To ensure attendance of the nominees. 
• To prepare course schedule. 
• To prepare reading material. 
• To conduct the training programme. 

• Research related functions. 
• To prepare under the guidance of HoD/DG the project 

proposals/reports and obtain financial assistance. 
• To plan and carry out research projects. 

• Administrative related functions. 
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No. Name and Title Duties 

3. Ms. Rasika Chikte 
Research Assistant 

• Training management related functions. 
• Preparation of reading material. 
• Preparation of evaluation report. 
• Preparation of Resource Person's Directory (RPD). 

• Research related functions. 
• To assist superiors for conduct of various types of 

research studies like Case Studies, Field Studies and 
Evaluation Studies etc. 

• Administrative related functions. 
4 Ms. Sunita Patil 

Course Assistant 
• Training management related functions. 

• Obtaining nominations and corresponding with 
nominees. 

• Preparing course schedule. 
• Corresponding with resource persons 
• Corresponding for Administrative Services 
• Conducting Course 
• Settling Administrative Matters 

• Administrative related functions. 
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Advisory Committee of IPEOA 
 

Sr  
No 

Names 
Area of 

Specialization 
Discipline 

1 Mr. Ratnakar Gaikwad, IAS Chairman Administration 
 Director General YASHADA, Pune   
    
2 Dr. Medha Dubhashi Member Convener Social Sciences 
 Associate Professor & HOD, IPEOA   
    
3 Sr. Sheilu Srinivasan Member NGO 
 Executive Director    
 BMC School Building, Topiwala Lane, 

Opp. Lamington Road, Police Station, 
Mumbai 400007. 

  

    
4 Dr. Sharadchandra Gokhale Member NGO 
 President CASP, CASP Bhavan, 

Survey No.132/2, Plot No.3, Pashan-
Baner Link Road, Pashan, Pune – 
411021 

  

    
5 Dr. Vinod B. Shah Member Medical 
 Indulal Complex, Above Rupee Bank, 

Shastri Road, Opp. Lokmanya Nagar, 
Pune-30 

  

    
6 Dr. Kamala Ganesh Member Sociology 
 51 Mayur 19 Bandra Eclamation, 

Bandra (West), Mumbai-50 
  

    
7 Prof. Meenakshi Apte Member Social Work 
 8B Ashwini Housing Society, Bombay-

Pune Road, Shivajinagar, Pune-
411005. 

  

    
8 Dr. Dilip Pannikar Member Psychology 
 B-7 Greenland, 13-A,   
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Sr  
No 

Names 
Area of 

Specialization 
Discipline 

Rajan Road, Bandra (West), 
Mumbai-400050 

    
9 Prof. Rajgopal Chakroborty Member Economist 
 B4197, Andul Road, Havra, 

West Bengal-711109. 
  

    
10 Prof. Rammurthy Member NGO 
 Centre for Research on Ageing, 

S V University, Tirupathy, Andhra 
Pradesh 

  

    
11 Anand Kulkarni Member  
 Jt. Secretary of Parliamentary Affairs, 

GoI. 
  

 Honorable Speaker of Lok Sabha, 
Lok Sabha Secretariat, Parliament 
House annex, New Delhi – 110001. 

  

    
12 Jt. Secretary of Social Justice and 

Empowerment, GoI 
Ex-Officio Member  

 Ministry of Social Justice and 
Empowerment 
Shastri Bhavan, Dr. Rajendra Prasad 
Road, New Delhi-110 001 (India) 

  

    
13 Munshilal Gautam Ex-Officio Member  
 Principal Secretary Social Welfare, 

GoM, Mantralay, Mumbai-32. 
  

    
14 Dr. Bharat Bhushan Member Environment /  

Ornithology 
 Associate Professor and HOD, CED, 

YASHADA, Pune 
  

    
15 Prof. K. S. Nair Member Cultural 
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Sr  
No 

Names 
Area of 

Specialization 
Discipline 

HOD, R & D, YASHADA, Pune Anthropology 
    
16 Mr. C. K. Patil 

Research Officer, Cooperative Dept., 
YASHADA, Pune 

Member  
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YASHADA POLICY CIRCULAR 
 
Policy Circular No : Admin/Pur/2003-04/002 

Dated: 30/06/2004 
Empowered Authority: Director General, YASHADA 
Subject: Purchase and Expenditure Committee 

Circulated for Information to 
: 

All Faculty & Staff, YASHADA 

Read: 1. Orders regarding for Formation of Computer
Purchase Committee No. CIT/YASHADA dated
7/2/2003 

2. Office Order No. 2003-04/PUR- YPC dt. 
17/11/2003. 

3. PC/2003-04/PUR/001 dL24/11/2003 
4. Decision at Sr. No. 14 of administration &

Accounts etc. Departments, review meeting dated
16/1/2004.  

5. YASHADA Policy Circular of even number dated
23/1/2004. 

 
CORRIGENDUM 

Constitution of Purchase & Expenditure Committee is indicated at Para 3 of YASHADA 
Purchase Committee mentioned at 'Read' (5) above. 
Now this constitution of Purchase & Expenditure Committee is hereby changed as under. 
1. Deputy Director General (Admin), Chairman 

2. Head of respective Department / Centre or his/her representative for whom 
expenditure is to be incurred - Member 

3. Financial Advisor - Member 
4. Accounts Officer - Member 
5. Technical Experts of relevant subject - Invitee member 
6. Registrar - Member Secretary 
The above change will take effect from 30/06/2004. The other matter of YASHADA Purchase 
Committee circular dated 23/1/2004 will remain unchanged. 

 
(DIRECTOR GENERAL) 

YASHADA 
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YASHWANTRAO CHAVAN ACADEMY OF  
DEVELOPMENT ADMINISTRATION 

 
YASHADA POLICY CIRCULAR 

 
Policy Circular No : Admn/GF-Travel/2004/YASHADA 
Dated: 05/07/2004 
Empowered Authority: Director General, YASHADA 
Subject: Approval of Traveling Expenses for Guest  

Speakers. 

Circulated for Information to : All Faculty & Staff, YASHADA 
Effective from: 05/07/2004 

 
It is hereby directed that whenever Guest Faculty from Out Station is invited as Guest Speaker in 
YASHADA; proof of journey, for which such guest is entitled for, should not be insisted upon, 
however concerned Course Director should ascertain the reasonableness of the charges claimed, 
at the time of reimbursement. 
 
  

(Ratnakar Gaikwad) 
 Director General 

 
 



Section 4(1)(b)(v) 346

YASHADA POLICY CIRCULAR 
 
Policy Circular No LIB/LBSC/2004 
Dated 20th July, 2004 
Subject Setting up of Library Book Selection 

Committee 

Empowering Authority Director General 
Circulated for information to All HoDs 
Circulated for necessary action to Senior Librarian 

Librarian 
Assistant Librarian 

 
Background : 
Acquisition of library materials is a key process on which effectiveness of the library depends. A 
responsive collection is undoubtedly the basic input for any good library, which is the dynamic 
instrument for training, education and research. However, as no library can acquire every 
document published in the field due to limited resources selection of relevant document becomes 
very vital. As a result, it becomes necessary to develop techniques to ensure that library should 
acquire a collection which will meet pressing needs of its users and fulfill their intellectual, 
informational and recreational needs. 
 
Selection of documents for library is an objective task. It should be done carefully keeping in 
view principle of appropriateness. It also requires .acquaintance with the literature in the field, 
current trends, knowledge about reader's needs, existing book stock and its weaknesses and 
available books in print.. 
 
Library is a prestigious organ of the Academy. To develop it from all angles by giving justice-to 
every department and section is the responsibility of all Heads of departments and all faculty 
members and staff. With this background a Library Book Selection Committee is formed with 
following objectives: 
 
Objectives : 
• To select, acquire and add quality documents, books, journals to YASHADA library.  
• To provide equal opportunity to develop collection 0f documents on all topics related to 

various departments of the Academy. 
• To develop collection of documents pertaining to the objectives or the institute 
• To minimize personal bias in selection and acquisition of documents. 
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3. To evaluate each title before adding to the library so that quality of collection is 

maintained. 
4. Suggest and select books, journals which are in line with training and research objectives 

of the department as well as of the Academy. 
 
Guidelines for Book Selection Committee: 
1. While selecting books on any topic, priority should be given for books available in Indian 

editions and paper backs. 
2. Library should have classics of every subject, relevant books on topic, subject and general encyclopedias, 

statistical information sources, monographs, bibliographies, case studies, databases, various acts, rules of 
Central and State government, maps. Equal importance should be given to print and non print media. 

3. For light reading of trainees, library 'should possess high quality literature in Marathi and 
English along with inspiring biographies of eminent persons. 

4. Purchase of books should not be done haphazardly. It should be done with systematic 
planning for month and thereby for the year. Purchases should be spread evenly 
throughout the year. 

5. For selection, various tools like Book Reviews, catalogues, pamphlets, acquisition lists of 
other institutions active in the similar field should be used as reference. 

6. Duplication of titles should be avoided. Additional copies should be purchased only if felt 
necessary. 

7. The library should also start a separate wing for CDs / DVDs and Video cassettes on 
latest issues of interest to the institutions. 

 
The Library Book Selection Committee Should start its function from First Monday of August 2004 i.e. August 2nd 
2004 
 
So ordered. 
 

Ratnakar Gaikwad IAS 
Director General, YASHADA 
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YASHADA POLICY CIRCULAR 
 
Policy Circular No. FA-Guidelines for allocation of expenditure/2004 
File No. P-13/Financial Advisor 

Subject 
Guidelines for allocation of expenditure for financial 
transactions in YASHADA. 

Effective From 16/08/2004 
Circulated for Information to: All HoDs, Faculty & Staff of YASHADA 

 
Background 
The principles for allocation of expenditure in respect of financial transactions in YASHADA 
have been enunciated in the Policy circular / 2004, so as to ensure proper classification of the 
expenditure in order to comply with government requirements in regard to the exhibition of the 
expenditure in such a way that the appropriate utilisation of government grants is ensured. 
 
In order to further supplement to this Policy Circular, the detailed guidelines were assured to be 
issued, in the above Circular. This is essential for appropriate budgeting, development of MIS to 
facilitate the appreciation of financial status of a project / department / institute of the academy 
as a cost centre, so that the receipt and expenditure of such a cost centre is exhibited in entirety 
(including the share of indirect as also common expenses). This will help the management as 
well as the project co-ordinators  / HoDs / Directors of the institutes under YASHADA to 
ascertain the financial status of the project / department / institute. For this purpose besides 
considering Direct Expenses, all indirect expenses which are incurred by YASHADA as 
common expenses also need to be reasonably apportioned to various projects / departments / 
institutes under YASHADA. Keeping this in view, the issue of deciding guidelines for allocation 
of such expenses incurred as common expenses and are indirectly incurred for various activities 
has been under consideration for finalisation. 
 
Guidelines for the allocation of the various expenses 
In order to know the financial status of each project / department / institute in entirety, besides 
the direct expenditure of a cost centre, proper allocation / apportionment of various indirect and 
common expenses incurred by YASHADA is necessary as explained above. It is therefore, 
decided to lay down the guidelines for the basis of allocation / apportionment of such 
expenditure for each department/project / institute as indicated in the accompanying statement. 
In this statement the besides basis of allocation, the department concerned with initiating the 
process of apportionment is also indicted. This department concerned will be the department, 
normally which incurred these expenses as common expenses, the department which would give 
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the apportionment statement of the expenses incurred by it as a common expenses amongst 
various projects / depts. etc. of YASHADA as indicated therein in the accompanying statement. 
This expenses allocation shall be done by the concerned departments after the figures of 
expenses for a quarter are made available by the Accounts Department, within a month of 
closure of the quarter concerned and shall be indicated to all concerned for incorporation of these 
expenses in the expenditure of project / deptt. / institute. The Financial and Accounts branch will 
take into account this apportionment, while arriving at the financial status in entirety of the 
project/department/institute. 
These guidelines of allocation / apportionment of expenses are to be given immediate effect. 
Further additions, clarifications to these guidelines, if any, shall be issued as and when such 
occasion arises. 

S/d 
 

(ASHOK DESHPANDE) 
Director General (I/C), YASHADA 

Copy to 
PA to Director General 

PA to Deputy Director General 
(Admin) 

All HoDs & Staff of YASHADA 
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Sr. 
No. 

Account Head Basis of Allocation Department Concerned 

1 
A M C Charges 
(Computer) 

Number of Computer Per 
Department 

Administration 

2 
A M C Charges 
(Generator) 

SQ. Ft. Area Per 
Department 

Administration 

3 
A M C Charges (Office 
Equipment) 

Number of Equipment Per 
Department 

Administration 

4 
A M C Charges (Pest 
Control) 

Sq. Ft Area Per Department Administration 

5 
Advertisement Expenses 
(Common) 

Proportionate to Direct & 
Specific Expenses 

Administration 

6 
Audio Visual Training & 
Aids 

Proportionate to Other 
Expenses 

YASHADA Media & 
Resource Centre  

7 
Bank Charges & 
Commission 

Proportionate to Other 
Expenses 

Finance Department 

8 
Course Expenses 
(Common) 

Number of Course Week  
Participants 

Course Director 

9 Diesel for Genset Sq. Ft Area Per Department Administration 

10 
Publication Expenses 
(Brochures, leaflets) 

Proportionate to Direct & 
Specific Expenses 

YASHADA Media & 
Resource Centre 

11 Electricity Expenses Sq. Ft. Area Per department Administration 

12 Employees Expenses 
Number of Employees per 
Department 

Administration & Finance 
Dept. 

13 Hostel Expenses 
Number of Course Week 
Participants 

Hostel Manager 

14 
Housing keeping & 
Conservancy 

Sq. Ft Area Per Department Administration 

15 Insurance (Vehicle) 
KM usage by Deptt / 
Project 

Administration 

16 
Legal  And Professional 
Fees 

Proportionate to Direct & 
Specific Expenses 

Administration & Finance 
Dept. 

17 
Library Books & 
Periodicals 

Prorata Library 

18 
Membership & 
Subscription 

Proportionate to Direct & 
Specific Expenses 

Library 
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Sr. 
No. 

Account Head Basis of Allocation Department Concerned 

19 
Mess Charges & Hostel 
Complementary 

Departmentwise / Centre 
Head wise 

Hostel Manager 

20 Miscellaneous Expenses 
Proportionate to Direct & 
Specific Expenses 

Finance Department 

21 Newspaper & Periodicals 
Proportionate to Direct & 
Specific Expenses 

Library 

22 Photo Expenses 
Proportionate to Direct & 
Specific Expenses 

YASHADA Media & 
Resource Centre 

23 Postage & Telegram 
Proportionate to Direct & 
Specific Expenses 

Administration 

24 Printing & Stationary 
Proportionate To other 
Expenses 

Administration 

25 
Repairs & Maintenance 
(Building) 

Sq. Ft. Area Per 
Department 

Estate Manage 

26 
Repairs & Maintenance 
(Computer) 

Number of Computer per 
Department 

CIT Department 

27 
Repairs & Maintenance 
(Furniture) 

Sq. Ft Area Per 
Department 

Administration & Estate 
Manager 

28 
Repairs & Maintenance 
(Garden) 

Sq. Ft Area Per 
Department 

Estate Manager 

29 
Repairs & Maintenance 
(Generator) 

Sq. Ft Area Per 
Department 

Estate Manager 

30 
Repairs & Maintenance 
(Office Equipment) 

Number of Equipment per 
department 

Administration 

31 
Repairs & Maintenance 
(Vehicle) 

KM usage Administration 

32 Sumptuary Expenses 
Proportionate to direct & 
Specific Expenses 

Hostel manager / 
Administration 

33 Study Tour Expenses 
Sq. Ft Area Per 
Department 

Administration 

34 Telephone & Telex Course Week Participants Course Director 

35 
Travelling & Conveyance 
(Guest Speaker) 

Number of Employees per 
Department 

Administration 

36 
Travelling & Conveyance 
(L. T. C.) 

Number of Guest Faculties  
per Department 

Course Director 
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Sr. 
No. 

Account Head Basis of Allocation Department Concerned 

37 
Travelling & Conveyance 
(L.T.C.) 

Employee per department 
wise 

Administration 

38 
Travelling & Conveyance 
(Participants) (Seminar / 
Workshops) 

Departmentwise Center 
Head wise 

Course Director / HoD 

39 
Travelling & Conveyance 
(Transport, Oil & Fuel) 

KM Uses Administration 

40 
Travelling & Conveyance 
(YASHADA Staff) 

Number of Employees per 
Department 

Administration & Finance 
Department 

41 Yoga Club Expenses 
Proportionate to Direct & 
Specific expenses 

Hostel Warden 

42 Xeroxing Departmentwise Administration 

43 Vehicles (KM use basis) Departmentwise Administration 

44 
Stationery (Course 
Material etc) 

Departmentwise Administration 

45 Hostel Expenses Departmentwise Administration 

46 

Other Expenses relating 
to DG's Office 
Administration, Finance 
& Accounts 

Prorata (expenditurewise) 
Administration & Finance 
Division 

 
 
Note 1 : The term 'Proportionate to Direct & Specific Expenses' shall mean the ratio between the 
direct & specifically allocable expenses (on such basis as sq. ft., No. etc) of particular project / 
deptt. / institute to total of such expenditure for YASHADA. This ratio shall be the basis for 
apportioning expenditure not susceptible to specific allocation. 
 
Note 2 : The course week participant concept is as follows. 
If the course is of 1-2 days it is of 1/2 course week. If it is of 3-6 days it is one course week. For 
each week beyond first week of the course, the coming shall be 1/2  course week for one week 
from 2nd week onwards. This course weeks of a course multiplied by No. of participants will 
give course week participants value. 
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YASHADA POLICY CIRCULAR 
 
Policy Circular Number: C/2004-05/CPHTR/004 
Dated: August 18, 2004 
Empowered Authority: Director General, YASHADA 
Subject: Setting up of the Center for Public Health, 

Training and Research 
Circulated for information to: YASHADA desk, 

General Administration Department, 
Government of Maharashtra, 
Health Department, Government of 
Maharashtra, 
All faculty and staff of YASHADA 

Circulated for necessary 
compliance to: 

Director, SIRD 

Effective Date: August 18, 2004 
 
1. Background 
 
YASHADA is the apex Administrative Training Institute (ATI) of the Government of 
Maharashtra. Over years, more that 50,000 officers have been imparted training by YASHADA 
in various spheres of development administration. YASHADA has a unique blend of 
experienced bureaucrats and academicians serving as the faculty members, which helps in 
synthesizing the field experience and conceptual vision of development administration into an 
integrated and interdisciplinary approach to training. In addition, YASHADA has now 
established a well equipped Research and Documentation (R & D) Center, which undertakes 
applied and policy-oriented research in development administration and helps in continuous 
upgrading and enriching of YASHADA's training. However, hitherto the public health sector had 
remained under-represented in YASHADA's training activities. In recent times, this lacuna was 
noticed and systematic efforts were initiated to fill it up in view of the fact that the public health 
is one of the most basic concerns of the State. 
 
In the mean while, YASHADA won a major training assignment under the Maharashtra Health 
System Development Project (MHSDP) and subsequently organized a series of training 
programmes in Hospital Management for the Deans and Civil Surgeons of the government 
medical colleges and hospitals. The Center for Disaster Management in YASHADA has also in 
past organized training programmes on managing epidemic disasters for health officials and 
hospital management in emergencies. The training programmes were quite successful, which 
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gave YASHADA a confidence of handling the health sector training, and marked the beginning 
of a new chapter in YASHADA's training initiatives. 
 
Encouraged by the experience of these training programmes, a team of YASHADA faculty made 
visits to the State Departments of Public Health, Family Welfare, Medical Education, etc., in 
order to assess their training needs and to work out a strategy of effectively meeting these 
through YASHADA's training activities. In this background, there was a suggestion from the 
Additional Chief Secretary, Public Health Department that a 'Center for Public Health Training 
and Research' should be set up at YASHADA, which will holistically cater to various needs of 
the health sector both in rural and urban areas. The Center would serve a pivotal role in linking 
together the public and private health care institutions and interfacing them with the health 
seekers at large. Further, it was also indicated that annual grant from the Health Department may 
be made available for supporting the proposed Center at YASHADA. . 
 
2. Vision for the Center 
 
The proposed Center envisions an optimal health care system for the State of Maharashtra, which 
is equally accessible to the urban, rural and tribal populations, which offers effective solutions to 
an entire range of health problems including incidental, acute, chronic and epidemic forms of 
ailments, which has a targeted approach to especially vulnerable sections of health seekers such 
as infants and pregnant women, which builds adequate preventive and promotive health 
mechanisms within the behavioral and Knowledge & Practice (K & P) systems of the 
communities, and finally, which harnesses a strong public-private partnership for enhancing the 
overall quality and effectiveness of health care. 
 
3. Mission and Objectives 
 
The Center would strive to realize this vision through a series of integrated initiatives such as: 
a) A holistic assessment of health sector needs including Training Need Analysis (lNA) for 

various administrative departments within the sector 
b) Rigorous training of health care providers at various levels ranging from Deans and Civil 

Surgeons up to the paramedical workers 
c) Networking of health care stakeholders, both public and private, and at various levels, for 

facilitating a dialogue, sharing of experiences and self learning 
d) Through such networking, linking together the public and private resources and 

infrastructure for health care, thereby optimizing the health care delivery 
e) Monitoring and evaluating health care programmes, and facilitating the necessary policy 

reform for better health care 
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f) Documenting various 'good' and 'not so good' health care practices at the local regional, national and 
international levels to serve as lessons, and creating a repository of health care knowledge 

g) Creating community health care networks through the use of satellite linked internet for 
extending latest health care solutions and telemedicine to the rural and tribal areas 

 
4. A Plan of Action 
 
In order to translate the vision and mission into actual practice, the following course of actions is 
proposed initially after establishment of the center. 
 
a) A Brain-Storming workshop 

A workshop involving all the stakeholders in health sector would be organized at 
YASHADA to chalk out an operational strategy for the proposed Center. The workshop 
would also lead to formation of an Advisory Committee for Center. 

 
b) Sectoral and Departmental TNA 

The Center would then undertake Training Need Analysis for the health sector in general 
and the health related departments / projects in particular. TNA would reveal the priority 
areas of training and also the magnitude of training need. This would form the basis for 
planning an annual training calendar for the health sector. 

 
c) Training Programmes 

Although the exact training need and training magnitude for the health sector would 
emerge from the TNA exercises, it is proposed to hold about 40 training programmes for 
the health sector in a calendar year. The training programmes will be designed and 
conducted using the systematic methodology of DOT, DTS, etc., prescribed by the DoPT, 
GOI. 

 
d) Collaboration with Private Health / Medical Institutions 

Establishing linkages with reputed medical institutions with sophisticated infrastructure 
facilities to conduct training courses on clinical and paramedical aspects that may be 
needed for enhancing performance of health care professionals and administrators. 

 
e) Research, Consultancy and Facilitation Projects 

The TNA generally indicates 'environmental' (systemic) problems besides behavioral and 
performance problems. The environmental or systemic problems cannot be corrected 
through training alone and need systemic inputs of various kinds. It is thus proposed that 
along with training activity, the Center would undertake research, consultancy and 
facilitation activities to address some of the systemic issues as emerged through the TNA. 
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5. Resource Requirements 
 
a) Human Resource 
The Center would require a dedicated team of interdisciplinary professionals to handle its 
mission and mandate. However, initially, the team of the personnel for the center will be made 
available by redeploying the existing available manpower. The center will be headed by the 
Director, SIRD, YASHADA. 
 
b) Infrastructure .Resources 
To begin with, YASHADA would accommodate the proposed Center within its 
available infrastructure. 
 
a) Financial Resources 
Although the center may need financial resources to meet annual recurring financial 
requirements of the Center, the same will be met from the existing resources, as the personnel 
required for the center will be drafted from the available personnel. Meanwhile the proposal has 
been sent to the Public Health Department for grants for setting up of the Center. Pending the 
response from the Health Department regarding commitment of the funds the requirements will 
be met from the internal resources. 
 
The center will function within the umbrella of SIRD and under direct supervision of Director, 
SIRD. The Advisory Committee of the center will be constituted in due course. 
 
So ordered. 

 (Ratnakar Gaikwad, IAS) 
 Director General 

 YASHADA 
 



  PROACTIVE DISCLOSER UNDER SECTION 4 OF RIGHT TO INFORMATION ACT, 2005 

Section 4(1)(b)(v) 357

YASHADA POLICY CIRCULAR 
 
Policy Circular Number: PC/2004-05/CWCWTR/004 
Dated: August 18, 2004 
Empowered Authority: Director General, YASHADA 
Subject: Setting up of Center for Women and Child 

Development, Training and Research 
Circulated for information to: YASHADA desk, 

General Administration Department, 
Government of Maharashtra, 
Women  and Child Welfare Department, 
Government of Maharashtra, 
All faculty and staff of YASHADA 

Circulated for necessary 
compliance to: 

Director, ATI 

Effective Date: August 18, 2004 
 
1. Background 
YASHADA is the apex Administrative Training Institute of the Government of Maharashtra. 
Over years, those 50,000 officers have been imparted training by YASHADA in various sphere 
of development administration. YASHADA has a unique blend of experienced bureaucrats and 
academicians servicing as the faculty members, which helps in synthesizing the field experience 
and conceptual vision of development administration into an integrated and inter disciplinary 
approach to training. In addition, YASHADA has now established a well equipped Research & 
Documentation (R &D) Center Which under take applied and policy oriented research in 
development administration and helps in continuous upgrading and enriching of YASHADA's 
training. 
 
Various trainings are regularly organized on various issues relating to women's empowerment 
and employment generation in YASHADA. The Self Help Group Cell has been taking number 
of initiatives in this regard. However there are several other issues particularly nutrition that 
requires special focus of issues relating to women and child development. In this background it 
was suggested that a separate cell for 'Women and Child Development, Training and Research' 
might be established in order to achieve convergence of various initiatives focused on women 
and child development. 
 
2. Mission and Objectives 
The center would strive through a series of integrated initiatives the following: 

Section 4(1)(b)(v) 
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a. A holistic assessment of Women and Child Development sector needs 
including Training Need Analysis (TNA) for various stakeholders within 
sector. 

 
b. Rigorous training to all staff and officers on various issues in women and child 

development. 
 
c. Networking of all the stakeholders particularly non-governmental organizations at the 

various levels for facilitating a dialogue, sharing of experience and best practices and 
self-learning. 

 
d.  Through such networking linking together the public and private resources and 

infrastructure for women and child development. 
 
e. Monitoring and evaluation women and child development programmes and facilitating 

the necessary policy reform for better outcome of such initiatives. 
f. Documenting best practices and experiences with initiatives of government and non-

governmental organizations 
g. Undertaking research in various issued in women and child development and policy 

advocacy to the government 
h. Convergence of various schemes and programmes of various departments  and initiatives from non-

governmental organizations for women and child development. . 
 
3. A Plan of Action 
In order to translate the mission and objectives into actual practice, the following course of 
actions is proposed initially after establishment of the center. 
 
a) Sectoral and Departmental TNA 
The Center would then undertake Training Need Analysis for the Women and Child 
Development. TNA would reveal the priority areas of training and also the magnitude of training 
needs. This would form the basis for planning an annual training calendar for the women and 
child development. 
 
b) Training Programmes 
Although the exact training need and training magnitude for the women and child development 
sector would emerge from the TNA exercises, the center may hold about 40 training programmes 
in a calendar year. The training programmes will be designed and conducted using the systematic 
methodology of DoT, DTS, etc., prescribed by the DoPT, GOI 
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c) Networking of non-governmental organizations 
Capacity building of the non-governmental organizations and sharing of their experiences and 
best practices will be an important activity. The cell will provide the platform to them through 
organizing problem solving workshops. 
 
d) Research, Consnltancy and Facilitation Projects 
The TNA generally indicates 'environmental' (systemic) problems besides behavioral and 
performance problems. The environmental or systemic problems cannot be corrected through 
training alone and need systemic inputs of various kinds. It is thus proposed that along with 
training activity, the Center would undertake research, consultancy and facilitation activities to 
address some of the systemic issues as emerged through the TNA  
 
4. Resource Requirements  
 
a) Human Resource 
The Center would require a dedicated team of interdisciplinary professionals to handle its mission and mandate. 
However, initially, the team of the personnel for the center will be made available by redeploying the existing 
available manpower 
 
b) Infrastructure Resources 
To begin with, YASHADA would accommodate the proposed Center within its available 
infrastructure. 
 
c) Financial Resources 
Although the center may need financial resources to meet annual recurring financial 
requirements of the Center, the same will be met from the existing resources, as the personnel 
required for the center will be drafted from the available personnel. Meanwhile the proposal will 
be sent to the Women and Child Development Department to explore possibility of it making 
available the financial resource to carry out. activities of the center. 
 
The center will function within the umbrella of SIRD and under direct supervision of Director, 
ATI. The Advisory Committee of the center will be constituted in due course. 
 
So ordered. 
 

(Ratnakar Gaikwad, IAS) 
Director General 

YASHADA 
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YASHADA POLICY CIRCULAR 
 
Policy Circular Number: PC/2004-05/CTDTR/004 
Dated: August 18, 2004 
Empowered Authority: Director General, YASHADA 
Subject: Setting up of the Center for Tribal 

Development, Training and Research 

Circulated for information to: YASHADA desk, 
General Administration Department, 
Government of Maharashtra, 
Tribal Development Department, 
Government of Maharashtra, 
All faculty and staff of YASHADA 

Circulated for necessary 
compliance to: 

Director, SIRD 

Effective Date: August 18, 2004 
 
1. Background 
YASHADA is the apex Administrative. Training Institute of the Government of Maharashtra. 
Over years, those 50,000 officers have been imparted training by YASHADA in various sphere 
of development administration. YASHADA has a unique blend of experienced bureaucrats and 
academicians servicing as the faculty members, which helps in synthesizing the field experience 
and conceptual vision of development administration into an integrated and inter disciplinary 
approach to training. In addition, YASHADA has now established a well equipped Research & 
Documentation (R &0) Center, which undertakes applied and policy oriented research in 
development administration and helps in continuous upgrading and enriching of YASHADA's 
training. However, hitherto the Tribal Development sector had remained underrepresented in 
YASHADA's training activities. In recent times, this lacuna was noticed especially in the wake 
of the malnutrition problems in tribal areas of Melghat. 
 
In this background there was a suggestion that separate cell of 'Center for Tribal Development, 
training and Research' should be set up at YASHADA which will holistically cater to various 
needs in the Tribal Development sector. The center will serve a pivotal role in bridging gaps in 
Tribal Development in terms of capacity building of the personnel involved in tribal 
development and policy advocacy through research. Further, as the activities of the center 
expand the possibilities of financial support from the government can be explored. 
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2. Mission and Objectives 
The center would strive to realize this vision through a series of integrated initiatives such as: 
 
a) A holistic assessment of Tribal Development sector needs including Training Need 

Analysis (TNA) for various administrative departments within sector 
b)  Rigorous training at various levels ranging from staff of Ashram Schools to senior 

officers of Tribal Development Department. 
c)  Monitoring and evaluation of tribal development programmes and facilitating the 

necessary policy reform for better tribal welfare. 
d)  Networking with various non-governmental organizations involved in tribal development 

and create a platform for sharing their ideas and best practices for better implementation 
of tribal development programmes. 

e)  Documenting best practices and experiences with initiatives of. government and non-
governmental organizations. 

f)  Undertaking research in various issues in tribal development and policy advocacy to the 
government. 

g) Convergence of various schemes and programmes of various departments and initiatives 
from non-governmental organizations for welfare of tribals. 

 
3. A Plan of Action 
In order to translate the mission and objectives into actual practice, the following course of 
actions is proposed initially after establishment of the center.  
 
a) The cell will undertake the Training Needs Assessment of the Tribal Development 

Department. The TNA would reveal the priority areas of training and also training and 
non-training interventions required. Based on this TNA, annual training calendar of 
trainings will be planned. 

b) Training Programmes: Although the exact training need and training magnitude for the 
tribal development sector would emerge from the TNA exercises, the center will hold 
about 40 training programmes for the tribal development sector in a calendar year. The 
training programmes will be designed and conducted using the systematic methodology 
of DoT, DTS, etc., prescribed by the DoPT, GOL 

c) Research and facilitation projects: The TNA generally indicates 'environmental' 
(systemic) problems besides behavioral and performance problems. The environmental or 
systemic problems cannot be corrected through training alone and need systemic inputs 
of various kinds. It is. thus required that along with training activity, the Center would 
undertake research, consultancy and facilitation activities to address some of the systemic 
issues as emerged through the TNA. 
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d) Networking of non-governmental organizations: Capacity building of the non-
governmental organizations and sharing of their experiences and best practices will be an 
important activity. The cell will provide the platform to them through organizing problem 
solving workshops. 

 
4. Resource Requirements  
 
a) Human Resource 
The Center would require a dedicated team of interdisciplinary professionals to handle its 
mission and mandate. However, initially, the team of the personnel for the center will be made 
available by redeploying the existing available manpower 
 
b) Infrastructure Resources 
To begin with, YASHADA would accommodate the proposed Center within its available 
infrastructure. 
 
c) Financial Resources 
Although the center may need financial resources to meet annual recurring financial 
requirements of the Center, the same will be met from the existing resources, as the personnel 
required for the center will be drafted from the available personnel. Meanwhile the proposal will 
be sent to the Tribal Development Department to explore possibility of it making available the 
financial resource to carry out activities of the center. 
 
The center will function within the umbrella of SIRD and under direct supervision of Director, 
SIRD. The Advisory Committee of the center will be constituted in due course. 
 
So ordered.         sd/- 

(Ratnakar Gaikwad, IAS) 
Director General 

YASHADA 
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Section 4 (1)(b)(v) 
"LOWER QUALIFYING DEPARTMENTAL EXAMINATION" FOR THE CLERK-CUM- 
TYPIST IN THE YASHWANTRAO CHAVAN ACADEMY OF DEVELOPMENT 
ADMINISTRATION, PUNE. 
 

In exercise of the powers conferred by the proviso to Rule 4 of Recruitment and Promotion Rules 

approved by the Executive Committee YASHADA held on 22/10/1992, the Director General 

YASHADA is hereby pleased to make the following Rules regarding "Lower Qualifying 

Departmental Examination" for the Clerk-Cum- Typists in the YASHADA. 

 

1)  a) These rules may be called "YASHADA Lower Qualifying Departmental 
Examination Rules (for Clerk-Cum-Typists) 1998". 

 

b) These rules shall come into force w.e.f. first day of July, 1998. 

 

2) Definitions:- In these Rules unless the context otherwise requires:-  

a) Appendix:- Shall mean appendix to these Rules. 

b) Clerk-Cum-Typists:- Shall mean Clerk-Cum-Typists on the establishment of 

YASHADA. 

c) Director General :- Shall mean the Director General of YASHADA. 

 

3) Examination when to be held:- The examination shall be held by the Director General of 

YASHADA every six months. However, examination programme shall be announced at 

least one month before the date of actual holding of the examination. 

 

4) Period and No. of attempts 

a) The Clerk-Cum- Typists on the establishment of YASHADA shall be required to pass 

the Lower Qualifying Departmental Examination within two years from the date of his / 

her appointment as Clerk-Cum- Typists and in three attempts.  

 

b) The Director General, may at his discretion, grant any deserving person only one 

additional attempt and record the circumstances/ reasons under which such additional 
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attempt is granted. Such additional attempt will not be granted without specific request in 

writing, by the employee. 

 

c) Promotion for the Clerk-Cum-Typists shall be decided strictly according to the 

date of their passing the examination and seniority. In case of those Clerk-Cum 

Typists who are exempted from passing the examination, the date on which such 

exemption is granted shall be deemed to be the date of passing the examination. 

 

5) Consequences of failure to pass the examination 

If a Clerk-Cum- Typist does not pass the examination within the period and number of 

attempts prescribed under Rule 4 above, he! she shall not be held eligible for further 

promotion. 

 

6) Exemption from passing the examination 

The following shall be exempted from passing the examination : 

a) A Clerk-Cum- Typist who has attained the age of 45 years. 

b) A Clerk-Cum- Typist who has already passed the examination earlier and is 
reappointed after a break in service. 

 

7) Syllabus :- Syllabus for the examination and the maximum number of marks for each 

paper and time allowed for answering each paper shall be as mentioned in the Appendix. 
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8) About Examination 

1. All the question papers will be of 100 marks; 

2. The examination will be with books as well as without books as specified in the 

Appendix. 

3. For examination about Computer proficiency, 50% marks will be for Theory and 

50% for practical. 
4. The employees who have no proficiency in Marathi Language shall have to appear for the Marathi 

Language examination prescribed by the Director General, YASHADA. 
 

9) Standard for passing :- The qualifying standard for passing the examination shall 

be 45% of the maximum number of marks obtainable in each paper and 50% of the total 

number of marks obtainable in all papers taken together in aggregate. Five grace marks 

may be granted at the discretion of the Director General to enable a  candidate to pass the 

examination. 

 

10) Exemption in a subject/s :- A candidate who has failed in the Examination but has 

secured 50% or more of the total marks obtainable in any paper (or papers) shall be 

exempted from appearing for such paper/s in any subsequent attempts provided he/she 

specially claims for such exemption at the subsequent attempt. 

 

11) Mode of answering:- All the papers, except the papers on Languages, may be answered 

either in Marathi or in English provided further that whole of the paper will be answered 

in one language only. No marks will be given for questions answered in language other 

than that used for answering the question on the first page of the answer book. 
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HIGHER QUALIFY DEPARTMENTAL EXAMINATION FOR CLERK-CUM-TYPISTS AND SENIOR 
CLERKS IN  

YASHWANTRAO CHAVAN ACADEMY OF DEVELOPMENT ADMINISTRATION, PUNE 
 

In exercise of the powers conferred by the proviso to Rule 4 of Recruitment and Promotion Rules 

approved by the Executive Committee YASHADA held on 22/10/1992, the Director General 

YASHADA is hereby pleased to make the following Rules regarding "Higher Qualify 

Departmental Examination" for the employees in the Cadres of Clerk-Cum-Typists and 

Senior Clerks in YASHADA. 

 

1) a) These rules may be called "YASHADA Higher Qualifying Departmental 
Examination Rules (for Clerk - cum - Typists and Senior Clerks) 1998".  

b) They shall come into force w.e.f. the first day of July 1998. 

 

2) Definitions:- In these Rules unless the context otherwise requires 

a) Appendix:- Shall mean appendix to these Rules. 

b) Clerk-Cum-Typists:- Shall mean Clerk-Cum-Typists on the establishment of 

YASHADA. 

c) Senior Clerks:- Shall mean Senior Clerks on the establishment of YASHADA 

d) Director General :- Shall mean the Director General of YASHADA. 

 

3) Examination when to be held:- The examination shall be held by the Director General 

of YASHADA every six months. However, examination programme shall be announced 

at least one month before the date of actual holding of the examination. 

 

4) Period and No. of attempts 

a) The Clerk-Cum- Typists, who have passed the Lower Qualifying Departmental 
Examination within prescribed attempts and who opt for appearing in the Higher Qualifying 
Departmental Examination, and Senior Clerks on the establishment of YASHADA shall be 
required to pass the Higher Qualifying Departmental Examination within three attempts. 

b) The Senior Clerks shall be required to pass the Higher Qualifying Departmental 

Examination within two years from the date of their promotion and within three 

attempts. 
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c) The Director General may, at his discretion, grant any deserving person only one 

additional attempt and record the circumstances/ reasons under which such 

additional attempt is granted.. Such additional attempts will not be granted 

without specific request in writing, by the employee. 

d) Promotion for the Senior Clerks shall be decided strictly according to the date of 

their passing the examination and seniority. In case of those Senior Clerks who 

are exempted from passing the examination, the date on which such exemption is 

granted shall be deemed to be the date of passing the examination. 

 

5) Consequences of failure to pass the examination 

If a Senior Clerk does not pass the Higher Qualifying Departmental Examination within 

the period and number of attempts prescribed under Rule 4 above, he / she shall not be 

held eligible for further promotion. 

 

6) Exemption from passing the examination 

The following shall be exempted from passing the examination : 

a) A Clerk-Cum- Typist and a Senior Clerk who has attained the age of 45 years.  

b) A Clerk-Cum- Typist or a Senior Clerk who has already passed the examination earlier 

and is reappointed after a break in service. 

 

7) Syllabus :- Syllabus for the examination and the maximum number of marks for each 

paper and time allowed for answering each paper shall be as mentioned in the Appendix. 

 

8) About Examination 

1. All the question papers will be of 100 marks; 

2. The examination will be with books as well as without books as specified in the 

Appendix. 

3. For examination about Computer proficiency, 50% marks will be for theory and 

50% for practical. 

4. The employees who have no proficiency in Marathi Language shall have to 

appear for the Marathi Language prescribed by the Director General YASHADA. 
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9) Standard for passing :- The qualifying standard for passing the examination shall be 45 

% of the maximum number of marks obtainable in each paper and 50% of the total 

number of marks obtainable in all papers taken together in aggregate. Five grace marks 

may be granted at the discretion of the Director General to enable a candidate to pass the 

examination. 

 

10) Exemption in a subject/s :- A candidate who has failed in the Examination but has 

secured 50% or more of the total marks obtainable in any paper (or papers) shall be 

exempted from appearing for such paper/s in any subsequent attempts provided he I she 

specially claims for such exemption at the subsequent attempt. 

 

11) Mode of answering:- All the papers, except the papers on Languages, may be answered 

either in Marathi or in English provided further that whole of the paper will be answered 

in one language only. No marks will be given for questions answered in language other 

than that used for answering the question on the first page of the answer book. 
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LOWER QUALIFYING DEPARTMENTAL EXAMINATION FOR COURSE 
ASSISTANTS IN  

YASHWANTRAO CHAVAN ACADEMY OF DEVELOPMENT ADMINISTRATION, 
PUNE 

 

In exercise of the powers conferred by the proviso to Rule 4 of Recruitment and Promotion Rules 

approved by the Executive Committee YASHADA held on 22/10/1992, the Director General 

YASHADA is hereby pleased to make the following Rules regarding "Lower Qualifying 

Departmental Examination" for the Course Assistants in YASHADA. 

 

1) a) These rules may be called "YASHADA Lower Qualifying Departmental 
Examination Rules (for Course Assistants) 1998". 

b) These rules shall come into force w.e.f. first day of July, 1998. 

 

2) Definitions:- In these Rules unless the context otherwise requires:-  

a) Appendix:- Shall mean appendix to these Rules. 

b) Course Assistant:- Shall mean Course Assistants on the establishment of 

YASHADA. 

c) Director General:- Shall mean the Director General of YASHADA. 

 

3) Examination when to be held:- The examination shall be held by the Director General 

of YASHADA every six months. However, examination programme shall be announced 

at least one month before the date of actual holding of the examination. 

 

4) Period and No. of attempts: 

a) A Course Assistant on the establishment of YASHADA shall be required to pass 
the Lower Qualifying Departmental Examination within three attempts from the 
date of his/her appointment as Course Assistant. 

b) The Director General, may at his discretion, grant any deserving person 
only one additional attempt and record the circumstances/ reasons under 
which such additional attempt is granted. Such additional attempts will not be 
granted without specific request in writing, by the employee. 
c) Promotion for the Course Assistants shall be decided strictly according to 
the date of their passing the examination and seniority. In case of those Course 
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Assistants who are exempted from passing the examination, the date on which 
such exemption is granted shall be deemed to be the date of passing the 
examination. 

 

5) Consequences of failure to pass the examination: 
If a Course Assistant does not pass the examination within the period and number of attempts 

prescribed under Rule 4 above, he she shall not be held eligible for further promotion. 

 

6) Exemption from passing the examination: 
The following shall be exempted from passing the examination : 

a) A Course Assistant who has attained the age of 45 years. 

b) A Course Assistant who has already passed the examination earlier and is 
re-appointed after a break in service. 

 

7) Syllabus :- Syllabus for the examination and the maximum number of marks for each 

paper and time allowed for answering each paper shall be as mentioned in the Appendix. 

 

8) About Examination : 

1.  All the question papers will be of 100 marks. 

2. The examination will be with books as well as without books as specified in the 

Appendix. 

3. For examination about Computer proficiency, 50% marks will be for theory and 

50% for practical. 

4. The employees who have no proficiency in Marathi Language shall have 
to appear for the Marathi Language examination prescribed by the Director 
General, Y ASHADA. 

 

9) Standard for passing :- The qualifying standard for passing the examination shall be 45 

% of the maximum number of marks obtainable in each paper and 50 % of the total 

number of marks obtainable in all papers taken together in aggregate. Five grace marks 

may be granted at the discretion of the Director General to enable a candidate to pass the 

examination. 
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10) Exemption in a subject/s :- A candidate who has failed in the Examination but has 

secured 50 % or more of the total marks obtainable in any paper (or papers) shall be 

exempted from appearing for such paper/s in any subsequent attempts provided he I she 

specially claims for such exemption at the subsequent attempt. 

 

11)  Mode of answering:- All the papers, except the papers on Languages, may be answered 

either in Marathi or in English provided further that whole of the paper will be answered 

in one language only. No marks will be given for questions answered in language other 

than that used for answering the question on the first page of the answer book. 
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HIGHER QUALIFYING DEPARTMENTAL EXAMINATION FOR 

COURSE ASSISTANTS AND COURSE ASSOCIATES.  
IN YASHWANTRAO CHAVAN ACADEMY OF DEVELOPMENT ADMINISTRATION, 

PUNE 
 

In exercise of the powers conferred by the proviso to Rule 4 of Recruitment and Promotion Rules 

approved by the Executive Committee YASHADA held on 22/10/1992, the Director General 

YASHADA is hereby pleased to make the following Rules regarding "Higher Qualifying 

Departmental Examination" for the employees in the cadres of Course Assistants and course 

Associates. 

 

1)  a) These rules may be called "YASHADA Higher Qualifying Departmental 
Examination Rules (for Course Assistants/ Associates) 1998". 

b) These rules shall come into force w.e.f. first day of July 1998. 

 

2) Definitions:- In these Rules unless the context otherwise requires 

a) Appendix:- Shall mean appendix to these Rules. 

b) Course Assistant:- Shall mean Course Assistants on the establishment of 

YASHADA. 

c) Course Associate:- Shall mean Course Associate on the establishment of 

YASHADA 

d) Director General :- Shall mean the Director General of YASHADA. 

 

3) Examination when to be held:- The examination shall be held by the Director General 

of YASHADA every six months. However, examination programme shall be announced 

at least one month before the date of actual holding of the examination. 
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4) Period and No. of attempts 

a) The Course Assistants who have passed the Lower Qualifying 
Departmental Examination within prescribed attempts and who opt for 
appearing in the Higher Qualifying Departmental Examination on the 
establishment of YASHADA shall be required to pass the Higher Qualifying 
Departmental Examination within three attempts. 

b) The Course Associates shall be required to pass the Higher Qualifying 

Departmental Examination within two years from the date of their promotion and 

within three attempts 

c) The Director General may, at his discretion, grant any deserving person only one 

additional attempt and record the circumstances reasons under which such 

additional attempt is granted. Such additional attempt will not be granted without 

specific request in writing, by the employee. 

d) Promotion for the Course Associates shall be decided strictly according to the date of 
their passing the examination and seniority. In case of those Course Associates who are 
exempted from passing the examination, the date on which such exemption is granted shall 
be deemed to be the date of passing the examination. 

 

5) Consequences of failure to pass the examination 

If a Course Associate does not pass the examination within the period and number of 

attempts prescribed under Rule 4 above, he / she shall not be held eligible for further 

promotion. 

 

6) Exemption from passing the examination 

The following shall be exempted from passing the examination : 

a) A Course Assistant or a Course Associate who have attained the age of 45 
years. 

b) A Course Associate who has already passed the examination earlier and is 

reappointed after a break in service. 

 

7) Syllabus : - Syllabus for the examination and the maximum number of marks for each 

paper and time allowed for answering each paper shall be as mentioned in the Appendix. 

 

8) About Examination : 

1.  All the question papers will be of 100 marks; 
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2. The examination will be with books as well as without books as specified in the 

Appendix. 

3. For examination about Computer proficiency, 50% marks will be for Theory and 

50% for practical. 

4. The employees who have no proficiency in Marathi Language shall have to 

appear for the Marathi Language examination prescribed by the Director General, 

YASHADA. 

 

9) Standard for passing :- The qualifying standard for passing the examination shall be 45 

% of the maximum number of marks obtainable in each paper and 50% of the total 

number of marks obtainable in all papers taken together in aggregate. Five grace marks 

may be granted at the discretion of the Director General to enable a candidate to pass the 

examination. 

 

10) Exemption in a subjects :- A candidate who has failed in the Examination but has 

secured 50% or more of the total marks obtainable in any paper (or papers) shall be 

exempted from appearing for such paper/s in any subsequent attempts provided he / she 

specially claims for such exemption at the subsequent attempt. 

 

11) Mode of answering:- All the papers, except the papers on Languages, may be answered 

either in Marathi or in English provided further that whole of the paper will be answered 

in one language only. No marks will be given for questions answered in a language other 

than that used for answering the question on the first page of the answer book. 
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{É{ÉjÉ-1 
PÉ®ú¤ÉÉÆvÉhÉÒ +ÊOÉ¨É +É´É¶ªÉEò {ÉÉjÉiÉÉ, ¨ÉªÉÉÇnùÉ +]õÒ ´É ¶ÉiÉÔ 

 
+ÊOÉ¨ÉºÉÉ ö̀Ò ®úCEò¨É +ÊOÉ¨É ¨ÉªÉÉÇnùÉ ´É 

½þ{iªÉÉÆSÉÒ ºÉÆJªÉÉ 
+VÉÇ Eò®úiÉÉxÉÉ 

+É´É¶ªÉEò {ÉÉjÉiÉÉ ´É 
ºÉÉä¤ÉiÉ 

+ÊOÉ¨É |ÉnùÉxÉÉ{ÉÚ´ÉÔ 
+É´É¶ªÉEò |É¨ÉÉhÉ{ÉjÉä 

+ÊOÉ¨ÉÉSÉÒ ´É ´ªÉÉVÉÉSÉÒ 
´ÉºÉÚ±ÉÒ 

+ÊOÉ¨ÉÉSÉÒ ®úCEò¨É |ÉnùÉxÉ 
ZÉÉ±ªÉÉ´É®ú ºÉÉnù®ú Eò®úÉ´ÉÒ 

±ÉÉMÉhÉÉ®úÒ EòÉMÉnù{ÉjÉä |É¨ÉÉhÉ{ÉjÉä 
1 2 3 4 5 6 

+) PÉ®ú / VÉÖxÉä PÉ®ú 
ºÉnùÊxÉEòÉ 
Ê´ÉEòiÉ PÉähªÉÉºÉÉ`öÒ 
PÉ®ú¤ÉÉÆvÉhÉÒ +ÊOÉ¨É 

1. xÉÊ´ÉxÉ PÉ®úÉSÉä ¤ÉÉ¤ÉiÉÒiÉ 
¨ÉÚ³ý ´ÉäiÉxÉÉSªÉÉ 50 {É]õ 
ËEò´ÉÉ ¯û. 3 ±ÉÉJÉ 
ªÉÉ{ÉèEòÒ Eò¨ÉÒ +ºÉ±Éä±ÉÒ 
®úCEò¨É. 

{ÉÉjÉiÉÉ : 
1. ºlÉÉªÉÒ ËEò´ÉÉ 5 
´É¹ÉÉÈSÉÒ ºÉä´ÉÉ ZÉÉ±Éä±ÉÉ 
+ºlÉÉªÉÒ Eò¨ÉÇSÉÉ®úÒ 

1. ¨ÉÖÆ¤É<Ç Ê´ÉÎiiÉªÉ ÊxÉªÉ¨É 
¨ÉvÉÒ±É |É{ÉjÉ +ä-2 |É¨ÉÉhÉä 
Eò®úÉ®úxÉÉ¨ÉÉ. 

1. 192 {ÉäIÉÉ VÉÉºiÉ 
xÉºÉ±Éä±ªÉÉ ¨ÉÉÊºÉEò ½þ{iªÉÉiÉ 
+ÊOÉ¨ÉÉSÉÒ ´É 48 {ÉäIÉÉ 
VÉÉºiÉ xÉºÉ±Éä±ªÉÉ ¨ÉÉÊºÉEò 
½þ{iªÉÉiÉ ´ªÉÉVÉÉSÉÒ ´ÉºÉÚ±ÉÒ. 

1. +ÊOÉ¨É |ÉiªÉIÉ +ÉnùÉ 
Eäò±ªÉÉ{ÉÉºÉÚxÉ iÉÒxÉ ¨ÉÊ½þxªÉÉSÉä 
+ÉiÉ PÉ®ú JÉ®äúnùÒ Eò¯ûxÉ JÉ®äúnùÒ 
JÉiÉ ºÉÉnù®ú Eò®úhÉä. 

 2. VÉÖxªÉÉ PÉ®úÉSÉä ¤ÉÉ¤ÉiÉÒiÉ 
={É®úÉäCiÉ 1 xÉÖºÉÉ®ú 
+xÉÖYÉäªÉ ®úEò¨ÉäSªÉÉ 50 
]õCEäò ËEò´ÉÉ VÉÖxªÉÉ 
PÉ®úÉSÉÒ ¨ÉÖ±ªÉÉÆÊEòiÉ ËEò¨ÉiÉ 
ªÉÉ{ÉèEòÒ Eò¨ÉÒ +ºÉ±Éä±ÉÒ 
®úCEò¨É. 

2. {ÉiÉÒ ´É {ÉixÉÒ 
ªÉ¶ÉnùÉ Eò¨ÉÇSÉÉ®úÒ 
+ºÉ±ªÉÉºÉ-¡òCiÉ 
BEòÉºÉ +xÉÖYÉäªÉ. 

2. nÖùºÉ−ªÉÉ ºlÉÉªÉÒ 
Eò¨ÉÇSÉÉ−ªÉÉÆEòbÚ÷xÉ +lÉ´ÉÉ 
¨ÉÆVÉÚ®úÒ +ÊvÉEòÉ−ªÉÉºÉ ªÉÉäMªÉ 
´ÉÉ]äõ±É +¶ÉÉ ºÉÉ±É´½Æþ]õ 
EòbÚ÷xÉ |É{ÉjÉ ºÉÒ |É¨ÉÉhÉä 
|É¨ÉÉhÉ{ÉjÉ 

2. ®úCEò¨É 
EòÉfø±ªÉÉxÉÆiÉ®úSªÉÉ 
¨ÉÊ½þxªÉÉSªÉÉ ´ÉäiÉxÉÉ{ÉÉºÉÚxÉ 
+ÊOÉ¨ÉÉSÉÒ ´ÉºÉÚ±ÉÒ ºÉÚ¯û 
¶Éä´É]õSÉÉ ½þ{iÉÉ ´ÉºÉÚ±É 
ZÉÉ±ªÉÉSªÉÉ xÉÆiÉ®úSªÉÉ 
¨ÉÊ½þxªÉÉ{ÉÉºÉÚxÉ ´ªÉÉVÉÉSÉÒ 
´ÉºÉÚ±ÉÒ ºÉÖ¯û. 

2. JÉ®äúnùÒ Eäò±Éä±Éä PÉ®ú ªÉ¶ÉnùÉSªÉÉ 
xÉÉÆ´Éä |É{ÉjÉ ¤ÉÒ-4 ¨ÉvªÉä Eò¯ûxÉ 
xÉÉäÆnùhÉÒEÞòiÉ Eò®úÉ´ÉÒ ´É 
xÉÉäÆnùhÉÒEÞòiÉ ºÉÉnù®ú Eò®úhÉä. 

 3. VÉ¨ÉÒxÉÒSÉÒ ËEò¨ÉiÉ 
´ÉMÉ³ÚýxÉ PÉ®úÉSÉÒ ËEò¨ÉiÉ 
VÉÒ ¨ÉÖ³ý ´ÉäiÉxÉÉSªÉÉ 150 
{É]õ {É®ÆúiÉÚ ÊEò¨ÉÉxÉ 2.5 
±ÉÉJÉ ´É Eò¨ÉÉ±É ¯û. 6.0 

3. {ÉÚ́ ÉÔSÉÉ +ÊOÉ¨É 
¤ÉÉEòÒ xÉºÉÉ´ÉÉ. 

3. ºiÉÆ¦É 3 |É¨ÉÉhÉä 
+VÉÉÇºÉÉä¤ÉiÉ {ÉÚ´ÉÔ VÉÉäb÷±Éä 
xÉºÉ±ªÉÉºÉ <ºÉÉ®ú{ÉÉ´ÉiÉÒ, 
xÉÉäÆnùhÉÒ Eäò±Éä±ÉÉ 
Eò®úÉ®úxÉÉ¨ÉÉ ËEò´ÉÉ ½þ¨ÉÒ{ÉjÉ 

3. +ÊOÉ¨É ¨ÉÆVÉÚ®úÒSªÉÉ 
´É¹ÉÉÇEò®úÒiÉÉ ÊxÉvÉÉÇÊ®úiÉ 
Eäò±Éä±ªÉÉ nù®úÉxÉä ´ªÉÉVÉ 
+ÉEòÉ®úhÉÒ 

3. PÉ®úÉSªÉÉ ËEò¨ÉiÉÒ ¤ÉÉ¤ÉiÉ 
xÉÉäÆnùhÉÒEÞòiÉ ¨ÉÖ±ªÉÉÆÊEòiÉ 
+ÊvÉEòÉ−ªÉÉÆEòbÚ÷xÉ |É¨ÉÉhÉ{ÉjÉ 
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+ÊOÉ¨ÉºÉÉ ö̀Ò ®úCEò¨É +ÊOÉ¨É ¨ÉªÉÉÇnùÉ ´É 
½þ{iªÉÉÆSÉÒ ºÉÆJªÉÉ 

+VÉÇ Eò®úiÉÉxÉÉ 
+É´É¶ªÉEò {ÉÉjÉiÉÉ ´É 

ºÉÉä¤ÉiÉ 

+ÊOÉ¨É |ÉnùÉxÉÉ{ÉÚ´ÉÔ 
+É´É¶ªÉEò |É¨ÉÉhÉ{ÉjÉä 

+ÊOÉ¨ÉÉSÉÒ ´É ´ªÉÉVÉÉSÉÒ 
´ÉºÉÚ±ÉÒ 

+ÊOÉ¨ÉÉSÉÒ ®úCEò¨É |ÉnùÉxÉ 
ZÉÉ±ªÉÉ´É®ú ºÉÉnù®ú Eò®úÉ´ÉÒ 

±ÉÉMÉhÉÉ®úÒ EòÉMÉnù{ÉjÉä |É¨ÉÉhÉ{ÉjÉä 
1 2 3 4 5 6 

±ÉÉJÉ {ÉäIÉÉ VÉÉºiÉ 
xÉºÉÉ´ÉÒ. 

 4. ºÉÆ{ÉÚhÉÇ +ÊOÉ¨É BEòÉSÉ 
½þ{iªÉÉiÉ näùªÉ. 

4. nÖùºÉ−ªÉÉ 
ºjÉÉäiÉÉEòbÚ÷xÉ +ÊOÉ¨É 
PÉäiÉ±Éä +ºÉ±ªÉÉºÉ iÉä 
vÉ¯ûxÉ +xÉÖYÉäªÉ ¨ÉªÉÉÇnäù 
{ÉªÉÈiÉ +ÊOÉ¨É Ê¨É³Úý 
¶ÉEòiÉä. 

4. ´ªÉÉVÉÉºÉ½þ +ÊOÉ¨ÉÉSÉÒ 
´ÉºÉÚ±ÉÒ ºÉä´ÉÉÊxÉ´ÉÞiiÉÒ{ÉÚ´ÉÔ 
+É´É¶ªÉEò 

 4. PÉ®úÉSÉÒ ÊxÉÌ´É´ÉÉnù ¨ÉÉ±ÉEòÒ 
Eò¨ÉÇSÉÉ−ªÉÉSÉä xÉÉÆ´Éä 
ZÉÉ±ªÉÉ¤ÉÉ¤ÉiÉSÉÒ EòÉMÉnù{ÉjÉä 

  5. {ÉixÉÒSªÉÉ / 
{ÉiÉÒSªÉÉ +YÉÉxÉ 
¨ÉÖ±ÉÉSÉä xÉÉ´Éä EòÉä`äö½þÒ 
PÉ®ú xÉºÉÉ´Éä. 

´Éä³ýÉä´Éä³ýÒ ¶ÉÉºÉxÉÉxÉä 
Ê´ÉÊ½þiÉ Eäò±Éä±ªÉÉ nù®úÉxÉÖºÉÉ®ú 
´ªÉÉVÉ +ÉEòÉ®úhÉÒ 
Eò®úhªÉÉiÉ ªÉä<Ç±É. 

 5. VÉÖxªÉÉ PÉ®úÉSÉä ¤ÉÉ¤ÉiÉÒiÉ 
PÉ®úÉSÉÉ Ê]õEòÉ´ÉÚ{ÉhÉÉ +ºÉ±ªÉÉ 
¤ÉÉ¤ÉiÉ EòÉªÉÇEòÉ®úÒ +Ê¦ÉªÉÆiÉÉSªÉÉ 
nùVÉÉÇ {ÉäIÉÉ Eò¨ÉÒ xÉºÉ±Éä±ªÉÉ 
+ÊvÉEòÉ−ªÉÉSÉä |É¨ÉÉhÉ{ÉjÉ 

  6. ºÉä´ÉÉÊxÉ´ÉÞiiÉÒ{ÉÚ´ÉÔ 
´ÉäiÉxÉÉiÉÚxÉ ¨ÉÉÊºÉEò 
½þ{iªÉÉiÉ ´É iÉnÂùxÉÆiÉ®ú 
={ÉnùÉxÉÉiÉÚxÉ 
´ªÉÉVÉÉºÉ½þ 
{É®úiÉ¡äòb÷ÒSÉÒ IÉ¨ÉiÉÉ 
+ºÉÉ´ÉÒ. 

  6. º´ÉJÉSÉÉÇxÉä PÉ®úÉSÉÉ Ê´É¨ÉÉ 
¶ÉÉºÉEòÒªÉ Ê´É¨ÉÉ ÊxÉvÉÒEòbä÷ 
=iÉ®ú´ÉÚxÉ Ê´É¨ÉÉ {ÉÉì±ÉÒºÉÒ ºÉÉnù®ú 
Eò®úhÉä ´É ´ªÉÉVÉÉSÉÒ ´ÉºÉÚ±ÉÒ 
½þÉä<Ç{ÉªÉÈiÉ |ÉiªÉäEò ´É¹ÉÉÇiÉ 
Ê|ÉÊ¨ÉªÉ¨ÉSÉÒ ®úCEò¨É ¦É¯ûxÉ 
{ÉÉ´ÉiÉÒ +nùÉ Eò®úhÉä. 

  7. +{ÉiªÉÉ ¤ÉÉ¤ÉiÉSÉÒ 
Ê´ÉÊ½þiÉ ¨ÉªÉÉÇnùÉ 
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+ÊOÉ¨ÉºÉÉ ö̀Ò ®úCEò¨É +ÊOÉ¨É ¨ÉªÉÉÇnùÉ ´É 
½þ{iªÉÉÆSÉÒ ºÉÆJªÉÉ 

+VÉÇ Eò®úiÉÉxÉÉ 
+É´É¶ªÉEò {ÉÉjÉiÉÉ ´É 

ºÉÉä¤ÉiÉ 

+ÊOÉ¨É |ÉnùÉxÉÉ{ÉÚ´ÉÔ 
+É´É¶ªÉEò |É¨ÉÉhÉ{ÉjÉä 

+ÊOÉ¨ÉÉSÉÒ ´É ´ªÉÉVÉÉSÉÒ 
´ÉºÉÚ±ÉÒ 

+ÊOÉ¨ÉÉSÉÒ ®úCEò¨É |ÉnùÉxÉ 
ZÉÉ±ªÉÉ´É®ú ºÉÉnù®ú Eò®úÉ´ÉÒ 

±ÉÉMÉhÉÉ®úÒ EòÉMÉnù{ÉjÉä |É¨ÉÉhÉ{ÉjÉä 
1 2 3 4 5 6 

{ÉÉ³ýhÉä +É´É¶ªÉEò 
VÉÉäb÷É´ÉªÉÉSÉÒ 
EòÉMÉnù{ÉjÉä / 
|É¨ÉÉhÉ{ÉjÉä- 
1. ¨ÉÖ³ý¨ÉÉ±ÉEòÉSÉä 

Ê´ÉGòÒ¤ÉÉ¤ÉiÉ 
ºÉÆ¨ÉiÉÒ{ÉjÉ 

2. PÉ®úÉ´É®ú EòVÉÉÇSÉÉ 
¤ÉÉäVÉÉ xÉºÉÉ´ÉÉ ´É 
ÊxÉÌ´É´ÉÉnù ½þCEò 
+ºÉ±ªÉÉ¤ÉÉ¤ÉiÉSÉä 
½þ¨ÉÒ{ÉjÉ 

  3. <ºÉÉ®ú{ÉÉ´ÉiÉÒ ´É 
xÉÉäÆnùhÉÒ 
+ÊvÉEòÉ−ªÉÉEòbä÷ 
xÉÉäÆnùhÉÒEÞòiÉ 
Eò®úÉ®úxÉÉ¨ÉÉ 

   

  4. PÉ®úÉSÉÉ ºÉIÉ¨É 
+ÊvÉEòÉ−ªÉÉxÉä ¨ÉÆVÉÚ®ú 
Eäò±Éä±ÉÉ PÉ®úÉSÉÉ 
xÉEòÉ¶ÉÉ 

   

  5. Eò®úÉ®úxÉÉ¨ÉÉ ¶ÉCªÉ    
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+ÊOÉ¨ÉºÉÉ ö̀Ò ®úCEò¨É +ÊOÉ¨É ¨ÉªÉÉÇnùÉ ´É 
½þ{iªÉÉÆSÉÒ ºÉÆJªÉÉ 

+VÉÇ Eò®úiÉÉxÉÉ 
+É´É¶ªÉEò {ÉÉjÉiÉÉ ´É 

ºÉÉä¤ÉiÉ 

+ÊOÉ¨É |ÉnùÉxÉÉ{ÉÚ´ÉÔ 
+É´É¶ªÉEò |É¨ÉÉhÉ{ÉjÉä 

+ÊOÉ¨ÉÉSÉÒ ´É ´ªÉÉVÉÉSÉÒ 
´ÉºÉÚ±ÉÒ 

+ÊOÉ¨ÉÉSÉÒ ®úCEò¨É |ÉnùÉxÉ 
ZÉÉ±ªÉÉ´É®ú ºÉÉnù®ú Eò®úÉ´ÉÒ 

±ÉÉMÉhÉÉ®úÒ EòÉMÉnù{ÉjÉä |É¨ÉÉhÉ{ÉjÉä 
1 2 3 4 5 6 

xÉ ZÉÉ±ªÉÉºÉ, ¤ÉÉä±ÉhÉÒ 
+ÆÊiÉ¨É ]õ{{ªÉÉiÉ 
+ºÉ±ªÉÉ¤ÉÉ¤ÉiÉ ´É 
ÊxÉÌ´É´ÉÉnù ½þCEò 
Ê¨É³äý±É +ºÉä ½þ¨ÉÒ{ÉjÉ 

  6. VÉ¨ÉÒxÉ ´É PÉ®úÉSÉä 
Eò®ú ¦É®úhÉÉ +nùªÉÉ´ÉiÉ 
+ºÉhÉä¤ÉÉ¤ÉiÉ. 

   

  7. ËEò¨ÉiÉÒ¤ÉÉ¤ÉiÉ 
+ÊvÉEÞòiÉ ¨ÉÖ±ªÉÉÆEòxÉ 
+ÊvÉEòÉ®úÉSÉä 
|É¨ÉÉhÉ{ÉjÉ 

   

¤É) ¦ÉÚJÉÆb÷ JÉ®äúnùÒ 
Eò¯ûxÉ iªÉÉ´É®ú PÉ®ú 
=¦ÉÉ®úhÉÒºÉÉ`öÒ 
PÉ®ú¤ÉÉÆvÉhÉÒ +ÊOÉ¨É 

1. +ÊOÉ¨É-+ ¨ÉvÉÒ±É 
Gò¨ÉÉÆEò (1) xÉÖºÉÉ®ú 

2. ËEò¨ÉiÉ ¨ÉªÉÉÇnùÉ-+ 
¨ÉvÉÒ±É Gò¨ÉÉÆEò 3 
xÉÖºÉÉ®ú 

3. +ÊOÉ¨ÉÉSÉä ½þ{iÉä-SÉÉ®ú 
1. 25 ]õCEäò ®úCEò¨É 

¦ÉÚJÉÆb÷ JÉ®äúnùÒºÉÉ`öÒ 
2. 25 ]õCEäò ®úCEò¨É 

VÉÉäiªÉÉ{ÉªÉÈiÉSÉä 

{ÉÉjÉiÉÉ- ={É®úÉäCiÉ + 
¨ÉvÉÒ±É Gò. 1 iÉä 7 
xÉÖºÉÉ®úSÉ 
 
EòÉMÉnù{ÉjÉä-1. ¦ÉÚJÉÆb÷ 
¨ÉÉ±ÉEòÉSÉä 
Ê´ÉGòÒ¤ÉÉ¤ÉiÉ ºÉÆ̈ ÉiÉÒ{ÉjÉ 
2. ¦ÉÚJÉÆb÷ ¨ÉÉ±ÉEòÉSÉÉ 
iªÉÉ´É®ú ÊxÉÌ´É´ÉÉnù 
½þCEò +ºÉ±ªÉÉSÉä 

1. |É{ÉjÉ +ä ¨ÉvªÉä 
Eò®úÉ®úÉxÉÉ¨ÉÉ 

2. |É{ÉjÉ ºÉÒ ¨ÉvªÉä 
|ÉiÉÒ{ÉÚiÉÒ¤ÉÆvÉ{ÉjÉ 
(+ºlÉÉªÉÒ ´É 18 
¨ÉÊ½þxªÉÉiÉ ºÉä´ÉÉÊxÉ´ÉÞiiÉ 
½þÉähÉÉ−ªÉÉ ºlÉÉªÉÒ 
Eò¨ÉÇSÉÉ−ªÉÉÆEò®úÒiÉÉ). 

3. ={É®úÉäCiÉ + ¨ÉvÉÒ±É 
+.Gò. 3 xÉÖºÉÉ®ú 

1. ={É®úÉäCiÉ + ¨ÉvÉÒ±É 
+.Gò. 1,3,4 ´É 5 
xÉÖºÉÉ®ú 

2. ´ÉºÉÚ±ÉÒ-{ÉÊ½þ±ÉÉ ½þ{iÉÉ 
EòÉfø±ªÉÉ{ÉÉºÉÚxÉ 18 
´ªÉÉ ¨ÉÊ½þxªÉÉSªÉÉ 
ËEò´ÉÉ ¤ÉÉÆvÉEòÉ¨É {ÉÚhÉÇ 
ZÉÉ±ªÉÉxÉÆiÉ®úSªÉÉ 
¨ÉÊ½þxªÉÉSªÉÉ 
´ÉäiÉxÉÉ{ÉÉºÉÚxÉ, 

1. +ÊOÉ¨ÉÉSªÉÉ {ÉÊ½þ±ªÉÉ ½þ{iªÉÉSÉÒ 
®úCEò¨É EòÉfø±ªÉÉ {ÉÉºÉÚxÉ 3 
¨ÉÊ½þxªÉÉSÉä +ÉiÉ ¦ÉÚJÉÆb÷ 
JÉ®äúnùÒ Eò¯ûxÉ JÉ®äúnùÒ JÉiÉ 
ºÉÉnù®ú Eò®úhÉä. 

2. ¦ÉÚJÉÆb÷É´É®ú JÉ®äúnùÒ nùÉ®úÉSªÉÉ 
ÊxÉÌ´É´ÉÉnù ½þCEòÉÆ¤ÉÉ¤ÉiÉSÉÉ 
{ÉÖ®úÉ´ÉÉ 

3. ¦ÉÚJÉÆb÷ ´É iªÉÉ´É®ú 
¤ÉÉÆvÉÉ´ÉªÉÉSªÉÉ PÉ®úÉSÉä |É{ÉjÉ 
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+ÊOÉ¨ÉºÉÉ ö̀Ò ®úCEò¨É +ÊOÉ¨É ¨ÉªÉÉÇnùÉ ´É 
½þ{iªÉÉÆSÉÒ ºÉÆJªÉÉ 

+VÉÇ Eò®úiÉÉxÉÉ 
+É´É¶ªÉEò {ÉÉjÉiÉÉ ´É 

ºÉÉä¤ÉiÉ 

+ÊOÉ¨É |ÉnùÉxÉÉ{ÉÚ´ÉÔ 
+É´É¶ªÉEò |É¨ÉÉhÉ{ÉjÉä 

+ÊOÉ¨ÉÉSÉÒ ´É ´ªÉÉVÉÉSÉÒ 
´ÉºÉÚ±ÉÒ 

+ÊOÉ¨ÉÉSÉÒ ®úCEò¨É |ÉnùÉxÉ 
ZÉÉ±ªÉÉ´É®ú ºÉÉnù®ú Eò®úÉ´ÉÒ 

±ÉÉMÉhÉÉ®úÒ EòÉMÉnù{ÉjÉä |É¨ÉÉhÉ{ÉjÉä 
1 2 3 4 5 6 

¤ÉÉÆvÉEòÉ¨ÉÉºÉÉ`öÒ 
3. 40 ]õCEäò ®úCEò¨É 

UôiÉÉ{ÉªÉÈiÉSÉä 
¤ÉÉÆvÉEòÉ¨ÉÉºÉÉ`öÒ. 

4. 10 ]õCEäò ®úCEò¨É 
=´ÉÇÊ®úiÉ ¤ÉÉÆvÉEòÉ¨ÉÉ 
ºÉÉ`öÒ 

½þ¨ÉÒ{ÉjÉ 
3. <ºÉÉ®ú {ÉÉ´ÉiÉÒ ´É 

+VÉÇnùÉ®ú ´É ¦ÉÚJÉÆb÷ 
¨ÉÉ±ÉEò ªÉÉÆSªÉÉiÉÒ±É 
xÉÉäÆnùhÉÒEÞòiÉ 
Eò®úÉ®úxÉÉ¨ÉÉ 

4. ¦ÉÚJÉÆb÷ Ê¤ÉMÉ®ú 
¶ÉäiÉÒ ´É Ê´ÉEòÊºÉiÉ 
VÉÉMÉä¤ÉÉ¤ÉiÉSÉÉ 
{ÉÚ®úÉ´ÉÉ. 

5. |ÉºiÉÉÊ´ÉiÉ 
¤ÉÉÆvÉEòÉ¨ÉÉSÉÉ 
¨ÉÆVÉÚ®ú xÉEòÉ¶ÉÉ ´É 
¤ÉÉÆvÉEòÉ¨É 
{É®ú´ÉÉxÉMÉÒ 
+Énäù¶É 

(ªÉÉ{ÉèEòÒ VÉä +MÉÉänù®ú 
+ºÉä±É) iªÉÉ 
¨ÉÊ½þxªÉÉ{ÉÉºÉÚxÉ ´ÉºÉÚ±ÉÒ 
ºÉÖ¯û. 

¤ÉÒ ¨ÉvªÉä ªÉ¶ÉnùÉEòbä÷ MÉ½þÉhÉ 
JÉiÉ Eò¯ûxÉ ´É iÉä xÉÉäÆnùhÉÒ 
Eò¯ûxÉ ºÉÉnù®ú Eäò±ªÉÉ´É®ú 
nÖùºÉ−ªÉÉ ½þ{iªÉÉSÉÒ ®úCEò¨É 
¨ÉÆVÉÚ®ú Eäò±Éä VÉÉ<Ç±É. 

4. ¤ÉÉÆvÉEòÉ¨É VÉÉäiªÉÉ{ÉªÉÈiÉ {ÉÚhÉÇ 
ZÉÉ±ªÉÉSÉä ´É nÖùºÉ−ªÉÉ 
½þ{iªÉÉSªÉÉ ®úEò¨ÉäSÉä {ÉÚhÉÇ 
Ê´ÉÊxÉªÉÉäMÉ ZÉÉ±Éä ¤ÉÉ¤ÉiÉSÉä 
|É¨ÉÉhÉ{ÉjÉ Ênù±ªÉÉ´É®ú ÊiÉºÉ®úÉ 
½þ{iÉÉ 

5. ¤ÉÉÆvÉEòÉ¨É UôiÉÉ{ÉªÉÈiÉ {ÉÚhÉÇ 
ZÉÉ±ªÉÉSÉä |É¨ÉÉhÉ{ÉjÉ 
Ênù±ªÉÉ´É®ú {ÉÖføÒ±É SÉÉèlÉÉ 
½þ{iÉÉ. 

6. ºÉÆ{ÉÚhÉÇ +ÊOÉ¨ÉÉSÉä Ê´ÉÊxÉªÉÉäMÉ 
|É¨ÉÉhÉ{ÉjÉSÉä EòÉ¨É UôiÉÉ{ÉªÉÈiÉ 
ZÉÉ±Éä ¤ÉÉ¤ÉiÉSÉä |É¨ÉÉhÉ{ÉjÉ 
Ênù±ªÉÉ´É®ú ÊiÉºÉ®úÉ ½þ{iÉÉ 

7. ={É®úÉäCiÉ + ¨ÉvÉÒ±É +. Gò. 
ºÉ½þÉ xÉÖºÉÉ®ú 

Eò) PÉ®ú 1. +ÊOÉ¨É ¨ÉÚ³ý {ÉÉjÉiÉÉ- ={É®úÉäCiÉ + 1. |É{ÉjÉ +ä-1 ¨ÉvªÉä ={É®úÉäCiÉ + ¨ÉvÉÒ±É 1. nùÉäxÉ ¨ÉÊ½þxªÉÉSÉä +ÉiÉ ¦ÉÚJÉÆb÷ 
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+ÊOÉ¨ÉºÉÉ ö̀Ò ®úCEò¨É +ÊOÉ¨É ¨ÉªÉÉÇnùÉ ´É 
½þ{iªÉÉÆSÉÒ ºÉÆJªÉÉ 

+VÉÇ Eò®úiÉÉxÉÉ 
+É´É¶ªÉEò {ÉÉjÉiÉÉ ´É 

ºÉÉä¤ÉiÉ 

+ÊOÉ¨É |ÉnùÉxÉÉ{ÉÚ´ÉÔ 
+É´É¶ªÉEò |É¨ÉÉhÉ{ÉjÉä 

+ÊOÉ¨ÉÉSÉÒ ´É ´ªÉÉVÉÉSÉÒ 
´ÉºÉÚ±ÉÒ 

+ÊOÉ¨ÉÉSÉÒ ®úCEò¨É |ÉnùÉxÉ 
ZÉÉ±ªÉÉ´É®ú ºÉÉnù®ú Eò®úÉ´ÉÒ 

±ÉÉMÉhÉÉ®úÒ EòÉMÉnù{ÉjÉä |É¨ÉÉhÉ{ÉjÉä 
1 2 3 4 5 6 

¤ÉÉÆvÉhªÉÉºÉÉ`öÒ ¦ÉÚJÉÆb÷ 
JÉ®äúnùÒºÉÉ`öÒ 
PÉ®ú¤ÉÉÆvÉhÉÒ +ÊOÉ¨É 

´ÉäiÉxÉÉSªÉÉ 70 {É]õ 
ËEò´ÉÉ ¯û. BEò ±ÉÉJÉ 
ªÉÉ{ÉèEòÒ Eò¨ÉÒ 
+ºÉ±Éä±ÉÒ ®úCEò¨É 

2. +ÊOÉ¨ÉÉSÉä ½þ{iÉä-ºÉÆ{ÉÚhÉÇ 
®úCEò¨É BEòÉSÉ 
½þ{iªÉÉiÉ 

¨ÉvÉÒ±É 1 iÉä 7 
xÉÖºÉÉ®úSÉ EòÉMÉnù{ÉjÉ-
={É®úÉäCiÉ ¤É ¨ÉvªÉä 
xÉ¨ÉÚnù Eäò±Éä±ÉÒ +.Gò. 
1 iÉä 4 ´É 7 iÉä 8 
xÉÖºÉÉ®ú 

Eò®úÉ®úxÉÉ¨ÉÉ 
2. ={É®úÉäCiÉ + ¨ÉvÉÒ±É 

+.Gò. 2 ´É 3 xÉÖºÉÉ®ú 

+.Gò. 1 iÉä 5 xÉÖºÉÉ®ú JÉ®äúnùÒ Eò¯ûxÉ JÉ®äúnùÒ JÉiÉ 
ºÉÉnù®ú Eò®úhÉä. 

2. ÊxÉÌ´É´ÉÉnù ½þCEò |ÉºlÉÉÊ{ÉiÉ 
ZÉÉ±ªÉÉSÉÉ {ÉÖ®úÉ´ÉÉ ºÉÉnù®ú 
Eò®úhÉä. 

3. |É{ÉjÉ ¤ÉÒ-1 ¨ÉvªÉä ¦ÉÚJÉÆb÷ 
ªÉ¶ÉnùÉEòbä÷ MÉ½þÉhÉ Eò¯ûxÉ 
iªÉÉSÉÒ xÉÉäÆnùhÉÒ Eò¯ûxÉ 
xÉÉäÆnùhÉÒ{ÉjÉ ºÉÉnù®ú Eò®úhÉä. 

4. ={É®úÉäCiÉ + ¨ÉvÉÒ±É +.Gò. 
6 xÉÖºÉÉ®ú 

b÷). º´ÉiÉ:SªÉÉ 
VÉÉMÉä́ É®ú xÉÊ´ÉxÉ PÉ®ú 
¤ÉÉÆvÉhÉäºÉÉ`öÒ PÉ®ú 
¤ÉÉÆvÉhÉÒ +ÊOÉ¨É 

1. ¨ÉÖ³ý ´ÉäiÉxÉÉSªÉÉ 70 
{É]õ ËEò´ÉÉ ¯û. iÉÒxÉ ±ÉÉJÉ 
ªÉÉ{ÉèEòÒ Eò¨ÉÒ +ºÉ±Éä±ÉÒ 
®úCEò¨É 

{ÉÉjÉiÉÉ- ={É®úÉäCiÉ + 
¨ÉvÉÒ±É Gò. 1 iÉä 7 
xÉÖºÉÉ®ú 
EòÉMÉnù{ÉjÉä- 
1. ¦ÉÚJÉÆb÷ º´ÉiÉ:SªÉÉ 

xÉÉÆ´ÉÉ´É®ú 
+ºÉ±ªÉÉSÉÉ 
Ê´É´É®úhÉÉºÉ½þ 
{ÉÖ®úÉ´ÉÉ  

2. ÊxÉ´ÉÉºÉ ¦ÉÚJÉÆb÷ 
Ê¤ÉMÉ®ú ¶ÉäiÉÒ 

1. ¦ÉÚJÉÆb÷ ´É iªÉÉ´É®ú 
¤ÉÉÆvÉÉ´ÉªÉÉSÉä PÉ®úÉSÉä 
MÉ½þÉhÉ{ÉjÉ-|É{ÉjÉ ¤ÉÒ-2 
¨ÉvªÉä Eò¯ûxÉ iªÉÉSÉÒ 
xÉÉäÆnùhÉÒEÞòiÉ |ÉiÉ 
ºÉÉnù®ú Eò®úhÉä. 

2. |ÉiÉÒ ¦ÉÚiÉÒ ¤ÉÆvÉ{ÉjÉ 
|É{ÉjÉ-ºÉÒ ¨ÉvªÉä 
={É®úÉäCiÉ ¤É ¨ÉvªÉä 
xÉ¨ÉÖnù Eäò±ªÉÉxÉÖºÉÉ®ú 

1. 192 {ÉäIÉÉ VÉÉºiÉ 
xÉºÉ±Éä±ªÉÉ ¨ÉÉÊºÉEò 
½þ{iªÉÉiÉ +ÊvÉxÉÉSÉÒ ´É 
48 {ÉäIÉÉ VÉÉºiÉ 
xÉºÉ±Éä±ªÉÉ ½þ{iªÉÉiÉ 
´ªÉÉVÉÉSÉÒ ´ÉºÉÚ±ÉÒ. 

2. +ÊOÉ¨ÉÉSÉÒ {ÉÊ½þ±ÉÉ 
½þ{iÉÉ EòÉfø±ªÉÉ{ÉÉºÉÚxÉ 
18 ´ªÉÉ ¨ÉÊ½þxªÉÉSªÉÉ 
ËEò´ÉÉ ¤ÉÉÆvÉEòÉ¨É {ÉÚhÉÇ 
ZÉÉ±ªÉÉxÉÆiÉ®úSªÉÉ 

1. ¤ÉÉÆvÉEòÉ¨É VÉÉäiªÉÉ{ÉªÉÈiÉ {ÉÚhÉÇ 
ZÉÉ±ªÉÉSÉä ´É {ÉÊ½þ±ªÉÉ 
½þ{iªÉÉSªÉÉ Ê´ÉÊxÉªÉÉäMÉÉ¤ÉÉ¤ÉiÉ 
|É¨ÉÉhÉ{ÉjÉ Ênù±ªÉÉ´É®úSÉ 
nÖùºÉ®úÉ ½þ{iÉÉ ¨ÉÆVÉÚ®ú Eäò±ÉÉ 
VÉÉ<Ç±É. 

2. ¤ÉÉÆvÉEòÉ¨É UôiÉÉ{ÉªÉÈiÉ {ÉÚhÉÇ 
ZÉÉ±ªÉÉ´É®ú ´É Ê´ÉÊxÉªÉÉäMÉ 
|É¨ÉÉhÉ{ÉjÉ Ênù±ªÉÉ´É®ú 
+ÊOÉ¨ÉÉSÉÉ ÊiÉºÉ®úÉ ½þ{iÉÉ 
näùªÉ. 
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+ÊOÉ¨ÉºÉÉ ö̀Ò ®úCEò¨É +ÊOÉ¨É ¨ÉªÉÉÇnùÉ ´É 
½þ{iªÉÉÆSÉÒ ºÉÆJªÉÉ 

+VÉÇ Eò®úiÉÉxÉÉ 
+É´É¶ªÉEò {ÉÉjÉiÉÉ ´É 

ºÉÉä¤ÉiÉ 

+ÊOÉ¨É |ÉnùÉxÉÉ{ÉÚ´ÉÔ 
+É´É¶ªÉEò |É¨ÉÉhÉ{ÉjÉä 

+ÊOÉ¨ÉÉSÉÒ ´É ´ªÉÉVÉÉSÉÒ 
´ÉºÉÚ±ÉÒ 

+ÊOÉ¨ÉÉSÉÒ ®úCEò¨É |ÉnùÉxÉ 
ZÉÉ±ªÉÉ´É®ú ºÉÉnù®ú Eò®úÉ´ÉÒ 

±ÉÉMÉhÉÉ®úÒ EòÉMÉnù{ÉjÉä |É¨ÉÉhÉ{ÉjÉä 
1 2 3 4 5 6 

{É®ú´ÉÉxÉÉ¤ÉÉ¤ÉiÉ 
ÊVÉ±ÒÉÊvÉEòÉ−ªÉÉÆSÉä 
|É¨ÉÉhÉ{ÉjÉ 

3. |ÉºiÉÉÊ´ÉiÉ 
¤ÉÉÆvÉEòÉ¨ÉÉSÉÉ 
ºÉIÉ¨É 
+ÊvÉEòÉ−ªÉÉxÉä 
¨ÉÆVÉÚ®ú Eäò±Éä±ÉÉ 
xÉEòÉ¶ÉÉ 

4. ¤ÉÉÆvÉEòÉ¨ÉÉºÉ 
ºÉIÉ¨É 
+ìlÉÉìÊ®ú]õÒSÉÒ 
¨ÉÆVÉÚ®úÒ 

5. +ÊvÉEÞòiÉ 
´ÉÉºiÉÖÊ¶É±{É 
¶ÉÉºjÉYÉÉEòbÚ÷xÉ 
+{ÉäÊIÉiÉ 
JÉSÉÉÇ¤ÉÉ¤ÉiÉSÉä 
|É¨ÉÉhÉ{ÉjÉ 

6. Eò®ú¦É®úhÉÉ 
+nùªÉÉ´ÉiÉ 
+ºÉ±ªÉÉ¤ÉÉ¤ÉiÉ 

¨ÉÊ½þxªÉÉSªÉÉ ªÉÉ{ÉèEòÒ 
+MÉÉänù®úSÉä +ºÉä±É iªÉÉ 
´ÉäiÉxÉÉiÉÚxÉ ´ÉºÉÚ±ÉÒ 
ºÉÖ¯û. 

3. ={É®úÉäCiÉ + ¨ÉvÉÒ±É 
+.Gò. 3, 4 ´É 5 
xÉÖºÉÉ®ú. 

3. PÉ®úÉSÉä ¤ÉÉÆvÉEòÉ¨É {ÉÚhÉÇ ½þÉä´ÉÚxÉ 
ÊxÉ´ÉÉºÉ ªÉÉäMªÉ ZÉÉ±ªÉÉ´É®ú 
+ÊOÉ¨ÉÉSªÉÉ 
Ê´ÉÊxÉªÉÉäMÉÉ¤ÉÉ¤ÉiÉSÉä 
|É¨ÉÉhÉ{ÉjÉ. 

4. Ê´É¨ªÉÉ¤ÉÉ¤ÉiÉ ={É®úÉäCiÉ + 
¨ÉvÉÒ±É +.Gò. 6 xÉÖºÉÉ®úSÉ 
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+ÊOÉ¨ÉºÉÉ ö̀Ò ®úCEò¨É +ÊOÉ¨É ¨ÉªÉÉÇnùÉ ´É 
½þ{iªÉÉÆSÉÒ ºÉÆJªÉÉ 

+VÉÇ Eò®úiÉÉxÉÉ 
+É´É¶ªÉEò {ÉÉjÉiÉÉ ´É 

ºÉÉä¤ÉiÉ 

+ÊOÉ¨É |ÉnùÉxÉÉ{ÉÚ´ÉÔ 
+É´É¶ªÉEò |É¨ÉÉhÉ{ÉjÉä 

+ÊOÉ¨ÉÉSÉÒ ´É ´ªÉÉVÉÉSÉÒ 
´ÉºÉÚ±ÉÒ 

+ÊOÉ¨ÉÉSÉÒ ®úCEò¨É |ÉnùÉxÉ 
ZÉÉ±ªÉÉ´É®ú ºÉÉnù®ú Eò®úÉ´ÉÒ 

±ÉÉMÉhÉÉ®úÒ EòÉMÉnù{ÉjÉä |É¨ÉÉhÉ{ÉjÉä 
1 2 3 4 5 6 

7. {ÉÉjÉiÉÉ¤ÉÉ¤ÉiÉSÉÒ 
+É´É¶ªÉEò 
|É¨ÉÉhÉ{ÉjÉä 

 2. VÉ¨ÉÒxÉÒSÉÒ ËEò¨ÉiÉ 
´ÉMÉ³ÚýxÉ PÉ®úÉSÉÒ BEÚòhÉ 
ËEò¨ÉiÉ ¨ÉÚ³ý ´ÉäiÉxÉÉSªÉÉ 
150 {É]õ {É®ÆúiÉÚ Eò¨ÉÉ±É 
¯û.6 ±ÉÉJÉ +ÊvÉEò xÉEòÉä. 

    

 3. +ÊOÉ¨É 3 ½þ{iªÉÉiÉ näùªÉ 
{ÉÊ½þ±ÉÉ ½þ{iÉÉ-30 
]õCEäò {±ÉÉì]õ 
MÉ½þÉhÉÉxÉÆiÉ®ú 
nÖùºÉ®úÉ ½þ{iÉÉ-40 ]õCEäò 
VÉÉäiªÉÉ{ÉªÉÈiÉ ¤ÉÉÆvÉEòÉ¨É 
ZÉÉ±ªÉÉ´É®ú ÊiÉºÉ®úÉ ½þ{iÉÉ 
=´ÉÇÊ®úiÉ 30 UôiÉÉ{ÉªÉÈiÉ 
¤ÉÉÆvÉEòÉ¨É ZÉÉ±ªÉÉ´É®ú 

    

<) .... Ê´ÉÎiiÉªÉ 
ºÉÆºlÉÉEòbÚ÷xÉ iÉªÉÉ®ú 
PÉ®ú / ºÉnùÊxÉEòÉ ªÉÉ 
ºÉÉ`öÒ PÉäiÉ±Éä±ªÉÉ 
EòVÉÉÇSÉÒ {É®úiÉ¡äòb÷ 

1. Ê´ÉiiÉÒªÉ ºÉÆºlÉäEòbÚ÷xÉ 
PÉäiÉ±Éä±ªÉÉ EòVÉÉÇSÉÒ 
®úCEò¨É ´ÉVÉÉ +ÊOÉ¨É 
¨ÉÆVÉÚ®úÒSªÉÉ 
iÉÉ®úJÉä{ÉªÉÈiÉSÉÒ 

{ÉÉjÉiÉÉ-={É®úÉäCiÉ + 
¨ÉvÉÒ±É +.Gò. 1 iÉä 
7 (Gò. 5 ´ÉMÉ³ÚýxÉ) 
8. iÉªÉÉ®ú PÉ®úÉSÉä 

¤ÉÉ¤ÉiÉÒiÉ 

|É{ÉjÉ +ä-2 ¨ÉvªÉä 
Eò®úÉ®úxÉÉ¨ÉÉ. 
2) ={É®úÉäCiÉ + ËEò´ÉÉ ¤É 
¨ÉvªÉä xÉ¨ÉÚnù Eäò±ªÉÉ|É¨ÉÉhÉä 
(±ÉÉMÉÚ +ºÉ±Éä iªÉÉ|É¨ÉÉhÉä) 

1. +ÊOÉ¨ÉÉSÉÒ ®úCEò¨É 
EòÉfø±ªÉÉ{ÉÉºÉÚxÉ 
xÉÆiÉ®úSªÉÉ ¨ÉÊ½þxªÉÉSªÉÉ 
´ÉäiÉxÉÉiÉÚxÉ / 
®úVÉÉ´ÉäiÉxÉÉiÉÚxÉ ´ÉºÉÚ±ÉÒ 

1. ºÉÆ¤ÉÆÊvÉiÉ Ê´ÉiiÉÒªÉ ºÉÆºlÉä±ÉÉ 
®úCEò¨É näù´ÉÚxÉ {É®úiÉ¡äòb÷ {ÉÖhÉÇ 
Eäò±ªÉÉºÉ ¨ÉÖpùÉÆÊEòiÉ {ÉÉ´ÉiÉÒ. 

2. JÉ®äúnùÒ Eäò±Éä±Éä / ¤ÉÉÆvÉ±Éä±Éä 
PÉ®ú, ºÉnùÊxÉEòÉ ¶ÉÉºÉxÉÉEòbä÷ 
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+ÊOÉ¨ÉºÉÉ ö̀Ò ®úCEò¨É +ÊOÉ¨É ¨ÉªÉÉÇnùÉ ´É 
½þ{iªÉÉÆSÉÒ ºÉÆJªÉÉ 

+VÉÇ Eò®úiÉÉxÉÉ 
+É´É¶ªÉEò {ÉÉjÉiÉÉ ´É 

ºÉÉä¤ÉiÉ 

+ÊOÉ¨É |ÉnùÉxÉÉ{ÉÚ´ÉÔ 
+É´É¶ªÉEò |É¨ÉÉhÉ{ÉjÉä 

+ÊOÉ¨ÉÉSÉÒ ´É ´ªÉÉVÉÉSÉÒ 
´ÉºÉÚ±ÉÒ 

+ÊOÉ¨ÉÉSÉÒ ®úCEò¨É |ÉnùÉxÉ 
ZÉÉ±ªÉÉ´É®ú ºÉÉnù®ú Eò®úÉ´ÉÒ 

±ÉÉMÉhÉÉ®úÒ EòÉMÉnù{ÉjÉä |É¨ÉÉhÉ{ÉjÉä 
1 2 3 4 5 6 

Eò®úhÉäºÉÉ`öÒ 
PÉ®ú¤ÉÉÆvÉhÉÒ +ÊOÉ¨É 

{É®úiÉ¡äòb÷ ËEò´ÉÉ 
EòVÉÉÇSÉÒ ¤ÉÉEòÒ ËEò´ÉÉ 
¨ÉÚ³ý ´ÉäiÉxÉÉSªÉÉ 70 
{É]õ ËEò´ÉÉ ¯û. 3 
±ÉÉJÉ ªÉÉ{ÉèEòÒ Eò¨ÉÒ 
+ºÉ±Éä±ÉÒ ®úCEò¨É. 

2. ={É®úÉäCiÉ b÷ ¨ÉvÉÒ±É 
Gò¨ÉÉÆEò 2 |É¨ÉÉhÉäSÉ 

3. +ÊOÉ¨ÉÉSÉÒ ®úCEò¨É 
¶ÉCªÉiÉÉä BEòÉSÉ 
½þ{iªÉÉiÉ {É®ÆúiÉÚ ÊxÉvÉÒ 
={É±É¤vÉ xÉºÉ±ªÉÉºÉ 
+ÊvÉEò ½þ{iªÉÉiÉ. 

ÊxÉªÉÊ¨ÉiÉ 
xÉä¨ÉhÉÚEò ´É 10 
´É¹Éæ +JÉÆb÷ºÉä´ÉÉ. 

9. Ê´ÉiiÉÒªÉ 
ºÉÆºlÉäEòbÚ÷xÉ EòVÉÇ 
PÉähªÉÉ{ÉÚ´ÉÔ 
¶ÉÉºÉxÉÉSÉÒ ËEò´ÉÉ 
ºÉIÉ¨É 
+ÊvÉEòÉ−ªÉÉSÉÒ 
{ÉÚ´ÉÇ{É®ú´ÉÉxÉMÉÒ 
ËEò´ÉÉ EòÉªÉÉäÇiiÉ®ú 
¨ÉÆVÉÚ®úÒ 
EòÉMÉnù{ÉjÉä-1) 
Ê´ÉEòiÉ PÉäiÉ±Éä±ªÉÉ 
/ ¤ÉÉÆvÉ±Éä±ªÉÉ / 
¤ÉÉÆvÉhªÉÉiÉ ªÉäiÉ 
+ºÉ±Éä±ªÉÉ 
PÉ®úÉSÉÉ / 
ºÉnùÊxÉEäòSÉÉ 
¨ÉÉxªÉiÉÉ|ÉÉ{iÉ 
xÉEòÉ¶ÉÉ. 2) 
PÉ®ú¤ÉÉÆvÉhÉÒ ËEò´ÉÉ 

|É{ÉjÉ-ºÉÒ ¨ÉvªÉä |ÉÊiÉ¦ÉÚÊiÉ 
¤ÉÆvÉ{ÉjÉ 

ºÉÖ¯û. 
2. ={É®úÉäCiÉ b÷ ¨ÉvÉÒ±É 

Gò¨ÉÉÆEò 1 xÉÖºÉÉ®ú 
3. ={É®úÉäCiÉ + ¨ÉvÉÒ±É 

3, 4 ´É 5 xÉÖºÉÉ®ú 

MÉ½þÉhÉ |É{ÉjÉ ¤ÉÒ-4 ¨ÉvªÉä 
MÉ½þÉhÉ{ÉjÉ Eò¯ûxÉ nÖùªªÉ¨É 
ÊxÉ¤ÉÆvÉEòÉEòbä÷ Eò¯ûxÉ ºÉÉnù®ú 
Eò®úhÉä. 

3. PÉ®úSÉÉ ¨ÉÉxªÉiÉÉ|ÉÉ{iÉ xÉEòÉ¶ÉÉ 
<iªÉÉnùÒ. 

4. ={É®úÉäCiÉ b÷ ¨ÉvÉÒ±É +. Gò. 
4 xÉÖºÉÉ®ú Ê´É¨ªÉÉ¤ÉÉ¤ÉiÉ. 
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+ÊOÉ¨ÉºÉÉ ö̀Ò ®úCEò¨É +ÊOÉ¨É ¨ÉªÉÉÇnùÉ ´É 
½þ{iªÉÉÆSÉÒ ºÉÆJªÉÉ 

+VÉÇ Eò®úiÉÉxÉÉ 
+É´É¶ªÉEò {ÉÉjÉiÉÉ ´É 

ºÉÉä¤ÉiÉ 

+ÊOÉ¨É |ÉnùÉxÉÉ{ÉÚ´ÉÔ 
+É´É¶ªÉEò |É¨ÉÉhÉ{ÉjÉä 

+ÊOÉ¨ÉÉSÉÒ ´É ´ªÉÉVÉÉSÉÒ 
´ÉºÉÚ±ÉÒ 

+ÊOÉ¨ÉÉSÉÒ ®úCEò¨É |ÉnùÉxÉ 
ZÉÉ±ªÉÉ´É®ú ºÉÉnù®ú Eò®úÉ´ÉÒ 

±ÉÉMÉhÉÉ®úÒ EòÉMÉnù{ÉjÉä |É¨ÉÉhÉ{ÉjÉä 
1 2 3 4 5 6 

Ê´ÉEòiÉ 
PÉähªÉÉºÉÉ`öÒSÉ 
EòVÉÇ PÉäiÉ±Éä 
+ºÉ±ªÉÉ¤ÉÉ¤ÉiÉ 
Ê´ÉiiÉÒªÉ ºÉÆºlÉäSÉä 
{ÉjÉ. 3) PÉäiÉ±Éä±Éä 
/ ¤ÉÉÆvÉ±Éä±Éä PÉ®ú 
º´ÉiÉ:SªÉÉ xÉÉ´Éä ´É 
¨É½þÉ®úÉ¹]ÅõÉiÉ 
+ºÉ±ªÉÉ¤ÉÉ¤ÉiÉ 
{ÉÚ®úÉ´ÉÉ. 4) 
ËEò¨ÉiÉÒ¤ÉÉ¤ÉiÉ 
+ÊvÉEÞòiÉ 
¨ÉÖ±ªÉÉÆEòxÉ 
+ÊvÉEòÉ−ªÉÉSÉä 
|É¨ÉÉhÉ{ÉjÉ 5) 
EòVÉÉÇSÉÒ ®úCEò¨É, 
ZÉÉ±Éä±ÉÒ 
{É®úiÉ¡äòb÷ ´É 
Ê¶É±±ÉEò 
ªÉÉ¤ÉÉ¤ÉiÉ Ê´ÉiiÉÒªÉ 
ºÉÆºlÉäSÉä {ÉjÉ 6) 
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+ÊOÉ¨ÉºÉÉ ö̀Ò ®úCEò¨É +ÊOÉ¨É ¨ÉªÉÉÇnùÉ ´É 
½þ{iªÉÉÆSÉÒ ºÉÆJªÉÉ 

+VÉÇ Eò®úiÉÉxÉÉ 
+É´É¶ªÉEò {ÉÉjÉiÉÉ ´É 

ºÉÉä¤ÉiÉ 

+ÊOÉ¨É |ÉnùÉxÉÉ{ÉÚ´ÉÔ 
+É´É¶ªÉEò |É¨ÉÉhÉ{ÉjÉä 

+ÊOÉ¨ÉÉSÉÒ ´É ´ªÉÉVÉÉSÉÒ 
´ÉºÉÚ±ÉÒ 

+ÊOÉ¨ÉÉSÉÒ ®úCEò¨É |ÉnùÉxÉ 
ZÉÉ±ªÉÉ´É®ú ºÉÉnù®ú Eò®úÉ´ÉÒ 

±ÉÉMÉhÉÉ®úÒ EòÉMÉnù{ÉjÉä |É¨ÉÉhÉ{ÉjÉä 
1 2 3 4 5 6 

{ÉÉjÉiÉä¤ÉÉ¤ÉiÉSÉÒ 
+É´É¶ªÉEò 
|É¨ÉÉhÉ{ÉjÉä. 

 
{É) ®úÉ½þiªÉÉ PÉ®úÉSÉä 
¤ÉÉÆvÉEòÉ¨É Ê´ÉºiÉÉ®ú 
Eò®úhÉäºÉÉ`öÒ 
PÉ®ú¤ÉÉÆvÉhÉÒ +ÊOÉ¨É 

1. ¨ÉÖ³ý ´ÉäiÉxÉÉSªÉÉ 70 
{É]õ ËEò´ÉÉ ¯û. BEò 
±ÉÉJÉ ªÉÉ{ÉèEòÒ Eò¨ÉÒ 
+ºÉä±É iÉÒ ®úCEò¨É 

2. ºÉÆ{ÉÖhÉÇ +ÊOÉ¨É BEòÉ 
½þ{iªÉÉiÉ 

{ÉÉjÉiÉÉ- ={É®úÉäCiÉ + 
¨ÉvÉÒ±É Gò. 5 
´ÉMÉ³ÚýxÉ 1) iÉä 7 
xÉÖºÉÉ®ú 
EòÉMÉnù{ÉjÉä 2) {ÉÚ®ú, 
´ÉÉnù³ý, +ÉMÉ +MÉ®ú 
¦ÉÚEÆò{É ªÉÉºÉÉ®úJªÉÉ 
xÉèºÉÌMÉEò +É{ÉiiÉÒ¨ÉÖ³äý 
xÉÖEòºÉÉxÉ ZÉÉ±Éä 
+ºÉ±ªÉÉºÉ iªÉÉ 
¤ÉÉ¤ÉiÉÒiÉÒ±É 
+ºÉÉvÉÉ®úhÉ ´É Ê´É¶Éä¹É 
nÖù̄ ûºiªÉÉÆºÉÉ ö̀ÒSÉ 
+ÊOÉ¨É +xÉÖYÉäªÉ.  
EòÉMÉnù{ÉjÉä- 
1) PÉ®ú º´ÉiÉ:SÉä xÉÉÆ´Éä 
+ºÉ±ªÉÉSÉÉ 
xÉEòÉ¶ÉÉºÉ½þ {ÉÚ®úÉ´ÉÉ.  

={É®úÉäCiÉ {É ¨ÉvÉÒ±É 1 ´É 
2 xÉÖºÉÉ®ú 

1. 72 {ÉäIÉÉ VÉÉºiÉ 
xÉºÉ±Éä±ªÉÉ ¨ÉÉÊºÉEò 
½þ{iªÉÉiÉ +ÊOÉ¨ÉÉSÉÒ ´É 
24 {ÉäIÉÉ VÉÉºiÉ 
xÉºÉ±Éä±ÉªÉÉ ½þ{iªÉÉiÉ 
´ªÉÉVÉÉSÉÒ ´ÉºÉÚ±ÉÒ. 

2. ={É®úÉäCiÉ b÷ ¨ÉvÉÒ±É 
Gò. 2 ´É 3 xÉÖºÉÉ®ú 

={É®úÉäCiÉ {É ¨ÉvÉÒ±É +.Gò. 1 ´É 
2 xÉÖºÉÉ®ú 
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+ÊOÉ¨ÉºÉÉ ö̀Ò ®úCEò¨É +ÊOÉ¨É ¨ÉªÉÉÇnùÉ ´É 
½þ{iªÉÉÆSÉÒ ºÉÆJªÉÉ 

+VÉÇ Eò®úiÉÉxÉÉ 
+É´É¶ªÉEò {ÉÉjÉiÉÉ ´É 

ºÉÉä¤ÉiÉ 

+ÊOÉ¨É |ÉnùÉxÉÉ{ÉÚ´ÉÔ 
+É´É¶ªÉEò |É¨ÉÉhÉ{ÉjÉä 

+ÊOÉ¨ÉÉSÉÒ ´É ´ªÉÉVÉÉSÉÒ 
´ÉºÉÚ±ÉÒ 

+ÊOÉ¨ÉÉSÉÒ ®úCEò¨É |ÉnùÉxÉ 
ZÉÉ±ªÉÉ´É®ú ºÉÉnù®ú Eò®úÉ´ÉÒ 

±ÉÉMÉhÉÉ®úÒ EòÉMÉnù{ÉjÉä |É¨ÉÉhÉ{ÉjÉä 
1 2 3 4 5 6 

2) ={É®úÉäCiÉ b÷ 
¨ÉvÉÒ±É Gò. 3 iÉä 5 
xÉÖºÉÉ®ú  3) 
{ÉÉjÉiÉä¤ÉÉ¤ÉiÉSÉÒ 
+É´É¶ªÉEò |É¨ÉÉhÉ{ÉjÉä 
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YASHADA 
 

 

 

 

Amendment One to the 

Apex Manual 
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For  

ISO 9001:2000 
 

 

 
 
 
 
 
 
 
Yashwantrao Chavan Academy Of Development Administration 

Raj Bhavan Complex, Baner Road Pune 411 007 
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LIST OF CONTROLLED COPY HOLDERS 

The following officers’ names has been deleted in the List of Controlled Copyholders 
 
No. Designation  For Which Office Type of Manual 

2 Management Representative YASHADA All Manuals 

 
 
 
The following officers’ names has been added in the List of Controlled copyholders 
 
No. Designation  For Which Office Type of Manual 

11 Director MDC YASHADA All Manuals 

 
 
The following points are inserted as the last three points in Page No. 7 
 

The Manuals will have the Designations written in pen on the cover of the Manual followed 
by the stamp of the concerned officer. 

The Manuals be displayed on the Intranet site in a read only format using Acrobat reader.  
The Master copies will carry the signatures of the preparing authority and approving the 

manual in original. While the controlled copies will carry the word sd/- xxx and 
controlled copy stamp in red ink.  
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The following points are deleted from the above document No:- 
 
COP 

 
Faculty Activities 
Planning Division 
Research 

 
SOP 

 
IT Support 
Library 
Hostel & Mess 
YMRC 
Publications 
 

MOP 
 

Administration 
Establishment 
Record Keeping  
Provision of resources 

Purchases 
Maintenance  

Inward/ Outward 
Accounts 

FJS 
Protocol 
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The following table has been inserted. 
Parameter for each activity are detailed in Functional Manuals as follows: 
 
The processes have been defined in detail giving activity-wise break-up in the respective 
manuals 
 
S. 
NO.  

MAIN 
PROCESS 

SUB 
PROCESS 

MANUAL 
IN WHICH 
IT IS 
COVERED 

CLAUSE 
NO. 

SECTION OF 
MANUAL IN 
WHICH IT IS 
COVERED 

RESP DEPT 

Training                
needs Analysis. 

 
7.2 

Training design 7.3 

Monitoring of 
training 

 
 
 

COP 

7.5 

 
  
 
Planning- 03-
17 

 
 
TMC & all 
depts. 

ATC preparation 7.1 
Resource 
Planning for 
training 

6.2 
6.3 
7.2 

1. Training  

Evaluation & 
quality training 
 

 
 
 

COP 
8.2 

 
 
 
Planning- 18-
24 

 
 
COURSE 
CELL & TMC 

Research 
monitoring 

7.5 
 

2. Research 

Project 
monitoring 

 
 

COP 7.5 

 
 
RD/00-03 

 
 
RDC 

3. CRM Grievance 
Redressal 

 
COP 

8.2 
7.23 

 
CRM/00-06 

Administration 

4. Policy & 
Planning 

- Apex 
manual 

5.0 QMS/10-19 Planning 
Division 

5. Implementation 
measurement, 
Analysis 

- Apex 
manual 

8.1-8.5 QMS/36-45 - 

6. Computer 
Application & 
IT Support 

-  
SOP 

 

 
6.3 

 
CIT/00-19 

 
CIT 

7. Library related 
process 

-  
SOP 

 
6.3 

 
LIB/1-11 

 
Library 

8. Hostel & Mess 
related process 

-  
SOP 

 
6.3 

 
HOS/01-06 

 
Hostel & Mess

9. Publication 
process 
 

 SOP 6.3 YMRC/PUB/0
1-06 

YMRC 

10. Audio-visual 
equipment 

- SOP 6.3 YMRC/AVC/0
1-04 

YMRC 
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provision 
process 

Establishment 6.2 Admin/01-15 
Record keeping 4.2.4 Admin/24 
Purchase 7.4/6.1 Admin/16-18 
Maintenance  
                           

6.3 
 

Cont/01/TRP/0
1, Admin/20 

Inward/outward 7.5 Admin/21-23 
FJS 7.5 Admin/22 

11. Administration 
process  

Protocol 

 
 
 

MOP 
 

7.5 Admin/25 

 
 
 
 
Establishment 
 

6.2 
7.5 
6.1 

12. Accounts - MOP 

8.1 

Accts/01-14  

 
 
The document No. YASHADA/QMS/04 Page 12 shall now be read as 

follows: 

Identification of Process 
Following Sub-Processes have been identified in YASHADA for the Quality Management 

System 

COP 

Training  
Training Design 
Conducting of Training & Evaluation 
Training Monitoring  
Course Cell activities of planning for training. 
Policy and Plan Implementation 

 
Research 

Research Monitoring Process 
Project Monitoring Process  
CRM Process 

SOP 
                              i.   Computer Applications & IT support 

Library Processes  
Audio Visual Equipment Provision Process 

Hostel & Mess 
   

MOP 
 

Administration 
Resource Provision 
Record Keeping 
 

Accounts 
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The processes listed above are explained in detail in the respective manuals. In addition to the 

functional processes within the Academy, the following processes are identified as QMS for the 

academy. They are: 

No Process Standard Reference in the Manual 

1 Document Control 4.2.3 YASHADA/QMS/09 

2 Control of Records 4.2.4 YASHADA/QMS/10 

3 Monitoring Process 8.2.3 YASHADA/QMS/37 

    

 
YASHADA has established and maintained Quality Systems for Training and other support 
activities through the following set of documents and records: 
 

Apex Quality Manual (AQM) - Consisting of policy and summary of the entire Quality 
Management System 

 
Functional Manuals for various activities - explaining detailed procedures of the activities. 

Add from previous page. The functional manuals consist of: 
 
 The following manuals have been prepared 

 

Apex Manual 

COP Manual 

SOP Manual 

MOP Manual 

Work-related Procedures  
Purpose, scope and details of activities 
Reference documents 
Records in the form of files 
Checklists 
Formats 
M. I. S. Parameters 

 
            Each Document is numbered as follows: 

Organization/ process/dept./no 
e.g.:Yashada/cop/trng/01 

 
            All documents will be circulated in paper-copy as well as soft copy 

through the intranet. 
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4.2.2   Quality Manual 

 
Purpose: To establish a documented system as per the requirements of ISO 9001: 2000. 
 
Scope: The scope of the QMS is as follows: 
The Quality Manual is the Apex Document. It specifies the goals, perspectives and concerns of the 
organization. The principles adopted to meet the desired objectives have been defined in this manual. 
 
Procedure: 

The Quality Manual includes all the clauses which are mandatory as 
per the requirements of ISO 9001: 2000 norms 

 The Vision & Mission Statement has been incorporated in this manual 
The Apex Manual is prepared by DDG planning & approved by DG. 
Amendments to Apex Manual, if required will be incorporated on a 

half-yearly basis 
Apex Manuals will be circulated only to the Top Management 
The interaction of various processes are defined in sec 4.1 

   

The scope excludes the following clauses: - 
 
Clause 7.5.4: There is no customer property for which Yashada is accountable. 
 

 Clause 7.6: The department does not undertake any activity, which requires sophisticated    
equipment for monitoring and measurement 

 
Responsibility 
 
 It will be the responsibility the top management to prepare/incorporate changes in the Quality 
Manual 
 
Records: 
 
NIL 

 
Cross Reference: 
 
(1) Vision – Mission Statement 
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4.2.4 Control of Records 

Purpose: 

The purpose of this procedure is to ensure effective control of Quality Records. 

Scope: 

Applies to the entire organisation. 

PROCEDURE: 

 
It covers all records of the Quality Management System. “Record” denotes 

documents, which will be made available to the auditors, as well as 

documents, which are the output of certain activities. It also includes 

“record”, which is the end product of a complete activity. 

It covers record generated by ISO 9001: 2000 Systems  

Files etc. 

The custodian of this record in YASHADA will be at two levels.  

At OIC level 

At the Section level 

It cover records which are created by every Department/Section/Cell 

The respective faculty members will create the electronic records. The 

machines will have passwords. The faculty members will decide as to 

which data should be made shareable and access to which data should be 

denied.  

It shall be the responsibility of these officers to ensure to keep the respective records 

legible, identifiable, retrievable and duly protected from damage and deterioration. They 

shall ensure that the records are disposed off by shredding only after the retention period 

is over. Due mention of the destruction shall be recorded in writing. The concerned 

officer destroying the record to that effect shall retain a certificate. 

 
 
Records Responsibility:   
 
It shall be the responsibility of MR/DDG (Planning)/Dept./Institute Heads /OICs to 

maintain complete list of records pertaining to their respective Manuals which will 

include: 
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Description  

Format Number  

Location at which stored and  

Retention period etc. 

                     (Format No. ISO-Apex/Form No. 5) 
 
 

Mission Statement  
 
YASHADA’s Mission is to enable equitable and sustainable development by 
promoting people-cantered good governance. This is achieved by bringing 
together practical knowledge, applied research, appropriate technology and 
innovative training of public administrators, community-based organizations and 
people’s representatives. 
 

WORK NORMS   
 
Based on this mission statement, work norms for each faculty member have been 
prescribed.  
 

The Mission statement is received every year for its continuing suitability. 
It is used as a basis for defining objectives & work norms. 

 
 
5.4.1 Quality Objectives 
 
 
No Quality Objectives Measuring Unit 
1 Impart training in development administration to public 

administrators, managers of public sector undertakings, 
officials and non-officials of local self government 
bodies, and functionaries of civil society institutions and 
organizations; 

Number of Training Programmes, 
Workshops, Seminars and 
extension activities conducted by 
each Dept/Section/Cell 

2 To carry out applied research facilitating public policy 
formulation and evaluation of programmes aimed at 
sustainable development; 

Number of Training Programmes, 
Workshops, Out-of-campus 
interactions and Research projects 
undertaken & Completed 

3 To provide platform for consultancy services in 
Development and Public Administration 

Number of consultancy projects 
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The Director General reviews the progress in Review Meetings and monitored through 
CMIS system. For the purposes of training, the D-90/D-60 procedure is followed. 
 
Quality objectives are reviewed and new targets are set for each year. 
 
A set of targets is assigned to each faculty under Circular No. PC/2003-04/WFAC/001 
dated 18 October 2003, to be amended from time to time.  
 
Cross Reference 
 
CMIS 
TMIS 
ATC 
 
 
5.4.2 Quality management system planning 

 
YASHADA has defined and documented the Quality Management System, 

mentioned in document No. YASHADA /QMS. /01 to meet the requirements of 

quality. 

The Top Management ensures that the integrity of the QMS is maintained when 

changes to QMS are planned and implemented. Similarly changes are tracked 

with the help of Revision Lists. The Top Management will conduct quarterly 

Quality Control Review Meetings once in four months to ensure that the 

commitments are met as per the desired matrix. 

 
Records: - 
 
Nil 
 
Cross Reference: - 
 
Nil 
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PURPOSE: - 

To provide a system for provision of resources. 

SCOPE: - 

All resources including human resources. 
 
PROCEDURE: - 

YASHADA receives grants from the Central as well as State governments. In addition, 
YASHADA generates funds through conducting sponsored programmes, research 
projects and by providing consultancy services. These funds are mainly allocated 
for the purpose of training of participants, conduct of projects, strengthening and 
upkeep of the existing facilities and towards establishment costs. 

 The Top Management has identified and provided resources including infrastructure and 
human resources needed for implementing and monitoring QMS and continually 
improving its effectiveness and also to enhance customer satisfaction by meeting 
customer requirements. The adequacy and suitability of resources is reviewed at 
the Management Review Meeting. 

 
RESPONSIBILITY: - 

For the overall resource management, the DG is supported by the Financial Advisor 
through the Deputy Director General (Administration). The proposals for investments are 
cleared by the Investment Committee under the Chairmanship of the Secretary, Finance, 
and Government of Maharashtra. 
 
records: 

Minutes of Meetings for  
Faculty meeting 
Think tank 
Department review 
MRM 

 
cross refernce: 

Purchase and Maintenance Process in MOP Manual  
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Purpose 
 
To ensure consistently efficient performance of competent personnel. 
 
Procedure 
The Academy strives 
To upgrade the skills of existing Faculty by deputing them on various training 

programmes; 
To conduct in-house training programmes for the faculty by inviting eminent persons; 
To invite guest speakers and resource persons for augmentation of training programmes; 
To conduct seminars and workshops; 
To encourage individual research projects; 
To appoint consultants on contractual basis; 
To enhance physical fitness and mental activities of the Faculty through Yoga, Vipassana 

and Stress Management techniques, and 
To organize periodical retreats to develop a sense of commitment and belonging. 
The records of training are maintained in the format of training competency profile 

Yashada/COP/Plng-12 
These records also indicate the effectiveness of training given. 
The establishment process also ensures appointment, transfers, promotions etc. 
 
SCOPE: - 
 

It is applicable for the personnel whose work affects Quality of Processes 
 
RESPONSIBILITY: - 
 
The DG along with DDG (Admin) and Registrar are responsible for provision and 
management of personnel in various departments. 
 
Cross Reference:  
Establishment Process/Admin/01-15 
 
 
RECORDS: - 
 

Training Records of YASHADA personnel. (TMC)-Training Competency profile 
(Yashada/COP/Plng-12) 

Training profile of Individuals/ Service Book (TMC) 
Profile of Guest Faculty (TMC) 
Documentation of Retreat 

 
The effectiveness of the training will be reviewed by the concerned OIC/DDG. After the 
completion of training the concerned OIC/DDG will make a remark in the training 
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competency profile as to the effectiveness of the training after six months from the date 
of completion of the training. 
 
 
Cross-reference: 
 
4) COP Manual Training Competency profile 
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PURPOSE: - 
 
The purpose of this procedure is to ensure availability of required infrastructure for work 
within campus. 
 
SCOPE: - APPLICABLE TO THE ENTIRE ORGANIZATION. 

 
PROCEDURE: -  

The person working in a particular place determines infrastructure requirement. 
The person processes the requirements through OIC/DDG who reviews and 
forwards, if justified, to the DG for approval. After approval of DG, the competent 
authority will process the requirement. 
 
The infrastructure primarily consists of: 

Air-conditioned and non – air-conditioned class rooms with teaching/training aids 
such as LCD, Overhead projector, audio – video conference systems  

Conference Halls 

Auditorium 

Computer lab 

Hostels 

Dining facility and kitchen (i.e. Mess) 

Library 

Medical and sports facility   

Facility for YOGA classes 

Recreational area 

Public call facility 

On-campus banking facility 

On-campus staff residential complex 

 

 

 

RESPONSIBILITY: -  Concerned officers, OIC/DDG & DG as specified above 

 

CROSS-REFERENCE: -  

Maintenance Process Yashada/MOP/cont/01 
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Yashada/COP/Plg-04 to 17 

Library related process/SOP/LIB/1-11 

Hostel & Mess related process/SOP/HOS/01-08 

Computer Appliance & IT support process/SOP/CIT/00-19 

Audio visual equipment process/YMRC/AVC/01-04 
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Purpose:  
To determine work environment in the academy 

 

Scope:  
It covers the total environment of the academy.  

  

Responsibility:  

Procedure:- 
A. Healthy work environment is ensured through: 

Faculty and Staff retreat 

Faculty meetings and Think Tank meetings to freely express views 

Reward for innovative ideas 

Provision of support staff /services as required and as justified. 

The DG, and other senior officers ensure that proper work environment is 

maintained. 

B. Physical work environment is ensured through ensuring a clean premises. 

This is ensured by proper maintenance of the entire premises. 

Records: 

Policy Circulars 

Cross-Reference: 

House Keeping & Maintenance Process- Yashada/MOP/Admin/20 
Garden Conservancy & Security- Yashada/MOP/GCS/01 

 
 In order to enhance the quality of training, the Course Directors design their courses    
based on Training Needs Assessment following an interaction with the clients (State 
Government Departments, NGOs etc.). TMC reviews the Design of Training and suggest 
improvements/modifications. Appropriate course material is provided to the trainees to 
supplement the training. Field visits are organized for providing exposure to real-life 
situations. A constant feedback through assessment sheets is used for redesigning and 
improving the course delivery. 
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Purpose:  
Determination of requirements related to training.  
 
Scope: 
All training needs of Yashada. 
 
Procedure: 
The Academy has determined the training and workshop related processes in connection 

with the requirement of the participants. These are done through: 

Training Needs Analysis 

Design of Training 

Training Process 

Suggestions from participants  

CRM Processes 

 
FOR YASHADA PROGRAMMES 

 
The expectations from the trainees are determined through a number of 

feedback rounds, interactive sessions as well as personnel discussion. Annual 

Training Calendar of the Academy is finalized after meetings and discussions 

with the Departmental Coordinators of the State Government as also the 

feedback from the participants during ongoing training programme and 

workshops. Based on these expectations and interaction, the ATC for the next 

year is finalized. The suggestions and feedback from the Participants also help in 

improving the infrastructure related facilities mainly in the field of hospitality or in 

improving the performance of faculty. When Yashada only lends its premises for 

a programme. 

Cross-Reference: Yashada/COP/Plng. 
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Purpose: - Review of Course Evaluation with reference to Training Needs Analysis 

(TNA) and Design of Training (DoT) 

Scope:  

All training programmes. 

Procedure: 

The Course Directors evaluates the course as per the TNA and Design of the 

course. The review ensures that the process requirements are clearly defined 

and understood. The differences and perspectives, if any, with the participants 

are resolved and it is ensured that the organization has the ability to meet the 

defined requirements. 

TMC and the Director General review the feedback and course evaluation report.  

Records: 
TNA 
Design of training 
Feedback 
 
Cross-Reference: Yashada/COP/Plg. 
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The different ways by which the organization is communicating with the participants are 
given below:  
 
1. About The Training Programmes:  
The programmes planned by YASHADA as well as the customer expectations 
will be communicated to the Customer (sponsoring agencies, departments and 
expected course participants) through circulation of ATC and its updates to all 
the Customers through the Academy's website. 
 
2. Regarding Customer Enquires:  
The organization responds to enquiries from the customer, department, trainee 
or guest faculty through the Course Director. 
 
3. Regarding Customer Complaints:  
The Academy responds to complaints from the customer as per the Customer 
Complaints and Grievances Redressal Processes through the Registrar, 
YASHADA. 
 
4. Regarding Customer Satisfaction:  
The organization ensures customer satisfaction as per the Customer Related Processes. 
The Feedback from the Customer i.e. Trainee, is as specified in Sec. 8.1. 

 
5. Workshop for Participant Representative: 
 The Academy organizes annual or periodic Workshop of Course Participants’ 
Representatives in order to receive feedback and facilitate networking amongst 
participants an to develop a Recognised Users (RUs) database to help in the conduct of 
extension programmes. 
 
Cross Reference: 

Grievance Redressal 
 

Participants / Customers Suggestions Grievances Redressal System 
 
Suggestions / complaint books are made available at specified points such as the Library, 

Reception Lounge, Administration office and Hostel counters 

Registrar, YASHADA monitors the process 
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Procedure 

To be modified as discussed with addition of purpose service. The design of service 

provision is done through procedure / process of converting the training needs identified 

and defining objectives towards finalization of training modules. 

Design inputs 

The training needs, once identified are converted into specific training requirements with 

reference to performance problems and perspectives. The inputs for design need to 

consider all training expectations as evinced by potential customers. 

Design output 

The documented and approved design output is the form of course schedule, type of 

sessions-lectures, case studies, audiovisuals, faculty members etc. 

 Design review 

The Design review conducted by the TMC in Planning Division, which reviews 

the design output and provides feedback. The TMC also reviews the Feedback 

received from the course participants and provides suggestions accordingly.  

Deign Verification and Validation 

Design verification is done by reviewing output as indicated earlier while validation is 

done by the feedback received from the course participants and Participants’ 

Representatives (PR 

Design Changes 

Design changes are incorporated based on the feedback obtained from time to time 

Cross-reference:  

Training Process – COP/Plg 
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Purpose: -To define a process for purchasing. 

Procedure: - 

The purchasing process in YASHADA mainly relates as a support activity to ensure 

smooth and efficient conduct of training activities. The purchase is mainly related to 

stationery, support documents, mess equipment, consumables, teaching aids and items 

related to improved infrastructure. A set of rules in the form of Policy Circulars has been 

prescribed to smoothen the process. A Purchase Committee is functional to ensure that 

appropriate material is made available at a reasonable price at the required time and of 

the required quality. The principles of tender sanctity, avoidance of negotiations, two-bid 

system and inventory control are strictly followed.  

Purchase related to services of Guest Faculty. 

Scope: - 

Applicable to Resource Management processes, and also indirectly applicable 

to all processes 
Responsibility: - 

Registrar, YASHADA 

Reference Documents: 

Policy Circular for Purchase and Expenditure Committee dated 23/01/2004 

Policy circular dated 24 November, 2003 

GR dated 2 Jan. 1994  

Records: 

For purchasing of material. 

Cross-Reference: 
Purchase Process- Yashada/MOP/Admin/18 
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Purpose: To provide services to the Trainee Officers and Participants 
 
Scope: - Applicable to entire Academy 
 

PROCEDURE:  
 
YASHADA shall carry out services under controlled conditions. 
All services can be grouped into two categories: 
 

Training and Research related which is core function of the organization. 
All other support services such as library, hostel, mess audiovisual, 

housekeeping etc.  
 
This shall include: 

The availability of information that describes the processes in the form of 
procedures/ activity sheets 
The availability of work instructions as required 
The implementations of monitoring & measuring mechanisms 
The time bound disposal of paperwork to ensure quality service by adhering to 
the principle of First In First Out (FIFO) 
Taking care of post delivery activities like record management 
Training of participants. 
Communication and recording information 

All the services rendered will be reviewed through 
Inspection 
MIS 
Meetings and Discussions 
 

Responsibility: OICs / Head of Section and all Course Directors 
 
Cross-reference:  

Training Process- COP/Plg-04 
Research Process- COP/RD 
Admin Process- MOP/Admin 21-25 

 
 
 
7.5.2 Validation of Processes for Production and Service Provision 
 
This clause is not applicable to YASHADA as there are no services processes which need 
validation. 
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Customer Property:  
 
                This Clause is not applicable to YASHADA as Yashada does not receive any 
customer property that it uses for providing services to its customer. 
 
 
 
 
 
Purpose:  

To ensure that the records are properly maintained 

 

Scope:  

Applies to all the offices of YASHADA. 

 

Procedure: 

All the files/correspondence are to be classified into four categories depending on the 

retention period. “A” types of files are to be retained for unlimited period because of its 

importance and retainability. “B” types of files are kept for a period of 30 years after 

which time their importance/retainability does not exist. “C” type of files are retained for 

a period of 5 years and destroyed thereafter. “D” types of papers are to be retained for a 

period of one year and destroyed thereafter. The classification of records and retainability 

has to be reviewed every year and “A” and “B” type of files are to be kept in the Record 

Room. 

 

Responsibility:  

Record Keeper / Senior Clerk, Administration 

 

Cross Reference:  

Manual of Office Procedure 
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7.6 Control of Monitoring and Measuring Devices 
 
 
This Clause is not applicable to YASHADA, as there are no monitoring & 
measuring devices that are used by Yashada. 
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Purpose:  
To analyse and improve the quality of services 

Scope:  

Monitoring, measurement, analysis and improvement is planned through 

Course Cell and Training Monitoring Cell 

Monthly Review meetings of various departments 

Faculty Meeting (First Saturday of each month) 

Think Tank Meeting (Once in month) 

Interaction with Participants Representatives 

Project Monitoring Cell (RDC) 

Internal audits & inspection  

Internal audit of ISO -9001 

Procedure: 

These processes demonstrate conformity with service standards and ensures 

adherence to the quality management system and continually improve the 

effectiveness of Quality Management. YASHADA uses various statistical tools, 

techniques and methods to analyse the data generated through training 

programmes. 

Responsibility: -  

DDG/OIC 

Records: - 

Feedback forms 

Cross Reference: 

Circular No. DG-P-1/review meting dated 29th September 2004 

Accounts Process: MOP/Accts/-- 
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Purpose: - 

The purpose is to deliver quality service to attain client satisfaction. 

 

Scope: - 

Applicable to all client oriented process. [YASHADA programmes / sponsored 

programmes] 

 

Procedure: - 

YASHADA monitors perception of trainees by analysing the information generated 

though feedback forms & customer suggestions through grievances raised. The Training 

Process defines the details of the methods followed for obtaining & using this 

information. 

 

Records: 

Feedback form. 

Visitors’ Register. 

Participants’ Grievance Redressal Register. 

 

Cross Reference: - 

Training Process- COP/Plg-18-24 

Greviance redressal process- CRM/00-06 
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Purpose: 
 
The purpose of this procedure is to ensure that QMS meets the requirements of 
ISO 9001 : 2000 standard  to the requirements established by the YASHADA.  It 
also ensures that it is effectively implemented and maintained. 
 
Scope: Quality Management System. 
 
Procedure: 
 

Internal Audit is organised at a minimum frequency i.e. once in four months. 
However, additional audits are planned as and when required with reference to 
previous audit results. Annual plan for audit is prepared. 

The MR prepares   Audit Plan for every audit. It includes date of audit, name of 
auditor and audit section in advance. The plan is circulated to auditors and auditee 
in advance. 

Auditors will do inter – departmental audits 
Audit findings are recorded in the NCR format. Concurrence of the auditee is take. 

The auditee will take the immediate corrective actions & record the same in the 
NCR format. 

Non Compliance Report (NCR) is forwarded to the MR for further action. 
Concerned auditee shall implement corrective action within the stipulated time and 

offer to auditor for ensuring compliance of corrective action and closing the NCR. 
The MR shall prepare the details of NCR of the particular audit and use these as input 

to Management Review Meeting. 
 
Responsibility: The Management Representative will be responsible for the same 

 
Records: 

Non Compliance Reports 
Auditors training Record 
Audit Plan 
Details of NCR 
Annual Audit Plan 

 
Cross Reference: - Audit and Inspection Process 
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Purpose: 

The purpose of this procedure is to prevent the occurrence of potential non-conformity. 

  

Scope:- 

Applicable for all potential non-conformities 

 

Responsibility:  

All DDGs/ OICs/ CDs/ CAs/ Administrative staff 

 

Records:- 

Inspection Report  

Feedback from customer (sponsoring / YASHADA / agencies and 

participants)  

MIS 

Format for summary of deviations 

 

Cross Reference:- 

Nil 
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Purpose:- 

To define a method for analysis of data 

 

Scope:- 

It is applicable throughout the organization. 

 

Procedure:- 

The data regarding various process are collected as given in the Clause No 8.2.3 and 

analysed to demonstrate the effectiveness of Quality Management System. This is done 

through the various review meetings including management review process. 

 

Responsibility: - 

The total organization is responsible for the same.  

 

Records: -  

Files of various records  

Graphs/ Tables of various analyses. 

 

Cross Reference: - 

Management Review Process 
 
 
 
 
 
 
 
 
 



 
 
 

Section 4(1)(b)(v) 417

PURPOSE: 

The purpose of this procedure is to identify system related non-conformities and 

implement corrective actions to prevent re-occurrence.  

SCOPE:  

It is applicable for any non-conformity related with system, process or activities. 

PROCEDURE: 

All non-conformities are identified and recorded on corrective and preventive action 

form 

Cause of the non-conformities is  / are identified.  

Corrective actions are identified and planned. If necessary relevant documents  are 

updated.  

Corrective actions are implemented. 

Implemented actions are reviewed for their effectiveness to see that the non-

conformity is not repeated. 

RESPONSIBILITY:-  

OICs  

RECORDS:- 

MIS  

Feedback 

NCRs 

Corrective and preventive action format 

Think Tank 

Feedback & suggestions during staff/ faculty retreat 

Management Review Meetings 

CROSS REFERENCE: - 

Nil 
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PURPOSE: 

 The purpose of this procedure is to prevent the occurrence of potential non-conformities. 

 
SCOPE:  

It is applicable for all potential non-conformities. 

 
PROCEDURE: 

Potential non-conformities are identified. Work processes, customer complaints and 

customer feedback, audit results, quality records are used as sources of 

information to detect and analyse potential non-conformities and their causes. 

Causes of the potential non-conformities are identified. 

Actions are planned and initiated. If necessary, relevant documents are updated.  

Results of action are reviewed for its effectiveness.  

 
RESPONSIBILITY: 

OICs / Section Heads 

 
RECORD: 

MIS 

NCRs 

Review meetings 
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Appendix – I  
 
List of the Controlled Copy Holders 
 

NATURE OF MANUALS Sr. 
No 

DESIGNATION 
Copy of ISO 
9001: 2000 
Standards 

APEX COP SOP MOP Office 
Procedure 
Manual 

Sign 

1 Director General 
 

1 
(R/C) 

1 
(R/C) 

1 
(R/C) 

1 
(R/C) 

1 
(R/C) 

1  

2 DDG (A) 
 

1 
(R/C) 

1 
(R/C) 

3 
(O/C) 

3 
(R/C) 

3 
(R/C) 

3  

3 DDG (P) 
 

1 
(R/C) 

1 
(R/C) 

3 
(R/C) 

3 
(R/C) 

3 
(R/C) 

3  

4 DDG (R) 
 

1 
(R/C) 

1 
(R/C) 

3 
(R/C) 

3 
(R/C) 

3 
(R/C) 

3  

5 ATI 
 

1 
(R/C) 

1 
(R/C) 

3 
(R/C) 

3 
(R/C) 

3 
(R/C) 

3  

6 SIRD 
 

1 
(R/C) 

1 
(R/C) 

3 
(R/C) 

3 
(R/C) 

3 
(R/C) 

3  

7 SIUD 
 

1 
(R/C) 

1 
(R/C) 

3 
(R/C) 

3 
(R/C) 

3 
(R/C) 

3  

8 Registar 1 
(R/C) 

1 
(R/C) 

1 
(R/C) 

1 
(R/C) 

1 
(R/C) 

1  

9 F A 1 
(R/C) 

1 
(R/C) 

1 
(R/C) 

1 
(R/C) 

1 
(R/C) 

1  

10 Director MDC 1 
(R/C) 

1 
(R/C) 

1 
(R/C) 

1 
(R/C) 

1 
(R/C) 

1  

 
R/C: Restricted Copy 
 
O/C: Copy Open for Distribution 
 

All DDGs will be responsible for circulating the respective manuals within their 

department, as per their requirements 

The DDGs will photocopy the relevant documents for circulation to their staff. Put 

the “Controlled Copy Stamp” in red ink and put in their signatures below it. 

The DDGs will maintain a register of the number of copies circulated within their 

organization with their designations and signature of receipt of controlled 

copy. They can circulate as many copies of O/Cs as they deem fit. 
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R/C denotes that the manual is restricted for circulation only for the Top management 

i.e. DG and DDGs. 

O/C denotes that the manual is open for circulation to the staff members 

 
 
Design and development planning: Whenever a new programme is decided the target 
group and the Course director are finalized and recorded in the ATC. For the design of 
each new training programme the stages involved are defined in the flow chart. Wherever 
the design process requires interaction with internal/external agencies this documented in 
the COP manual YAHADA/COP/Plng-10 
 
Design and development inputs are received in the form of Training Need Analysis. They 
specify details such as identifying the need, identification of performance problem Entry 
behavior etc. the course director prepares it on the basis of the inputs of the target group  
 
Design and development output: On the basis of the inputs received the training 
programme is designed in the format YAHADA/COP/Plng-10. This output ensures that 
all input requirements are met. As a part of the output the “outline of time- table is 
documented. This specifies any requirements of guest faculty if any. 
 
Design Review the output of the course director i.e. the DOT format, outline of timetable 
is reviewed by TMC along with a peer group if required. A review may also be 
conducted on the feedback given by the participant by TMC. The DDG Planning if 
required may also do a review. 
 
Design and development verification of the design is done by the above mentioned 
review by the TMC and recorded in the Form DOT YAHADA/COP/Plng-10 
 
Validation: the participants record their feedback in the Evaluation. Parameters like 
usefulness of training; appropriateness of the methodology used and achieving the course 
objectives are recorded by TMC manually. While reviewing the same file next time TMC 
ascertains that the corrective actions go into the DOT. 
 
Design changes: whenever any changes are made in the training program the following 
documents are changed and forwarded to TMC. TMC reviews the changed documents 
and based on their comments the changes are incorporated 
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Indent from 
Organization 

Recognized 
Need 

Sponsoring 
Agency’s Request

Policy 
Requirement 

Government 
Programmes 

Decision to conduct 
Programme 

Step: 
1 

Step: 2 

Step: 3 
Planning 
Clause 7.1 

Service 
Provision 
Clause 7.5 

TNA 

-Discussion with 
Stakeholders 
-Identification of 
performance 
problem 
-Entry Behaviour
-Identifying 
training need

Designing 
Clause 7.3 

-Duration of 
course 
-Number of 
participants 
-Training 
objective 
-Enabling 
objectives 
-Methodology 
-Assessment

Design Of 
Training 

Conduct of 
Training As 
per D-60 
model

Assessment 
of Training 

Flow Chart For Training 
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Reference Documents: 
 
4. Purchase procedure in the MOP YASHADA/MOP/ADMN/16-19 
 
 
 
 
 
 
This clause is not applicable since the Academy is into service Provision and there is no 
production of goods. Therefore there is no customer property in the Academy. 
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ISO-Apex/Form No. 6 

  ISO-...../NCR-.. 
Non-Conformance Report 

 
Dept : 
 

Auditee 
 

Auditor 
 

Clause No 

Description of NCR 
 
 
 
 
 
Signature of Auditor                          Date by which compliance should be done:  
Immediate Corrective action (To be filled by Auditee) 
 
 
 
 
 
 
Sign of Auditee:                                                                            Date of compliance:  
Root Cause Analysis: 
 
 
 
 
 
 Long term Corrective action: (to be filled up by Auditee) 
 
 
 
 
 
Signature of Auditee                                                                                         Date:  
Verification of corrective action  (By Auditor) 

 
Signature of the Auditor                                                                                    Date: 
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YASHADA 
 
 
 
 
 
 
 
 
 
 
 

MOP Manual 
 
 
 

For 
ISO 9001: 2000 

 
 
 
 

Yashwantrao Chavan Academy Of Development Administration 
Raj Bhavan Complex, Baner Road Pune 411 007 
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Index 
 
 

Sr. 
No 

ISO 
CLAUSE 
NO. 

Particulars Number Page No 

 NIL Contents  YASHADA/MOP/ Contents/No-1 2 
 NIL Amendment Sheet  YASHADA/ MOP/Amend/ No-2 3 
 6.2 & 7.1 Administration 

Process 
YASHADA/ MOP /Admn/No-3 4 – 44  

 6.2 Accounts Process YASHADA/ MOP /Accts /No-4 45 – 60  
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AMENDMENT SHEET 

Sr. No. Date Particulars Document 
No 

Page No 
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Contents of Administration 
  

Sr. 
No 

ISO  
CLAUSE NO. 

Particulars Number Page No 

 Nil Contents 4 
  EASTABLISHMENT  
 Nil Flowchart for Establishment  Yashada/MOP/est 5 
 Nil Objective Yashada/MOP 6 
 6.2 Appointment of Class I to IV Yashada/MOP/Admin/01 7 
 6.2 Confirmation of Probation Yashada/MOP/Admin/02 8 
 6.2 Departmental Examination Yashada/MOP/Admin/03 9 – 10  
 6.2 Court Matters  Yashada/MOP/Admin/04 11 
 6.2 Advances Yashada/MOP/Admin/05 12 
 6.2 Confidential Reports Yashada/MOP/Admin/06 13 – 14  
 6.2 Transfer Yashada/MOP/Admin/07 15 
 6.2 Seniority list Yashada/MOP/Admin/08 16 
 6.2 Promotions Yashada/MOP/Admin/09 17 
 6.2 Departmental Enquiry Yashada/MOP/Admin/10 18 
 6.2 Personal Information System Yashada/MOP/Admin/11 19 
 6.2 Sanction of Leave Yashada/MOP/Admin/12 20 – 23  
 6.2 Regular Increment Yashada/MOP/Admin/13 24 
 6.2 Overtime Yashada/MOP/Admin/14 25 
 6.2 Rosters Yashada/MOP/Admin/15 26 
 6.2 Main Flow Chart Yashada/MOP/Admin/16 27 
 Nil Provision Of Resources   
 6.2 Main Flow Chart for purchase 

procedure 
Yashada/MOP/Admin/17 28 

 6.2 Purchase Procedures Yashada/MOP/Admin/18 29 
 6.2 Time Frame for Purchase 

Activity 
Yashada/MOP/Admin/19 30 

 6.2 Maintenance  Yashada/MOP/Cont/01 31 
 6.2 Vehicle Maintenance  Yashada/MOP/TRP/01 32 – 34  
 6.2 Garden, Conservancy & Security Yashada/MOP/GCS/01 35 
 6.2 House Keeping & Maintenance Yashada/MOP/Admin/20 36 
 Nil Office Management   
 7.1 Inward Procedure Yashada/MOP/Admin/21 37 
 7.1 File Journey Procedure Yashada/MOP/Admin/22 38 
 7.1 Outward / Dispatch Yashada/MOP/Admin/23 39 
 7.1 Record Procedure Yashada/MOP/Admin/24 40 
 7.1 Record Procedure Yashada/MOP/Rkd/01 41 – 42  
 7.1 Protocol Yashada/MOP/Admin/25 43 
 7.1 Personal Management Yashada/MOP/Admin/26 44 
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Definitions for Establishment 
 
 
Definitions: 
 
Internal Client of Establishment Wing: - An Internal Client of the Establishment wing of YASHADA 

is defined as all employees of the Academy, including ………………… 

 

Scope of Personal Information System: - The YASHADA–PIS provides information and enables 

management of all Internal Clients through the parameters such as    ,  ,   , among others. 

 
 
Cross Reference: -  
 

Service Rules (as approved in  

PRISM (Personal Resource Information and salary Management System) 

Client Resource Management Process in the Client Oriented Process (COP) Manual 

 

OBJECTIVE 
 
To develop, maintain, update and control the YASHADA Employee Information System (EIS), 

preferably on a computer based network and database. 

To ensure that all employees are monitored and therein accruable benefits are provided to them on 

time. 

To ensure implementation of recruitment rules as approved by the Board of Governors of YASHADA 

from time to time for purposes of promotion, appointment on deputation as the case may be. 

To ensure a positive and supportive working environment for all employees without any bias of 

gender, religion, caste or regional domiciles. 

 
MEASURABLE OBJECTIVES 
 
Ensuring regular updation of all parameters of EIS 

Ensure final publication of seniority list in the first week of January every year 
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Enable prior processing on a D–30 schedule of time bound benefits to ensure timely release to 

employees. 
Enable prior processing on a D–30 schedules of CRs to ensure timely updation of all employee 

records. 
 
RECORD 
 
Service Books 

CRs 

Appointment and Roster Register  

 
 
Cross Reference 
 

CMIS 

PRIS 

 
PURPOSE : Appointment of Class I to Class IV Employees 
SCOPE : Applicable for the entire organization 
RESPONSIBILITY : Registrar, Establishment Wing 
PROCEDURE :  
 

 

 

 

 

 

 

 

 

 

 

 

Indent for Appointments of Class I to IV 

Scrutiny of applicants/ applications for Regular and 
Contract Employees as determined by Director General 

Approval of Director General

Instructions to establishment Wing to appoint on 
Regular, Deputation or Contract Basis 
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Letters for Interview

Selection Committee

Publication of Select List

Intimation 

Appointment to Posts and Intimation for appropriate action 

Accounts Training 
Cell 

Mess Gate Reception CIT

Determination of Procedure for selection: Advertisement, direct
contact, pool of candidates, subject experts 
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PURPOSE : Confirmation of Probation 
 
SCOPE : For all Regular employees as and when recruited 
 
RESPONSIBILITY : Registrar, Establishment Wing 
 
PROCEDURE :  
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Completion of Probation 
Period 

Clearance of Department 
Exam, if required 

Approval & Orders 

Intimation 

Updating EIS & Service 
Book 
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PURPOSE : Departmental Examination 
SCOPE : New Recruits Class III 
RESPONSIBILITY: Assistant Registrar, Establishment Wing 
PROCEDURE :  
 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Records: 
 
Service Books 
 
Seniority List 
 
 

Data Collection about 
Eligible Candidates 

Preparation of approved candidates. 
List in alphabetical order 

Paper Setting 
Instructions / Correspondence 

with paper setting 

Receipt of sealed Question Papers Identifying exam centre & notification

Circulation of Time Table 

Conduct of exams 

Receipt of answer 
papers & custody 

Paper 
Checking 

Mark list 
paper wise 

Notification of rank list

Entry in EIS 
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PURPOSE: Handling Court Matters 
 
SCOPE: Entire Organization 
 
RESPONSIBILITY: Member secretary, Legal Advisory and Scrutiny Committee (LASC), 
YASHADA 
 
PROCEDURE:  
Format of Watch Register 

Sr
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LASC: DDG (A) + FA + Registrar + EM + Assistant Registrar (Member Secretary) 
 
 
 
 

Receipt of copy of petition 

Take entry in watch register Collection of information 

Submission of parawise comments & affidavit

Hearings  Receipt of orders 

Implementation of Order 

Examination by LASC 

Review by LASC 

Review by LASC 



Section 4(1)(b)(v) 434

 
 
PURPOSE : Disbursement of loan / advances to staff 
 
SCOPE : Entire Organization 
 
RESPONSIBILITY : Assistant Registrar, Establishment Section 
 
Receipt of application for House Building Advance/Vehicle Advance/Festival Advance/Computer 

Advance/various allowances. 

Scrutinize the application in light of provisions of the rules. To verify whether all required documents 

attached 

To put up note with necessary information & opinion, financial implications, opinion availability of 

grants with concurrence of Accounts Officer etc.  

To seek written approval of Accounts Officer and Registrar 

To issue the necessary orders with signature of Registrar with conditions as per rules after obtaining 

the approval. 

 
 
 
Cross Reference 
 
Accounts Procedure 

Service Rules 
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PURPOSE : Reporting, Reviewing & filing of Confidential reports (CRs) 
 
SCOPE : Entire Organization 
 
RESPONSIBILITY: HoDs/ OICs through DDGs/ DG and compilation by Registrar, YASHADA 

 

PROCEDURE: 
 

The concerned HODs/ OICs should report the CRs of their subordinates in the prescribed formats. 

These shall then be reviewed by the reviewing Officer. The procedure has been duly described in 

circular dated 01/02/1996 and 23/08/2001. If the period under review is less than three months, the 

reporting authority should give a certificate to that effect. 
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PURPOSE : Compilation of CRs                                                                      (By 30th April) 
SCOPE : Entire Organization 
RESPONSIBILITY : Establishment Section 
PROCEDURE :  
 (By 3rd Week of April) 
 
 
 
 
 
 
 
 
 
 (1st Week 
  of April)  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Reporting 

Self-Assessment 
from Employee 

In-charge puts his
evaluation 

Forwarding to 
review authority 

3 months 
certificate

Reviewing 

Reviewing 
authority 

Agree Disagree

Justification

A++ Adverse 

Communicate to 
concerned employee 

Submission of 
written say by 

employee 

Reject Accept 

Entry in Service 
Book 

Filing 

CRs 

Written 
Says 
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PURPOSE : Transfer Formalities 
 
SCOPE : Entire Organization 
 
RESPONSIBILITY : Establishment Section 
 
PROCEDURE :  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Request Application 
Completion of Term 

Long leave / Training 
etc 

Processing & 
Approval 

Transfer Orders 

Joining reports & CTC

Information to 
Reception & Main 

Gate 

Updating service 
books 

Information to 
Accounts 

Department 
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PURPOSE : Publication of Seniority list 
 
SCOPE : All Cadres 
 
RESPONSIBILITY :  
 
PROCEDURE :  
 
SENIORITY LIST 
 
Preparation of provisional list Æ November  
Publication of provisional seniority list Æ  
On receipt of objections, if any to put up note to the competent authority. 
To convey the decision taken to concerned employee. 
To publish final seniority list Æ (on 3rd March every year) 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

In 
February 
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Information of 
Employees who have 
completed 12 years 

CRs of Employees 
Information about 
Disciplinary Action

of vacancies & expected 
vacancies in next one 
year 

niority list 

Data for processing 

Scrutiny 

Formation of promotion 
Committee 

Approval of promotions minutes 

Intimation 
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Departmental Enquiry 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

File reference from Concerned Department 

Note sheet & Show cause  

Reply 

Charges Accepted Charges Rejected 

Supervision if 
charges are serious

Draft charge sheet 

Suspension Allowance 

Hearings  

Orders &
Implementations 

Entry to the service book
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Personal Information System 
 
Joining Report:     
 
Subscription & Nomination (only in case of new recruits) 

Application Form to enroll him as a Subscriber for the G.P.F.  

Nomination Form   for G.P.F.    

Nomination Form   for G.I.S.    

Declaration of Native Place.   

Oath of Allegiance   

Nomination form Death-cum-Retirement Gratuity.  

Details of Family.   

Landed Property Declaration    

 

Verification:  (only in case of new recruits) 

          Employee is required to produce the following Original Documents.  

Age proof (School Leaving Certificate) 

Certificate regarding Educational Qualification.  

Caste Certificate  

Medical Fitness  

       

Opening of Service Book: (only in case of new joiners) 

After Completion of above-mentioned formalities open the   Service book, in duplicate. 

 

Maintenance of Service Book - As per directions in rule 38 & 39 all the important facts such as leave 

account, increment, pay fixation, nomination of G.I.S. & G.P.F., Punishment, Transfer, Relieve & 

Joining etc. whenever they occur should be recorded in service book. 

 

Seniority List  - Seniority list of each cadre as on 1st January of each year is to be prepared & 

published by the Appointing Authority.  
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Types of Leave 

 
 
 
 
Casual/Optional       Earned           Commuted            Maternity       Study    Without Pay 
        (i)                            (ii)                      (iii)                     (iv)                   (v)            (vi) 

 
 

Process from (i) to (iv) 
 
 

 
Receipt of Application 
 
 
Entered into the Worksheet 

 
 
Verify OICs sanctioning authority 
               On such application 
    
 
 
To take the entry in to the Daily Muster 
According to the application 

 
       
(i) Checking the Leave balance from the 
Casual/Optional leave Register  
Entry into the Casual/Optional Leave Register 
      To put to Registrar for Signature       
 
 

(ii), (iii)  &  Checking the Leave balance from the 
(iv) Service Book 

 To put a note for sanctioning the leave to -  
  Registrar - up to 6 days 
  DDG-Administration- above 7 to 30 days 
   D.G. – Above 31 and more days 
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Issue of Office Order after 
Sanctioning to leave 

 
   

     To take the entry into the Updated the leave account 
     Service book of the employee &  

                 Issue the orders to Dispatch  
                Section for intimation 

    
       

 
Forms/Formats-   
 
Casual /Optional Leave Form   
Earned/Commuted/Maternity Leave  
Form 
Noting format 
Order format 
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               (v) Study leave 
                         Process 

 
 
Receipt of Application 
 
 
Entry into the Worksheet 

 
 

(ii), (iii)  &  Checking the Leave balance from the 
(iv)               Service Book 

     To put a note for sanctioning the leave  to -  
     Registrar -  up to 6 days 
     DDG-Administration- above 7 to 30 days 
     D.G. – Above 31 and more days 
         

 
 

Issue of Office Order after 
                Sanctioning to leave   

 
 
 
To take the entry into the     
Service book of the employee &   Issue the orders to Dispatch 
Updated the leave account          Section for intimation  
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Leave Travel Concession/Home Town 
 

 
Receipt of Application 
 
 
Entered into the Worksheet 

 
 
           Verify OICs sanctioning authority 
               for  such  LTC facility 
 
 

Checking the Leave balance and Home town which is      
 Declared by the employee in the Service book 

          
 
         To put a note to Registrar for approval       
 
 

Issue of Office Order after 
                Sanctioning the LTC   

 
To take the entry into the     
Service book of the employee &   Issue the orders to Dispatch 
Updated the leave account          Section for intimation  
 
 

Forms/Formats-   
1)     Casual /Optional/Earned Leave Form   (2) LTC Form  
(3)   Noting format    (4) Order format 
(5)   LTC file 
 
    Check List - 1) In case of C.L.: - 

If C.L. is balance on his account. (From C.L.Register) 
No of employee’s on Leave on that particular day. 
At a time C.L. can be sanctioned upped 7 days only.  
The period of C.L. and holidays should not exceed than 7 days.  

 
In case of Long Leave: - 
Check the balance from service book. 
Whether the reason is fair? 
In case of medical leave, sufficient evidence (i.e. medical certificate) is enclosed or not.  
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                Increment 
Regular / Advance Æ  

 
 
 
 
(A) Permanent Staff    (B) Deputation staff 
 
 
Checking the Increment Register          Write a letter to a parent department 
        in every month         every month about  release the increment 
        and intimate to this office by correspondence 
  
 
 
    It should be noted, that there        when the dept. send a letter/order to  
is no objection from the Admn.Dept.  Institute, it should be noted into the worksheet 
 
 
 
      To put a note to the Registrar   Verify from the leave record if the 
      for sanctioning the increment of         officers is on leave on 1st day in which 

       Employee          month his increment is due. 
  To put a note to the Registrar about increment 

   
  
To prepare a Increment Certificate        
 of the employee & to note down the         
amount in the Increment Register    
  
  
To take the entry into the Service        To  sent a copy  to the dispatch section for 
  book of the employee and the            further necessary action that the account 
        Registrar should sign it.                                  department should be made 
 
 
Forms/Formats-   
 
1)    Increment Register   (2) Noting Format  
(3)   Service Book    (4) Order format 
(5)   Increment certificate 
 
 
 
 

Proposal from HOO 
2 increment A+ for 5 years prior to the year 
of approval 
1 increment A+ for 3 years 
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Overtime of 
General Attendance 

 
 
 

Receipt of Application 
 
 
Entered into the Worksheet 

 
 
           Verify the presenttee report from  
          the daily muster & to look after the  

Recommendations for O.T. of the 
          General Attendant 

 
 
 

Scrutinize the forms as per the dates and calculate the  
overtime of the employees which is mentioned in the 
form  of  Working and Holidays days 

          
 
         To put a note to Registrar for approval       
 
 

Issue the overtime Order after 
                Sanctioning the note    

 
     

 Issue the orders to Dispatch 
         Section for intimation to Account Dept. 
 

Forms/Formats-   
1)      Overtime  Form           2)    Noting format     
3)      Order format               4)    Overtime File 
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Roaster 
 
Object : To fulfill the social reservation decided  by the Govt.  
 
Policy : 1) To maintain a roster register for each cadre separately & according to the G.R.’ s issued 
dated 18/10/97 & 6/3/97. 
 
2) At the time of recruitment & promotion use the roster register so as to fulfill the percentage derived 
for each community. 
 
3) Submit the Roster Register to the authority for verification in every year of recruitment. 
 
Authority -  In case of peon, clerk. B.C. shell in Divisional Commissioner office 

In case of state level post (i.e. S.R. etc) Social Welfare deptt. in Mantralaya , Mumbai. 
 
 
 
 

Information of Recruitment/ 
promotion 

Update the Roster 
Registers 

For verification to concern 
Authority 

After verification, at the time 
of recruitment/promotion 
fulfill the backlog if any. 

End 
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Main Flow Chart 
 

 

 
 

Purchases

Maintenance

 
Management Review

Expenditure Identification of housekeeping & 
maintenance needs and other 

PaymentsBudgeting

Revenue Collection Cash Book Updating 
& Account Keeping

Receipt 
Reconciliation 

Target Setting      & 
Review 
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Purchase Procedure (Quotation/Tenders/Rate Contact) 

Scrutiny

A 
Purchase by Calling 3 

 Quotations 
B 

Purchase on Rate 
Contract 

C 
Purchase by calling 

tenders 

By placing 
enquiry  

Receipt of sealed 
envelopes 

Scrutiny 

Receipt of material as per delivery schedule 

Payment as per procedure

Proposal for administrative Sanction 

Entry in Dead Stock Register  

Selecting the agency 
listed Rate Contract, if 
more than one then  

Select the agency by 
1. Past Performances 
2. Reputation /Goodwill.
3. After Sale Services 

By giving wide publicity 
and calling tenders Two 
Bid System 

Check if at least 
3 quotations 
/tenders are 
received, if not 

Give a second  
call, and if poor 
response give final 
deciding call

Give a third call, and if 
response is poor decision 
from received quotations 
/tenders taken

Administrative Approval  
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PURCHASES 

 
 
Item less than Rs. 5,000/- (Single purchase) such items to be directly purchased from co-opt. Stores or 

from the market directly. 

Item costing up to Rs/ 50,000/- by calling 3 quotations  

Item costing more than 50,000/- to be purchased by inviting tenders. 

 
 
POWERS 
 
The delegation of powers for purchase of stores is as follows. 

Up to Rs. 5,000/-  :- Respective OIC/DDG’s 

Above Rs. 5,000/-  & less than Rs. 50,000/- through purchase committee & Add. DG  

Above 50,000/- & up to Rs. 1,00,000/- thorough purchase committee & Addl. DG  after obtaining the 

views of accounts department 

Rs 1,00,000/- to 6,00,000/- through purchase committee DG after obtaining the views of financial 

advisor & Addl. DG  

Rs. 6,00,000/- to 10,00,000/-executive committee 

Above Rs. 10,00.000/- BOG 

 
 
CONTRACT 
 
Fixing of Quantity Contract / Rate Contract shall be done as per existing Govt. procedure laid 

down in 

GR dated 2nd January 1992 & manual of office procedure for purchase of stores for Govt. 

depts. (CSPO) 
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Time Frame for Purchase Activity 
 
 

Sr No Activity Time frame 

01 Receipt of Demand / Indent D – 45 days  

02 Scrutiny of papers D – 30 days  

03 Classification D – 30 days 

04 News Paper advertisement  D – 21 days 

05 Receipt of Sealed tender Day (D) 

06 Opening of tender/ Technical bids & 

Commercial bids 

D + 1 day 

07 Comparative Statement D + 1 day 

08 Award of works D + 7 days 

09 Issue work order D + 8 days 

10 Receive Goods Services As per terms in 

tender say R 

11 Entry in dead stock register R + 1 

12 Payment to party R + 7 

 
 
 
 

YASHADA has to enter into maintenance contracts for the following services 
 
Housekeeping,  
Conservancy Security,  
Pest control,  
Mess,  
Water tank Cleaning,  
Garden,  
Ticketing,  
Flower arrangement,  
Franking EPBX,  
Fax machine,  
Duplicating machine,  
Photocopy vending 
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For every contract a period of not more than one year should be prescribed. 
 
Before expiry of the previous contract, procedure for new contract shall be initiated. The tender notice 
period should be for 14 – 21 days, depending upon the urgency. 
 
The prescribed procedure shall be as per GR dated 2/1/1992 and CSPO manual.  
 
The procedure will be as per purchase procedure 
 

Sr No Activity Time frame 
01 Receipt of Demand / Indent D – 45 days  
02 Scrutiny of papers D – 30 days  
03 Classification D – 30 days 
04 News Paper advertisement  D – 21 days 
05 Receipt of Sealed tender Day (D) 
06 Opening of tender/ Technical bids & 

Commercial bids 
D + 1 day 

07 Comparative Statement D + 1 day 
08 Award of works D + 7 days 
09 Issue work order D + 8 days 
10 Receive Goods Services As per terms in 

tender say R 
11 Entry in dead stock register R + 1 
12 Payment to party R + 7 

 
Cross-reference: 
Purchase Procedure 
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Procedure for : Vehicle maintenance 

Scope : Ensure availability and up keep of all vehicles of the Academy 

Responsibility : Vehicle manager 

 

Activities 

No Activity Time frame Responsibility 

1 Allotment of duties to drivers as per vehicle 

requisition received from officers / staff, for 

official – Private use. 

(The outstation tours have to be approved by 

D.G. Yashada & requisition slip authorized by 

Registrar YASHADA.) 

For local use the 

Slip should be 

submitted at least  

2 hrs  in advance 

and for outstation 

tours at least 2 

days  in advance. 

2 Logbooks maintained separately for each 

vehicle by drivers, log book entries to be made 

by Concerned drivers 

Daily 

3 Draw an abstract of KMS run & fuel filled in the 

vehicle at the end of each month by the 

concerned driver. 

Monthly 

4 Process the bills after refilling have to be 

entered checked & endorsement on the 

bills to be done by transport in-charge. 

Daily 

Vehicle 

Manager 

5 Update history sheets of each vehicle to the 

maintained after a vehicle is repaired the 

details of the repairs & the bills there of 

have to be entered in the history sheet 

and the bills have to be endorsed by 

registrar confirming the correct entries. 

As and when  



 
 
 

Section 4(1)(b)(v)   
   

No Activity Time frame Responsibility 

6 Purchase of new vehicles / consumables décor 

for new / old vehicles to be made by 

transport section with approval of 

registrar – DDG – DG as required. 

As per 

requirement 

7 Hire vehicles if required the payments for the 

said propose to be done by transport in-

charge by submitting Bills to Registrar, 

taking into consideration availability of 

YASHADA vehicles. 

As required 

8 Overseeing / arranging transport arrangements 

during important workshop – Ministers 

visit etc. 

As required 

9 Drawing over time of drivers – crosschecking in 

out register maintained at security gate & 

log book maintained by drivers. 

 

Monthly 

10 Process private use bills  / office orders in r/o 

users to be submitted to each individual. 

Monthly / Bi 

monthly 

 

11 Observe schedule for Insurance premiums to be 

paid processed for each vehicle – 

Insurance claims to be settled in case of 

accident vehicles. 

Yearly 

12 RTO correspondence: - registration – payment 

of taxes to be done in case of new 

vehicles. 

Yearly 

13 Sale procedure – auction etc in case of old un-

serviceable vehicles – Old spares / tyres 

also to be auctioned/disposed 

As required 
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No Activity Time frame Responsibility 

14 Process advances for functioning to duties – 

POL imprest / field visits to be drawn and 

settled. 

As and when 

required 

 

Reference Documents 
1.. Insurance Policy 

2.Logbook 

3.RC/ TC books 

4. In-Out register at main gate 

5. History sheet books 

6. Purchase procedure 

 
Forms  
Vehicle requisition forms 

Vehicle repair sheets 

 
M.I.S. Parameters 
Timely maintenance 

Maintenance Schedule 

 Availability of vehicles in time 

percentage of on round vehicle minimum 80% 
Activity: Garden  
Garden maintenance is being done through PMC work norms still not specified – contractual 
agreement not done any work order received at this end. On verbal instructions of superiors 
the following is being done. 
Supervision is with this section. Billing is done through estate section. 
 
Daily attendance – Over seeing garden work – watering / Pesticide sprays work (schedule to 

be worked out)  

 

Activity : Conservancy 
Checking daily attendance – Certifying at the end of each month the bills raised by the 
concerned agency.  
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and the bills checked, processed and sent to accounts section for payment. 
Campus cleaning – arranging classrooms with the help of conservancy workers, supervisors 
being checked daily.  Campus maintenance such as electricity / fixtures any general failure 
etc. to be co-ordinated & reported to Estate  / Registrar / DDG & DG as per occurrences. 
Campus maintenance rounds with registrar every week. 
 

Activity : Security  
Daily attendance / checking of registers maintained by security staff and night rounds 
conducted for smooth functioning. The bills checked, processed and sent to accounts section 
for payment. 

 

Any other duty such as liaison with VIP’s and other work entrusted by DG / DDG & registrar. 

 

Crosse Reference: 
Purchase & Maintenance Procedure 
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House Keeping and Maintenance 
 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross-reference 
 

Purchase and maintenance procedure 
Cit Process Manual 
YMRC Process Manual 

 

Start

Electronic Items :- Computer 
EPBX, Fax machine, xerox 
machine, Telephone, UPS, 
TVS, Lipi, Printers, Typing 
machine and others. 

Electrical 
Maintenance 

Meeting 
arrangements Cleanliness of 

Officers, Furniture & 
Toilets everyday 

Cleanliness of offices 
& furnitures, toilets, 
disposal of garbage 
daily 

Cursory Round 

Complaints if 
any 

On receiving date of 
meeting from HOD

Intimation and agenda

Preparation of Hall, with all the 
amenities, such as LCD Projector, 
speakers,  chairs, lights, etc. HOD.  
Also before hand preparation of 
attendance sheet ( as per prescribed 
format), circulation of format,  etc. 

After the meeting, circulation of 
the proceedings & finally 
cleaning of the meeting hall 

Complaint register 
and contact 

if on 3 consecutive reminders &
action of non-compliance, then
writing letter to DO.7 if penalty
can be levied on the concerned
person  

Abstract of Watch Register 
complaint register 

END 
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Inward Procedure 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 

 
 

 
 

          
          

           
   

                                                                                                                    
 
 
 
 
 
 
 

 
 
 
Cross Reference: 
Office procedure Manual 
 
 
 

 

Receipt of Mails

By Speed 
post 

Govt. Gen.PostBy CourierBy 
RPAD 

By Fax

Entry in Inward Register 

Department wise Classification by 
Inward Section 

Routine Urgent 

e.g. LAQ/ Court Summons, Lok-
Ayukta, DO letter Public 
Grievance 

Acknowledgement 
to the Sender 

All mail for perusal of HOO 
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File Journey System 

 
             
             
             
             
             
             
             
             
   
       
         
          
 
 

 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

 
 
 
 
 
Cross Reference: 
 
Office Procedure Manual 

Entry in worksheet 

Classification 

Urgent Routine

Put up Note sheet 

Submission of note 
sheet to DDG/OIC

Top sheet  & details

Approval by OIC/DDG/DG 

Order & Intimation 

Outward 

Record 

Weekly abstract of w/s
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Outward/Dispatch 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 

   
   
   
   
   
  
Cross Reference: 
 
Office Procedure Manual   
  
 
 
 
 
 
 

Deciding mode of delivery & Sorting mails - 
(1) General mail (2) Govt. Mail (3) Speed Post, (4) Parcel, 
(5) RPAD, (6) Telegram  (7) Delivery by Special messenger. 

Affixing Stamp & dispatch, Compilation of 
acknowledgements whenever applicable & handing 
over to respective desk 

Receipt of mails from all desks 
with their outward number

Entry in o/w register without 
assigning Separate number 

Prepare monthly abstract for Inward  & 
Outward for submission to DDG (ADMN) 

Daily reconciliation of Stamps & submit 
monthly abstract to Accounts 
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Record Procedure 
 
 
 

 
  

 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
 

START 

All complete files where decisions have been taken 

Classify files in 6 bundles 

Categorize into A, B, C,D 
A – Permanently 
B -  30 Years, 35 Years, 12 and 10 Years
C – 5 Years, 3 Year 
D – 1 Year. 

Prepare list of files to be sent to record / 
or destruction 

Approval of H.O.D 

Physically tying bundles 
and sending to record  

END

Files are to be maintain in six bundles 
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Procedure for :  Sending records to Records Room 
 

Scope : To preserve all records for the Academy 
 

Responsibility : Concern person in each department 
 
 

No Activity Time Responsibility 
1 Classify files/papers as per ABCD list. 

(Classified list enclosed) 
'A' - Preserved for 30 years 
'B' - Preserved for 10 years 
'C' - Preserved for 5 years 
'D' preserved for 1 year 
'D-1' Preserved for 1 month 

 
2 Number each file due to go in record room 

using tri-letter system 
3 Send the files along with list approved by 

the OIC to Record Room 

1st to 7th each month Concern person, 
CA or staff 
 

4 Receive papers /files marked as A, B, C,D, 
D-1 and place on the racks year wise in 
different coloured Rumals 

1st to 7th each month 

5 Keep papers as follows : 
'A' papers in Red Rumals 
'B' papers in Yellow Rumals 
'C' papers in White Rumals 
 

 

Record keeper 

6 Review papers in different Rumals and 
papers due for destruction should be 
destroyed under supervision of Registrar 

Yearly Once in the 
year ( last week of 
January)  

Registrar 

 
Access to record room is only with the permission of Registrar only 
Fumigation of record room should be ensured at fixed time intervals ( Action :- by Record keeper) 
Record room should be clean at any given point of time ( record keeper) 
Course files to be weeded and sent to TMC which will be kept in TMC for one year and then sent to 
Repository 
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Reference Documents: 

 
Procedure circulars 
Docket Sheet 
Endorsement Sheet 
ABCD list for Departments 
Training Procedure 
Office procedure manual 

 
 

Files / Formats : 
 

1) List of files in record room 
 

M.I.S. Parameters 
 

Timely disposal of records. 
Fumigation on time 
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Protocol 

 
 
     
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Receiving information regarding visits of V.I.P.'s, 
Officers from Mantralaya or Officers from GOI/ 
other states through Fax,/Telephone /Letters etc. 

Making arrangement for stay through intimation 
to hostel manager in the prescribed format for 
the reserving Suits  

Arrival timings and intimation to transport 
section for conveyance 

The purpose of the visit 
of the Officials to be 
worked out as per the 
official's schedule  

To make arrangement of departure of the
officials by making the necessary
reservation  

To intimate the 
Concerned Officers 
accordingly 

Reception/bouquet by 
PRO 

See Off and token of remembrance by 
PRO 

Concerned officers to Liaise 
and coordinate during the stay 

Start
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Contents of Accounts 
 
 
Sr. 
No 

ISO 
CLAUSE 
NO. 

Particulars Number Page No

1 Nil Contents of Accounts  Yashada/MOP/Admin/ 45 
2 Nil Salary & allowances of Staff  Yashada/MOP/Admin/01 46 
3 Nil Travel allowance of Staff Yashada/MOP/Admin/02 47 
 6.2 Disbursements of Advances Yashada/MOP/Admin/03 48 
 6.2 Income related Activities Yashada/MOP/Admin/04 49 
 6.2 Medical reimbursement of staff Yashada/MOP/Admin/05 50 
 6.2 Payment of advances to staff Yashada/MOP/Admin/06 51 
 6.2 Maintenance of Account Books Yashada/MOP/Admin/07 52 
 6.2 Payment of Bills of Contractors, 

suppliers & Consultants 
Yashada/MOP/Admin/08 53 

4 6.2 Submission of Annual Budget & 
Monthly Expenditure to GoM 

Yashada/MOP/Admin/09 54 – 55 

 6.2 Investment of the Surplus Funds of 
the Institute  

Yashada/MOP/Admin/10 56 – 57 

 6.2 Internal and statutory audit  Yashada/MOP/Admin/11 58 
 6.2 Maintenance of Accounts of 

Projects and Sponsored courses 
Yashada/MOP/Admin/12 59 

7 6.2 Leave salary & Pension  Yashada/MOP/Admin/13 60 
 

Personal Management 
system of PAs to DG & 
DDGS 

Personal 
Correspondence 

Attending 
visitors/phone 
calls 

Maintaining 
dairies 

CITIZEN 

Organizing tours

Preparation of 
TA Bills 

File Movement 
Register 

Tapal 
management 
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Purpose : Salary and related allowances of staff 
 
Scope : Regular staff of YASHADA, staff on Deputation and contract 
 
Responsibility : Pay bill clerk cashier 
 
Activities : 

Receive information about joining, appointment, increment, leave etc. from administration 

Prepare of pay-bill or voucher along with pay slips, challans and schedules  

Maintain pay-bill register 

Prepare of bills of arrears of pay and allowances 

Prepare of bills of arrears of Dearness Allowance 

Send for approval of bills by AO and Registrar and disburse pay and allowances by crediting the 

amount to bank account of the staff or by cheque. 

The expenditure will be debited to the concerned head  through ‘Tally’ Software    

     Package. 

Reference Documents:  

Joining reports,  

Last Pay Certificates, 

Orders of leave,  

Certificates of increment, 

Information regarding deduction of income tax, GPF received from staff, orders of additional pay etc. 

 
Records: 
Pay bill register 

Advances related to pay and allowances registers. 

 Copies of schedules and challans 

 
MIS Parameters  
1. In case of bills other than pay bills after receiving necessary information from administration 
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PURPOSE: To disburse Traveling allowance of staff 
 
SCOPE: All staff of YASHADA for official tours. 
 
RESPONSIBILITY: Pay bill clerk 
 
PROCEDURE:  
 

1. Receipt of details of tour from staff member in format no. 

2.  Checking sanction for the tour in general and air travel etc. in particular 

3. Calculation of Daily allowance and actual expenses 

4. Preparation of TA bill and its approval by Accounts officer and Registrar 

5. Special approval by DG for hotel expenses and food charges if free lodging and boarding are not 

available 

6. Disbursal of traveling allowance after recovery of advance if any 

7. The expenditure will be debited to concerned head through ‘Tally’ Software Package. 

 
Reference Documents: YASHADA Service Rules to determine the Daily Allowance 
 
Records:  
Following Records are maintained 

a. Traveling allowance bill register 

b. Voucher of the TA bill 

 
 
MIS Parameters (Qualitative, Specific to YASHADA objectives, with reference to time) 
 
1. By 10th  & 25th of every month for bills received during the month 
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PURPOSE: Disbursal of various types of advances such as Vehicle advance, House Building 
Advance, computer advance 
 
SCOPE: Advances of this type are admissible only to regular YASHADA staff 
 
RESPONSIBILITY: Pay bill clerk 
 
PROCEDURE:  
 

The order sanctioning the advance is issued by administration specifying the amount of advance, 

installments- amount and number for principle amount of advance. 

Bill for advance is prepared and approved by Accounts Officer and Registrar 

Amount of advance is credited to the incumbents’ bank account 

After recovery of Principle is over interest is calculated on the basis of prevalent  

    rate of interest and recovered in installments 

A register of advances is maintained in which order no. of sanction, amount sanctioned,  number of 

installments and amount of installments is mentioned. 

The expenditure will be debited to the concerned head through ‘Tally’ Software  

    Package. 

 
Reference Documents: Order issued by administration sanctioning the advances 

Government Resolution for determining the rate of interest 

Resolutions of the Executive Committee 

Records:  

Following Records are maintained 

a. Register of advances sanctioned and disbursed 

b. List of advances recoverable on 31st of March of every financial year 

 
 
MIS Parameters (Qualitative, Specific to YASHADA objectives, with reference to time) 
1. Bills be prepared within 7 days of receiving the order 
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PURPOSE: Calculation and recovery of Income Tax of staff and issue of TDS certificate, filing of 
Income Tax Return in Form No. 24 
 
SCOPE: All YASHADA staff- regular, deputation and contract 
 
RESPONSIBILITY: Pay bill clerk 
 
PROCEDURE:  
 

Probable Income Tax of incumbent is calculated in the beginning of financial year 

The Income tax so calculated is intimated to the staff and they are instructed to intimate to the 

Accounts section tax to be deducted from salary taking into consideration their investments within 

7 days. 

Review of Income Tax is taken in September, December and December, February and the staff is 

informed accordingly and they should inform accounts section of their I tax deduction accordingly 

within 7 days 

TDS certificate in form no. 16 is issued to the staff member 

Income Tax Return for the staff of the institute is filed in Form No. 24 

The expenditure will be debited to the concerned head through ‘Tally’ Software  

     

Package. 

 
Reference Documents: Income Tax Act 
Information received from staff regarding investment, rebates available and tax to be deducted 
 
Records: 
Following Records are maintained 
a. Copies of TDS Certificate 
b. Copy of income Tax return 
c. Copy of proof of investment given by staff 
 
 
MIS Parameters (Qualitative, Specific to YASHADA objectives, with reference to time) 
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PURPOSE: Medical Reimbursement to the staff 
 
SCOPE: Reimbursement of medical expenses incurred by regular and deputation staff of YASHADA 
 
RESPONSIBILITY: Accounts Clerk 
 
PROCEDURE: 
 
Submission of medical bill along with vouchers of hospital, chemist etc. in prescribed format by the 

staff member, with remarks by YASHADA Medical Officer about the rule of YASHADA 

service rules under which the bill is to be treated 

Submission of the bill to the Director General if the bill requires use of his discretionary powers to 

sanction the bill 

Preparation of the bill, its entry in relevant register and approval by Accounts Officer and Registrar 

Disbursal of admissible amount to the staff member within 15 days from the receipt of the bill in 

Accounts Branch. 

The expenditure will be debited to the concerned head through ‘Tally’ Software  

 Package. 

 
Reference Documents: YASHADA Service Rules 
Information about dependents submitted by staff member 

 
Records: 
Following Records are maintained 

Voucher of medical reimbursement 
b. Register of medical reimbursement bills 
 

MIS Parameters (Qualitative, Specific to YASHADA objectives, with reference to time) 
Within the period of fifteen days from the receipt of the bill in the Accounts Branch. 
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PURPOSE: Payment of advances to staff – advances for petrol and lubricants, tour, course advance, 
medical advance 
 
SCOPE: payment of advance for fuel to drivers, tour advance to staff, course advance to course 
directors, medical advance to applicant incumbent. 
 
RESPONSIBILITY: Assistant Accounts Officer, Cashier and Accounts Clerk 
 
PROCEDURE: 
 
Sanction for advance by appropriate authority. 

Payment of advance if previous advances have been settled after the appropriate form for advance is 

submitted to Accounts Section duly signed by the applicant, Accounts officer and Registrar 

Maintenance of record of advance sanctioned and pending settlement. 

Pursuance of settlement of advances within a period of 10 days after closure of a course. 

Settlement of advance and its entry in cash book after necessary form is filled by the 

     person who has availed of the advance along with vouchers and unspent balance if any. 

The expenditure will be debited to the concerned head through ‘Tally’ Software  

   Package. 

7)  P.O.L.  advance  to be recouped  within a period of seven days from the date of 

    advance taken.  

 
Reference Documents: YASHADA Service Rules  
Policy Circulars issued in this matter 
 
Following Records are maintained 
a. Records: Register of advance sanctioned 
b. Records of advances settled in cashbook 
c. List of advance pending prepared at the end of each financial year 
 
MIS Parameters (Qualitative, Specific to YASHADA objectives, with reference to time) 
1. The advance forms should be submitted to accounts section upto 2.30 p.m.clocks under any 
circumstances and advance should be availed of before 3.00 p.m. 
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PURPOSE: Maintenance of Cash Book, Ledgers, Preparation of Annual Financial Accounts 
including Trial Balance, Receipt and Payment Accounts, Income and Expenditure Accounts, and 
Balance Sheet with various relevant statements 
 
SCOPE: YASHADA main accounts 
 
RESPONSIBILITY: Cashier and Accounts Clerk 
 
PROCEDURE: 
To write daily cash book in Tally software  

 Drawing daily closing balance of cash in hand and in account in Saraswat Bank 

Preparation of monthly Bank Reconciliation Statement 

Preparation of Monthly Receipt and Payment Account 

Preparation of Trial Balance, Receipt and Payment Account, Income and Expenditure Statement and 

Balance Sheet at the end of Financial year 

Annual Financial Report includes various other Statements such as list of security deposits, 

investments, advances pending recovery, assets etc. 

The expenditure will be debited to the concerned head through ‘Tally’ Software Package. 

Reference Documents: Vouchers of payments 
Receipts 
Register of cheques issued 
 
Records: 
Following Records are maintained 
a. Vouchers 
b. Receipts 
c. Register of cheques issued 
d. Advance settlement forms 
e. Bank reconciliation statement 
f. Annual Financial Report 
 
MIS Parameters (Qualitative, Specific to YASHADA objectives, with reference to time) 
1. The Annual Accounts should be ready within 4 months of closure of the financial year 
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PURPOSE: Payment of Bills of contractors, suppliers and consultants. 
 
SCOPE:  
 
RESPONSIBILITY: Accounts Clerk and Assistant Accounts Officer 
 
PROCEDURE: 
Bills received from various departments, in prescribed form along with original voucher from supplier, 

passes for payment by the department head and with all necessary certificates 

The bill is scrutinized by accounts clerk in case of supplier, annual maintenance contractor and head 

accountant in case of contractor for proper sanction, procedure, certificates, measurements etc 

Entry of the bill is taken in bills register 

After approval of bill by Accounts Officer and Registrar ( other higher appropriate authority if amount 

of bill so demands) cheque is issued  

Income Tax is deducted at source as per applicable rate and credited to State Bank of India and TDS 

certificate is issued to concerned and income tax return is filed for the financial year. 

The expenditure will be debited to the concerned head through ‘Tally’ Software Package 

 
Reference Documents: 1.Blue and white form with all necessary certificates 
2. Measurement Books in case of payment for civil works 
 
Records:  
Following Records are maintained 
       a. Bill Register 
       b. Vouchers 

c.  Acknowledgment of payment 
d. Works Payment Register  

 
MIS Parameters (Qualitative, Specific to YASHADA objectives, with reference to time) 
1. Payment of bills within 7 days of receiving it in accounts section with all necessary 
accompaniments and certificates 
2. Payment of Income Tax as per rules within specified period in SBI 
PURPOSE: Submission of Annual Budget and Revised Budget Estimate to G.o.M, submission of 

Monthly Expenditure Statement to G.o.M, reconciliation of expenditure with expenditure booked by 

Accountant General 

 
SCOPE: Submission next financial year’s budget and current year’s revised budget to General 

Administration Department, and Rural Development Department, G.o.M for both recurring and non-
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recurring expenditure, submission of MES to the said two departments G.o.M. Reconciliation of 

expenditure booked by Accountant General against the institute based on expenditure booked by 

Treasury on quarterly basis 

 
RESPONSIBILITY: Assistant Accounts Officer, Accounts Officer 

 
PROCEDURE: 

Each Section of the institute such as Estate, Library, Administration, Publications, and CAVP etc. ate 

instructed to submit their estimated demands of expenditure to Accounts Section. These 

demands should be intimated to accounts section within 7 days of issue of circular to that effect 

by accounts section. 

Based on these demands and further instructions by DDG (Admin) and DG. Budget estimates are 

submitted to GAD and RDD. 

MES is prepared on the basis of cash book and submitted monthly to GAD and RDD 

GAD and RDD intimate. 

The Budgetary grants actually sanctioned to the institute. To obtain grants sanctioned by GAD 

Accounts Officer submits a bill to Treasury. Divisional Commissioner, Revenue, and Pune 

disburse the Grants sanctioned by RDD to this office. The grants sanctioned are distributed 

section wise by DDG (Admin) and DG. 

If the Grants sanctioned are inadequate the GAD and RDD are requested to sanction appropriate 

grants by submitting Revised Budget Estimate. 

The Budget Estimates and Revised Budget Estimates are submitted for approval by Board of 

Governors 

 

Reference Documents:  

1. Maharashtra Budget Manual 

2. White Book for Budgetary Provisions 

3. Requirements of funds as intimated by sections of the institute 

4. Minutes of the meetings (B.o.G.) regarding distribution of Grants to sections 

5. Actual expenditure for previous 3 years 
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Records: 

Following Records are maintained 

a. Item-wise actual expenditure incurred. 

b. Requirements of funds as intimated by sections. 

c. Distribution of funds section-wise. 

 

MIS Parameters (Qualitative, Specific to YASHADA objectives, with reference to time) 

1. The budgetary calendar as specified in Maharashtra Budget Manual 
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PURPOSE: Investment of the Surplus Funds of the Institute 

 
SCOPE: Investment of Surplus funds of YASHADA as per Board of Governors Resolution and 

directives of Finance Department, G.o.M regarding investments and Decisions of Investment 

Committee comprising Principal Secretary (Exp), Finance Department, G.o.M, Director General, 

YASHADA, Financial Adviser, YASHADA   {included as a member of the Investment Committee 

vide Minute No.74 , of Agenda Item No.B.o.G.: XXXIII :08(A)-BoG dated 27th August 2004 } and 

Accounts Officer, YASHADA. 

 
RESPONSIBILITY: Assistant Accounts Officer, Accounts Officer, Financial Adviser and 

Investment Committee  

 
PROCEDURE: 

A review of surplus funds of YASHADA not required immediately is taken by Assistant Accounts 

Officer and Accounts Officer from time to time. 

A note regarding surplus funds available for investments is submitted to Director General 

If the Director General decides so, a meeting of the Investment Committee is convened. 

As per prevalent Guidelines of Finance Department, G.o.M, rates of interest from Nationalized Banks 

are obtained and comparative statement of the rates of interest is prepared 

The Investment Committee decides the amount to be invested, the period of investment and the 

institute with which the amount is to be invested. 

The investment is made in form of Fixed Deposit as per decision of the investment committee. 

 
 
 

Reference Documents:  

1. Resolutions of the Finance Department, G.o.M regarding guidelines of investment. 

2. Rates of interest quoted by nationalized banks. 

3. Decision of Investment Committee. 
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Records: 

Following Records are maintained 

a. Minutes of the meetings of Investment Committee 

b. Comparative statements of interest 

c. Investment Register in which all investments made is recorded in detail. 

 

 

MIS Parameters (Qualitative, Specific to YASHADA objectives, with reference to time) 

1. Timely review of bank balance in Saraswat Bank above Rs.50 lacks within 1 month. 
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PURPOSE: Internal and statutory audit 
 
SCOPE: Internal Auditors and Statutory Auditors are appointed for the Institute and internal audit is 
conducted on quarterly basis while the Statutory Auditors audit the Annual Financial Statements. 
 
RESPONSIBILITY: Accounts section 
 
PROCEDURE: 

Internal Auditors carry out accounts and procedural audit every three months and every 
voucher is checked 

The comments of the Internal Auditors are communicated to concerned sections and 
rectifications if necessary are carried out in accounting entries. The concerned section 
should report compliance to the points in 15 days to accounts section 

The statutory audit is carried out after the Annual Financial Report is ready and this is also for 
procedural and accounting aspects. 

The observations and comments in the Audit Report of the Statutory Auditors is carried out. 
The Audit Report of the Statutory Auditors and the Annual Accounts are submitted to the 

Board of Governors for approval 
 
Reference Documents: Annual Accounts Report 
Reports of the Internal Auditors 
Report of the Statutory Auditors 
Agenda and minutes of BoG meeting regarding approval of Audit Report and Annual Accounts 
 
Records: 
Following Records are maintained 
a. Annual Accounts 
b. Audit Report of Statutory Auditors 
c. Minutes of approval of Accounts by Board of Governors 
d. Compliance of observations in the Audit Report 
 
MIS Parameters (Qualitative, Specific to YASHADA objectives, with reference to time) 
1. The Audit Report and Annual Accounts should be submitted to the approval of BoG within 4 
months of closure of previous financial year. 
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PURPOSE: Maintenance of Accounts of Projects and Sponsored courses 
 
SCOPE: YASHADA receives money from agencies other than G.o.M; GoI for carrying out projects, 
conducting sponsored courses. Accounts Section keeps the accounts of these Projects and Sponsored 
courses 
 
RESPONSIBILITY: Assistant Accounts Officer, Cashier, Accounts Clerk 
 
PROCEDURE: 
Receipt is issued for the funds received to the funding agency. 
A separate bank account is opened for keeping these funds if the funding agency so desires 
A separate ledger head is opened for keeping accounts of the project/ sponsored course and 

expenditure properly authorized is debited to this account. 
In case of projects Annual Accounts are prepared including Balance Sheet 
Utilization Certificate is issued to the funding agency when the funds have been utilized on the basis 

of cashbook, ledger and vouchers 
Project Coordinator should also maintain record of expenses and receipts and monthly reconcile the 

same with accounts section 
 
Reference Documents: 
 
Records: 
Following Records are maintained 
a. Final account of all projects 
b. Vouchers of expenditure of all projects 
c. Other correspondence related to accounts. 
 
 
MIS Parameters (Qualitative, Specific to YASHADA objectives, with reference to time) 
1. Ensuring monthly reconciliation between project coordinator and accounts section 

2. Ensuring statutory compliances 
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PURPOSE: The Leave salary and Pension Contribution is paid to Government of Maharashtra. 

 
SCOPE: YASHADA contributes the share of Leave Salary and Pension of the staff on deputation to 

the Government of Maharashtra. 

 
RESPONSIBILITY:  Assistant Accounts Officer, Accounts officer,  

 
PROCEDURE: 

The Assistant Accounts Officer calculates the Leave Salary and Pension contribution to be made by 

YASHADA of the staff on Foreign Service as per Maharashtra Civil Service Rules (Foreign 

Service), 1982. 

Accounts Officer and Financial Advisor verify the calculation. 

A demand draft of the LSPC contribution is sent to various departments. 

 

Reference Documents: Maharashtra Civil Service Rules, 1982 

Service record of the staff on deputation 

Salary bill 

Records:  

 

Following Records are maintained 

 

a. Statement of calculation of LSPC 

b. Submission of statement of calculations LSPC to concerned Accountant General. 

 

MIS Parameters (Qualitative, Specific to YASHADA objectives, with reference to time) 

 

1. The LSPC contribution has to be sent to respective departments by 15th April. 



Section 4(1)(b)(v) 482

  
 
 
 

Index to Training, Research and Client Related Concerns 
 

Sr. 
No 

Particulars Document Number Page 
No 

1 Contents YASHADA/COP /-01 1 
2 Amendment Sheet YASHADA/ COP / -02 2 
3 Objectives  YASHADA/ COP / -03 3-5 
4 Flow Chart YASHADA/ COP / FC /-04 6 
5 Planning Process YASHADA/ COP /Plng-01to 03 7-17 
6 Training Process YASHADA/ COP / Plng-04 to 17 18-52 
7 Course Cell YASHADA/ COP / Plng-18 to 25 53-64 
9 Research & Documentation YASHADA/ COP /RDC /01to03 65-71 
10 Client Related Matters (CRM) YASHADA/ COP /CRM/00-06 72-78 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
 

Section 4(1)(b)(v)   
   

Amendments 

No Date Particulars Page No Document No 

  

 

   

  

 

   

  

 

   

  

 

   

  

 

   

  

 

   

  

 

   

  

 

   

  

 

   

  

 

   

  

 

   

  

 

   

  

 

   

  

 

   

 

 

    

 
 



Section 4(1)(b)(v) 484

 
Definitions  

 
Clients of YASHADA include: 

 
Government Of Maharashtra1 and specific Ministries of Government Of India2 
Participants, trainee or attendee  
Collaborating agency for training, research and consultancy projects 
Funding or Sponsoring Institutions for training, research and consultancy projects 
Nominating Agency 
Facility hiring Agency or Individual 

 
Programme: 
 

A programme is defined as an activity that involves: 
External and or internal attendees 
Use of classrooms facilities or conference halls 
 Residential accommodation, if required, provision of boarding facilities 
Conduct of training and/or discussion sessions  
Distribution of course material  
May include the time and inputs of a member of the faculty and/or support staff and guest faculty. 
 

Proper procedure: 
 
 The proper procedure to complete training related activity will have the following steps: 

Initiate the course/program file 
Determining slot availability with the Course Cell 
Correspondence with the nominating and or sponsoring agency 
Forward the Budget to nominating and or Sponsoring agency 
Approval of budget from the nominating and or sponsoring agency 
Follow D-90 as defined subsequently 

 
 
 
 
 
Proper procedure for projects: 
          
 The proper procedure to complete research/project-related activity will have the following steps: 

Initiate the file by RDC or project coordinator in RDC or in other departments/centres/cells  
Determining the Project schedule 
Correspondence with the nominating and or sponsoring agency 
Forward the Budget to nominating and or Sponsoring agency 
Approval of budget from the nominating and or sponsoring agency 
Implement Project related activities. 
Follow D-90 as defined for training related activities within research projects. 
 

Monitoring ongoing activities at YASHADA (other than ATC as approved or as and when amended): 
 
To enable all levels of Management to Monitor and evaluate status of action taken regarding proposed, 

ongoing and completed activities. 
To provide pre-formatted cover sheets for activities as follows to enable Top Management including EC 

and BOG to monitor proposed, ongoing and completed activities: 
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Infrastructure projects 
Sponsored Courses 
Research Projects 
Miscellaneous works 

To enable periodic and annual reports of proposed, ongoing and completed activities 
Regarding financial transactions, purchases/disposal of consumables and permanent equipment 
and structures and evaluation of achievement of intended objectives. 

 
Objectives of YASHADA’s COP Manual are as follows: 
 
To ensure and provide Quality training to the Participants, trainees, attendees of Yashada training 

programmes, workshops, seminars and out-reach programmes 
To ensure and provide quality support for programmes and research activities within the Academy 
To establish Grievance redressal mechanisms 
To strive for continual improvement in imparting training and carrying out research activities 

 
 
 
 

Measurable Objectives: 
 

Number of programmes conducted 
Number of research projects coordinated and published 
Number of complaints received and disposed off 

 
Records generated: 
 
Course files  
Research Documents 
Publication 
Evaluation reports 
Course booklet 
 
Measures: 

 
Comprehensive Management Information System (CMIS) 
 

Cross-reference: 
 
 www.yashada.org & intranet website the Academic Planning system intranet pages for CMIS  
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Main Flowchart 
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CONTENTS OF PLANNING PROCESS 

 
Sr. 
No 

ISO 
CLAUSE 
NO 

Particulars Document Number Page No 

1 -- Contents Yashada/COP/Plng-00 7 
2 7.1&8.2.1 Planning Division Yashada/COP/Plng-00 8-13 
3 5.0 PPI Cell Yashada/COP/ Plng-01 14-15 
 5.0 Communication of Minutes Yashada/COP/ Plng-02 16-17 

 
 
 

Functional Structure of Planning Division 
01 The Policy Circular is being issued further to discussion during the Faculty Meeting held on 5 February 

2005 regarding the need to ensure convergence within and for training, planning and administration within 

YASHADA. 

 

The Training Division within the Academy will be henceforth known as the “YASHADA 

PLANNING DIVISION” and the Deputy Director General (Training) will officiate as the Officer - 

in-Charge (OIC) of the YASHADA PLANNING DIVISION. 

DDG (Training) will henceforth be designated as DDG (Planning) 

The “YASHADA PLANNING DIVISION” will include the following Centre / Cells / Units – 

Policy and Plan Implementation Cell 

Course Cell 

Training Monitoring Cell 

ISO Facilitation Cell 

MIS & C – MIS Facilitation Unit 

 

ISO Facilitation Cell and MIS & C- MIS Facilitation Unit will also coordinate activities under the 

guidance and support of DDG (Administration). 

OIC, CIT will also provide guidance for enabling software, hardware, Internet and Intranet support in 

collaboration with CIT.  

The concerned members of faculty/ officer /staff within these Centres /Cells /Units, except for the 

Course Cell, may also hold additional responsibilities / conduct training programmes and 
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Workshop / Coordinate responsibilities / conduct Training programmes and Workshop / 

Coordinate research projects and KRAs from time to time or as part of their regular activities. 

Training Manager, Course Cell and Stenographer /Clerk / Assistant, Course Cell should not hold any 

other responsibilities other than the activities of the Course Cell. 

 

The YASHADA PLANNING DIVISION would be required to coordinate and activate separate 

INTRANET facilitations in order to enable dissemination and documentation of training 

administration activities within the Academy. 

The YASHADA PLANNING DIVISION would be required to coordinate and activate separate 

INTERNET facilitation in order to enable dissemination and documentation of training 

programmes and activities the Annual Training Calendar and interim and schedules from time to 

time, through the Internet. 

 

STAFFING PATTERN: 

 

The staffing pattern for the YASHADA PLANNING DIVISION will be as follows: 

Coordination Support staff Method of 

appointment 

Name of the 

centre/Cell/ 

Unit Designation Nos. Designation Nos.  

DDG (Planning) 

&Professor 

1 --  Permanent Office of DDG 

(Planning) 

  Planning Manager 1 Permanent 

DDG (Planning) 

& OIC-PPI, ISO, 

Course Cell, TMC 

& MIS 

1   Permanent 

  Stenographer & 

Meeting Secretary 

1 Permanent 

Policy & Plan 

Implementation 

Cell 

  Master Plan 

Manager 

1 Permanent 
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   General Attendant 1 Permanent 

Training Manager 1   Permanent 

  Assistant to 

Training Manager 

1 Permanent 

TMIS Software 

Coordinator 

Research Officer 

1   Permanent 

Course Cell 

  Office Assistant 1 Permanent 

ISO Facilitation 

Cell 

Management 

Representative and 

Assistant 

Professor 

1   Permanent 

   Assistant to MR 1 Permanent/ 

Contract 

Training 

Monitoring cell 

TMC Coordinator 

& Associate 

Professor 

1    

   Research Assistant 1 Permanent/ 

Contract 

   Office Assistant 1 Permanent/ 

Contract 

MIS Facilitation 

Unit 

MIS & CMIS 

Coordinator 

1    

   Assistant to MIS 

Coordinator 

1 Required 

 

 

SEATING PATTERN & LOCATION: 
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In order to ensure efficient and effective coordination of the requirements for planning and 

administration of training programmes, workshop and seminars in the Academy the PLANNING 

DIVISION will be located as follows: 

 

The North Wing on the Ground Floor of the Administrative Building will be recognized as the staff 

location of the YASHADA PLANNING DIVISION. 

The senior most member of faculty within the PLANNING DIVISION will occupy the cabin for 

the Associate Professor. If the concerned member of faculty is on deputation or leaves service with 

YASHADA,Training Manager will occupy the cabin. 

DDG (Planning) will occupy the Cabin for the Professor / DDG in the concerned wing. 

The Computer – Server for the INTRANET facilitation by the PLANNING DIVISION should be 

located within the concerned wing on the Ground Floor of the Administrative Building, to 

facilitate regular updating and maintenance. 

The YASHADA PLANNING DIVISION will coordinate the following meetings/workshops on a 

regular basis: 

Monthly Faculty Meetings-9.30 to 11 a.m. on the first Saturday of each month. 

Coordination meetings of Planning Division-11.00 a.m.-1.00 p.m. each Wednesday. 

DG’s Monthly Review of Planning Division-10.30 to 11.00 a.m.-3rd Wednesday. 

 

 

DGs monthly Review of ATC-11.00 a.m. to 12.00 noon-3rd Wednesday. 

Faculty and Staff Retreat- Half Yearly as per the ATC. 

The budget and expenditures including refreshments etc as per number of attendees. 

Printing of ATC, interim training calendars, OG +EC+ LC Agenda Notes and Minutes and relevant 

documents, compilation of Minutes of Appropriate Meetings from time to time. 

Bookbinding material including consumables for spiral binding and lamination. 

Travel expenses, as permissible for faculty and staff, for attending training 

programmes/meetings/workshops/seminars upon nomination, confirmation and approval of DDG 

(Planning) or if requires, Hon. Director General, Yashada. 
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Communication expenses to coordinate and manage the BOG, EC, LC and other Meetings and ATC 

related activities, through the use of telephone, fax, mobile phones and other expenses if on tour. 

Expenditure for Cellular (Mobile) phones along with payment/reimbursement of monthly mobile 

phone bills of (1) DDG (Planning), (2) Training Manager, (3) TMC Coordinator &(4) Meeting 

Secretary 

 

 

 

 

 

 

 

 

 

 

 
 

 

 
Design and conduct of training must be based on a systematic assessment of 
training needs, sector by sector. This will help course directors to spell out the 
training objectives in specific terms. 

The CCAT should be strengthened so that it can carry out a minimum of 10 intensive 
training programmes every year, besides taking on assignments in systems 
development. 
The emphasis must shift from departmental to multisectoral training and the 
Committee proposes that the training calendar have the following components. 

-Composite foundation courses for fresh MPSC recruits

-General Management Courses for promoters and other Class-I    Officers 

g for MOs, Administrators and Financial Managers of Public Sector Undertakings 

-Workshops on specific schemes and projects

-Training of trainers from other government institutes  
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Note:      The Functional structure of the Planning Division has been provided in detail in the COP 

manual because of its important nodal coordinating role in the Academy 

 

 
   

 
 
 

 01.    Determination of Agenda for Review Meetings of the Policy and Plan Implementation 

Cell by Director General: 

 

The Agenda for Review Meetings of the Policy and Plan Implementation Cell by Director General 

would comprise the following 

points: 

To review status of action 

taken on minutes of the 

previous meeting. 

(ii) To review the project management schedule for the comprehensive YASHADA 

MASTER PLAN comprising (#1) YASHADA campus master plan, (#2) SIRD 

MASTER PLAN, and (#3) various infrastructure plans for the Academy. 

(iii) To review status of action taken for the approved minutes of the meetings of the 

(a) Board of Governors (b) Executive Committee, (c) Local Committee, (d) 

 
 
 
The training of Class I Officers in their technical subjects should be left to 
departmental training institutes. YASHADA's own relations with these 
institutes should be based on equality and not supervision or direction. It may 
be worthwhile to consider a network of government institutes in Maharashtra, 
which could meet periodically under the Chairmanship of the Chief Secretary to 
discuss areas of mutual cooperation.

-RDD courses both functional and sectoral

-Computer training for creating awareness of the potential of these
machines in day-to-day administration 
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Construction Supervision Committee, and (e) Any other meetings as may have 

been held from time to time. 

To review status of implementation of decisions undertaken. 

To review action taken on Policy Circulars and Intra-Office Memos issued by the 

Policy and Plan Implementation Cell under the aegis of the Office of the 

Director General. 

To consider status of implementation of decisions undertaken in the Review 

Meetings of the Policy and Plan Implementation Cell. 

 

A Core Group is to be established to provide support and guidance to the Policy and Plan 

Implementation Cell in terms of enabling implementation of decisions undertaken in the meetings 

of the (a) Board of Governors (b) Executive Committee, (c) Local Committee, (d) Construction 

Supervision Committee, and (e) Any other meetings as may have been held from time to time. 

 

The members of the Core Group will include (#1) DDG Administration, (#2) Financial Advisor, (#3) 

Registrar, (#4) Accounts Officer and, (#5) Estate Manager. The Group will be chaired by DDG 

Administration and convened by OIC, Policy and Plan Implementation Cell.  

  

Terms of reference for the Policy and Plan Implementation Cell (PPI Cell). 

(a) The following enhanced specific terms of reference for the Policy and Plan 

Implementation Cell are to be recorded. This is with reference to Policy Circular No. 

PPI-2004/XXXIIIrd BoG/ SA-21 (6) /PC dated September 8, 2004 redesignating OIC, 

Policy and Plan Implementation Cell as the SECRETARY of the Academy.   

(b) The following three specific terms of reference for the Policy and Plan Implementation 

Cell are being included: 

To review status of action and ensure follow up of approved minutes of the meetings of the (a) Board 

of Governors (b) Executive Committee, (c) Local Committee, (d) Construction Supervision 

Committee, and (e) Any other meetings as may have been held from time to time.  
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To monitor the Project Implementation Schedule for the comprehensive YASHADA MASTER PLAN 

comprising the (#1) YASHADA campus master plan, (#2) SIRD MASTER PLAN, and (#3) 

various infrastructure plans for the Academy. 

To develop, issue, monitor and review status of Policy Circulars through the PPI on behalf of the 

Director General. 
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Purpose: To develop and maintain the Property Register for the Academy and thereby the ownership 

for maintaining the documents and specific details of the properties of the Academy under restricted 

access. 

Distribution of approved minutes of the meetings of the (a) Board of Governors, (b) Executive 
Committee, (c) Local Committee and the (d) Construction Supervision Committee 
 
(a) The minutes of the Meetings of the Board of Governors of YASHADA upon approval will be 

circulated as follows: 

All Members of the Board of Governors of YASHADA 

All Special Invitees of the specific meeting of the Board of Governors of YASHADA 

All Invited Attendees of the specific meeting of the Board of Governors of YASHADA 

All Members of the Executive Committee of YASHADA 

All DDGs and OICs of YASHADA, if not included in the above lists 

Copy to YASHADA Information Officer subsequently with acknowledgement with reference to the 
Right to Information Act 

Copy for the file to be maintained at the Office of the Director General, YASHADA specifically in his 
capacity as Appellate Authority of the Academy with reference to the Right to Information Act 

Copy to Coordinator of YASHADA Website for uploading on the Academy's web pages 
 
 
(b) The minutes of the Meetings of the Executive Committee of YASHADA upon approval will be 

circulated as follows: 

All Members of the Executive Committee of YASHADA 

All Special Invitees of the specific meeting of the Executive Committee of YASHADA 

All Invited Attendees of the specific meeting of the Executive Committee of YASHADA 

All Members of the Board of Governors of YASHADA 

All DDGs and OICs of YASHADA, if not included in the above lists 

Copy to YASHADA Information Officer subsequently with acknowledgement with reference to the 
Right to Information Act 

Copy for the file to be maintained at the Office of the Director General, YASHADA specifically in his 
capacity as Appellate Authority of the Academy with reference to the Right to Information Act 

Copy to Coordinator of YASHADA Website for uploading on the Academy's web pages 
 
 
The minutes of the Meetings of the Local Committee of YASHADA upon approval will be circulated 

as follows: 
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All Members of the Local Committee of YASHADA 

All Special Invitees of the specific meeting of the Local Committee of YASHADA 

All Invited Attendees of the specific meeting of the Local Committee of YASHADA 

All Members of the Executive Committee of YASHADA 

All DDGs and OICs of YASHADA, if not included in the above list 

Copy to YASHADA Information Officer subsequently with acknowledgement with reference to the 
Right to Information Act 

Copy for the file to be maintained at the Office of the Director General, YASHADA specifically in his 
capacity as Appellate Authority of the Academy with reference to the Right to Information Act 

Copy to Coordinator of YASHADA Website for uploading on the Academy's web pages 

 
(d) The minutes of the Meetings of the Construction Supervision Committee of YASHADA upon 

approval will be circulated as follows: 
 

All Invited Attendees of the specific meeting of the Construction Supervision Committee of 
YASHADA 

All DDGs and OICs of YASHADA, if not included in the above list 

Copy to YASHADA Information Officer subsequently with acknowledgement Academy with 
reference to the Right to Information Act 

Copy for the file to be maintained at the Office of the Director General, YASHADA specifically in his 
capacity as Appellate Authority of the Academy with reference to the Right to Information Act 

Copy to Coordinator of YASHADA Website for uploading on the Academy's web pages 
 

  



 

    
   

CONTENT OF TRAINING PROCESS 
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CLAUSE 
NO 
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Yashada/COP/Plng-03 19-23 
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4 7.5 Monitoring of Training 
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Yashada/COP/ Plng-17 51-52 
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TYPOLOGY OF TRAINING PROGRAMMES 
 
YASHADA conducts various types of training programmes, which need to be, administered differently 
depending on its nature and type.  Since training is the most important activity of our Academy more 
systematisation of the processes is essential while conducting the training programmes. Considering the need 
for ISO 9001: 2000 categories of courses are formed and accordingly the processes, which are mandatory for 
it, are indicated. 
 

1. ATC Programmes: -  
The Annual Training Calendar (ATC), lists the regular training programmes based on needs of the client 
organization, departments of GoM or the sponsoring bodies. There is clear mention of dates, target groups and 
the objectives of such programmes in the ATC.  
(Note: The programmes under ATC and those approved by DG and DDGs from time to time would fall 
under different categories mentioned later. The mandatory processes would therefore be based on 
Type of Programs) 
 

Processes Mandatory for Training Programmes listed in ATC 
Training 
Needs 
Assessment 

Design of 
Training 
 

Program 
Planning 

 

Administrative 
work 

Evaluation 
report 
 

Yes, as per  
D–60  

Yes, as per  
D–70 

Yes, as per  
D–60  

Yes, as per D– 60  Yes, as per D-60 

 
 

2. Department of Personnel and Training (Government Of India) 
Programmes: - 

 
Training programmes, which are designed and indented by DoPT for YASHADA. Courses such as DTS, DOT, 
TNA, EOT etc. are also covered in this category. The design is determined and conducted in manner–specific 
as indicated by DoPT and should be routed through TMC.  
 
 

Processes mandatory for training programmes 
Training 

Needs 
Assessment 

Design of 
Training 

 

Program 
Planning 

 

Administrative 
work 

Evaluation 
report 

 
Yes, as per  
D-90  

If available or as 
per D-70  

Yes, as per  
D-60  

Yes, as per D–60  Yes, as per  
D-60 

 



 

    
   

 
 
3. Foundation Training Programmes:  
 
Foundation Training Programmes for the new entrant in any Government Department, or for a specific cadre, 
and when new recruitment is done at Government level.  
 

Processes mandatory for training programmes 
Training 
Needs 
Assessment 

Design of 
Training 
 

D-60 
 

Administrative 
work 

Evaluation 
report 
 

Yes, as per  
D-90  

If available or as 
per D-70  

Yes, as per  
D-60  

Yes, as per  
D–60  

Yes, as per  
D-60 

 
4. Subject Specific Programmes:  
 
Training programmes with focus on specific issues, e.g. Watershed Management, Ethical Issues, Training of 
Trainers, Right to Information, Child Labour, TQM etc.  
 

Processes mandatory for training programmes 
Training 
Needs 
Assessment 

Design of 
Training 
 

D-60 
 

Administrative 
work 

Evaluation 
report 
 

Yes, as per  
D-90  

If available or as 
per D-70  

Yes, as per  
D-60  

Yes, as per  
D–60  

Yes, as per  
D-60 

 
5. Refresher Courses:  
 
Refresher training provided for in-service officers more than five years of service to update knowledge 
and share experiences. 
 
 

Processes mandatory for training programmes 
Training 
Needs 
Assessment 

Design of 
Training 
 

D-60 
 

Administrative 
work 

Evaluation 
report 
 

 Yes   Yes  D-60 may not always be 
possible to follow & therefore 
may not be mandatory. 
(However, should be 
determined by concerned 
DDG/OIC) 

Yes Yes 
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6. Sponsored programmes:  
 
Design provided by/ negotiated with the sponsoring body with certain predetermined training requirements and 
financial support for conducting the programmes. 
 

Processes mandatory for training programmes 
Training 
Needs 
Assessment 

Design of 
Training 
 

D-60 
 

Administrative 
work 

Evaluation 
report 
 

As required or 
determined by 
the Clients 

Yes in 
consulting 
with Client 

D-60 may not always be 
possible and should be 
determined by DDG/OIC  

Yes Yes 

  
7. Repeated Training Programmes:  
Programme conducted with a design previously approved by TMC and being conducted again without any 
change up to 5 programmes or within a year from approval. Repeat programme after one year of approval or 
after six programmes including the approved one should be re-submitted to TMC for evaluation and validation. 
 

Processes mandatory for training programmes 
Training 
Needs 
Assessment 

Design of Training D-60 
 

Administrative 
work 

Evaluation 
report 
 

Yes  Changes based on 
evaluation to be 
incorporated after 5 
similar number of 
courses 

D-60 may not always be 
possible and should be 
determined by DDG/OIC 

Yes Yes 

 
8. Workshops / Seminars / Meetings: 
Seminar or workshop could be arranged for generating ideas and sharing experiences on certain 
development administration related issues or in order to discuss solution to a specific problem. 
 
 
 

Processes mandatory for training programmes 
Training Needs 
Assessment 

Design of Training D-60 
 

Administrative 
work 

Evaluation 
report 
 

No Systematic scheduling is 
necessary instead of 
Training Design 

Not required Yes Yes. A qualitative 
report 

 
 
9. Outreach Programmes/ Project related workshops/seminars/meetings:  
 
Outreach programmes are those conducted by YASHADA in a decentralised fashion in different Divisions/ 
Districts/villages etc. The courses are of short duration and no logistic burden is placed on the Academy   



 

    
   

 
Processes mandatory for training programmes 

Training 
Needs 
Assessment 

Design of 
Training 

D-60 
 

Administrative 
work 

Evaluation 
report 
 

No   Yes May not be 
feasible but 
should be 
determined by 
OIC/DDG 

Yes Yes 

 
 
10. Project related workshops/seminars meetings: 
Project related workshops/seminars/meetings are those conducted by YASHADA in a decentralised fashion in 
different Divisions/ Districts/villages etc. The courses are of short duration and no logistic burden is placed on 
the Academy   
 
 

Processes mandatory for training programmes 
Training 
Needs 
Assessment 

Design of 
Training 

D-60 
 

Administrative 
work 

Evaluation 
report 
 

No   Yes May not be 
feasible but 
should be 
determined by 
OIC/DDG 

Yes Yes 

 
 
11. Facility providing courses:   
 
YASHADA provides facilities only without any inputs for training 
 
 

Processes mandatory for training programmes 
Training 
Needs 
Assessment 

Design of 
Training 
 

D-60 
 

Administrative 
work 

Evaluation 
report 
 

As required or 
determined by 
the Clients 

Yes, in 
consultation 
with Client 

D-60 may not always be 
possible and should be 
determined by Client  

Yes Yes 

 
 
Cross Reference: 
 
Circular No. DG/TMC/Typology dated 4th December 2004 
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Training Activity 

 
Purpose: To propose, design, plan, coordinate, conduct and evaluate in campus and out of campus 
training programmes, workshops, seminars meetings and thereupon submit evaluation reports and 
accounts reports. 
Scope: It covers all training programmes listed in the Academy’s Annual Training Calendar and those 
approved by DG or DDGs from time to time  
Responsibility: Course Directors, Course Facilitators and Associate Faculty as & when identified in 
the ATC and when proposed by DG or DDGs. All courses should be conducted in as prescribed in the 
typology and adhere to the D-60 formula that has been adapted in YASHADA and in use for more 
than ten years. 
Part One: TNA and DoT Coordination between Course Director, Course Cell and TMC 

S. 
No. 

Activities D-90 D-60 Non D-
60 

Responsi
bility 

Cross 
Reference 

1.1a For programmes listed in ATC: 
Reconfirm with TMC & Course Cell 
for the Slot and Dates 

D-100 D-70 D-6 + Course 
Director 
 

ATC 

1.1b For programmes not listed in ATC: 
Obtain permission from OIC /DDG 
/DG and inform TMC and Course 
Cell and confirm availability of slot 

D-100 D-70 D-6 + Course 
Director 

 

1.2a Preparation of Course File if in ATC: 
Prepare Course File and forward to 
Course Director 

D-100 D-70 D-6 + TMC  

1.2b Preparation of Course File if not in ATC: 
Inform TMC about new proposal for 
Programme and request for Course File 
to be Received 

D-100 D-70 D-6 + Course 
Director 
and TMC 

COP/Plng-22 

2.1 Training Needs Analysis TNA: 
Previous TNA if appropriate, to be 
approved by OIC /DDG for repeat use 

n/a D-70 D-5 + Course 
Director 

 

2.2a Training Needs Analysis TNA: 
Start and Conduct TNA 

D-90 n/a D-5 + Course 
Director 

Schedule TM 
2.0 needs to be 
utilised here 

2.2b Training Needs Analysis TNA: 
Completed TNA to be approved by OIC/ 
DDG 

D-80 n/a D-5 + Course 
Director 

FORMAT 
COP/Plng-09 

2.3 Design of Training DoT: 
Start and finalise DoT 
 

D-75 n/a D-4 + Course 
Director 

Apex Manual 
/QMS/28,  
COP /Plng-10 

2.4a Design of Training DoT: 
Previous DoT if appropriate, to be 
approved by OIC /DDG for repeat use 

n/a D-70 D-5 + Course 
Director 

Apex manual/ 
QMS/28 

2.4b Design of Training DoT: 
Completed DoT to be approved by OIC 
/DDG  

D-70 n/a D-4 + Course 
Director 

Apex Manual/ 
QMs/28 

2.5 TNA and DoT: 
Finalised or Repeat TNA and DoT to 
be submitted with Course Profile to 
TMC  

D-70 D-70 D-5 + Course 
Director 

 



 

    
   

S. 
No. 

Activities D-90 D-60 Non D-
60 

Responsi
bility 

Cross 
Reference 

3.1 Course Material: 
Reference Documentation for the 
programme to be compiled, 
submitted for approval by OIC /DDG 
and forwarded to TMC for perusal 

D-70 D-70 D-5 + Course 
Director 

/COP/Plng-11 

4.1 TNA and DoT: 
Finalised TNA and DoT to be 
returned by TMC to Course Director 

D-65 D-65 D-4 + TMC  

5 Intimate the Course Cell (through 
LAN) in the format that they are 
seized of the commencement of their 
course 60 days thereafter and are 
going to conduct it as scheduled. 
(Course Cell Circular dated 
10/5/2004) or Report cancellation or 
rescheduling (in very exceptional 
circumstances) of any course to 
Course Cell through OIC 

D-60 D-60 D-4 + Course 
Director 

 

6 Pre-course 
Activities 

     

6.1 Correspond with resource persons D-40 
to D-
10 

D-40 
to D-
10 

D-4 + Course 
Director 

COP/Plng-14 

6.2 Correspond with nominees  D-30 
to D-
10 

D-30 
to D-
10 

D-4 + Course 
Director 

 

6.3 Obtain nominations D-60 
to D-
30 

D-60 
to D-
30 

D-4 + Course 
Director 

 

6.4 Prepare copies of the reading 
material 

D-30 
to D-
05 

D-30 
to D-
05 

D-4 + Course 
Director 

 

6.5 Correspond for administrative 
arrangements 

D-4 to 
D-00 

D-4 
to D-
00 

D-4 + Course 
Director 

 

7 Conduct of Course D-00 
to D+3

D-00 
to 
D+3 

 Course 
Director 

 

8 Appoint PR 
 

D+5   Course 
Director 

 

9 Post Course Activities      
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S. 
No. 

Activities D-90 D-60 Non D-
60 

Responsi
bility 

Cross 
Reference 

9.1 Settling Administrative Matters D+5 to 
D+10 

D+5 
to 
D+1
0 

 Course 
Director 

 

9.2 Preparing Evaluation Report D+5 to 
D+20 

D+5 
to 
D+2
0 

 Course 
Director 

 

9.3 
 

Send a copy of evaluation report to 
TMC for evaluation of delivery of 
services 

D+5 to 
D+20 

D+5 
to 
D+2
0 

 Course 
Director 

 

9.4 Send file for preservation to TMC/ 
COC 

D+5 to 
D+20 

D+5 
to 
D+2
0 

 Course 
Director 

 

      
 
Reference Documents: 
 
Vaswani Ramesh M.  (1998) A Handbook for Training Course Management    

      YASHADA 
Minutes of the meeting held under Chairmanship of Hon. DG on 26 March 2004 to review status of 

pre-course activities for the courses from April -June 2004. 
Annual Training Calendar 
Guidelines for preparing course materials by TMC 
Guidelines for the Design of training Course / Programme 
Participant's Representative: Concepts and Issues 
 
Forms / Formats: 
 

As described in the Training manual  
 

 
M. I. S. Parameters 
 

Evaluation Report rating 3.5+ 
 
Cross Reference: 
 

Intranet Website TMIS: http://data-server/yashada-
aps/BharatMasterIndex/BBMasterIndex.htm  

CMIS:  
Record room procedure: Record Process as per the MOP Manual 

For Sponsored Programmes/DOPT programmes: 



 

    
   

Purpose: To conduct Sponsored Training Programme if not within the D-90/D-60 Typology. 
 
Scope: It covers all sponsored training programmes (Co-operation dept. etc) described in the ATC of 
the academy 
 
Responsibility: Course Director and the concerned department (Sp. Co-op Cell, SIRD, ATI etc.) 
 
Activities: 
 
No Activity Time Frame Responsibility 
A Pre-Course Activities  
 1. Obtain nominations from sponsoring authority  D-20 to D-10 
 2. Correspond with sponsoring authority/Dopt for 

confirmation of their participation 
D-20 to D-10 

 3. Prepare Course Schedule  D-15 to D-10 
 4. Prepare Course Budget and seek approval of HoD or 

sponsoring authority 
D-10 to D-5 

 5. Correspond with resource persons D- 10 to D-02 
 6. Prepare copies of the reading material D-05 to D-01 
 7. Correspond for administrative arrangements D-05 to D-01 
B Conduct of Course D-00 to D+03 or 

D-00 to D+04 
 Hand over the stamped receipts to the course 

participants for the payment received, before 
course ends if relevant to the programme 

 

C Post Course Activities  
 1. Settling Administrative matters 

CD 

 2. Preparing evaluation report  
 3. Send report to sponsoring authority 

D+4 to D+10 

 
 4. Send file to record room for preservation DN + 10  
 
Reference Documents: 

Vaswani Ramesh M.  (1998) A Handbook for Training Course Management Pune YASHADA p. 
196 

Annual Training Calendar 
 
M. I. S. Parameters 
 

Evaluation Report rating 3.5+ 
 
Cross Reference: 
 

Intranet Website TMIS 
CMIS 
Record room procedure 



Section 4(1)(b)(v) 506

Movement of Training Course File 
 
                                                     CD-Prepare a Course File 
 
 
 
                                                                    HoD 
 
 
 
                                                     Send the file to TMC                              
 
 
 
                                    Observations in half margin  

    From TMC 
TM and HM should ensure 
 availability of infrastrucure 
 

DDG Planning 
 
                 The Planning Process 
                         CD                                Hon. DG                                             D-90 to D-60 
 
 
 
 

                                           Start Course Work  
 
 
 
                                                       Course Conduct 
 
 
 
                                                         Course Report                             The Implementation Process       
          D-60 to D+20 
 
 
 DDG Planning 
 
 
 Prepare course  
 Booklet and Send to TMC 
 
 
 

CD to act 
accordingly 

Preservation 
for one year 

Send to record 
room for 
preservation 



 

    
   

 
Checklist For Training 
Title of the course 
(Indicate course number as in ATC) 
Course Duration  
Course Director 
Course Assistant 
 
No. Activities Expected 

Date 
Actual 
Date 

Form No Responsibility Remark 

1. Prepare file for the course and 
course profile 

D-90 
 
 

  CD and 
CA 

 

2. Identify nominating authorities 
and Prepare list of their address 

D-90   CD  

3. Identify Training Needs and 
Design of Training  

D-90   to 
 
D-70 
 

 01 & 02 CD 
 

 

4. Seek advice from TMC and 
approval from DDG (P) & DG 

D-70 to 
 
D-60 

 03 CD  

5. Intimate as per format to the 
Course Cell (through LAN) that 
they have initiated the process as 
per D – 90/ D – 60 & that they are 
going to conduct the course as per 
schedule (Course Cell Circular 
dated 10/5/2004) 

D-60th 
Day 

 O4 CD  

Obtaining Nominations 
6. aft the letters requesting nomination 

of officers with prescribed 
designations 
2.Send soft copy of ‘requesting 
nomination’ to CIT for publishing on 
YASHADA website 

  3.Receive Correspondence from 
Nominating Authorities 

D-60   to 
 
D-30+ 

  CA 
 
CD 

 

Correspondence with Nominees 
7. Prepare list of participants with 

name and addresses 
  CA  

8. Send letter to nominated officers 

D-30   to 
D-10 

  CA  
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No. Activities Expected 
Date 

Actual 
Date 

Form No Responsibility Remark 

9. Send soft copy of accepted 
nominations to CIT for publishing 
on web. 
Receive   Correspondence   from 
Nominated officers 

   CD  

Design course schedule  
10. Prepare course schedule /timetable 

on the basis of approved design in 
the tabular form 

D-60   to 
D-40 

  CD  

Correspondence with resource persons 
11. Send letter to resource persons   CD  
12. Finalise the course schedule 

D-40   to 
D-10   CD  

Identify and compilation of reading materials  
13. Identify reading materials for the 

course as suggested by TMC. 
Ensure that Course structure and 
course material are synchronized 
and there is no disruption of flow. 
All PPTs and PPT slides are made 
part of the reading material 

D-60   to 
D-30 

  CD  

Duplicating and binding of reading materials 
14. Prepare cover pages and content 

for the reading materials.  
  CA  

15. Print desired copies of reading 
materials 

D-30   to 
D-05 

  CA  

Administrative Arrangement 
16. Prepare budget and seek approval 

of the authority for cash advances 
  CD  

17. Obtain stationery required for the 
course 

  CA  

18. Apply for cash advance     
19. Confirm the classroom    CD  
20. Prepare office note and send it to 

all concerned persons 
  CA  

21. Confirm the faculty 

D-10   to 
D-1 

  CD  
22. Check classroom and name plates 

etc. 
D-1   CA  

Conducting training programme 
23. Registration of participants   CA  
24. Inform DoPT by fax if Training 

Programme is sponsored by  
DoPT 

D to D+5 
    



 

    
   

No. Activities Expected 
Date 

Actual 
Date 

Form No Responsibility Remark 

25. Meet classroom requirements like 
duster, writing pens, LCD, 
computer etc.  

    

26. Distribute reading materials before 
the course begins.  
Do the course introduction. Course 
structure and objectives to be 
clearly outlined at the beginning of 
the course. It should be clearly 
mentioned that ‘Continual 
Improvement’ is a permanent 
objective of the Academy. All 
participants should be properly 
introduced. 

  CA 
 
CD 

 

27. Receive faculty   CD  
28. Offer honorarium    CA  
29. Appoint Participants 

Representatives 
  CD  

30. Administer evaluation / feedback 
forms  

  CD  

31. Prepare certificate   CA  
32. Prepare relieving report    CA  
33. Ensure return of library books 

D to D+5 

  CA  
Settling administrative matters 

34. Prepare course expenses statement     
35. Settle advance taken 

D+5   to 
D+20   CA  

Prepare evaluation report 
36. Prepare course expenses statement    CA  
37. Prepare CDs report for course    CD  
38. Send evaluation report to TMC and 

DDG (P) for information 

D+5   to 
D+20 

  CD  

39. Provide course information 
Proforma to course cell 

  CA  

40. Arrange file properly and send for 
preservation in a booklet form 

 

  CA  

 
Cross reference: Intranet website http://data-server/eyashada/index.htm  
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Design of Training 
 
Course Title: 
 
Duration of Course: 
 
Client Organization:  
 
 
Context of training programme: 
 
 
Performance Problem: 
 
Aim of the training: 
 
Benefit: 
 
Entry Behaviour: 
 
No Training 

objectives 
Enabling 
Objectives 

Content 
to be 
covered 

Methods Time 
required 

Validation 
measure 

Faculty 
proposed 

 After the 
end of the 
course the 
trainees 
will be 
able to do  

The part of 
objectives 
in 
sequential 
manner 

To 
achieve 
the 
objectives 

For 
enabling 
objectives

(This may not 
commensurate 
with the 
session time) 

How to 
measure 
that 
objectives 
are 
fulfilled 

 

  
 
 
 
 
 
 
 
 
 

      

 
 
 
 



 

    
   

Training Needs Assessment 
1 Course Title 

 
 
 

 

2 Course Date 
 

 

3 Name of Course 
Director 

 

4 Objectives  1. 
  2. 
  3. 
  4. 
   
5 Reference (Similar course conducted in the Academy) 
5-
1 

Course Title 

  
5-
2 

Date 

5-
3 

Course Director 

  
6 Note about your training needs assessment of the target group 

(It should include observations, discussions with representatives from target 
group, Interviews with nominating authorities, stakeholders etc.)  
 
 
 
 
 
 
Date                                                                                                Signature of CD 
 

7 Remarks of TMC 
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Training Needs Analysis and Design of Training 
 
1 Course Title  

 
2 Duration of Course  

 
4 Course Director  

 
3 Client Organization / 

Department 
 
 

4 Context in which training programme is organised: - 
 
 
 
 

 



 

    
   

Training Needs Assessment Form 
 
1 Meet the representative of target group. 

(Personal meetings/ through telephone/e-mail etc.) 
 Brief details: - 

 
 
 
 

2 Collect information regarding their nature of jobs, duties etc. 
 Brief details: - 

 
 
 

3 Discuss the challenges and opportunities before their department / office 
 

 Brief details: - 
 
 
 

4 Focus on the performance areas relating to the subject of the course and gather 
information 

 Brief details: - 
 
 
 

 
 
5 Identify task related problems in the given subject and different factors affecting 

their performance 
 Brief details: - 

 
 
 
 

6 Meet possible stake holders who are either affected by or interested in the 
performance of the target group  

 Brief details: - 
 
 
 
 

7 Study nature of complaints they generally encounter, if possible 
 Brief details: - 
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8 Tap the perception of the training needs of the target group, if relevant.  
 Brief details: - 

 
 
 
 

9 Specify performance problem identified 
 Brief details: - 

 
 
 
 

10 Distinguish between problems which can be solved by training, and problems 
beyond training solutions 

 Brief details: - 
 
 
 

 
11 Training Needs Identified 

 
 1 

 
 2. 

 
 3. 

 
 4. 

 
 5. 

 
 6. 

 
 7. 
 
 
 

 
 
 
 
 
 
 
 



 

    
   

B. Design of Training 
1 Aim of Training 

 
  

 
 
 
 
 

2 Expected Benefits  
 

  
 
 
 
 
 

3 Expected Entry Behaviour of trainees  
 
 
 
 
 

 
Course Director's Signature and Date 

 
 

HoD 
 
 

TMC 
Observations: - 

 
 
 
 

Signature and date 
Hon. Director General 

                                 
 

Guidelines for preparation of Reading Material 
Reading material for any course should be relevant to the content of the course. 

Pre-course reading material (to bring all trainees on the same understanding level of the subject) 
 A PowerPoint handout of what is or will be covered in the session. The ppt should be printed with 

the option of slides with notes. 



Section 4(1)(b)(v) 516

The material, which could have been covered but could not be covered due to time constraint or 
faculty. 

The course material, which will be useful after returning to the job situation for ready reference.  
     One copy of the reading material should be sent to the Library for preservation and indexing. 
 
 
 
 
Theme –based and activity-separation outline to help in developing a training 

day-schedule 
 
 

 Day 1 Day 2 Day 3 Day 4 Day 5 
Themes EO 1 EO 1 & 2 EO 2 & 3 EO 1+2+3  Goals 

outcome 
Session 1 
 Lecture 

Introduction  
EO 1 

Recap EO 1 & 
Introduction to 
EO 2 

Recap EO 2 
 & Introduction 

to EO 3 

Recap EO 
1+2+3 

 

Goals & 
outcome 

Session 2 
 
Discussion 

Discussion 
on EO 1 

Discussion on EO 
1&2 

Discussion on 
EO 2 & 3 

Discussion 
on EO 
1+2+3 

Discussion 
on 
outcome 

Session 3 
Group 
Work 

Group work 
on EO 1 

Group work on 
EO 2 

Group work on 
EO 3 

Group work 
on EO 
1+2+3 

Group work 
on 
outcome 

Session 4 
Discuss 
Field 
situation
s 

Experience 
Sharing 
on 

EO 1 

Experience 
Sharing on 

EO 2 

Experience 
Sharing on 

EO 3 

Experience 
Sharing on 

EO 1+2+3 and 
Goals 

Group 
presentat
ions and 
Valedicto
ry 

       
EO= Enabling Objectives



 

    
   

Training Competency Profile 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Name: 

Designation: 

Educational Qualification: 

a) Diploma b) Degree c) P. G. Degree d) Doctorate e) any other 

Subject of Specialization: 

Parent Department: 

Cadre: 

Work Experience: 

Teaching Experience: 

Research Experience: 

Trainers Development Programmes Completed: 

DTS DOT TNA 

Year  Year  Year  

Title of 

Course 

 Title of 

Course 

 Title of Course  

Venue   Venue   Venue   

TOT (General) TOT (Subject-

specific) 

TOT (Technical) 

Year  Year  Year  

Title of 

Course 

 Title of 

Course 

 Title of Course  

Venue   Venue   Venue   

EOT MOT OTHERS 

Year  Year  Year  

Title of 

Course 

 Title of 

Course 

 Title of Course  

Venue   Venue   Venue   
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Training Programmes Attended 
(Past Five Years) 

(Please mention year, title of training programmes, venue) 



 

    
   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

9) Areas of Interest: 

 

 

 

10) Training Programme conducted (during 2 years): 

 

 

 

 

 

 

11) Training Requirements as perceived by the faculty member: 

 

 

 

Signature of the Faculty

 

 

Comments and signature of concerned DDG/OIC: 

Based on the above-mentioned information I feel that Shri/Smt ________________ is 

competent for conducting courses in the following areas: - 

 

 

 

Signature of DDG (P)

DG
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Course Evaluation Form: 
Participant Name: 
Designation & Address: 
 
Course Evaluation  -- Please Note: 4 = Excellent, 3 = Very Good, 2 = 

Good, 1 = Fair 
 

No Details 4 3 2 1 
 
COURSE MANAGEMENT: 

 Does the structure & organisation of the course meet 
objectives? 

    

 Role of the Course Director     
 How useful will this training be to you immediately in 

your job? 
    

 How useful is this training for the future jobs you may 
handle? 

    

 Was the course methodology appropriate e.g. lectures, 
field trips? 

    

 Have you benefited from interaction with fellow 
participants? 

    

 Was the course material relevant and related to the 
course?  

    

 Was the Coverage of Subjects appropriate to the 
objectives? 

    

 Field Trip arrangements, Vehicle & Activities     
 
INFRASTRUCTURE: To what extent are you satisfied with the following? 

 Academy and Campus Facilities     
 Hostel Reception and Room Service     
 Residential Accommodation including Housekeeping     
 Food Quality and Service     
 Classroom facilities, cleanliness, messages etc.     
 Library Facilities     
 Recreation Facilities     
 Computer Facilities     
 Administrative Help (Telephones, tickets, medical etc.)     
 YOGA     
 Audio-Visual Equipment     

 
III. Please give your detailed comments and suggestions on the following points: 

Areas of Concern & Comments Suggestions and Critical Remarks 
Academy, Campus Facilities, 
Hostel Mess and Infrastructure 

 
 

Course Facilities, Library,  



 

    
   

Computer Centre, Classroom, 
Audio-Visual Equipment & Course 
Material 
Course Faculty, Director, Group 
Sessions, Workshops, Participant 
Seminar and Field Trip 

 

Interaction with other participants, 
faculty, resource persons, library 
staff and Administration 
 

 

 
 
 

IV.  Which three sessions did you find MOST useful in the course/what subjects do 
you wish should have been   included. 

SNo. Course Session Title Remarks 
1  

 
 
 

 

2  
 
 
 

 

3 
 

 
 
 
 

 

 
V.        Which three sessions did you find LEAST useful in the course/which sessions 
should have been replaced them 
SNo. Course Session Title Remarks 
1  

 
 

 

2  
 
 

 

3 
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VI.  Improvements in working situation after the course 
 

 
GUEST FACULTY EVALUATION 
 
Assessment of Training Sessions (Kindly indicate how effective were the following Faculty/ topics to you 
during the course) Note = D1 is Day One and S1 is Session One. 

 
Course Evaluation  -- Please Note: 4 = Excellent, 3 = Very Good, 2 = 

Good, 1 = Fair 
Sr. 
No. 

Day 
and 
Date 

Session Topic Faculty Name 4 3 2 1 

D1S1 9.45– 
11.15 

      

D1S2 11.30 – 
01.00 

      

D1S3 02.00 – 
03.30  

      

D1S4 03.45 – 
05.15 

      

        
D2S1 9.45– 

11.15 
      

D2S2 11.30 – 
01.00 

      

D2S3 02.00  
– 03.30 

      

D2S4 03.45 – 
05.15  

      

SNo. Details of Question 
A Did you get any specific ideas about improvements in your working situation?        

YES   /NO 
B If Yes, Can you spell them out briefly? 
 
 

Knowledge 
 
 

 Skills 
 
 

 Attitude 
 
 

C Any other comments /observations you wish to make about the course? 
 
 



 

    
   

Sr. 
No. 

Day 
and 
Date 

Session Topic Faculty Name 4 3 2 1 

        
D3S1 9.45– 

11.15 
      

D3S2 11.30 – 
1.00 

      

D3S3 02.00 – 
03.30 

      

D3S4 03.45 – 
05.15  
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Guest Empanelment 
INSTRUCTIONS 
Please answer each 
Question clearly and 
Completely- 
PERSONAL HISTORY 
 
Family Name First Name Middle Name 

 
 

Date of Birth MM                DD                   
YY 

 
 
 

Permanent address Present address Office Telephone No. 
 
 
Office Fax No. 
 
 
E mail ID 
 
 

 
 
What is your preferred subject on which you can give training? 
 
 
 
 
 
 
Knowledge of languages- what is your mother tongue? 
 
Languages READ WRITE SPEAK UNDERSTAN

D 
 Easily  Not 

Easily 
Easily Not 

Easily 
Fluent
ly 

Not 
Fluent
ly 

Easily Not 
Easily 
 
 
 
 
 
 
 

 
 
 



 

    
   

Note: Guest faculty can be invited from the List published on the Intranet site. This procedure is to be 
followed when the Guest is being invited for the first time in YASHADA. 
 
 
 
 
EDUCATIONAL Qualifications 
Give full details – N.B. Please give exact titles of degree in original Language. 
A) UNIVERSITY OR EQUIVALENT Please do not translate or equate to other degrees. 
 

ATTENDEND FROM/TO NAME PLACE 
& COUNTRY 

Mo./year 
 

Mo./year 
 

DEGREES and 
ACADEMIC 

DISTINCTIONS 
OBTAINED 

MAIN COURSE  
OF STUDY 

  
 
 
 

  
 
 
 
 

 
LIST PROFESSIONAL SOCIETIES AND ACTIVITIES IN CIVIL, PUBLIC OR 

INTERNATIONAL AFFAIRS 
 
LIST ANY SIGNIFICANT PUBLICATIONS YOU HAVE WRITTEN (Please attach) 
 
EMPLOYMENT RECORD: Start with your present post, list in reverse order every employment you 
have had. Use a separate block for each post. If you need more space, attach additional pages of the 
area of your work. 
However the process of empanelment will be reviewed every year by honourable DG at the time of finalisation 
of ATC. The file will be submitted by DDG (P.). The format for review will be as follows – 
Name 
of the 
 Dept./ 
cell 

Subject Name of the 
speaker 

Ratings of 
Lectures 

(Average) 
of last 3 

Name of 
course 

Subject of 
Lecture 

Rating 
Obtained 

 
 

   1   

 
 

   2   

 
 

   3   
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List of Formats for the Training Procedure 
 
 
The format for TRAINING NEEDS ANALYSIS  
The format for DESIGN OF TRAINING  
The format for COURSE PREPAREDNESS 
A model letter for obtaining NOMINATIONS 
A model letter for inviting GUEST FACULTY (resource person) 
A model letter for inviting IN-HOUSE FACULTY 
A model for informing NOMINATED TRAINEES  
The format for COURSE BUDGET  
 The format for application for COURSE ADVANCE 
 The format for course directors circular for ADMINISTRATIVE ARRANGEMENTS 
The format for requisition for STATIONERY ITEMS 
 The format for requisition for HOSTEL FACILITIES 
 The format for requisition for VEHICLE SUPPORT 
A model article on Welcome to YASHADA  
A sample COURSE SCHEDULE  
 A sample LIST OF PARTICIPANTS 
 A sample content page for READING MATERIAL  
 The format for REGISTRATION SHEET  
The format for HONORARIUM VOUCHER  
 The format for payment of TRAVELLING EXPENSES TO GUEST FACULTY  
The format for claiming expenses under PETTY SUPPLY  
A model RELIEVING REPORT  
The format for COURSE COMPLETION CERTIFICATE 
The format for SETTLEMENT OF COURSE ADVANCE ACCOUNT  
The format for recording UTILITY IF MESS SERVICE 
The format for COURSE INFORMATION to be sent to course cell 
 The format for EVALUATION QUESTIONNAIRE 
 The format for COURSE DIRECTOR’S REPORT 
 The format for CONVEYING SESSION RATING TO FACULTY  
 The format for YOGA CLASS ATTENDANCE REPORT 
Format for sanction of FIELD VISIT 
Certificate for EXPENSES OF THE COURSE 

 
 
 

AGREEMENT 
 
This deed of Agreement made on this ……….day between …… on behalf of..  Hereafter called as party one 
and the Director General Yashwantrao Chavan Academy of Development Administration (YASHADA) Raj 
Bhavan Complex Baner Road Pune 411 007 Here after called YASHADA 
 
Title of the Training Programme:  
 



 

    
   

Duration:  
 
Name and address of the Co-ordinating body: 
 
Sponsoring organization: 
 
The deed of agreement for providing Training Facilities at YASHADA campus witness and the parties 
mutually agree as follows: 
 

Party one agrees to pay Rs. …………. per participant per day (as per the enclosed scheduled). This 
includes training charges, hostel, mess (bed tea + morning tea & breakfast + lunch+ evening 
tea and dinner) facility, and other infrastructure facility related to training and available at 
YASHADA. 

The charges for participants will be on the basis of the maximum number present for the training 
programme/or the number of participants proposed to attend whichever is higher. The billing 
will be on a basic minimum slab of 20,25,30,35,and so on. 

The 100% charges are payable in advance. 
Party one agrees to pay hiring charges as specified by the latest circulars issued by the Academy 

and conveyed to them in advance unless otherwise provided by DG..  
Party one agrees to use the instruments, equipment, classroom etc with proper care and any 

damage to it will be charged to the party. 
Extra amount will have to be paid for the training programmes conducted on public holidays or on 

Sundays. 
All the participants will keep decorum of the campus and will not act or do any thing, which will 

harm reputation of the Academy. 
Terms and conditions are agreed by 
 
For YASHADA                                                       Signature 
                                                                                 Name: 
                                                                                 Designation: 
                                                                                Organization: 
 
 

 
 
 

Estimate for Use of YASHADA facilities 
The earlier approved minute of the 21st BoG of YASHADA is presented for easy reference and record as 
follows: 
 
Agenda Item No. BoG:XXI:12 : Charges for various programmes conducted by /at YASHADA 
 
Charges for various programmes conducted by/at YASHADA.  
1) Full fee for residential    Rs. 1500 per participant per day.  

(Minimum group of 25 participants for 5 days)  
 
This will be a flat rate irrespective of the number of participants attending. In case an outside organisation 
wishes to invite faculty members, YASHADA's liability would be limited to meeting the local transport 
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expenses and honorarium at the rate YASHADA pays to its guest faculty. When no lodging is provided, this 
rate of Rs.1500/- would be reduced to Rs. 1000/- and in case neither lodging facility nor faculty support is 
provided by YASHADA, the rate would be further reduced to Rs. 750/- per head per day. Concession in rate 
can be @ 40% to Government of India departments, local bodies and NGOs (on a selective basis to be decided 
by DG)  
 
Approvals of the 34th BoG of YASHADA : 
 
DG proposed to the 34th BoG that it would be essential for the Director General, YASHADA, to be able to - 
 

(a) Modify the financial payment rates /schedule for the Sponsored Programmes at the Management 
Development Centre, on a case-by-case basis, as also,  

 
(b) Offer a higher financial package, Non-Government and Corporate Sector and Funding Agencies, 

depending upon the paying capabilities of the concerned organizations.  
 
The approved minute of 34th Board of Governors is as follows: 
 
Minute No. 34BoG: 74 
 
 The members noted the plans, their status and operational details of the MDC at YASHADA 
and approved the proposal to authorize the Director General, YASHADA to be able to - 

(a) Modify the financial payment rates /schedule for the Sponsored Programmes at the Management 
Development Centre, on a case-by-case basis, as also,  

(b) Offer a higher financial package, Non-Government and Corporate Sector and Funding Agencies, 
depending upon the paying capabilities of the concerned organizations.  
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Considering the fact that various rates were approved in the XXI meeting of Board of Governors 
dated 15 February 1997 and that there has been a steady increase in rates of expenditure and 
further considering that the infrastructure in the Academy has been suitably increased with the 
construction of the Management Development Centre. It is now necessary to establish a new 
schedule of rates for hiring of facilities at the Academy. The following rates will now be 
applicable: 
Class Rooms   
Sr. 
No. 

Class Room Capacity Facility Charges  
Rs. 

 Lezim 150 - 200 Computer, LCD, OHP, 3 
Mike, 2 Speakers, 
Conference System 

15,000/- 

 Auditorium 80 Computer, LCD, OHP, 3 
Mike, 2 Speakers, 
Conference System 

8,000/- 

 C-1 
C-5 
C-6 
 

45 Computer, LCD, OHP, 2 
Mike, 2 Speakers  

4,000/- 

 C-2 
C-3 
C-4 
 

25 Computer, LCD, OHP  3,000/- 

 Syndicate Rooms 
 

20 to 25 Computer, LCD, OHP  1,500/- 

 Board Room  50 Computer, LCD, OHP, 
Conference System 

7,000/- 

Accommodation 
Sr. 
No. 

Particular Private (Rs.) On Govt. 
Duty (Rs.) 

 Dormitory (Single Bed) 50 20 
 Single Occupancy (Non-VIP) on sharing basis 125 100 
 Double Occupancy 100 75 
 VIP AC Room (Shamme) Double Occupancy 500 150 
 VVIP AC Room (Shamee) Single Occupancy 750 250 
Boarding 
Sr. 
No. 

Particular Charges (Rs.) 

 Full meal (Bed Tea, Breakfast, 2 times Tea, Lunch & Dinner) 150 
 Lunch and 2 times Tea 120 
 Half Day food (Lunch and 1 time Tea) 100 
 
Note: 
Concession in the rates of 50% will be offered to institutions with whom YASHADA has entered 

into MoU. 

The DG, YASHADA reserves all rights in modifying the above rates. 
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Contents of Course Cell and TMC 
 
 

Sr. 
No 

ISO 
CLAUSE NO 

Particulars Document Number Page No

1  Contents of Course Cell Yashada/COP/Plng-18 53 
2 7.1 Preparation of ATC Yashada/COP/Plng18 54-55 
3 7.1 Accommodation of changes in 

the ATC  
Yashada/COP/ Plng-19 56-57 

4 7.1 Capacity building of faculty 
members 

 Yashada/COP/ Plng-
20 

58 

5 7.1 Outside agencies to use 
Yashada facilities 

Yashada/COP/ Plng-21 59 

6 7.1 Allotment of classrooms Yashada/COP Plng-22 
 

60-61 

7 7.1 Submission of Evaluation 
Report 

Yashada/COP/ Plng-23 62-63 

7 7.1 Quality monitoring of training  Yashada/COP / Plng-
24 

64 
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PURPOSE: - To prepare plan of training activity for the entire year 
 
SCOPE: - To cover training activity for the entire year 
 
RESPONSIBILITY: - As shown alongside each activity in the table below – 
 
Activity No 1 – Preparation of the Annual Training Calendar 
Sr 
No 

Work Activity Time Limit Person/s 
responsible 

01 Regular interaction with various Govt. 
Departments in order to assess training needs as a 
background preparation for the Annual Training 
Co-ordinators’ Workshop 

Continual activity up 
to the end of August 
each year  

All Faculty 
Members 

02 Announcement of the Annual Training Co-
ordinators’ Workshop to be held preferably on the 
3rd Saturday in October, by writing to Secretaries / 
Heads of Departments / PSUs 

By the end of 
September  

Course Cell 

03 Issue of letter to all faculty members to furnish 
detailed Course Profiles, based on their interaction 
with Govt. Departments, for tentative proposals 
for the ensuing year 

By 05 September  Course Cell 

04 Furnishing of detailed Course Proposals to Course 
Cell for compilation in set format 

By 15 September All Faculty 
Members 

05 Scheduling of a faculty meeting at DG’s level for 
discussion on the tentative proposals by issuing a 
circular in writing 

By 30 September Course Cell 

06 Conducting of the Annual Training Co-ordinators’ 
Workshop 

3rd Saturday in 
October or other date 
in October as would 
be decided by DG 

Course Cell 
with help of all 
Faculty 
Members 

07 Furnishing of final proposals for courses for the 
ensuing year by incorporating changes, if any, 
based on discussion in the Training Co-ordinators’ 
Workshop in set format 

By end of October All Faculty 
Members 

08 Finalisation of ATC for the ensuing year by 
scheduling courses indicated by the faculty 
members 

By 15 November  Course Cell 

09 Finalisation of proposals for DoPT under the 
scheme of ‘Training for all – State Category’- 

((i) Circulation of copies of DoPT letter to all 
ulty members 
(ii) Faculty Members to furnish proposals in 
prescribed format to Course Cell  
(iii) Give proposals to Registry Desk for despatch  
to DoPT 
 

(i) Within 2 days of 
receipt in Course Cell 
(ii) Within 1 week of 
receipt from Course 
Cell 
(iii) Within 5 days 
thereafter 

(i) Course Cell 
(ii) All Faculty 
Members 
(iii)Course Cell 

10 Providing hard and soft copies of complete course 
profiles to Publications Cell for printing of the 
ATC 

By end of December Course Cell 

11 Providing printed copies of the ATC to Course 
Cell 

By 15 January Publications 
Cell 

12 Despatch of ATC to Govt. Departments and PSUs By 25 January Course Cell 
13 Posting of ATC on Website (Course Cell to give 

soft copy to YCIT by 28 January). 
By 30 January YCIT 
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Reference Documents: - 
 
Records: - (Files, Formats, registers, etc.) 
 

Files 
Reports of Faculty members 
Attendance sheet 
Website 

 
 
MIS Parameters (Qualitative, specific to YASHADA objectives, w.r.t. time) 
 
1. 
2. 
 
 
 
 
 
 
 
 
 
PURPOSE: - To accommodate changes necessitated in the ATC 
 
SCOPE: - To cover training activity for the entire year 
 
RESPONSIBILITY: - As shown alongside each activity in the table below – 
Activity No 2 – Managing Changes in the ATC 
 
Changes in the ATC after it is published are inevitable.  It could be to accommodate requests for 
new courses; re-schedule existing courses or even cancels scheduled courses.  Changes can be 
necessitated either at the level of the Course Cell or individual Course Directors, but this need 
cannot be predicted.   What is important in this activity is that no changes should be decided 
without prior knowledge of the Course Cell and DDG (P), as it will disrupt the training activity. 
Course cancellation should be at least one month in advance. The written approval of DG is 
mandatory. DG may grant such permissions only if there is proper justification by the CD and 
there are valid reasons for cancellation. The CD will have to ensure that he utilizes the slot for 
some other workshop/course by changing the title of the slot. 
 
The procedure will be as follows: - 
 
Sr 
No 

Work Activity Time Limit Person/s 
responsible 

1A Whenever the need for any change (as 
envisaged in the foregoing note) is realised by 
any Course Director, he/she will send the 
proposal through his/her HoD to the Course Cell 
(not to DG directly) giving reasons for the 
change proposed.   

Immediately (But 
at least 1 month in 
advance) 

Course Director 
concerned 

1B The request received will be processed and 
comments submitted to DDG (P). The file will 
then be sent to DG for approval of cancellation 

Within 5 days of 
receipt of the 
request in the 
Course Cell 

Course Cell 

1C Decision on the request for change will be 
communicated to the concerned Course Director, 
by marking the file to him/her. 

Within 3 days of 
the file being 
received back in 
the Course Cell 

Course Cell 

2A Whenever the need for any change is realised by 
the Course Cell, it will be put up to DDG (P) 
giving reasons for the change proposed, after 
prior discussion with the concerned Course 
Director. 

Immediately Course Cell 

2B Decision on the request for change will be Within 3 days of Course Cell 
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Sr 
No 

Work Activity Time Limit Person/s 
responsible 

 
 
 
 

communicated to the concerned Course Director, 
by marking the file to him/her. 
 

the file being 
received back in 
the Course Cell 

3A Whenever any change is realised due to 
requests from any external agency, such 
requests will be put up with remarks about 
feasibility of change to DDG (P) & Head, Course 
Cell and DG after consultation with Course 
Director whose course is likely to be affected. 

Within 5 days of 
receipt of the 
request in the 
Course Cell 

Course Cell 

3B Decision on the request for change will be 
communicated to (i) the concerned agency in 
writing, (ii) the Course Director whose course is 
affected (if at all), by marking the file to him/her. 

(i) Within 5 days 
and (ii) within 3 
days of file being 
received back in 
the Course Cell 

Course Cell 

4 All changes in the ATC schedule will be 
communicated by LAN or in writing to YCIT for 
updating the website 

Within 3 days of 
the file being 
received back in 
Course Cell 

Course Cell 

5 Changes in the website will be effected  Within 2 days of 
intimation being 
received in YCIT 

YCIT 

 
 
Reference Documents: - 
 
Records: - (Files, Formats, registers, etc.) 
 

Files 
Log of LAN 
Website 

 
Following records are maintained 
 
a) 
b) 
c) 
d) 
 
MIS Parameters (Qualitative, specific to YASHADA objectives, w.r.t. time) 
 
1. 
2. 
 
 
 
 
 
 
 



Section 4(1)(b)(v) 534

PURPOSE: - Capacity building of faculty members 
 
SCOPE: - Faculty members 
 
RESPONSIBILITY: - As shown alongside each activity in the table below – 
 
Activity No 3 – Deputing Faculty for training in other institutes 
 
As part of faculty development, it is necessary to depute faculty members for training in other 
institutes, either for training in their areas of work in YASHADA or for developing expertise in a 
new area.  The procedure for the same would be as follows – 
 
 
Sr 
No 

Work Activity Time Limit Person/s 
responsible 

1A Display of literature announcing the course on 
the notice board.  The literature will remain on 
notice board for up to 8 days, depending upon 
last date for sending nominations. 

Within 2 days of 
the literature being 
received in the 
Course Cell 

TMC 

1B Note regarding the above course will be 
submitted with name/s of faculty member/s who 
has/have communicated to the Course Cell in 
writing his/her/their interest in the concerned 
course, if at all, with comments to HoD, DG. 

Within 10 days of 
course literature 
being displayed on 
notice board 

TMC 

1C Decision on the note will be communicated to the 
concerned institute in writing and copy endorsed 
to the faculty member concerned. 

Within 3 days of 
the file being 
received back in 
the Course Cell 

TMC 

2 In case information regarding training in other 
institutes is received directly by any faculty 
member, it will be incumbent upon him/her to 
immediately pass it on to Course Cell for 
processing, where after the procedure mentioned 
in 1A - 1C above will be followed. 

Immediately Faculty 
Member 
concerned, and, 
thereafter, 
Course Cell 
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PURPOSE: - To consider requests from outside agencies for use of YASHADA facilities 
 
SCOPE: - All who will make such requests 
 
RESPONSIBILITY: - As shown alongside each activity in the table below – 
 
Activity No 4 – Processing requests for use of YASHADA facilities 
 
A number of requests are received from time to time for use of YASHADA facilities like hostel, 
classrooms, etc.  The procedure for dealing with such requests would be as follows – 
 
Sr 
No 

Work Activity Time Limit Person/s 
responsible 

1 Submit note to HoD, Course Cell (and DG, if 
necessary) on the request received alongwith 
comments on feasibility of accommodating the 
request. 

Within 3 days of 
the request being 
received in the 
Course Cell 

Course Cell 

2 DDG (P) to identify Activity Coordinator with 
concurrence of DG YASHADA to coordinate and 
implement requirements. 

Within 3 days of 
the request being 
received in the 
Course Cell 

DDG (P) 

3 Activity Coordinator to facilitate the program in 
role and responsibilities of Course Director 

As per the 
scheduled 
requirements 

Activity 
Coordinator 

4 Decision on the request to be communicated to 
the concerned organisation in writing and copy 
endorsed to the personnel/section concerned in 
YASHADA. 

Within 3 days of 
the file being 
received back in 
the Course Cell 

Course Cell 

 
Reference Documents: - 
Records: - (Files, Formats, registers, etc.) 
 

Files 
 
Following records are maintained 
 
a) 
b) 
c) 
d) 
 
MIS Parameters (Qualitative, specific to YASHADA objectives, w.r.t. time) 
 
 
 
 
PURPOSE: - To allot classrooms for conduct of training programmes 
 
 
SCOPE: - All courses / events conducted in YASHADA 
 
 
RESPONSIBILITY: - As shown alongside each activity in the table below – 
 
 
Activity No 5 – Allotment of Classrooms 
 
 
At any given time, there are multiple courses being conducted in the Academy, for which it is 
necessary to allot classrooms.  Since the capacity of each classroom is different, the criteria for 
allotment would primarily be the number of participants projected to attend the course, as 
indicated in advance by the respective Course Directors.  The procedure for allotting classrooms 
would be as under – 
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Sr 
No 

Work Activity Time Limit Person/s 
responsible 

1 See the projected number of participants for 
courses, as indicated in advance by the 
respective Course Directors, and allot 
classrooms according to capacity.  This allotment 
is to be displayed on the Notice Board and in the 
Course Cell on a monthly basis.  

In the last week of 
the preceding 
month. 

Course Cell 

2 If any Course Director desires any change in this 
allotment, he/she should approach the DDG (P) 
& Head, Course Cell in this regard and, if the 
request for change is accepted, it should be 
brought to the notice of the Course Cell. 

Within 2 days of 
the consent being 
given by the DDG 
(P) and Head, 
Course Cell, if it is 
given. 

Course Director 
concerned 

 
 
 
Reference Documents: - 
 
Records: - (Files, Formats, registers, etc.) 
 

Annual Training Calendar 
Approvals for additional courses 
Files 

 
 
Following records are maintained 
 
a) 
b) 
c) 
d) 
 
MIS Parameters (Qualitative, specific to YASHADA objectives, w.r.t. time) 
 
1. 
2. 
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PURPOSE: - To have a check that evaluation is carried out and reported to DG at the end of 

each course. 
 
SCOPE: - All courses / events conducted in YASHADA 
 
RESPONSIBILITY: - Faculty members as also those shown alongside each activity in the table 

below – 
 
Activity No 6 – Compilation of Evaluation Reports 
 
At the end of each course, an evaluation exercise is carried out on set parameters.  This 
evaluation report is submitted to DG by the concerned Course Director, after which it is sent to 
the Course Cell for compilation. The course director should ensure that proper analysis of the 
evaluation report is done. The CD should do the root cause analysis if the rating has come down 
below the prescribed norms. He should change the strategy taking into account the factors, which 
were rated below the benchmark. All negative feedback should be communicated by the CD to 
the concerned department for corrective action. The procedure for this would be as under – 
 
Sr 
No 

Work Activity Time Limit Person/s 
responsible 

1 Analysis of the evaluation report  Within 20 days of 
completion of the 
course 

CD 

2 Communication of the negative feedback to the 
concerned departments for corrective action 

Within 20 days of 
completion of the 
course 

CD 

3 At the end of each month, make a list of courses 
for which Evaluation Report is not received.  

By the end of the 
first week of the 
following month. 

Course Cell 

4 Put up this list to DDG (P) & Head, Course Cell 
and issue letters in writing to concerned Course 
Directors setting a time-limit of ten days.  

Within 3 days of 
approval being 
received from DDG 
(A) & Head, Course 
Cell 

Course Cell 

5 In case evaluation reports are still not received, a 
cursory written reminder will be attempted, after 
which matter will be reported to the DG. 

Within 3 days after 
expiry of time limit 
of 10 days 

Course Cell 

Reference Documents: - 
Records: - (Files, Formats, registers, etc.) 

Annual Training Calendar 
Additional courses 
Files 

 
 
 
 
Following records are maintained 
 
a) 
b) 
c) 
d) 
 
MIS Parameters (Qualitative, specific to YASHADA objectives, w.r.t. time) 
 
1. 
2. 
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Procedure for: - Quality Monitoring of Training Process 
 

Responsibility: TMC 
Pre course activities 
 
No Activity Time limit Responsibility 
1 Receive file from CD with course 

profile, TNA and DoT along with 
proposed course material in 
prescribed format {1} 

CD 

2 Comments on TNA, DoT and 
Course material by TMC -format 
{2} 

TMC  

3 Send file to DDG (P) for his 
remarks on TMC’s comments. If 
required the file may be referred to 
peer group for review 

 TMC 

4 Send file to CD or DG accordingly 

Before D-60 

TMC 
5 In case of resubmission file reaches 

TMC in Five days  
 CD  

6 Submission to DG    TMC 
 
b) Study evaluation formats 
 
No Activities Time and Responsibility 
1 Receive course files with consolidated 

evaluation and CD’s report 
On or after D+20 
Responsibility CD 

2 TMC reviews the CD Report Coordinator TMC 
3 Check if negative remarks are 

communicated to the corrective concerned 
authority for corrective actions 

 

4 Submit fortnightly report to DG Every first and third 
Monday 

5 Send files back to Course Cell with copy of 
remarks 

TMC 

 
Records 
      1.   Handbook for training course management. 

Forms of TNA & DoT in Training Procedure {1} 
TMC advice form {2} 

 
 
 
 

Contents of Research and Documentation Centre 
 
Sr. 
No 

ISO 
CLAUSE NO 

Particulars Document Number Page No

1 -- Contents Yashada/COP/RDC/00 65 
2 7.1 Units in R&DC Yashada/COP/RDC/01 66-71 
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Research & Documentation Centre (R&DC) 
 
The short-term objectives of R& D Centre are to support YASHADA faculty’s research 
on the key issues on development and to undertake professional sponsored research 
projects in the field of development. Through the above, the Centre aims at achieving the 
following objectives in the long run: 
 
To facilitate the necessary policy reform in the State through formulating research based 

policy recommendations. 

To create a systematic and verified documentation on developmental issues for effective 

planning, monitoring and evaluation of the Development process. 

To enhance the quality and effectiveness of training of Development Administration 

personnel in the State by feeding the research findings into the training process. 

To disseminate crucial developmental information to all sections of society through 

effective use of publications and audio – visual and electronic media. 

To enhance the research capabilities of the in-house faculty through internal training 

sessions in scientific research methods and research consultation. 

To identify projects for conducting sponsored research assignments and consulting 

opportunities, to negotiate the terms of reference for such projects, and to execute such 

projects with the help of internal and external experts and other requisite resources. 

 

      Research & Documentation Centre (RDC) works in different units.  

Key Result Area (KRA) Programme  

Project Monitoring Cell (PMC) 

YMRC (please refer SOP page no. 75-102) 

 

Key Result Area (KRA) Programme 
 
In this programme thirteen Social and Developmental issues have been identified for 
Action Research to document their present status and to recommend key 
interventions. This Programme is essentially a team endeavour. KRA Programme has 
a strong  orientation to teamwork and consultative-participatory activities. KRA 
Programme is guided by specific needs, challenges and priorities in each area. KRA 
is a cyclic process of research, action and evaluation and action. 

The KRA Programme was initiated with the following Objectives: 
To document the present status of key issues in the State, and to make a diagnostic 

analysis of the existing gaps and problems 
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Based on the above, to formulate intervention plans including critical policy 

prescriptions for bridging the gaps and correcting the problems 

To continuously monitor the progress of interventions and assess their impact 

To undertake capacity building of stakeholders and to facilitate an interface dialogue 

for effective convergence of their roles and activities 

To develop resource centres or knowledge repositories on key issues through a 

continuous cyclical process consisting the above. 

 Accordingly the cell initiates and guides the KRA teams to prepare ISRs, to plan 
interventions, to conduct action research projects and document the research findings. 
A broad strategic process is followed to ensure uniformity of activities across all 
thirteen areas identified. (A faculty member from R&D Centre is appointed to co-
ordinate the KRA functioning) The process consists of the following steps: 
 

Process:  
 

Formation of Peer Group 

 A peer group consisting of YASHADA faculty-members with relevant background 

and expertise is formed to anchor the particular KRA  

 Formation of Core Group  

 The core group consists of, besides peer group members, eminent thinkers, experts, 

researchers, NGO functionaries from the society at large, who are an established 

authority on particulars issues. 

Identification of Stakeholders  

   

 

 The stakeholders are individuals or institutions who are involved in, and who 

affect   or get affected by, the issues in question. For most issues, the spectrum of 

stakeholders is very broad, and includes from citizens’ representatives, voluntary 

groups / agencies, Governmental agencies, private sector enterprises, etc 

Review of literature  

Attempt is made to compile every available piece of literature such as 

Government statistics & reports, independent research literature, popular writings 

and books reflecting societal views on the issue at hand, international reports, and 

content analysis of newspaper clippings.  

Workshops of Stakeholders 
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The Literature review is followed by workshops of stakeholders, which helps in 

catching their first-hand impressions and perceptions about the present scenario of 

various issues. 

Formulation of Interim Status Report (ISR) 

On the basis of review of literature, consultation with stakeholders, field 

visits, etc., an interim status report is prepared providing a diagnostic 

analysis of the gaps and problems in particular areas. ISR also contains 

concrete policy prescriptions for the Government, and an intervention plan 

in terms of training, capacity building, action research, etc., to pursue the 

issue. 

7. Implementation of Intervention Plan and Follow Up of Policy 
Prescriptions 
This is the most crucial phase of KRA, where implementation of proposed 

interventions is attempted at through collaborative effort of YASHADA faculty 

and various stakeholders including public functionaries. 

8. Preparation of Action Taken Report (ATR) 

Action taken report is not merely a report on the interventions made, but is also an 

analysis of problems in their monitoring, their impact observed in the field, 

continuing gaps and problems, need for further review and analysis, etc. 

Forms and Format 

1.ISR Format 

 

Reference Documents 

KRA Booklet 

ISR 

Action Taken Report 

Policy Recommendations 
 

 Project Monitoring Cell – (PMC) 
 YASHADA’s sponsored projects are prestigious, professional assignments 

commissioned by the State Government, Central Government as well as the National & 

International Donor Agencies. These assignments are of varied nature and involve Action 

Research, Process Documentation, Monitoring & Evaluation, Policy Advocacy, Capacity 

Building, etc. Sponsored Projects play an important role in establishing the institute’s 

credibility and visibility as a professional solution provider in the field of development 

administration. They are also a major source of resource mobilization for YASHADA. 

The Project Monitoring Cell serves as the Central Co-ordination Unit for all the 
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sponsored projects. The projects are handled by different Centres/ Streams in YASHADA 

depending on their domain expertise. 

    
Objectives 
 

To inventorise the need and opportunity for undertaking sponsored projects. 

 

To identify specific sources of commissioning and funding of sponsored projects.  

To develop systematic proposals for sponsored projects and do the necessary follow 

up for getting the approval and funding from the concerned agencies. 

 

To formulate designs and plans of implementation of the approved projects and to 

delegate such projects to suitable Centres / faculty members of YASHADA. 

 

To provide active consultation and support to the concerned Centres / faculty 

members throughout implementation of the project, and to monitor quality of 

implementation and output. 

 

Identify synergies between the sponsored projects and the training programmes / 

faculty research projects, so as to pool together the relevant information, 

knowledge and insights. 

 

To evolve a strategy for widely disseminating the findings of sponsored projects.  

 

      Process:  
 
      1.  To identify opportunities for developing sponsored projects. 

To formulate proposals /other documents as required for procuring funding from 

suitable donor agencies. 

To carry out the follow up with donor agencies for approval of projects and release of 

funds. 

Upon approval, to prepare a plan of execution of projects and to procure the human 

resources and infrastructure as approved by the donor agency. 

To execute the project and to formulate progress reports/interim reports as required 

by the donor agency. 
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To complete the execution of project, formulate the completion report, ensure the 

release of full amount of project funds, facilitate preparation of financial accounts, 

and properly close the project. 

 

Records 

      1.  As provided by donor agencies from time to time for preparation of project   

proposals, reports, etc.       

         Reference Documents 

Project Files 

Project Proposals / ToRs  

Project Reports 

Plans of Project Implementation 

 
 



Section 4(1)(b)(v) 544

Contents of Client Related Matters (CRM) 
 

Sr. 
No 

ISO 
CLAUSE NO 

Particulars Document Number Page 
No 

1 8.2.1 Contents Yashada/COP/CRM/00 72 
2 8.2.1 Objectives  Yashada/COP/CRM/01 73 
3 8.2.1 Grievance Redressal Yashada/COP/CRM/02 74 
4 8.2.1 Flow Chart for Grievance 

Redressal 
Yashada/COP/CRM/02 75 

5 8.2.1 Scrutiny of complaint Yashada/COP/CRM/03 76 
6 8.2.1 Dissemination of 

Information 
Yashada/COPCRM/04 77 

7 8.2.1 Feedback mechanism Yashada/COP/CRM/05 78 
 
 
 

 
1. –OBJECTIVES: - 

To ensure that the grievances of the clients including the sponsoring authority within 
stipulated time frame  

To ensure the Service delivery as per the 
prescribed time standards    

To ensure effective communication to \clients through various mechanisms like 
Automatic mechanism by using mediums like 

     -Web-site 
                 -Posters 
                 -Info-boards 
                 -Checklists 
 (b) On demand 
                 -Telephones 
                 -Letters 
      -Emails 
 (c) Special  
                 (For changes & announcements) 
                  

Taking feedback from clients. 
Disposing off the applications under the Right to Information Act as per the 

procedure laid down in the Act. 
 
2. - MEASURABLE OBJECTIVES: - 

Grievance redressal in time 
Communication  
Number of negative feedbacks received/client complaints 

 
3. - MEASURE (Target): - 

Acknowledgement  
      - 1 day 

Final reply 
      - 1 month 
 
4. - RECORD WITH FREQUENCY: - 

Register 
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Inspection / audit report 
Evaluation forms 

 
 
5. – TIME FRAME: - 

As mentioned in 3. 
 
 
 
 
 
 1. Name of the Activity: Grievance Redressal 
 

2. Objectives:     To resolve the grievances raised by the Clients/ employees. 
 
3. Priority:  Top 

 
 4. Decision Making Authority: DG/DDG 
 
  
 6. List of Documents to be annexed for decision-making: 
  1) Complaint 
 
 7. Output of Activity and no. of copies.-   Report 
  
 8. Reports generated: - Monthly 
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Name of the Activity – Grievance Redressal 

 
 
 
 
 
 
 
 

 
 
 
 
                                         Oral  Written 
 

 
    Phone personally 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Officers Designated under Right to Information: 

Information Officer – Shri Yogesh Bhosale (Assistant Registrar) 
Appellate Authority – DG  

 
 
 

Internal 

Record in 
format 

Inward Register

Acknowledgement 

Classification 

External 

Dealt by HR 
Dealt by Concerned desk 

Client OIC/ DDG 
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Scrutiny of complaint 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Scrutiny 

Anonymous Complaint Serious matter 

Hearing if 
i d

Enquiry 

Specific Non - Specific

Findings confirm 
Lacunae 

Findings do not
reveal Lacunae  

Preventive & 
Corrective 

action 

File & close

Reply 

Right to 
Information 

Acknowledgement 
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Dissemination of Information 
 

 
 

 
            
         
     

         
  
  
  
         

            
     
     
     
     
     

          
          
          
       
       
       
       
       
       
       
       
       
       
       
            
            
            
             
 
 
 
 
 
 

Information 

Auto On demand 

Website Letters Telephone

As & when 
situation 
demands 

Changes in 
Departments 

Change of officers
Notification & 

amendments 
New concept 

 

Updation as & 
when 

required due 
to 

Intranet
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                Feed back Mechanism 

 
 

 
          
     

          

   
   

         
         
          
          
      
      
      
 
 
 
 
          
          
          

    
    

   
   

      
       
       

           
       
       
  
 
 
 
 

 
 
 

Routine Special 

Feedback form Visitor’s letters 
entry in visitors 

Positive feedback Negative 
feedback

Acknowledgeme
nt

Letter of 
appreciation to the 
concerned office / 

employee 
Management 

Review 

Root cause 
Analysis

Preventive & 
Corrective 
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YASHADA 
 

 
 
 
 
 
 
 
 

Support Oriented Process 
 

(SOP) Manual 
 

 

 
 
 
 
 
 

For  

ISO 9001:2000 
 

 

 
 
 
 
 

Yashwantrao Chavan Academy Of Development Administration 

Raj Bhavan Complex, Baner Road Pune 411 007 
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Index 
 
 
 

Sr. 
No 

ISO 
CLAUSE 
NO 

Particulars Document Number Page No 

1 6.3 Contents YASHADA/SOP/CONTENTS/No-1 2 
2 6.3 Amendment Sheet YASHADA/SOP/ AMEND/No-2 3 
3 6.3 Flow chart YASHADA/SOP/FC /No-3 4 
4 6.3 Objectives  YASHADA/SOP/OBJECT/No-4 5 
5 6.3 CIT YASHADA/SOP/ Cit/01-019 6 – 31 
6 6.3 CDM Control Room YASHADA/SOP/CDM /Control Room/ 32 
7 6.3 Library YASHADA/SOP/ Lib / 33 – 65 
8 6.3 Hostel YASHADA/SOP/Hostel/ 66 – 74 
9 6.3 YMRC YASHADA/SOP/YMRC/ 75– 102 
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Amendments 

 

No Date Particulars Page No Document No 
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Main Flowchart 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 

OBJECTIVES 
Good quality support services to the client, i.e., trainee-participants and 
users of facilities 

 
MEASUREABLE OBJECTIVES 

AS PER CMIS 
 

MEASURE (Target) 
Set annually  
 

RECORD WITH FREQUENCY 
 

Review meetings 

YMRC 

MESS 
(includ
ing 
MDC

Hostel 
(includ
ing 
MDC

Client 

Computer 
Lab 

Hostel and 
Mess 

Allotment of 
rooms/ 
housekeeping 
/ maintenance 

Food 
Quality/ 
cleanlines
s/ 
Service 

Hands on 
computers/inter
net facility & 
web designing 

Classroom 
equipments/
& 
maintenance
/ films/audio 
video 
presentation
s

Availabilit
y of books 
and access 
to 
documents

Library 

Grievance Redressal Mechanism 
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CMIS 
            Evaluation reports 

 
 
 
 

 
Contents of CIT’s Support Oriented Process 

 
 
Sr. 
No 

ISO 
CLAUSE 
NO 

Particulars Document Number Page No

1 6.3 Training  YASHADA/SOP/CIT/01 7 
2 6.3 Support and Maintenance YASHADA/SOP/CIT/02 8 – 9  
3 6.3 IT Solutions YASHADA/SOP/CIT/03 10 – 11 
4 6.3 E – Gain 

Project 
YASHADA/SOP/CIT/04 12 – 13 

5 6.3 Website and 
Intranet 

YASHADA/SOP/CIT/05 14 

6 6.3 IT Expert YASHADA/SOP/CIT/06 15 
7 6.3 Research YASHADA/SOP/CIT/07 16 
8 6.3 Administrative support YASHADA/SOP/CIT/08 17 – 20 
  Forms and 

Formats 
 21 – 31 

9 6.3 Form No 1 YASHADA/SOP/CIT/09 21 
10 6.3 Form No 2 YASHADA/SOP/CIT/10 22 
11 6.3 Form No 3 YASHADA/SOP/CIT/11 23 
12 6.3 Form No 4 YASHADA/SOP/CIT/12 24 
13 6.3 Form No 5 YASHADA/SOP/CIT/13 25 
14 6.3 Form No 6 YASHADA/SOP/CIT/14 26 
15 6.3 Form No 7 YASHADA/SOP/CIT/15 27 
16 6.3 Form No 8 YASHADA/SOP/CIT/16 28 
17 6.3 Form No 9 YASHADA/SOP/CIT/17 29 
18 6.3 Form No 10 YASHADA/SOP/CIT/18 30 
19 6.3 Form No 11 YASHADA/SOP/CIT/19 31 
20 6.3 CDM Control Room YASHADA/SOP/CDM 

/Control Room/ 
32 

 
 

 
 



 

Section 4(1)(b)(v) 

 
 
 
Purpose: - Training  
 
Scope: - To conduct training   
 
Responsibility: - OIC CIT, Research Officers, and Course Associates 
  
Activities: - 
 
As per YASHADA ISO Training manual 
 
Reference Documents: -  
CMIS 
 
Records: -  

Course File 
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Purpose: - Support and Maintenance  
 
Scope: - To support and maintain hardware & software 
 
Responsibility: - Network Assistant 
 
Activities: - 
Maintenance  

Staff Machines (Once in a Month) 
Check if all Systems are working properly or not i.e. CD-ROM, Floppy Disk 

Drive, L.A.N., Anti Virus Update etc. 
If problems are found, solve it, analyze it, or if time consuming forward it to 

Resident Engineer 
Classrooms Machines (Weekly) 

Check all Systems whether they are working properly or not i.e. CD-ROM, 
Floppy Disk Drive, L.A.N., Anti Virus Update, multimedia etc. 

If problems are found, solve it, analyze it, if time consuming forward it to 
Resident Engineer 

Lab Machines (Weekly) 
Check all System are working properly or not i.e. CD-ROM, Floppy Disk 

Drive, L.A.N., Anti Virus Update, multimedia etc. 
Removing unnecessary files, Load course related software, Operating System. 

Etc. 
Any problem identified solve it analyze it, if time consuming forward it to 

Resident Engineer 
Servers (Weekly / Alternate Day)  

Event Log Checking,  
Anti Virus Updating, 
Clearing Event Logs and Temp files,   
User Management, 
Backup (Weekly), 
Performance Monitor, 

Network Management (Weekly/ Alternate day) 
Speed and Bandwidth monitoring, 
LAN Switches (Checking and Resetting)   
Collision Monitoring at Switch Level, 
Network Expansion, 

Preventive Maintenance of all Hardware 
Servicing of all Computer Hardware in YASHDA under AMC by AMC 

provider quarterly 
 
 
 
Support Activities (Corrective Maintenance) 
 

Security Support 
 File Sharing and Anti Virus Support 
 
 
Hardware / Software complain from user 

Call received from user for hardware / software complain 
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Register it in Complaints Register  
Allot complaint number to User 
Send engineer to attend call 
Compliance signature of user on complain register 

 
Priority-action to be completed by       
 

 Servers – Immediate, High Priority 
 Class Rooms – Immediate 
 Staff – 24 Hours 
 Labs – 24 Hours. 
 
Hardware problem, those that cannot be solved at YASHADA 
 

Reporting by Engineer that hardware cannot be repaired at YASHADA 
Prepare Gate Pass 
Send to Agency 
Follow up for repair item send 
Receive repaired item 
Check if repair is successful 
Get it installed 

 
Reference Documents: -  
 

CRM Procedure in the COP Manual 
 
Records: -  

Complaint register. 
Preventive maintenance register. 

 
 
M.I.S. Parameters: - 
 

Internet uptime percentage 
PC downtime 
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Purpose: - IT Solutions 
 
Scope: - Provide IT Solutions to YASHADA and outside agencies 
 
Responsibility: - OIC CIT, Research Officer 
 
Activities: - 
 

Initiation from User or CIT about the project through internal note or request letter 
Discussion with concerned person (Feasibility study) 

Operational 
Technical 
Economical 
 

Preparation of feasibility report – within 15 days from initiation  
 

      Prepare Terms of Reference (TOR) – responsibility and terms – 
one week after finalization of feasibility report 

            Project Documentation 
System Analysis 
System Design 
Test plan  
 
Estimation (time and cost) – Project plan / schedule 

 
Project monitoring and evaluation 
 

Coding and Development 
Preparation of test plan 
Testing 
Preparation of user manual 
Implementation 
 

Project hand over 
 

Ownership of database 
Installation of software module 

 
Project Maintenance 
 

Project modifications 
Database modifications 
Database Backup and restore 

 
 
Reference Documents: -  
 
1. Input formats as per existing system 
 
Records: -  
 

Feasibility Report 
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Request Letter / internal note 
TOR 
Test plan 
SRS 
User Manual 
Input Formats 

 
M.I.S. Parameters: - 
 

Number of software applications developed 
Number of consultancy in a year 
Number of IT projects in a year 

 
 
 
 
            Scope of Work, responsibilities and activity Spectrum of CIT Projects on IT        

& E-Governance  
To design and deliver IT sessions as part of all the courses planned at YASHADA, so as 

to ensure that the training course of a state government officer also focuses on the 
functional effectiveness through use of Information and Communication 
Technology (ICT). 

To design and deliver ICT courses which focus on capacity building within various 
organizations of the state government so as to improve Management ability, 
Technical ability and Operational ability across the state government in effective 
use of e-governance. 

To provide consultancy to various state government organizations with respect to Project 
Conceptualization, Business Process Re-engineering, Project Management, 
Handholding during the project etc. 

To monitor and evaluate e-governance initiatives across the state on behalf of the 
Directorate of IT. 

To provide technical and managerial support in related activities to the Directorate of IT. 
Provide Management related inputs and co-ordinate the activities to ensure success. 
Design and conduct of workshops, courses, special sessions (Preparation of Syllabus, 

Assignments / Exercises, Course Material etc.). 
Preparation / design of formats for Data collection, evaluation and other documentation 

work.  
Visit and Study of various departments, Data collection from departments and other state 

government organizations  
Report on Analysis of data collected and studies conducted. 
Preparation of suggestive e-governance project concept and preparation of RFP, RFQ, 

SRS etc. in consultation with the user organization and YASHADA team. 
One time Preparation of state and National level ‘Best Practices Compendium’ and 

continuous updation and evaluation / assessment of the new initiatives. Bi-
Monthly newsletter on e-gain activities and e-governance activities across the 
state. 

Strategic tie-ups with relevant and important national institutions involved in the e-
governance management domain and liaison with them to ensure productive 
relationship 

 
 

Activity Spectrum–  
 
Project Management Related –   
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1. Business Process Re-engineering (BPR) 
2. System Requirement Specifications (SRS) 
3. Infrastructure Requirement and design (IRD) 
4. Proof of Concept or Pilot development (POC) 
5. Turnkey - Conception to Transformation 

  
      
 
Capacity Building Related –  
   
Training to Administrators, Officers, operational staff or Technical Staff (TRG) 

Administrators will be trained on Information Management to help 
strategizing and operationalising the ICT initiatives.  

Officers would be trained on Operational Management and usage of ICT.  
Operational staff would be trained on benefits and usage of ICT systems, in 

addition to their evaluation on basic computer literacy.  
 Technical staff would be trained to take the responsibility of System 

Administration (Hardware, Network, Operating Systems, Databases) 
2. Documentation work for training manual, user manual, system manual 
etc. (DOM) 

 
Strategy Related -  
 

1. Study on status of computerization, internal knowledge base etc. 
2. Survey, Discussions or negotiations for MOU with a national body, or 

networking with such institutions which would help YASHADA & project 
team build better process capabilities and better results. 

3. E-Governance related data repository, research etc. 
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Purpose: - Website and Intranet  
 
Scope: - To manage and maintain web sites and intranet 
 
Responsibility: - Research Officer  
 
Activities: - 
 

http://yashadacgg.mah.nic.in site maintenance 
Member related work -  
Check new members applied for membership (daily) 
If the member is government employee, phone to his office to confirm (same day) 
If the person exists, confirm him (same day) 
 
Best practice work - 
Checking mail and respond to sender immediately (daily) 
If someone has send a best practice, submit it to DG for approval (same day) 
If sanctioned, upload it (one day) 
If not sanctioned, send a regret mail to sender (same day) 
 

To keep www.yashada.org site updated 
Note received about changes 
Make changes and upload within 24 hours 

 
      C) Website backup (once in a month) 

-Take backup of website folder 
 
      D) YASHADA Intranet 

Note received about changes 
Make changes and upload within 24 hours 

 
 
Reference Documents: -  
 
Records: -  
1. Administrative notes regarding changes 
 
M.I.S. Parameters: - 

Intranet updating 
Internet updating 
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Purpose: - Function as an IT Expert on panel 
 
Scope: - To Function as an IT Expert on panel 
 
Responsibility: - OIC CIT 
 
Activities: - 
 

Request from concerned department  
Note for approval from DG 
Periodical interactions / contributions 
Role analysis report - Benefits to organization and YASHADA 

 
 
Reference Documents: -  
 
 
Records: -  
 

Request letter from concerned department 
Note to DG 
Role analysis report 

 
 
M.I.S. Parameters: - 
 
 15 % of time spent or the average number of hours per day spent in performing 
these duties 
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Purpose: - Research  
 
Scope: - To conduct Research 
 
Responsibility: - OIC CIT, Research Officer 
 
Activities: - 
 
As per R & D Process 
 
 
Reference Documents: -  
 
 
Records: -  
 
1. Research Report 
 
M.I.S. Parameters: - 
 

Individual research 
KRA research 
Sponsored projects 
Project related training 
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Purpose: - Administrative Management  
 
Scope: - To manage administrative work   
 
Responsibility: - OIC CIT 
 
A1: Consolidated purchase indents to purchase committee 

Hardware / Software requirement received from staff for purchases 
Scrutinize the indent 
If proper, send to purchase committee 

 
A2: Conducting written tests     

Note received from Administration to conduct test 
Identify qualification required for the post 
Design test 
Conduct Test 
Prepare result sheet 
Submit to Administration 

 
A3: Download rate contract from GOM site   

Visit Maharashtra Government Site  
Download Rate Contracts 

 
A4: Download GRs from GOM site   
 

Visit Maharashtra Government Site  
Download GRs  

 
A5: YASHADA Mails 

Check mail 
- Configure Outlook Express on one of the PC 
- Check VSNL mail & POP mail (daily) 

 
Pop mail account maintenance (for every employee / centre of YASHADA) 
- Information received from administration about joining or relieve of an employee 
- Create / Delete a popmail account (same day) 
- Training to user to use popmail account (one day) 

 
A6: Institutional membership  

Note to DG for membership 
If approved send a note to accounts for preparing 

DD 
Send a letter to institute with DD 
Receipt from institute 

 
  
 
 
 A7: Training to newly joined staff     

Note received from Administration to train newly joined staff 
Meeting with joined person 
Identify his / her computer skill 
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Design a training module as per need 
Conduct training for CMIS/HMIS 

 
A8: Prepare budget  

Identify new hardware / software required for coming year 
Identify cost 
Prepare budget  
Submit to accounts 

 
A9: Purchase of new hardware 

Requirement from user for purchase of hardware 
Open a file 
Scrutinize whether hardware is really needed or not 
If yes, find out what will be estimated cost 
Call quotations / tenders 
Make purchases through the purchase committee 
Take entry in dead stock register 
Install hardware 
Process bill 

 
A10: Purchase of new software 

Requirement from user for purchase of software 
Open a file 
Scrutinize whether software is really needed or not 
If yes, find out what will be estimated cost 
Call quotations / tenders 
Make purchases through the purchase committee 
Take entry in dead stock register 
Install software  
Take entry in software library register 
Make 2 sets of CD 
Process bill 

 
A11: Up gradation of software 

Check Software upgrades 
Note put up to HoD for up gradation of software 
Upgrade software 

 
A12: Renewal of domain name 

- Get information from web to know charges for renewing 
- Put up a note to HoD for sanction 

 
 
Send a note to Accounts to prepare DD on the name of agency that will renew domain 
name for us 
- Send a letter and DD to concerned agency to renew domain name 
- Get confirmation 

To host Yashada web site 
- Contact vendor and arrange meeting 
- If satisfied with vendor, put up a note to DDG(A) for approval 
- If sanctioned, send a letter of acceptance to vendor 
- Host site 
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Bill is received from vendor 
Put up payment order to registrar for signature 
Send payment order to accounts 

 
Print web statistics 

- Open web statistics site 
- Print web analysis 
- Submit to HoD 
- Analyze failure links 
- Remove cause of failure 

 
A13: Help in conducting lab sessions  

Letter received from Course Director for conducting lab session 
Check whether lab is available or not 
Identify software / hardware required for lab session 
Arrange required software / hardware 
Help to participants during lab session 

 
A14: Comprehensive Annual Maintenance Contract 

- Procedure to call tender 
Put up a note to Director General to call tenders 
Prepare tender document 
Get approval to tender document 
Call tenders - advertisement in newspaper 
Open tender - Technical bid 
Scrutinize technical bid 
Open Price bid 
Prepare comparative statement 
Put up a note to DG through DDG (Admn) for approval 
Send letter to vendor about approval 
Agreement between vendor and YASHADA 
 
 
- Bill received from vendor (quarterly) 

Get sanction from DDG (Admn) 
Prepare payment order 
Send to Accounts for payment 

 
A15: Hardware repairs 

Report from engineer to get hardware repaired 
Ask estimated expenses for repairs 
Scrutinize whether repairs are worth  
If no, put up a note to DDG to write off that hardware 
If expenses are less than Rs/-1000, get sanction from DDG 
If expenses are more than Rs/-1000 but less than Rs/-50000, call quotations 
Get repairs done 
Check whether the problem is resolved 
Process bill  

 
A16: Temporary Hardware / software requirement 

Note from user for temporary hardware / software requirement 
Check whether it's available 
If yes, take entry in register for temporary issue of hardware / software 
Cancel the entry when hardware / software is returned back 
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Reference Documents: -  

Rate Contract 
Internal circulars and notes 
Office Procedure Manual 
Purchase Procedure Policy circular 

 
Records: -  

Note received from Administration to conduct test 
Test Paper 
Result sheet 
Rate Contracts 
GRs 
Note to DG for membership 
Note to accounts for preparing DD 
Letter to institute with DD 
Receipt from institute 

 
M.I.S. Parameters: - 

Purchases in time 
PC downtime 
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Form No 1- 
Purpose – To administrator server and network (Weekly) 
Date -  
 
Sr 
No 

Performance 
Monitoring 

Backup Defragmentati
on 

User 
Management

Collision and 
network 
monitoring at 
swatch level 

Anti virus 

       
       
       
       
       
       
       
       
       
 
 
 
Signature -   
Name -  
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Form No 2- 
Purpose – To maintain computer lab (Weekly) 
Date -  
 
 
Sr 
No 

Update / 
Check 
vaxine 

Cleaning 
and 
reloading of 
O/S 

De fragment 
hard disks 

Load related 
software 

Alter LAB 
PC setup 

      
      
      
      
      
      
      
      
      
 
 
 
Signature -   
Name -  
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Form No 3- 
Purpose – To manage mail accounts (Daily)     Month and 
Year - 
Date cit@yashada.org yashada@vsnl.com Lotus 

Notes 
mail 

cgg@yashada.org CGG Site 
membership 

      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      
      

Signature -    
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Form No 4- 
Purpose – Web Statistics and Website Backup (Monthly) 
Year –  
 
Month Web Statistics  Website Backup Payroll Backup 
January    
February    
March    
April    
May    
June    
July    
August    
September    
October    
November    
December    
 
 
Signature -    
Name 
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Form No 5- 
 

 
COMPLAINT REGISTER 

 
Comp
laint 
Numb
er 

Date 
of 
Report 

Dept / 
Name of 
Individual 

Mac
hine 
No. 

Nature of 
Problem 

Signatur
e of 
Enginee
r 

Spares 
replac
ed 

Date 
of 
Repai
rs 

Rema
rks if 
any 

Sign
ature 
of 
user 
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Form No 6 -  
YESHWANTRAO CHAVAN ACADEMY OF DEVELOPMENT ADMINISTRATION 

(Government of Maharashtra Training Academy) 
Raj Bhavan Complex, Baner Road, Pune 411 007 

                Ph (020) 25657262, 25650784, 25650064           Fax (020) 25659135 
 

GATE PASS 
Sr No.  

 
 
To, 
Security In charge, 
YASHADA 
 
Please allow Shri / Smt _______________________ of ___________________________ 
company / institute to take the following material outside YASHADA campus. 
 
Sr. 
No. 

Particulars Serial No. Quantity Purpose / 
Remarks 

     
     
     
 
 
 
Issued by  
Name ________________________ 
Designation ____________________     
Receiver's Signature 
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Form No. 7 
 
Purpose – Publish Advertisement on Web  
 
Name ______________________________ 
 
Designation _________________________ 
 
Details about Advertisement- 
 
 Heading ________________________________________________________ 
 
 Date to Upload __________________ 
 
 Date to remove __________________ 
 
 Soft copy provided in which format (tick appropriately)  
 

1. PDF  2. Word  3.HTML 
 
 
 
 
 
 
       Signature 
       Date  
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Form No. 8 
 
Purpose – Publish Magazines on Web  
 
Name ______________________________ 
 
Designation _________________________ 
 
Name of Magazine ________________________ 
 
Date to Upload __________________ 
 
Date to remove __________________ 
 
Soft copy provided in which format (tick appropriately)  
 

1. PDF  2. Word  3.HTML 
 
 
 
 
 
 
       Signature 
       Date  
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Form No. 9 
 
Purpose – Information about newly joined staff / relieved staff 
 
Name ______________________________ 
 
Designation _________________________ 
 
Date of Joining / Relieving ________________________ 
 
Department in YASHADA __________________ 
 
User name and password to create while logon: 
 Username ______________ 
 Password _______________ 
 
 
 
 
 
 
       Signature 
       Date  
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Form No 10 
 

CIT facilities requisition form 
 

1. Name of Officer / Staff - ______________________________________________ 
 
2. Designation - _______________________________________ 
 
3. Department - _____________________________ 
 
4. Requirement - 
 
Sr No Hardware Software 
 
 

  

 
 

  

 
 

  

 
 

  

 
 

  

 
 
 
 
Signature 
 
 
 
 
Signature of OIC 
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Form No. - 11 
 
Purpose – To develop and maintain software 
 
Department/ Center: - 
 
 
Requirement: - 
 
 
 
 
 
 
 
  
 
 
Any Specific Suggestion: - 
 
 
 
 
 
 
 
 

Signature    
Name: -  
Designation: -   
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MEERP – VSAT Project 
(Maharashtra Earthquake Emergency Rehabilitation Project) 

 
The State of Maharashtra has a total of 35 districts and all are connected to the Main – 

Control Room at Mantralaya – Mumbai as well as Stand – by Hub at YASHADA 
– Pune. 

 
After Latur Earthquake on 30th September 1993 the Government of Maharashtra has 

setup its own network other than the basic telephony network for fast and faithful 
communication. Hence this project was designed to make-up the demand for the 
faster communication in case of disaster – natural as well as man – made. The 
MEERP Project has been started from 1999. 

 
The project is designed in such a fashion that it is having total four facilities:- 

VSAT Telephony Service 
VSAT Fax Service 
Mahanet Email as well as data transfer Service 
Video Conferencing 

 
The project has redundant HUB system –  

Main HUB is at Mantralaya & Stand By Hub at YASHADA, Pune. It is having 
total 41 remote sites located at Collectorate & Division Commissionerate. One 
site is at MRSAC, Nagpur. 

 
Video Conferencing: - Line Speed of 384 KBPS is used with the help of Radyne 

Satellite Modem. Phone & fax communication is done through Channel Units. 
Mahanet Email & data transfer is through Data Channel Units. 

 
VSAT: - It is an advanced technology using satellite communication through very small 

aperture antenna in the range of 3.8 meter to 4.5 meter.  
 
 

 
CONTENTS OF LIBRARY 

 
Sr. No Particulars Number Page No
1 Contents YASHADA/SOP/LIB/No-1 33 
 Amendment Sheet YASHADA/SOP/LIB/No-2 34 
 Flow chart YASHADA/SOP/LIB/No-3 35 
 Objectives  YASHADA/SOP/LIB/No-4 36 
 Introduction YASHADA/SOP/LIB/No-5 37 
3 Selection of documents YASHADA/SOP/LIB/No-6 38– 39 
4 Technical processing of documents YASHADA/SOP/LIB/No-7 40 – 41 
5 Acquisition of journals YASHADA/SOP/LIB/No-8 42 – 43 
6 Procurement of Newspapers YASHADA/SOP/LIB/No-9 44 
7 Issue and Receipt of Documents YASHADA/SOP/LIB/No-10 45 – 46 
8 Process for Repository Library YASHADA/SOP/LIB/No-11 47 
 Forms and Formats   
9  Book Suggestion Slip YASHADA/SOP/LIB/Form No 1 48 
10  Sanction Note YASHADA/SOP/LIB/Form No 2 49 
11  Catalogues of Latest Publication YASHADA/SOP/LIB/Form No 3 50 
12  Enquiry of Publication YASHADA/SOP/LIB/Form No 4 51 
13  Order of Books (From Local Vendor) YASHADA/SOP/LIB/Form No 5 52 
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Sr. No Particulars Number Page No
14  Order of Books   YASHADA/SOP/LIB/Form No 6 53 
15  Payment Letter YASHADA/SOP/LIB/Form No 7 54 
16  Newspapers Certificate YASHADA/SOP/LIB/Form No 8 55 
17  No Dues Certificate YASHADA/SOP/LIB/Form No 9 56 
18  Shelving schedule YASHADA/SOP/LIB/Form No 10 57 
19  Newspapers Attendance Sheet YASHADA/SOP/LIB/Form No 11 58 
20  MIS for Library YASHADA/SOP/LIB/Form No 12 59 
21 Guest Membership to Library YASHADA/SOP/LIB/Form No 13 60 
22  Membership Cancellation Form YASHADA/SOP/LIB/Form No.14 61 
23 Book Reservation Slip YASHADA/SOP/LIB/Form No.15 62 
 Reference Documents   
24 Rules of Lending Documents YASHADA/SOP/LIB/Ref No 2. 63 – 64 
25  Rules of Guest Membership for 

YASHADA Library 
YASHADA/SOP/LIB/Ref No 3. 65 
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Amendments 
 

Sr. No. Date Particulars Document 
No 

Page No 
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Flowchart of Library Activities 
 

 
 

 Book Selection 
 Journal Acquisition 
  Procurement of Newspapers 
 Repository Library 
 
 
 

 
Technical Processing of Documents 

 
 
 
 
 
 
                                                       Document Lending 

Reference Service 
Bibliographic Reference 

Newspaper Clipping  
Online Public Access Catalogue 

Documentation of Journal Articles 
 
 
 
 

Issue and Receipt of Documents 
 
 
Discussion on  
Feedback in  
Book Selection  
Committee  
Meeting 
 
 
 
 

Library Users 
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OBJECTIVES  
 
No Activity Target  Remarks 
1 Book Selection 1000 documents to be 

added  
 

2 Technical Processing of documents Circulate new addition list 
each month 

 

3 Acquisition of Journals 25 articles documented per 
month 

 

4 Procurement of Newspapers Weekly newspaper 
clipping list  

 

5 Issue and receipt of documents Update record of the user  
6 Repository Library Add 50 documents every 

month 
 

 
 
MIS Parameters 
 

Sr. No Item Target For the 
year 

Achievements Remarks 

1 2 3 4  5 
    Total  
1 Books   
 Purchased   
 Gratis 

1000 

 

 

 
 Repository 600    
2 Members     
 Guest 

Membership 
20   

 Participant 
Members 

1000  

 

 

3 Issuance     
 Check In  500   
 Check Out 500  

 
 

 
 

The YASHADA library seeks to select, acquire, preserve and disseminate the 
documents and information useful for trainers, trainees, faculty members, researchers and 
staff. Internet facilities are also made available in the library. For the convenience of the 
library users, library is kept open late in the evening.  
 
Recently, the Government of Maharashtra designated the YASHADA library as a State 
Repository Library for their publications. 
   
This manual presents the Quality Management Procedures for the Academy’s library. 
The basic library functions are divided into five sections like Selection of documents, 
Technical processing of documents, Journal acquisition and process, Newspaper 
acquisition, Issue and Receipt of documents. All procedures are presented with respect 
to specific activities and responsibilities so as to have clarity of purpose. 
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Purpose: -To define time frame for the selection of books by the faculty  / staff 
 
Scope: - Select books and other documents to add in the library collection from local and 
other vendors 
 
Responsibility: - Librarian & Asst. Librarian 
 
Activities:   -  A.  The time frame for entire activity would be 8 weeks. 
 
Sr. No Activities Time frame Responsibility 
1 Visit to different bookshops in Pune city, 

(if possible with faculty.) 
1st, 2nd, 4th & 

5th Week 
Librarian 

2 Receive books on approval 
Check against the existing catalogue 

for duplication 
Return duplicate book/s to the vendor 
Obtain receipt of returned books from 

the vendor 
Put unique code number for each 

vendor, approval memo number 
and date on each book received 

3rd  & 6th week Assistant 
Librarian 

3 Prepare subject wise list for circulation for 
circulation among the faculty members 

6th Week Assistant 
Librarian 

4 Send circular along with list to faculty for 
their suggestions for purchase 

7th Week Assistant 
Librarian 

5  Display books for selection by the faculty 
and staff 

7th Week Assistant 
Librarian 

6 Arrange meeting of faculty for selection  7th Week Librarian 
7 Call for recommendations 7th Week Librarian 
8 Scrutinize recommendations 7th Week Librarian 
9 Prepare final list for approval 8th Week Librarian 
10 Send note for approval 8th Week Librarian 
11 Receive approval from the authority 8th Week Librarian 
12 Call invoices bills for approved books 8th Week Assistant 

Librarian 
 
 
Activities: - B. For the books purchased or recommended for urgent purchase by 
the faculty 
 
Sr. No Activities Time frame Responsibility 
1 Receive purchased documents / 

recommendation for urgent purchase from 
the faculty /staff/ member 

Process 
documents from 

21st – 24th of 
every month 

Librarian 

2 Check availability of documents, if yes, 
send note for approval of the authority 

  

 
 
Reference Documents :-  
 
        1. Book Selection Committee Policy Circular 
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        2. List of Approved Vendors with their library codes 
         
 
Records :-  
 

1. Approval Memo File 
2. Catalogue of Library  
3. File  ‘CIRCULAR’ to the faculty 
4. Sanction File  
 

 
M.I.S. Parameters :- 
 

Organizing complete procedure in a given time frame. 
Avoiding duplication unless demanded 
100 books in each month 
Amount spent against budget available 
Minimum 75% selection by the faculty members. 
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Purpose  :-Technical processing and classification of books. 
 
Scope :- To complete internal technical procedure for acquired documents and keep them 
ready for circulation. 
 
Responsibility :- Librarian 
 
Activities :-  
 

Sr. 
No 

Activity Responsibility 

1. Receive the books acquired.  Sr. Lib, Lib, Ass. Lib. 
2. Check the price on the bill vs. the book Asst. Librarian 
3. Inform the difference in price to Librarian, if any. Asst. Librarian. 
4. Send the bill and the books in a proper sequence (as in 

the bill) for accession 
Asst. Librarian 

5. Complete entries in accession register Librarian 
6. Put the accession number on the title page and selected 

pages 50,100 etc and on 3 to 4 pages at random. 
Librarian 

7. Classify according to the existing classification system of 
Dewey Decimal Classification Scheme Ed. 19th with 
local Variations. 

Librarian 

8. Put the class number on the title page and in the 
accession register in Pencil only. 

Librarian 

9. Process computer catalogue entries Sr. Librarian 
10. Put due date slip, rubber stamp of academy, and pocket 

on the book. 
Library Attendant 

11. Generate barcode label of the corresponding accession 
number and attach the barcode label on the book. 

Asst. Librarian. 

12. Write book card Asst. Librarian 
Duration for completion of activities – one week 
 

13. Display the book on the New Arrival /Display Stand for 
15 days. 

Asst. Librarian 

14. Book may be issued to the user after minimum 5 days on 
display rack. 

Sr. Librarian, Librarian, 
Asst. Librarian 

15. Place the book in its proper place as per the classification 
on the shelf after 15 days. 

Asst. Librarian 

16. Note the accession numbers on the back of the bill on the 
certificate for payment 

Asst. Librarian 

17. Submit the Blue / White form for the accounts section to 
enable payment. 

Asst. Librarian 

18. Record cheque /DD details in the Library Purchase 
Register and send the cheque or handover it to the 
concern agency and get due acknowledgment. 

Asst. Librarian 

19. Send receipt to Accounts Section Assistant Librarian 
Expected duration of completion - one week 

 
Reference Documents:- 
 

Dewey Decimal Classification Schedule Ed.19 
Copy of local variations in Dewey decimal classification. 
Instructions for generating barcode 
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Records: - 
 

Sanction/ approval note file 
Bill / invoice file 
Accession Registrar (Purchase) 
Accession Registrar (Gratis Books) 
Video CD registrar 
Book Purchase B/W file O/C 
Purchase Register/ Invoice register 
Due Date Slip 
Book Card 
Blue /White Form 

 
 
M.I.S. Parameters 
         

Completing procedure from accessioning to display of book on rack within 2 
weeks. 

Time taken for payment to vendors (within 30 days) from the date of receipt 
of bills to actual delivery of cheque / DD 

Number of books accessioned per day/ in a month (100) Books. 
4. Minimum 3 key words per document for catalogue entries. 
100% consistency and accuracy in classification. 
100% correct checking of price on bills. 
Barcode to every document. 
Every document catalogued. 
Up to date catalogue entries. 

 
 
 
 



Section 4(1)(b)(v) 588

 
Purpose: - To acquire Journals and Periodical Publications 
 
Scope:     - To purchase and display Journals and Magazines for the use by library users  
 
Responsibility: - Senior Librarian  
 
Activities: - 
 
Sr. 
No 

Activity Time Frame Responsibility 

1. Collect and call 
recommendations for new 
journal titles to be subscribed 
for next year. 

1st week of October Senior Librarian. 

2. Send note for approval for the 
next year. 

2nd week of October Senior Librarian 

3. Call for invoices for 
continuation of subscriptions. 

2nd Week of October to 
1st week of December 

Assistant Librarian. 

4. Process invoices and bills for 
journals for accounts section to 
enable payment.  

1st week of December 
onwards 

Assistant Librarian. 

5. Record cheque /DD details in 
the Library Purchase Registrar 
and send the cheque or 
handover it to the concern 
agency and get due 
acknowledgment. 

1-4 weeks of 
December. 

Assistant Librarian. 

6. Ensure renewal process through 
computer. 

1st week of January Senior Librarian 

7. Receiving the journals/ 
magazines 

Weekly/ 
Monthly/Quarterly/half 

yearly/ yearly 

Assistant Librarian 

8. Make entries in the computer. Same day of the 
receipt of the issue. 

Assistant Librarian 

9. Give computer control number 
on each issue. 

Immediately after the 
entry 

Assistant Librarian 

10. Mark and document important 
articles for documentation. 

Same day of receipt Senior Librarian 

11. Display Journals in pre 
determined sequence. 

Next day of receipt. Assistant Librarian 

12. Send reminders for non receipt 
of Journals/ 

Within 15 days from 
its due date. 

Assistant Librarian 

13. Remove back issue for binding 
when volume is complete or 
after one year. 

First week of February Assistant Librarian 

 
 
Reference Documents:  
   

List of subjects for documentation. 
Year wise list of Journals subscribed with address, subscription amount etc. 
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Records: 
  

Journal subscription file 
Instructions for entries in computer 
Stray issues register 

 
M.I.S/ Parameters 
 

Timely actions in all activities 
Current display of Journals 
Documentation of minimum 25 articles in every month. 
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Purpose:-  To acquire daily news papers for the use of library users 
 
Scope    :- To acquire newspapers from the local vendor for 

Library 
Hostel 
Others 

Activities:- 
 
Sr. 
No 

Activity Time Frame Responsibi
lity 

1. Prepare list of Newspapers to be received at 
Library, Hostel. 

1st week of 
December 

Assistant 
Librarian 

2. Send a note for approval by the concerned. 2nd week of 
December 

Senior 
Librarian 

3. Send a letter to the local newspaper vendor for 
the supply of news papers as approved 

3rd week of 
December 

Senior 
librarian 

4. Mark the daily attendance of newspapers in 
newspapers attendance register. 

Daily before 9.45 Library 
Attendant 

5. Display the papers  Daily before 9.45 Library 
Attendant 

6. Check daily attendance of papers Daily before 
10.00 

Senior 
Librarian 

7. Check marked sections for cuttings. Daily Librarian / 
Senior 

Librarian 
8. Store old news papers in sequence End of the day Library 

Attendant 
9.  Obtain certificate for receipt of news papers from 

the concerned persons  
Before 10th of 
every month 

Assistant 
Librarian 

10 Process bill to enable accounts section for 
payment 

11. Record cheque /DD details in the Library 
Purchase Register and send the cheque or 
handover it to the concern agency and get due 
acknowledgment. 

Between 10th to 
15th every month 

Assistant 
Librarian 

 
Reference Documents:- 
 

Reference note for newspaper requisition 
Address with phone number of local vendor 
List of topics for newspaper clippings. 

 
Records : 
 
Newspaper clipping files 
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Purpose: To issue and return documents to the users 
 
Scope: The users of the library in the academy 
 
Activity:  
 
I-Document Delivery 
 
Sr. 
No 

Activity Time Frame Responsibility 

1. Help in locating document Respond time maximum 30 minutes 
Issue / Check Out 

2. Put due date stamp 
3. Scan bar code of the 

document 
4. Show documents on name to 

the user on demand 
5. Put book cards in sequence 

 
 
 
 
Within 5 minutes 

 
 
 
Assistant 
Librarian 

Return /Check in  
6. Scan Barcode for return Within 10 minutes 
7.  Generate reminders for 

overdue & Unreturned books 
Once in two months 

Assistant 
Librarian 

 
II-Shelving  
 
11. Shelving of return 

documents 
Within one working day Assistant 

Librarian 
 
III- Membership Cancellation 
 

Sr. 
No 

Category Activity Time 
Frame 

Responsibility 

1 Receive application form for 
cancellation of membership 

2 Check dues on the name of the user 
3 Prepare no dues certificate 
4 Attach original /copy / deposit receipt 
5 Submit Blue/White form to accounts 

section to enable the payment 
6 Record cheque /DD details in the 

Library Purchase Registrar and send 
the cheque or handover it to the 
concern agency and get due 
acknowledgment. 

7 

Guest 
Member 

Cancel entries in computer and in 
register. 

Three 
days 

Assistant 
Librarian 

 
Reference Documents: 

 Library Rules 
 Office note for course with participant list 
 Appointment letter 
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Records:- 

Membership register 
Membership application forms 
Receipt book 
Amount Deposited in A/c section Registrar 
Document shelving schedule- check list 

 
M.I.S. Parameters: - 
 

Timely action 
Shelving of books on the same day 
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Purpose: -To define procedure for Repository Library 
 
Scope: - Documents received for Repository Library 
 
Responsibility: - Senior Librarian 
 
Activities:   -   
 
Sr. No Activities Time frame Responsibility 
1 Establish communication with 

Government Department to forward their 
documents to the State Repository Library 

Every month Senior 
Librarian 

2 Receive documents for repository library As and when 
received 

Assistant 
Librarian 

3 Classify and register documents in the 
special accession register for repository 
library  

 Senior 
Librarian 

4 Put label of repository library and other 
necessary stamps. 

 Library 
attendant 

5 Preserve it in the repository library section
6 Receive demand for photocopy of 

document available in the repository 
library 

7 Confirm the availability 
8 Calculate the charges for photocopying 
9 Ask for and receive the amount required  
10  Send relevant document / part of the 

document for photocopying  
11 Prepare receipt of the amount received 
12 Send document and receipt to the 

concerned by register post/ hand delivery 
or book post as required by the client 

On the same 
day 

Assistant 
Librarian 

 
Reference documents:  

Government Resolution: - YASHADA 2004/333/ Case No 63/04/12- A dated 6th 
September, 2004 

Records: 
Accession register for Repository Library 
Correspondence regarding repository library- File 
Repository library file 
 

MIS Parameters: 
 
Number of books received for repository library in a month 
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   LIB-ISO/Form No 1 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Book Suggestion Slip 
 
 
 

To,  
Librarian  
YASHADA 

 
Following book / books are suggested for purchase our library. The 

information about the book/s is as follow: 
 
 
Author:   .............................................. 
Title:   ........................................................................................................ 
........................................................................................................................ 
Publishers: .........................................Price: ................................................ 
 
Suggested By  
     Name 
Department    Designation 
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LIB-ISO/Form No.2 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
SANCTION NOTE 
 
 
 

Submitted: 
 

Enclosed here with please find a list of (Number of Books/ Documents) documents 
recommended for purchase by the faculty members/ officer/staff/course participant/ 
library member etc. 

 
 

The approx cost of these documents is Rs.........(Rs....................  ...........Only) 
 

Submitted for the kind sanction for payment please. 
 

 
Librarian  

 
OIC Library 
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LIB-ISO/Form No.3 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
LIB 

Date: 
 

 
To, 

 
 
 
 
 

Sub: Catalogues of latest publications. 
 

Sir, 
 

YASHADA  is an apex training institute of Maharashtra for training  Senior Officers of
the State. The academy houses a prestigious library on various topics like Development
Administration, Disaster Management, Panchayat Raj, Rural Development,
Management, Environment, and Human Resource Development etc.  
 
You are requested to send a catalogue of your latest publications for our information
and also keep our name on your mailing list. 

 
 
 
 

With regards, 
 

                                                                            Yours sincerely 

                                                                             Librarian  
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LIB-ISO/Form No.4 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
                                 LIB 

                                    Date: 
 
 
 

To, 
 
 
 

Sub: Enquiry of availability of publication 
 

Sir,  
 

We would like to purchase following titles if readily available with you. Details of 
the book / books are as follows: 

 
01. 
02. 
03 
04. 

 
Please send a Proforma invoice along with the special library discount at the earliest.

 
 

Thanking you, 
 
 
 

                     Yours sincerely, 
 
 

                     Librarian  
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LIB-ISO/Forma No.5 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

                                    LIB 
                                    Date: 
 

 
To, 

 
 
 
 
Subject: Order of books 

 
  Ref: Your approval memo/ Invoice No.       Dated. 
 
 

Sir, 
 

Kindly supply us the books mentioned in the enclosed list. You are also requested to 
arrange to collect books, which have not been approved. 

 
 

Please send a bill in duplicate. 
 
 
 

Thanking you, 
 
 

           Yours sincerely, 
 
 

           Librarian  
 
 

Encl: List of books. 
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LIB-ISO/Form No.6 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
LIB/. /YASHADA 
Date: 
 

 
To, 

 
 
 
 
Sub: Order of books / documents 
 
    Ref:  
 

Sir, 
 
 

We would like to purchase following documents / books available with you. 
Kindly send the books by registered post / personally along with the bill in duplicate for  
payment. 

 
 

Thanking you, 
 
 

                    Yours sincerely, 
 
 

                   Librarian  
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LIB-ISO/Form No. 7 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

LIB 
DATE: 

 
 
 

To, 
 
 
 
 

Subject: Payment of Rs................/- 
Reference: Your bill/Invoice No....dated......... 

 
Dear Sir 

 
  
 Please find enclosed here with a Demand Draft/ Cheque No../.../..., for  

Rs...../- ( Rupees .......................................) drawn on the Saraswat Co-operative 
Bank Ltd. Pune towards full / part settlement of your bill/ invoice    No...........   
dated...    . 

 
 
 
 

Please send a stamped receipt for our record at the earliest. 
 
 
 

Thank you, 
 
 
 

  Yours sincerely, 
 

                                                                                    Librarian  
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LIB-ISO/Form No.8 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

LIB –II/140../NP 
Date: 

Office Note : 
 
 

M/s. Shelke Brothers Newspapers Agent Aundhgaon, Pune has supplied newspapers 
to Hostel / DG/ DDG for the month of..... 

 
The bill in duplicate is received for the said period for Rs..../- 

 
( Rs............................................................................) 

 
 

Please certify on the reverse side of the bills, that the newspapers have been received
in the DG’s residence/ DDG’s residence/YASHADA Hostel /.....on time and have
been used  personally /by participants. Please  also certify that the amount
mentioned in the bill is  correct. 

 
 
 
 

                                                                                              Senior Librarian 
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LIB-ISO/Form N . 9 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

LIB-II/  
Date: 

 
 
 

NO DUES CERTIFICATE 
 
 
 

This is to certify that Shri./ Smt. ................................................  has returned 
all library books/ due from him/her. His/Her library account No........ shows no dues 
on his/ her name. 

 
 
 
 
 
 

Copy to                   Senior Librarian 
 
 
 
  Registrar, YASHADA 
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LIB-ISO/Form No.10 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Daily Schedule for Shelving of Books 
 

Month...........    Responsibility: - Assistant Librarian 
 
 

Date Book 
shelved 

Assistant 
Librarian 

Senior 
Librarian 

Remarks 

1     
2     
3     
4     
5     
6     
7     
8     
9     
10     
11     
12     
13     
14     
15     
16     
17     
18     
19     
20     
21     
22     
23     
24     
25     
26     
27     
28     
29     
30     
31     
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LIB-ISO/Form No. 11 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

NEWS PAPER RECEIPT SHEET 

Date Times of 
India 

Economic 
times 

Indian 
Express  

Financial 
Express 

Maharashtra 
Herald 

Maharashtra 
Times 

Lokmat Loksatta Kesari Sakal Pudhari Samna Navakal Hindu 

1               

2               

3               

4               
5               
6               
7               
8               
9               
10               
11               
12               
13               
14               
15               
16               
17               
18 ...               
Total               
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LIB-ISO/Form No.12 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

File No LIB-II/120.. /MIS 
YASHADA –C-MIS- DATA REPORTING PERFORMANCE 

 
Reporting Item – Library 

 
Table No Lib- XI 

 
Report for the month ending ...... 

 
Sr. No Item Target For the 

year 
Achievements Remarks 

1 2 3 4  5 
    Total  
1 Books   
 Purchased   
 Gratis 

 

 

 

 
 Repository     
2 Members     
 Guest Membership    
 Participant Members   

 
 

3 Issuance     
 Check In     
 Check Out   

 
 

 
 

 
 
Senior Librarian 

To,  
OIC, Library 
 
Copy to: 
CIT for compilation: 
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         LIB-ISO/Form No.13 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

                                                                                    File No: LIB-III/250.../Membership
Yashwantrao Chavan Academy Of Development Administration 

Raj Bhavan Complex, Baner Road, Pune- 411 007 
 

 To,  
 OIC, Library 
 YASHADA Pune –7 

Subject: Guest Membership to YASHADA Library 
 

 Sir, 
I, the undersigned, wish to become a member of the YASHADA Library. I agree to pay the deposit and the Library fee.

 
Deposit Annual Fee 

(Refundable)      (Non – refundable) 
 

a) Maharashtra Government Officer / Other    Rs. 200/-        Rs. 250/-                 
 
          
2. If I am allowed membership, I agree to abide by the rules of the library. 

 
Thanking you,      Yours faithfully, 

 
       ( Signature) 

 
NAME       DESIGNATION: 
 
Whether Maharashtra Government               Yes                        No                      

 
The date of retirement: ......................................... 
Address :              Official  : Residential  :              : 

  
Telephone No      :    :  
  :    : 
Recommended by : 
 
Senior Librarian                                           OIC, Library 
 

For YASHADA Library use only 
Membership No.....      Payment details for deposit 
 
        Receipt No............       Date............         Amount Rs.............. 
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ISO-LIB/Form No.14 
                                                                          
 
 

                                                                                                               Date : 
 
To,  
 
OIC, Library 
 
 
                                 Subject : Cancellation of Library Membership 
 
                             Reference : Membership No... 
 
 
Respected Sir, 
 
I wish to cancel my Library Membership. The receipt of the deposit paid is enclosed / not 
enclosed. The deposit amount Rs.....    may kindly be refunded to me at the earliest. 
 
 
Thanking you, 
 
                                                                                                              Yours truly, 
 
 
                                                                                                ( Name :                               ) 
 
 
For Office Use only  
 
Receipt enclosed/not enclosed Deposit amount Rs..  Membership No.... 
 
Deposit may be refunded 

 
Assistant Librarian 

 
Senior Librarian 
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                                                                                                                                                                      LIB-ISO/Form No.15 
 
 
                                                                                                        Date : 
 
 

Book Reservation Slip 
 
 
Following book may kindly be reserved for me. 
 
Title :................................................................................................................... 
 
Author:.................................................................Accession No.............................   
 
 
 
Name:.......................................................      Membership No.............................. 
 
Telephone no: 
 
 
For Office Use Only 
 
 
Book is issued to Membership No.................... Due on...../.../.... 
 
 
Assistant Librarian 
 
Please inform the Membership No.....    when returned by Membership No....   
 
 
Senior Librarian 
 
 

 
To, 
Senior Librarian 
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          LIB-ISO/Refer. No.2 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
RULES OF LENDING DOCUMENTS 

 
The library will remain open as follows: 
 

Days Time 
Monday to Friday      9.00 AM to 10 PM 

Saturday 1st, 3rd, 5th 9.00 AM to 5.15 PM 
Saturday 2nd and 4th 9.00 Am to 1.00 PM 

 
          (Closed on Sundays and Public Holidays) 
 

               The Director General YASHADA may change the timings as and when required. 
The limit of books and time period for each category of users is as below: 
 
No Category No of books  Period 
1. Faculty 5 
2. Research officer/ officers 5 
3.  Research Assistant / Course Associate/ 

Course Assistants 
5 

4. Staff 2 
5 Guest Members 2 

1 Month 

6 Participants 4 Course 
duration 

 
Library Card will be prepared for each member. The members / participants should return their 

cards and books before cancellation of membership / end of the training programme. 
Books will be issued to the Staff members for a period of 30 days. At the end of the period, the 

reader will compulsorily return the books  
Borrowers are not permitted to exchange books and/  or periodicals among themselves. Each 

book or periodical borrowed shall be returned to the Library 
New books will be displayed for 15 days at a prominent place in the Library before they are 

issued. 
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Journals and periodicals publications will be kept for display.  
 
Journals and Reference Books will NOT be issued out of the library. 

 
Every member shall be responsible for the safe custody and return of books and/ or 

periodicals issued to him/ her. In the event of books or periodicals having been lost or 
damaged, the borrower shall either replace the book/ having been lost or damaged. The 
borrower shall either replace the book/ periodical or pay such compensation as may be 
determined by the Librarian. 

 
Readers are requested to observe silence in the Library. Smoking is strictly prohibited. They 

should  not  write upon, damage, tear out the pages or make any mark upon any book, 
manuscript, belonging to the Library. Readers noticing any defect in or damage to any 
book, periodical or manuscript, are requested to point put the same to the Librarian 
immediately. 

 
Books or periodicals marked as “Reference” will not be issued outside the library, but will 

be available for use in the library during the working hours. 
 
 

A fine of Rs. 1/- per day per book will be charged if the book is not returned on the due 
date.  

 
Readers are responsible for the safe custody of their cards. They shall take back their 

‘readers cards’ on return of books. The Library is not responsible for the loss of cards. 
However, a lost card may be replaced if requested by the member by paying Rs. 5/- per 
card. 

 
 
 

Senior Librarian
 
Approved by Director General 
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        LIB-ISO/Refer. No.3 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Yashwantrao Chavan Academy Of Development Administration 
Raj Bhavan Complex, Baner Road, Pune- 411 007. 

Phone No. (020) : 25608000, After officers hrs. 25608271 
 

RULES OF GUEST MEMBERSHIP FOR YASHADA LIBRARY 
 

Membership of the Library will be open to all faculty officers and staff members of YASHADA. 
During the course of any training programme, the participants may be given membership for the 

duration of the programme, if they so desire. Participants have to return all borrowed 
material before lunchtime on the last day of the course. 

Guest Faculty/ Ex-trainees/ Government officer/ Retired officers/Researchers/Ex-YASHADA 
faculty & staff/ Ex-deputation faculty etc. also can, with prior written permission from the 
OIC, Library become members. Details of deposit and fees are as mentioned below: 

 
No Type of library User Deposit ( 

(Refundable) 
Annual Fees 
(Non-refundable) 

a Government of Maharashtra Officers 
b Others 

200/ per book 250/- 

c Invitee Special Members 
(Upon approval of DG YASHADA 
only) 

Gratis Gratis 

 
Only two books will be issued at a time for a period of 30 days. Reference Material and Journals 

will not be issued outside the library. 
Retired government officials will be treated as non- government officials for purpose of guest 

membership to YASHADA Library. 
If a member desires to discontinue membership, he/ she should submit an application giving all the 

details of membership to the OIC, Library or Senior Librarian. Member will have to return 
all borrowed materials and the Library cards issued to him/her. 

If a member wish to discontinue membership, he / she will have to submit the deposit receipt along 
with the prescribed application form. An amount of Rs. 25/- will be deducted from the 
deposit if receipt is not available. 

With prior permission of the Senior Librarian, Government officials and Research Scholars may 
avail of reading facilities without paying the deposit. He/she should have to provide 
letterform the competent authority, if demanded. Books will not, however, be lent to them. 

Members or Visitors are required to sign on the visitors register at the time of the entering. Bags, 
files etc, should be left at the entrance. 

Members/ Visitors are not expected to shelve books, however, newspapers, magazines and journals 
should be kept on appropriately marked place after use. 

Right of Membership and Reading Room facility is reserved with the OIC, Library / Director 
General 



 

 

LIB-ISO/Work Inst. No.2 
 
 
 
 
Contents of Hostel and Mess (including MDC) 
 
 

Sr. 
No 

ISO 
Clause 
No 

Particulars Document Number Page No 

1 NIL Contents YASHADA/SOP/CONTENTS/No-1 66 
2 6.3 Amendment Sheet Yashada/SOP/HOS/02 67 
3 6.3 Check in & allocation 

of the room 
Yashada/SOP/HOS/03 68 – 69 

4 6.3 House keeping & 
Maintenance of 
rooms 

Yashada/SOP/HOS/04 70 – 71 

5 6.3 Catering 
Management 

Yashada/SOP/HOS/05 72 – 73  

6 6.3 Suggestion / 
complaint register & 
Weekly abstract 

Yashada/SOP/HOS/06 74 
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Amendments 
 

Sr. No. Date Particulars Document 
No 

Page No 

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    
 

 
 

    

 
 

    

 
 

    

 
 

    

 
 

    

  
 
 



 

 

Purpose: Check in / Allocation of room 
 
Scope: All hostel rooms and it capacity utilization  
 
Responsibility: Hostel Manager 
 
Hostel & Mess (including MDC) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 
 

CMIS 
 

Reception of Guest

Participants Non – Participants Intimation to 
mess 

Allocation of Rooms

Attending Grievances if any

House 
Keeping & 
Cleanliness 

Vacating Rooms 

Payment Settlements
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Reference Documents:  
 

Duties of receptionist 
HMIS 

 
Records: 
 

Conduct rules 
Office note 
Register of entries 
 Advance booking register 
Hostel requisition slip 
Arrival and Departure chart - format 

 
MIS Parameters: 
 

Occupancy percentage 
Remarks of the visitors 
Suggestions of the visitors 



 

 

 
Purpose:  House keeping of the rooms/ Maintenance of the rooms   
Scope: All hostel rooms 
Responsibility: Hostel Manager 
Activities: 

Housekeeping 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Cross Reference: 

ROOMS 

Repairs Cleaning 

Rooms Toilets Changing 

Work 
Outsourced 

Bed 
sheets 

Toiletries Towels 

Sending to Store 

Reconciliation with 

Sending to 
Laundry 

Settlements of 
Bills for laundry 

Inspection by 
Hostel Manager 

Inform Estate Department

As per CRM 



 
 

 
Section 4(1)(b)(v) 

 
MoU with House Keeping Agency 
Purchase & Maintenance Process MOP Manual\ 
CMIS of Estate Department 

 
Reference Documents: 
 

HMIS 
 
Records: 
 

Check list for guest items 
Maintenance slip 
Room cleaning - daily report 
Schedule of changing linen  
Room ok / lost /found /damage report 
Approved rate chart for rooms 
Receipt book 
Charge handing over and taking over - register 
 Lost and found register/ 
 Intimation letter to the concern 

 
 
M. I. S. Parameters: 
 
Timely action 
Promptness 
 
 

 
 
 
 



 

 

 
Purpose: Catering Management  
Scope:  
Responsibility: Hostel Manager  
Activities:  
 

Mess 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Mess 

Work outsourced 
to Agency 

Preparation 
of Food 

Services  Infrastructure 
&  

Ambience 

Cutlery  
&  

Equipment 
Management

Maintaining 
Quality 

Cleanliness  
&  

Hygiene 

Monitored through Inspections 

Payment of Bills 
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Records: 
Evaluation Forms 

 
Cross-reference: 
 

Purchase Procedure 
House Keeping & Maintenance 
MoU with Mess Contractor 

 
Reference Documents: 
 
Records: 

 
Inspection report format  
Office note 
Guest reservation information slip 
Menu Chart 
Mess feedback 
Food quality and service daily inspection format 
Directions for disposal  
Format and instructions for payment of bills by contractor 
 
 

M.I.S. Parameters 
 
1. Timely action 
2. Food quality evaluation report 
3. Regular checking and inspection 
 
 
Suggestion / complaint register 
 
Sr. 
No. 

Name of 
the 
Participant 
/ Guest 

Room 
no. 

Nature 
of 
Suggesti
on / 
complai
nt 

Date 
of 
Compl
aint 

Signat
ure 

Corrective 
action taken 
by 
concerned 
department 

Date of 
resolvin
g the 
problem 

Signature of 
suggestion/ 
complaint 
for 
resolving 
complaint to 
his / her 
satisfaction 

         
 
 
 
 



 

 

Weekly abstract 
 

No. of suggestions/ 
complaints 

Name of complaint Status  Corrective action 
taken 

    
 

 
Contents of YMRC 
 

Sr. 
No 

ISO 
Clause No 

Particulars Document Number Page No 

1 6.3 Contents of YMRC Yashada/SOP/YMRC 75 
2 6.3 Sections in YMRC Yashada/SOP/YMRC 76 
3 6.3 Work allotment  Yashada/SOP/YMRC/Pub 77 – 78 
4 6.3 Publication of journal Yashada/SOP/YMRC/PUB/01 79 
5 6.3 Format of Subscription of 

Yashmanthan 
Yashada/SOP/YMRC/PUB/01 80 

6 6.3 Format of Subscription of Ashwattha Yashada/SOP/YMRC/PUB/01 81 
7 6.3 Format of Register for Subscriber’s 

mailing List 
Yashada/SOP/YMRC/PUB/01 82 

8 6.3 Format making payment to 
contributors of Journals 

Yashada/SOP/YMRC/PUB/01 83 

9 6.3 Format of Cash Book (Register) Yashada/SOP/YMRC/PUB/01 84 
10 6.3 Publication of publicity reports etc Yashada/SOP/YMRC/PUB/02 85 
11 6.3 Requisition Form Yashada/SOP/YMRC/PUB/02 86 
12 6.3 Publication of Books Yashada/SOP/YMRC/PUB/03 87 
13 6.3 Format for Project Proposal for Book 

Publication 
Yashada/SOP/YMRC/PUB/03 88 

14 6.3 Delivery Challan cum Bill Yashada/SOP/YMRC/PUB/03 89 
15 6.3 Format of stock book for priced 

publication 
Yashada/SOP/YMRC/PUB/03 90 

16 6.3 Format of Register of Yashada’s 
publication 

Yashada/SOP/YMRC/PUB/03 91 

17 6.3 Radio & TV Talks by Resource 
Persons 

Yashada/SOP/YMRC/PUB/04 92 

18 6.3 Publication of Articles in News 
Papers 

Yashada/SOP/YMRC/PUB/05 93 

19 6.3 Publication of News items in 
Newspaper 

Yashada/SOP/YMRC/PUB/06 94 

20 6.3 Format for Requisition of Organizing 
Programme on AIR/ Doordarshan 

Yashada/SOP/YMRC/PUB/04 95 

21 6.3 Format of Requisition for Publication 
of Articles in News Papers 

Yashada/SOP/YMRC/PUB/05 96 

22 6.3 Format of Requisition for Publication 
of News Items in News Papers 

Yashada/SOP/YMRC/PUB/06 97 

23 6.3 Provision of Audio Visual 
equipments in Classrooms 

Yashada/SOP/YMRC/AVC/01 98 

24 6.3 Provision of suitable Audio Visual 
backup to Yashada Training 

Yashada/SOP/YMRC/AVC/02 99 
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25 6.3 Enrichment of Training Resources Yashada/SOP/YMRC/AVC/03 100 – 101  
26 6.3 Long-term Maintenance of 

Equipment and Breakdown 
Yashada/SOP/YMRC/AVC/04 102 



 

 

  
 
Introduction 

 

YASHADA Media and Resource Centre (YMRC) is divided into two sections  

 

1. Publications Cell- responsible for production and sale / distribution of the 
Academy's various publications in print form 
2. Audio-Visual Cell-responsible for production and distribution of audio-visual materials 

and maintenance of audio-visual equipment required for training purpose. 

 

The YMRC's organizational structure and job charts of personnel are presented in the 

subsequent pages. 

 

The various activities performed by YMRC are briefly described in this 
manual. The sample copies of records and formats used are also included in 
this manual. 
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Work allocation in the Publications Cell 
 
Core Staff 
 
YMRC (Publications Cell) 
No. Name and Title Duties 
1. DDG (Res.) & 

HoD, YMRC 
licy formulation and strategic planning to achieve the 

objectives of YMRC 
verall supervision and direction of YMRC Activity 
oduction of multimedia training modules 
ny other duties assigned by the DG  

2. Assistant Professor 
(Publications) & 
OIC, Publications 
Cell 

blication of Quarterly Journal in English 
blication of internal documents like Brochures etc. 
mmissioning publications from internal and external sources 

verseeing the reprographics contracts 
udgeting and reporting - Publications 
pervision over publication stock, sale and distribution. 

ny other duties assigned by the DDG (R) / HoD, YMRC 
3. Assistant 

Publications 
Officer 

arketing and Sales (including records, receipts, follow-up etc.) 
aison with Press, Radio and TV  
rangement for Publication of News Items / Articles and Radio / 

TV Programme 
ocessing of all purchases, printing orders, bills etc. 
sisting in the production of Marathi Quarterly Journal and all 

other commissioned publications/ 
sisting in all communication and follow-up with commissioned 

authors - both internal and external 
ny other duties assigned by the DDG (R) / HoD, YMRC 

4. Course Associate / 
Publications 
Assistant 

pesetting, design, layout of YASHADA's journals, Annual 
Report, ATC, brochures etc. 

mpilation of material from external sources, and its design and 
layout 

aintenance / updating of subscription lists 
aintenance of records, inventory for Computer hardware, 

software, peripherals, consumables 
aintenance of files dealing with publication 
ny other duties assigned by the DDG (R) / HoD, YMRC 

 



 

 

 
 
YMRC (Audio-Visual Cell) 
No. Name and Title Duties 
1. DDG (Res.) & 

HoD, YMRC 
licy formulation and strategic planning to achieve the 

objectives of YMRC 
verall supervision and direction of YMRC Activity 
oduction of multimedia training modules 
ny other duties assigned by the DG  

2. Research Officer & 
OIC, Audio-Visual 
Cell 

verall supervision on Audio-Visual Cell 
oduction of media training modules 
pervision on film production 

3. Audio-Visual 
Officer 

deo documentation of training sessions, best practices, case 
studies etc. 

coordinate with Doordarshan in the production of programmes 
on development and governance issues 

network with the public and private mass media, the DGIPR, 
etc. 

entification of resources to provide YASHADA with state-of-
the-art and audio-visual facilities 

make the necessary purchases, and streamline inventory in 
these articles 

udgeting the reporting - audio-visuals 
4. Assistant  

Audio-Visual  
Care and maintenance of A-V Equipment 
Care and maintenance of AV Classroom/theatre 
Assistance in Press Conferences / Events 
Establishing and maintaining a video library of entertaining 

and education feature films documentaries 
Ware, software, peripherals, consumables 
Maintenance of files dealing with AV equipment 
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ACTIVITY NO.1: Publication of Quarterly Journal in English 
ACTIVITY NO.1A: Publication of Quarterly Journal in Marathi 
 
 
Sr 
No 

Work Activity Time Limit Person/s responsible 

Obtain articles and research papers  D-90 to D-60 Editor / Asst. Prof. 

Refer set of articles to editorial committee D-60 to D-50 Editor / Asst. Prof. 
Finalize contents of the issue D-50 to D-35 Editorial Committee 
Carry out DTP, Proof Reading and editing of 
the draft 

D-35 to D-15 Asst. Prof. / 
Publication Assistant 

Seek approval for printing cost and issue 
work order to Printing Contractor 

D-15 to D-10 A. P. O. 

Receive delivery of Printed Copies D-10 to D A. P. O. 
Receive bill/s, Make entries in Stock 
Register, Processing of bill/s and payment of 
Honorarium 

D to D+15 A. P. O. 

Uptodation of Mailing List D to D+5 A. P. O. 
Commence Distribution D to D+15 A. P. O. 

 
Reference Documents: 
 

Policy Circular No: PC/2003-04/YMRC/001 dated 29.3.04 
YASHMANTHAN and ASHWATTHA Files 

 
Records:  
 

Subscription Forms and register 
Mailing lists 
Contributor's Honorarium Records (Receipt Format) 
Sale records (As per YASHADA Formats) Cash book, Register 

 



 

 

 
 

Format of Subscription for Yashmanthan 
ªÉ¶ÉnùÉ ªÉ¶É¨ÉÆlÉxÉSªÉÉ ´ÉMÉÇhÉÒnùÉ®úÉÆºÉÉ`öÒ +VÉÉÇSÉÉ  xÉ¨ÉÖxÉÉ 

 

¨É±ÉÉ / +É¨½þÉ±ÉÉ ................................. iÉä ............................ ªÉÉ EòÉ±ÉÉ´ÉvÉÒºÉÉ`öÒ "ªÉ¶ÉnùÉ 

ªÉ¶É¨ÉÆlÉxÉ' SÉÒ jÉè¨ÉÉÊºÉEò ´ÉMÉÇhÉÒ ¦É®úÉ´ÉªÉÉSÉÒ <SUôÉ +É½äþ. 

¨É±ÉÉ / +É¨½þÉ±ÉÉ JÉÉ±ÉÒ±É {ÉkªÉÉ´É®ú "ªÉ¶ÉnùÉ-ªÉ¶É¨ÉÆlÉxÉ' SÉä +ÆEò {ÉÉ`öÊ´ÉhªÉÉiÉ ªÉÉ´ÉäiÉ. 
 

xÉÉǼ É (´ªÉCiÉÒ / ºÉÆºlÉÉ) 

{Énù 

{ÉÉä¹]õÉSÉÉ {ÉkÉÉ 

 

 

¶É½þ®ú / ÊVÉ±½þÉ  Ê{ÉxÉ EòÉäb÷ : 

nÚù®úv´ÉxÉÒ Gò.  ¡ìòCºÉ Gò.  

<Ç-¨Éä±É 

ÁÉºÉÉä¤ÉiÉ ¯û. 120/- (BEò¶Éä ´ÉÒºÉ ¡òCiÉ) SÉÒ ¨ÉxÉÒ +ÉìbÇ÷®ú {ÉÉ`öÊ´ÉhªÉÉiÉ ªÉäiÉ +É½äþ. 

  ºÉ½þÒ 
 xÉÉǼ É 
 
 
   |ÉÊiÉ 
 
       ºÉ½þÉªªÉEò |ÉÉvªÉÉ{ÉEò (|ÉEòÉ¶ÉxÉ) 
       ªÉ¶É´ÉÆiÉ®úÉ´É SÉ´½þÉhÉ Ê´ÉEòÉºÉ |É¶ÉÉºÉxÉ |É¤ÉÉäÊvÉxÉÒ (ªÉ¶ÉnùÉ) 
       ®úÉVÉ¦É´ÉxÉ +É´ÉÉ®ú, ¤ÉÉhÉä®ú ®úÉäb÷, {ÉÖhÉä 411 007 
       nÚù®úv´ÉxÉÒ : 020-25608227 
       ¡ìòCºÉ : 020-25659135 
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Format of Subscription for Ashwattha 

 
The Yashwantrao Chavan Academy of Development Administration 
(YASHADA) brings out its English journal Ashwattha on a quarterly basis. 
Thus in a year, we bring out four issues of the journal for the periods 
January-March, April-June, July-September and October-December. From the 
July-September, 2001 issue, Ashwattha has become a priced publication. The 
price per copy being Rs.15, the annual and three yearly subscription charges 
are Rs.60 and Rs. 180 respectively. If you wish to subscribe to Ashwattha, 
kindly fill in the necessary details as mentioned below.  
 

Subscription Form 
I/We would like to subscribe to Ashwattha for the following period : (Tick 
mark the appropriate column) 
 

Sr No Period Duration No of Issues Price Tick Mark 
  (mm/yr to mm/yr)  (In Rupees) (  9  ) 

1. One Year  4 60/-  
2. Two Years  8 80/-  
3. Three Years  12 120/-  

I/We would like to receive Ashwattha on the address as mentioned below: 
 
Name & Designation: 
________________________________________________________________ 
 
Organization: 
________________________________________________________________ 

Address  : 

___________________________________________________________________

_____________________________________________________________ 
 
City/District : ___________________________ Pin Code : _____________________ 
 
Tel No : ___________________________ Fax No : _______________________ 
 
E-mail  : _________________________________________________________ 
 
Enclosed herewith is a DD / MO bearing the No.__________, dated ___________, for Rs._______, 
drawn in favor of the Director General, YASHADA, Pune. 

    Signature & Date 
 
To, 
The Executive Editor, Ashwattha 
Yashwantrao Chavan Academy of  
Development Administration 
Raj Bhavan Complex, Baner Road 
Pune 411 007.  Tel. : 020-25608227               



 

 

 
Format of Register for Subscriber's Mailing List 

 
Sr. 
No. 

Name of Address of the 
Subscriber 

Receipt No. Period 
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Format for Making Payment to Contributors of Journals 
 

 

R E C E I P T  
 
 
Name of the Journal  :  
 
Volume No and Issue :  
 
Name and Address of :  
Contributor   
 
 
 
Received Cheque No. 295718, dated 03/02/2005, drawn on The Saraswat Co-op. Bank Ltd., 

Mumbai for the sum of Rs. 500/- (Rupees Five Hundred only), by way of honorarium for 

contributing an Article titled 'Various Dimensions of Urban-Rural Linkages' for Ashwattha, 

from the Yashwantrao Chavan Academy of Development Administration (YASHADA), 

Pune – 7, on the date 03/02/2005. 

 
 
 
 

 
 

Signature of Assistant Professor (Pub.)  Signature of 
Contributor, Ashwattha 

 

YASHWANTRAO CHAVAN ACADEMY OF DEVELOPMENT ADMINISTRATION, PUNE



 

 

 
 

Format of Cash Book (Register) 
 
 
Sr. 
No. 

Receipt No. Date Name of the Purchaser Amount 
(Rs.) 
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ACTIVITY NO.2: Publication of Brochures, Publicity Material etc 
 
Sr 
No 

Work Activity Time Limit Person/s 
responsible 

 Obtain write-ups inputs from all 
relevant YASHADA sources  

D-60 to D-40 A.P.O. / A.P. 

 Compile and Refer materials to 
Head, YMRC 

D-40 to D-35 A.P.O. / A.P. 

 Finalize contents and typeset 
material 

D-35 to D-25  

 Proof read, edit and carry out DTP D-35 to D-20 A. P. / P. A. 
 Obtain Administrative and Financial 

Approval 
D-20 to D-15 A.P.O. 

 Receive delivery of printed copies D-15 to D A. P. O. 
 Receive and process bill and make 

entry in Publications Register 
D to D+15 A. P. O. 

 Commence Distribution D to D+α A. P. O. 
 
Reference Documents: 
 

Policy Circular No: PC/2003-04/YMRC/001 dated 29.3.04 
 
Records:  
 

Publication specific file 
Indents received from various sections of YASHADA 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 

YASHADA 
Publications Cell 
 

 
Requisition form for non-priced and complimentary copies of priced Publications 

(Books / Journals / Annual Report / Annual Training Calendar / Brochures) 
 
Separate slip for each publication. 
Slips to reach Assistant Professor (Pub.) at least 24 hours before requirement. 
 
 Date : 
To, 
The Assistant Professor (Publications) 
Publications Cell 
YASHADA, Pune 411 007. 
 
 
Kindly provide ..................... copies of the following publications. 
 
Title / s : 
 
Purpose  for which required : 
 
 
Delivered to whom : 
 
 
 Name, Designation & Signature of  
 Indenting Officer  
 
Passed by  
 
 
OIC / Publications Cell  

 

DDG (R) / HoD, YMRC 

 Receivers Signature 

 
Note : 1. All priced publications should be approved by DDG (R) / HoD, YMRC 
 2. All non-priced publications will be approved by OIC, Publications, YMRC 
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ACTIVITY NO. 3: Publication of Books 
 
Sr 

No 

Work Activity Time Limit Person/s 

responsible 

 Receive indent for publication of book and 

manuscript 

D-� to D-270 A. P. O. / A. P. 

 Obtain administrative approval D-270 to D-240 A. P. O. / A. P. 

 Refer for content and language editing D-240 to D-180 A. P. O. / A. P. 

 Carryout DTP of 1st draft D-180 to D-150 P. A.  

 Refer for Proof Reading D-150 to D-120 A. P. O. / A. P. 

 Make corrections and carryout D.T.P. of 2nd 

Draft 

D-120 to D-90 A. P. O.  

 Refer to proof-reader and or author for 

finalization of draft 

D-90 to D-60 A. P. O. / A. P. 

 Obtain financial approval and print-out on 

tracings and issue work order 

D-60 to D-45 A. P. O. / A. P. 

 Follow-up and receive delivery of printed copies 

and process 

D-45 to D A. P. O. 

 Receive and process bill/s and make entry in the 

stock Register 

D to D+15 A. P. O. 

 Conduct releasing ceremony and commence 

Distribution / Sale 

D to D+30 A. P. O. 

 
Reference Documents: 

KRA Policy 
Annual Publication Plan / Budgetary provisions 
Applicable Acts and Laws/Bye-laws 

 
Records: (Files, Formats, Registers, etc.) 

Publication specific file and containing project proposal for book 
publication 

Delivery Challans 
Publication Register 
Stock Book 
Requisition form for non-price and complimentary copies of price 

publications 
 



 

 

Format for Project Proposal for Book Publication 
 
 
Proposed title of the Publications  
 
 
 
Name of Author / Editor / Compiler 
 has been the underlying philosophy of the YASHADA CREDIT Project for Good Governance, being 
sponsored by the Ford Foundation. The CREDIT project has 4 Components – Urban, Collectorate, 
Rural and Secretariat, and the current assignment falls e Urban Component. 
Brief Description of Contents of the Book 
(Attach additional sheets if required)) 
Municipal Corporation, and have been approved by Director-General YASHADA. The PMC have 
also indicated their willingness to cooperate with the consultant in this exercise (copy of PMC letter 
attached). 
Utility of the Book 
 
For these tasks, the Consultant may seek the advice of Shri Vikas Matkari, Corporator, 
PMC and Shri A Kalamkar, Jt Municipal Commissioner PMC. 
 
Target audience 
(No. of copies) 
 
 
 
 
Terms and Conditions with Author/s 
(copyright and Royalty etc.) 
 
Whether sponsored / or not         
 
 
 
     
 Author / Proposer 
 
Assistant Professor (Publications) 



 

Section 4(1)(b)(vi) 

 
 

 
 

Yashwantrao Chavan Academy of Development Administration 
Publication Cell 

 
Raj Bhavan Complex, Baner Road, Pune 411 007. Ph : 020-25608227 

 
 
 
To. ___________________________________________ No.  ______________ 
 
 ___________________________________________ Date: ______________ 
 
 
Sr. 
No. 

Title of Publication No. Of 
Copies 

Printed Price Discount Amount 
(Rs.) 

 
 
 

     

 
 
 

     

 
 
 

     

 
 
 

     

 
 
 

     

 
 
 

     

 
 
 

     

 
 
 

   Total Rs.  

Complimentary Copy / Receipt No. 
 
 
Receiver's Sign for YASHADA (Publication Cell) 
 
 

Delivery Challan cum Bill 
Format of Stock Book for Priced Publication



 

 

 
 

Date Opening 
Balance 

Receipt No. /  
Complimentary Copies 

Nos. Closing Balance

 
 
 

    

 
 
 

    

 
 
 

    

 
 
 

    

 
 
 

    

 
 
 

    

 
 
 

    

 
 
 

    

 
 
 

    

 
 
 

    

 
 
 

    

 
 
 

    

 
 
 



 

 

 
Format for the Register of YASHADA’s Publications 

 
Sr. 
No. 

Title of the Publication Particulars No. of Copies Contractor’s / 
Supplier’s Name, Bill 

No. & Date 

Amount of Bill 
(Rs.) 

Signature 
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ACTIVITY NO. 4 : Organize Radio & TV talks by Resource Persons 
 
Sr 

No 

Work Activity Time Limit Person/s responsible

 Obtain script from concerned faculty 

members / resource person 

D-90 to D-60 A.P.O. 

 Obtain approval from HoD, YMRC  D-60 to D-55 A.P.O. / A.P. 

 Refer the script to AIR / Doordarshan Centre D-55 to D-50 A.P.O. 

 Receive intimation letter D-50 to D-20 A.P.O. 

 Organize resource person's visit to studio for 

recording 

D-20 to D A.P.O. 

 Intimate CAVP to record the telecast  D to D+5 A.P.O. 

 
Reference Documents: 
 

KRA Policy 
 
Records: (Files, Formats, Registers, etc.) 
 

Requisitions for Organising Programmes on AIR / Doordarshan 
Collection of Audio and Video Cassettes / CDs 
 

 



 

 

 
 

 
  
ACTIVITY NO. 5 : Publication of Articles in News Papers 
 
 
Sr 

No 

Work Activity Time Limit Person/s responsible

 Receive indent for publication of articles in 

Newspaper 

D-30 to D-20 A.P.O. 

 Obtain approval from HoD, YMRC  D-20 to D-15 A.P.O.  

 Send to relevant Newspapers D-15 to D-10 A.P.O. 

 Follow-up and get it published D-10 to D A.P.O. 

 Distribute the cuttings to concerned resource 

person and collection file 

D to D+5 A.P.O. 

 
Reference Documents: 
 

KRA Policy 
 

 
Records: (Files, Formats, Registers, etc.) 
 

Requisitions for Publication of Articles in Newspapers 
File for preservation of published Articles 
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ACTIVITY NO. 6 : Publication of News items in Newspaper 
 
Sr No Work Activity Time Limit Person/s responsible

 Receive indent for publicity  A.P.O. 

 Finalize the draft of news item  A.P.O.  

 Deliver the news item to Newspaper / Radio / 

TV 

 A.P.O. 

 Intimate the concerned officials about 

publication and display on notice board 

 A.P.O. 

 Preserve in collection of news items.  A.P.O. 

 
Reference Documents: 
 

KRA Policy 
 
 
Records: (Files, Formats, Registers, etc.) 
 

Requisition for Organizing Programme on AIR / Doordarshan 
File for preservation of published News Items 

 
 



 

 

 
 
 

Format for Requisition of Organizing Programme on AIR/ Doordarshan 
 

+ÉEòÉ¶É´ÉÉhÉÒ / nÚù®únù¶ÉÇxÉ´É®ú EòÉªÉÇGò¨É ºÉÉnù®ú Eò®úhªÉÉºÉÉ`öÒ 
 
 
 1. +ÉEòÉ¶É´ÉÉhÉÒ / nÚù®únù¶ÉÇxÉºÉÉ`öÒ ºÉÉnù®ú Eò®úÉ´ÉªÉÉSÉÉ EòÉªÉÇGò¨ÉÉSÉÉ Ê´É¹ÉªÉ 
 
 
 
 2. ¨ÉÖ±ÉÉJÉiÉ / SÉSÉÉÇºÉjÉ / ¦ÉÉ¹ÉhÉ 
 
 
 
 3. ºÉ½þ¦ÉÉMÉÒ ´ªÉCiÉÓSÉÒ xÉÉÆ´Éä 
 
 
 
 4. +´ÉvÉÒ 
 
 
 
 5. EòÉªÉÇGò¨É ºÉÉnù®ú Eò®úhªÉÉSÉÉ Ê´É¹ÉªÉ +É{ÉhÉÉºÉ `ö®ú´ÉÚxÉ Ênù±Éä±ªÉÉ KRA ¶ÉÒ ºÉÆ¤ÉÆÊvÉiÉ +É½äþ / xÉÉ½þÒ 
 
 
 
 6. ªÉÉ{ÉÚ´ÉÔ EòÉªÉÇGò¨É ºÉÉnù®ú Eäò±Éä±ÉÒ iÉÉ®úÒJÉ 
 
 
 
 7. ªÉÉ{ÉÚ´ÉÔ ºÉÉnù®ú Eäò±Éä±ªÉÉ EòÉªÉÇGò¨ÉÉSÉÉ Ê´É¹ÉªÉ 
 
 
 
 8. ºÉÉä¤ÉiÉ EòÉªÉÇGò¨ÉÉSÉÒ ºÉÆÊ½þiÉÉ VÉÉäb÷±ÉÒ +É½äþ / xÉÉ½þÒ. 
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Format of Requisition for Publication of Articles in News Papers 
 

´ÉÞkÉ{ÉjÉÉÆ¨ÉvªÉä ±ÉäJÉ |ÉEòÉÊ¶ÉiÉ Eò®úhªÉÉºÉÆ¤ÉÆvÉÒ 
 
 
 1. ±ÉäJÉÉSÉÉ Ê´É¹ÉªÉ 
 
 
 
 
 2. ±ÉäJÉ |ÉEòÉÊ¶ÉiÉ Eò®úhªÉÉSÉÉ =qäù¶É 
 
 
 
 
 
 3. ±ÉäJÉ KRA ¶ÉÒ ºÉÆ¤ÉÆÊvÉiÉ +É½äþ / xÉÉ½þÒ 
 
 
 
 
 4. |ÉEòÉÊ¶ÉiÉ Eò®úhªÉÉSÉÒ ºÉÆ¦ÉÉ´ªÉ iÉÉ®úÒJÉ 
 
 
 
 
 
 Ê´ÉtÉ¶ÉÉJÉÉ +ÊvÉEòÉ−ªÉÉSÉä xÉÉÆ´É ´É º´ÉÉIÉ®úÒ 

 
 



 

 

 
 

Format of Requisition for Publication of News Items in News Papers 
 

|ÉºÉÉ®ú¨ÉÉvªÉ¨ÉÉÆºÉÉ`öÒ ¤ÉÉiÉ¨ÉÒ näùhªÉÉºÉÉ`öÒ 
 
 
 

 1. EòÉªÉÇGò¨ÉÉSÉä xÉÉÆ´É 
 
 
 
 
 2. EòÉªÉÇGò¨ÉÉSÉÒ iÉÉ®úÒJÉ ´É ´Éä³ý 
 
 
 
 
 3. EòÉªÉÇGò¨ÉÉSÉä ºlÉ³ý 
 
 
 
 
 4. |É¨ÉÖJÉ ={ÉÎºlÉiÉÉÆSÉä / ¨ÉÉxªÉ´É®úÉÆSÉä xÉÉÆ´É 
 
 
 
 5. +ÉEòÉ¶É´ÉÉhÉÒ / nÚù®únù¶ÉÇxÉ / ´ÉÞkÉ{ÉjÉä ªÉÉ{ÉèEòÒ EòÉähÉiªÉÉ ¨ÉÉvªÉ¨ÉÉÆºÉÉ`öÒ ¤ÉÉiÉ¨ÉÒ tÉ´ÉªÉÉSÉÒ iªÉÉSÉÉ 

iÉ{É¶ÉÒ±É 
 
 
 
 6. ¡òÉä]õÉä / Î´½þb÷Ò+Éä Clip ËEò´ÉÉ ¤ÉÉ½äþ®úÒ±É {ÉjÉEòÉ®úÉÆxÉÉ ÊxÉ¨ÉÆÊjÉiÉ Eò®úÉ´ÉªÉÉSÉä +É½äþ / xÉÉ½þÒ 
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PURPOSE :- To provide reliable AV equipments  in the Classroom 
 
SCOPE :- It  covers entire Academy 
 
RESPONSIBILITY :-  AVO, YMRC 
 
Activity No 1 :- Deployment of AV Equipment as per requisition 
 
Sr No Work Activity Time Limit Person/s 

responsible 

 Receive requisition for audio visual 

equipment 

H-72 AVA 

 Scrutinize demands H-48 AVA 

 Plan for supply H-24 AVA 

 Install at location H-1 AVA 

 Ensure smooth working H AVA  

 

 

Return equipment to YMRC and reporting on 

its condition  

H+1 AVA 

 

 Initiate action for any repairs/purchases 

needed 

H+24 AVO 

 Undertake Preventive maintenance of AV 

equipment other than AMC 

Weekly AVO 

 
Reference Documents:- 

Office note 
Time table 
AV Equipment Requisition Form 

 
Records:- 

Equipment Movement Register 
Non-AMC Maintenance Register 
Imprest Account Records 

 
MIS Parameters :- 

YMRC-08: Maintenance Expenses 
 



 

 

 
 
 
PURPOSE :- To provide suitable AV backup to YASHADA Training 
 
SCOPE :- It covers all Academy 
 
RESPONSIBILITY :-  OIC / YMRC 
 
Activity No 2 :- Purchase of Audio Visual Equipment 
 
Sr 
No 

Work Activity Time Limit Person/s 
responsible 

01 Receive demands  D-30 Head, YMRC 

02 Get decision on file on intent to purchase D-25 OIC / YMRC 
03 Complete Quotation/Tender process D-10 AVO 
03 Complete proposal for purchase D-5 OIC / YMRC 
04 Obtain clearance from Purchase Committee D-3 days OIC / YMRC 
05 Place order D  Head YMRC  
06 Acquire equipment D+N AVO 
06 Enter in the Dead Stock Registrar/ 

Consumable Items Register 
D+N+1 AVA 

07 Notify all YASHADA faculty and staff about 
acquisition, through LAN/ circular 

D+N+5 OIC /  YMRC 

 
Reference Documents: -  
Demand/decision for purchase of equipment  
Policy Circular on Purchase 
 
Records:-  
Minutes of relevant meeting (BOG, EC, Think Tank, YMRC Review etc) 
Individual purchase files  
Dead Stock Register 
Consumable Articles Register 
Operational Manuals of equipments 
Warranty or Guarantee of the equipments  
 
MIS Parameters: - 
YMRC-07: Capital Purchases 
YMRC-08: Maintenance Expenses 

* If decision id negative intimate the persona who had raised the 
demand. in search case remaining steps would be come redundant  
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PURPOSE: - To enrich Training Resources at YASHADA 
 
SCOPE: - Entire Academy 
 
RESPONSIBILITY: - Head, YMRC   
 
Activity No 3: – Production of Audio Visual Programmes/Documents  
 
 
Sr 
No 

Work Activity Time 
Limit 

Person/s 
responsible 

01 Received proposal for video production  D - 60 YASHADA 
Faculty 

02 Proposal for approval to video 
production approval committee 

D - 55 Head, YMRC, 
and OIC / YMRC 

03 Obtain administrative approval D - 50 Head, YMRC, 
and  OIC / 
YMRC  

04 Discussion with producer D -45 Concern faculty 
and OIC / YMRC 

05 Approval of the idea  D - 40  Head YMRC   
06 Selection of producer and calling 

estimate of production by the committee 
D - 30 OIC YMRC  

07 Discussion with the producer D - 25 Head YMRC / 
OIC YMRC  

08 Obtain financial approval D - 10 Head YMRC / 
OIC YMRC 

09 Place the order D - 5 Head YMRC / 
OIC YMRC 

10 Evaluation of script and story board D Head YMRC / 
Concern faculty  

11 Production D + N Head, YMRC 
12 Preview of first cut and approval by 

committee 
D + N + 10 AVO 

13 Preview of final product and approval by 
committee 

D + N + 15 AVO 

14  Release of the final product D + N + 20 Head, YMRC 
15 Payment release D + N + 25 Head, YMRC 
 
 
 
 



 

 

 
Reference Documents: - 
 
Minutes of relevant meeting. 
DGIPR’s shortlist of Outsource Firms 
Budgetary provisions. 
Demand for production. 
AV production review committee. 
 
Records: -  
 
Theme paper/Script of the documentary 
Annual Production Plan 
 
MIS Parameters: 
 
YMRC-04: Number of TV Programmes telecast 
YMRC-05: Number of Radio Programmes broadcast 
YMRC-06: Number of Films/Slideshows produced 
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PURPOSE: - Long-term Maintenance of Equipment and Breakdown 
 
SCOPE: - All Audio-Visual Equipment 
 
RESPONSIBILITY: - A V Officer 
 
Activity No 4 – Inventory and Maintenance of AV Equipment 
 
 
Sr 

No 

Work Activity Time Limit Person/s 

responsible 

 Stock-checking and inventory  Half-yearly AVO 

 Preparing annual maintenance plan, 

including disposal and acquisition 

Yearly AVO 

 Entering in AMC for specified equipment Yearly Head YMRC 

 
Reference Documents: - 
 

Existing Inventory 
Maintenance Procedure MOP Manual 

 
Records: -  
 

Existing AMCs  
Dead Stock Register 

 
MIS Parameters  
 

None 
 

 
 
 
 
 
 
 
 
 
 



 

 

 
 

 
 
 

The Government Resolution related with the functions  
of YASHADA   

 
Sr. 
No. 

Subject as given in the 
resolution 

GR No. & Its date Remarks 
if any 

1. Establishment of 
Academy 

GAD, ASC-1884/999/VI 
dated 24/05/1984 

Annexure 
14 

2. Autonomy of Academy ºÉÉ.|É.Ê´É,  
+ÉªÉb÷ÒB-1086/47/17 ÊnùxÉÉÆEò 
08/05/1986 

 

3. Reservation policy  
 
 

For direct recruitment 
& promotion 
 
 
 
 
 
For promotion 

 
 
ºÉÉ.|É.Ê´É., ¤ÉÒºÉÒºÉÒ-
1097/|É.Gò.2/97/16-¤É ÊnùxÉÉÆEò 
29/03/1997 

1. ºÉÉ.|É.Ê´É., ¤ÉÒºÉÒºÉÒ-
1097/|É.Gò.63/97/16-¤É 
ÊnùxÉÉÆEò 18/10/1997 

 

4. House Building 
Advance 

Ê´ÉkÉ Ê´É¦ÉÉMÉ, PÉ¤ÉÊxÉ-
1099/|É.Gò.2/99/Ê´ÉÊxÉªÉMÉ 
ÊnùxÉÉÆEò 08/07/1999 
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Establishment of Maharashtra 
Institute of Development 
Administration (MIDA), Pune. 

 
GOVERNMENT OF MAHARASHTRA 

General Administration Department. 
Resolution No. ASC-1884/999/VI. 

Mantralaya, Bombay-400032, Dated 24th May 1984. 
 
 
RESOLUTION 
 
The question of establishing training and research facilities in Development 
Administration, more particularly, in Rural Development, as been engaging the 
attention of the Government. In recent years, many development programmes 
including those in the field of Rural Development have been launched. These 
programmes, for their effective and successful implementation, require active 
involvement and close coordination of officers at various levels belonging to 
different departments. There is also considerable devolution of powers at the 
power administrative levels, and local bodies, like the Zilla Parishads, are playing 
increasingly programmes. There is, therefore, a great need for imparting training 
to officials, in the development programmes and public administration. It is also 
recognised that the approach to training should be integrated and inter-
disciplinary in nature and should be relevant to the situations and conditions 
prevailing in the State. In short, there is a need to reorient the training activities 
from merely training in administrative matters to training in Development 
Administration with a sharp focus on Rural Development. 
 
2. Government has, therefore, decided to establish a State level training institution 

which will be known as Maharshtra Institute of Development Administration 
(hereinafter referred to as MIDA). This Institution, which will be located in the 
Raj Bhavan Premises at Pune, will come into force with effect from 1st June 
1984. 

 
3. Aims and Objects : The following will be the aims and objectives of the 

Maharashtra Institute of Development Administration : 
 

i) to impart foundation training in the field of rural development and public 
administration; 

ii) to impart in-service training to officials engaged in rural development and 
administration at the district, regional and State levels; 

iii) to organise training programmes, seminars, conferences, workshops for 
experts, academicians, administrators, researchers and other officials and 
non-officials on various problems of rural development and 
administration; 



 

 

iv) to provide training and guidance to other training institutions under the 
State Government, particularly those engaged in the training of officials 
and non-officials in rural development; 

v) to undertake action-oriented researches on various problems of rural 
development and administration so as to prepare case-studies as an input 
for the training programmes; 

vi) to serve as the apex centre for the collection and dissemination of 
information regarding rural development and administration; 

vii) to provide consultancy services on problems of rural development and 
administration; 

viii) to function as the premier State level training institution in the field of 
rural development. 

 
4. MIDA will impart training principally to the Class I and Class II officers engaged 

in development activities at the district, regional and State levels. 
 
5. Governing Council : MIDA will function under the administrative control of the 

General Administration Department and will be headed by a Director. This 
institution will be guided in its training policies and activities by a Governing 
Council consisting of the following : 

 
1 Chief Minister President of the Governing Council. 
2 Minister for Rural Development Vice-President of the Governing 

Council. 
3 Minister for Planning Vice-President of the Governing 

Council. 
4 Minister of State (GAD) Vice-President of the Governing 

Council. 
5 Chief Secretary Executive Chairman. 
   
 Official Members 
  
6 Secretary to Government, General Administration Deptt. 
7 Secretary to Government, Planning Department. 
8 Secretary to Government, Finance Department. 
9 Secretary to Government, Rural Development Department. 
10 Secretary to Government, General Administration Department 

(A. R. & O. M.) 
11 Divisional Commissioner, Pune Division, Pune. 
12 Director, Maharashtra Institute of Development Administration, (Member-

Secretary) 
  
 Non-Officials Members 
  
13 Vice-Chancellor, Pune University. 
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14 Four to six eminent persons drawn from various fields, as may be 
necessary. 

 
The tenure of the non-official members should be two years from the date of 
appointment. 
 
The Governing Council shall meet at least once a year and shall decide the broad policy 
matters of the Institute. 
 
6. Executive Committee : There shall be an Executive Committee constituted 

under the chairmanship of the Chief Secretary. The Executive Committee shall 
consist of the official and non official members of the Governing Council 
excepting the President and the Vice-Presidents, and will be empowered to take 
decisions on the administrative and financial matters, training arrangements, and 
policy of Maharashtra Institute of Development Administration. The decisions of 
the Executive Committee will be reported to the Governing Council. 

 
The Executive Committee shall meet as often as may be necessary, but at least twice in a 
year. 
 

7. The non-official members of the Governing Council / Executive Committee shall 
be entitled to draw travelling allowance and daily allowance at the rates sanctioned by 
Government from time to time. Local non-official members will be entitled to the 
conveyance allowance at the rates prescribed by Government. 

 
8. The sanctioned posts of the Administrative Staff College, Bombay as specified in 

Annexure 'A' hereto will stand transferred to the Maharashtra Institute of 
Development Administration along with the incumbents of these posts on the 
establishment of the MIDA with effect from the 1st June, 1984. 

9. The expenditure on this account should be debited to the budget head '265 Other 
Administrative Services (S) – Training (3) Maharashtra Insitute of Development 
Administration' and the requirements of Rs. 5,55,000/- should be met from out of 
the advance of Rs. 555000/- from the Contingency Fund sanctioned in 
Government Memorandum, Finance Department. No CNF 1184/20/BUD-14, 
dated the 24th May 1984. Action to open the new sub-head of account should be 
taken separately in consultation with the Finance Department / Accountant 
General. The requisite Supplementary Demand to recoup the advance from the 
Contingency Fund should be presented to the Legislature at its ensuing session. 

10. This Resolution issues with the concurrence of the Finance Department vide its 
unofficial reference No. 1343-EXP-4, dated the 8th May 1984. 

 
By order and in the name of the Governor of Maharashtra. 

 
 

B. K. HALVE, 
Additional Chief Secretary to Government. 



 

 

 
The Secretary to Governor, 
The Private Secretary to the Chief Minister, 
The Private Secretary to the Minister for Finance, 
The Private Secretary to all other Ministers, 
The Personal Assistants to all Ministers of State, 
All Divisional Commissioners. 
 
B] Collectors of Districts, 
The Chief Executive Officers of all Zilla Parishads, 
 
Heads of Departments and Heads of Offices under the several Departments of 
Mantralaya, 
The Secretary, Maharashtra Public Service Commission, Bombay (By letter), 
The Accountant General (Accounts and Entitlement), Maharashtra, Bombay. 
The Accountant General (Accounts and Entitlement), Maharashtra, Nagpur. 
The Accountant General-I (Audit), Maharashtra, Bombay. 
The Accountant General-II (Audit), Maharashtra, Nagpur. 
The Planning Department, 
The rural Development Department, 
The Finance Department, 
The Other Departments of Mantralaya, 
The Government of India, Ministry of Rural Development, Krishi Bhavan, New Delhi 
(By letter), 
The Government of India, Ministry of Home Affairs, Department of Personnel and 
Administrative Reforms (Training Division), New Delhi (By letter), 
The Director General, National Institute of Rural Development, Rajendra Nagar, 
Hyderabad – 500030 (By letter). 
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ACCOMPANIMENT TO GOVERNMENT RESOLUTION, GENERAL 
ADMINISTRATION DEPARTMENT, NO. ASC-1884/999/VI, DATED 24TH MAY 
1984. 
 

ANNEXURE – 'A' 
 
Staffing Pattern of Maharashtra Institute of Development Administration, Pune. 
 
Sr. 
No. 

Designation No. of 
Posts 

Scale of Pay 

1 2 3 4 
 CLASS - I  Rs. 
1. Additional Director 1 1500-50-1550-75-1925 (plus a 

special pay of Rs. 200/-) 
2. Joint Director 1 700-40-1100-50-1600 (plus Special 

Pay of Rs.200/-) 
3. Deputy Director 1 680-40-100-EB-50-1500 
4. Under Secretary and Administrative 

Officer 
1 1000-50-1500 

    
 CLASS – II   
5. Programmes and Research Officer 1 600-30-750-EB-40-1150 
6. Superintendent 1 500-20-700-25-900 
    
 CLASS – III   
7. Librarian 1 500-20-700-25-900 
8. Assistant 2 365-15-500-20-600-Ex-20-760 
9. Accountant-cum-Cashier 1 365-15-500-20-600-Ex-20-760 

(plus Special Pay of Rs. 50/-) 
10. Stenographer (Higher Grade) 1 600-30-750-40-950 
11. Stenographer (Lower Grade) 1 395-15-500-20-700-Ex-20-800 
12. House-keeper 1 335-15-500-20-590-Ex-20-680 
13. Clerk-Typist (Marathi) 2 260-10-390-15-420-Ex-15-495 

(Plus Special Pay of Rs. 20/-) 
14. Typist (English) 2 290-10-390-15-495-Ex.-15-340 
15. Bill Accountant 1 260-10-390-15-420-Ex.15-495 

(plus Special Pay of Rs.20/-) 
16. Clerk 3 260-10-390-15-420-Ex.-15-495 
17. Telephone Operator 1 260-10-390-15-420-Ex.-15-495 
18. Assistant Librarian 1 260-10-390-15-420-Ex.-15-495 
19. Driver 1 250-7-285-10-385-Ex.-10-435 
20. Roneo Operator 1 205-5-250-7-285-10-305-Ex.-10-385 
21. Peon 6 200-3-230-5-255-Ex.-5-280 

22. Watchmen 3 200-3-230-5-255-Ex.-5-280 
23. Sweeper 3 200-3-230-5-255-Ex.-5-280 



 

 

Sr. 
No. 

Designation No. of 
Posts 

Scale of Pay 

1 2 3 4 
24. Mali 1 200-3-230-5-255-Ex.-5-280 
25. Hamal 1 200-3-230-5-255-Ex.-5-280 
 
 

ABSTRACT 
 
Class I  4 
Class II  2 
Class III  18 
Class IV  15 
 TOTAL 39 
 



  PROACTIVE DISCLOSER UNDER SECTION 4 OF RIGHT TO INFORMATION ACT, 2005 

Section 4(1)(b)(vi) 

 

 
¨É½þÉ®úÉ¹]Åõ Ê´ÉEòÉºÉ |É¶ÉÉºÉxÉ ºÉÆºlÉÉ, {ÉÖhÉä 

xÉÉäÆnùhÉÒEÞòiÉ ºÉÆºlÉä¨ÉvªÉä ¯û{ÉÉÆiÉ®ú Eò®úhªÉÉ¤ÉÉ¤ÉiÉ. 
 

¨É½þÉ®úÉ¹]Åõ ¶ÉÉºÉxÉ, 
ºÉÉ¨ÉÉxªÉ |É¶ÉÉºÉxÉ Ê´É¦ÉÉMÉ, 

¶ÉÉºÉxÉ ÊxÉhÉÇªÉ Gò¨ÉÉÆEò : +ÉªÉb÷ÒB-1086/47/17, 
¨ÉÆjÉÉ±ÉªÉ, ¨ÉÖÆ¤É<Ç 400 032, 
ÊnùxÉÉÆEò : 8 ¨Éä, 1986. 

 
{É½þÉ : 1) ¶ÉÉºÉxÉ ÊxÉhÉÇªÉ, ºÉÉ¨ÉÉxªÉ |É¶ÉÉºÉxÉ Ê´É¦ÉÉMÉ, Gò¨ÉÉÆEò : BBºÉºÉÒ-1884/999/6, 
   ÊnùxÉÉÆEò 24 ¨Éä, 1984, 

2) ¶ÉÉºÉxÉ ÊxÉhÉÇªÉ, ºÉÉ¨ÉÉxªÉ |É¶ÉÉºÉxÉ Ê´É¦ÉÉMÉ, Gò¨ÉÉÆEò : BBºÉºÉÒ-1884/999/(B)/6, ÊnùxÉÉÆEò 
24 ¨Éä, 1984, 

3) ¶ÉÉºÉxÉ ÊxÉhÉÇªÉ, ºÉÉ¨ÉÉxªÉ |É¶ÉÉºÉxÉ Ê´É¦ÉÉMÉ, Gò¨ÉÉÆEò : +ÉºlÉÉ{ÉxÉÉ-1885/1635/ 
(|É.Gò.6/85)/17, ÊnùxÉÉÆEò 20/2/1986. 

 
 
¶ÉÉºÉxÉ ÊxÉhÉÇªÉ : 
 

¨ÉÖÆ¤É<Ç ªÉälÉÒ±É |É¶ÉÉºÉEòÒªÉ +ÊvÉEòÉ®úÒ ¨É½þÉÊ´ÉtÉ±ÉªÉ Ê´ÉºÉÌVÉiÉ Eò¯ûxÉ iªÉÉBä́ ÉVÉÒ ¨É½þÉ®úÉ¹]Åõ Ê´ÉEòÉºÉ |É¶ÉÉºÉxÉ 
ºÉÆºlÉäSÉÒ ºlÉÉ{ÉxÉÉ {ÉÖhÉä ªÉälÉä 1 VÉÚxÉ, 1984 ®úÉäVÉÒ Eò®úhªÉÉiÉ +É±ÉÒ. ªÉÉ ºÉÆºlÉäiÉ¡æò Ê´ÉEòÉºÉ |ÉÊ¶ÉIÉhÉÉSÉä 
Ê´É¶Éä¹ÉiÉ: OÉÉ¨ÉÒhÉ Ê´ÉEòÉºÉÉ¶ÉÒ ºÉÆ¤ÉÆÊvÉiÉ +ÊvÉEòÉ−ªÉÉÆSªÉÉ |ÉÊ¶ÉIÉhÉÉSÉä EòÉ¨É Eäò±Éä VÉÉiÉä. +xªÉ ®úÉVªÉÉiÉÒ±É 
+ÉªÉ. B. BºÉ. ´É +xªÉ ºÉä´ÉäiÉÒ±É +ÊvÉEòÉ−ªÉÉÆSªÉÉ |ÉÊ¶ÉIÉhÉÉSÉÒ ´ªÉ´ÉºlÉÉ½þÒ Eåòpù ¶ÉÉºÉxÉÉiÉ¡æò ªÉÉ ºÉÆºlÉäiÉ 
Eò®úhªÉÉiÉ ªÉäiÉä. ªÉÉ ºÉÆºlÉä±ÉÉ ÊiÉSÉä =Êqù¹]õ ªÉÉäMªÉ Ê®úiÉÒxÉä ´É ºÉÖ±É¦É{ÉhÉä ºÉÉvªÉ Eò®úiÉÉ ªÉÉ´Éä ªÉÉ oú¹]õÒxÉä +ÊvÉEò 
|É¨ÉÉhÉÉiÉ +ÉÌlÉEò ´É vÉÉä®úhÉÉi¨ÉEò º´ÉÉªÉiÉiiÉÉ näùhªÉÉSÉÒ ¤ÉÉ¤É ¶ÉÉºÉxÉÉSªÉÉ Ê´ÉSÉÉ®úÉvÉÒxÉ ½þÉäiÉÒ. iªÉÉ¤ÉÉ¤ÉiÉ 
¶ÉÉºÉxÉÉxÉä +ÉiÉÉ +ºÉÉ ÊxÉhÉÇªÉ PÉäiÉ±ÉÉ +É½äþ EòÒ, ¨É½þÉ®úÉ¹]Åõ Ê´ÉEòÉºÉ |É¶ÉÉºÉxÉ ºÉÆºlÉÉ, {ÉÖhÉä ªÉÉ ºÉÆºlÉäSÉä 
ºÉÉäºÉÉªÉ]õÒVÉ ®úÊVÉº]Åäõ¶ÉxÉ +ìC]õ, 1860 ªÉÉ +ÊvÉÊxÉªÉ¨ÉÉJÉÉ±ÉÒ xÉÉäÆnùhÉÒEÞòiÉ ºÉÆºlÉä¨ÉvªÉä ¯û{ÉÉÆiÉ®ú Eò®úhªÉÉiÉ 
ªÉÉ´Éä. ½äþ ¯û{ÉÉÆiÉ®ú Eäò±ªÉÉxÉÆiÉ®ú ¨É½þÉ®úÉ¹]Åõ Ê´ÉEòÉºÉ |É¶ÉÉºÉxÉ ºÉÆºlÉäºÉÉ`öÒ +ÆnùÉVÉ{ÉjÉEòÉiÉ Eäò±Éä±ÉÒ +ÉÌlÉEò iÉ®úiÉÚnù 
ºÉÆºlÉä±ÉÉ +xÉÖnùÉxÉ (OÉÄ]õ-<xÉ-Bb÷) ªÉÉ º´É¯û{ÉÉiÉ näùhªÉÉiÉ ªÉÉ´ÉÒ. ÊxÉªÉÉäÊVÉiÉ ºÉÆºlÉäSÉä ºÉÆºlÉÉ{ÉxÉ ºÉ¨ÉªÉ±ÉäJÉ 
(¨Éä¨ÉÉä®Æúb÷¨É +Éì¡ò +ºÉÉäÊºÉB¶ÉxÉ) ¶ÉÉºÉxÉÉxÉä º´ÉiÉÆjÉ{ÉhÉä ¨ÉÆVÉÚ®ú Eäò±ÉÉ +É½äþ. ºÉÆºlÉäSÉä ºÉä́ ÉÉ ÊxÉªÉ¨É (ºÉÎ´½ÇþºÉ 
¯û±ºÉ) ½äþ ºÉÆ¤ÉÆvÉÒiÉ Ê´É¦ÉÉMÉÉÆ¶ÉÒ Ê´ÉSÉÉ®úÊ´ÉÊxÉ¨ÉªÉ Eò¯ûxÉ iÉªÉÉ®ú Eò®úhªÉÉiÉ ªÉÉ´ÉäiÉ. iÉºÉäSÉ ¨É½þÉ®úÉ¹]Åõ Ê´ÉEòÉºÉ 
|É¶ÉÉºÉxÉ ºÉÆºlÉä±ÉÉ Ênù±Éä±ÉÒ VÉ¨ÉÒxÉ ´É <iÉ®ú ¨ÉÉ±É¨ÉiiÉÉ ªÉÉÆSÉä xÉ´ÉÒxÉ ºÉÉäºÉÉªÉ]õÒSªÉÉ xÉÉÆ´Éä ½þºiÉÉÆiÉ®úhÉ Eò®úhªÉÉiÉ 
ªÉÉ´Éä. 
 
VªÉÉ ÊnùxÉÉÆEòÉ{ÉÉºÉÚxÉ ¨É½þÉ®úÉ¹]Åõ Ê´ÉEòÉºÉ |É¶ÉÉºÉxÉ ºÉÆºlÉäSÉä xÉÉäÆnùhÉÒEÞòiÉ ºÉÆºlÉÉ ¨½þhÉÚxÉ |ÉiªÉIÉÉiÉ xÉÉäÆnùhÉÒEÞòiÉ 
½þÉä<Ç±É iªÉÉ ÊnùxÉÉÆEòÉ{ÉÉºÉÚxÉ ºÉÆºlÉäSªÉÉ +ÉºlÉÉ{ÉxÉä´É®úÒ±É ºÉ´ÉÇ {Énäù xÉÉäÆnùhÉÒEÞòiÉ ºÉÆºlÉäEòbä÷ ´ÉMÉÇ Eò®úhªÉÉiÉ ªÉÉ´ÉÒiÉ. 



 

 

iÉºÉäSÉ ½þÒ {Énäù vÉÉ®úhÉ Eò®úhÉÉ−ªÉÉ ºÉ´ÉÇ {ÉnùvÉÉ®úEòÉÆSªÉÉ ºÉä´ÉÉ BEò ´É¹ÉÉÇSªÉÉ EòÉ±ÉÉ´ÉvÉÒºÉÉ`öÒ ºÉÆºlÉäEòbä÷ ÊiÉSªÉÉ 
+ÊvÉEÞòiÉ xÉÉäÆnùhÉÒ ÊnùxÉÉÆEòÉ{ÉÉºÉÚxÉ ´ÉMÉÇ Eò®úhªÉÉiÉ ªÉÉ´ªÉÉiÉ. ºÉÆºlÉäSÉä ºÉÎ´½ÇþºÉ ¯û±ºÉ |ÉºÉÞiÉ ZÉÉ±ªÉÉ´É®ú ºÉÆ¤ÉÆvÉÒ 
{ÉnùvÉÉ®úEòÉÆxÉÉ ºÉÆºlÉäSªÉÉ +ÉºlÉÉ{ÉxÉä´É®ú {ÉÖfäø SÉÉ±ÉÚ `äö´ÉhªÉÉ¤ÉÉ¤ÉiÉ ÊxÉhÉÇªÉ PÉähªÉÉiÉ ªÉÉ´ÉÉ. 
ºÉÆºlÉäºÉÉ`öÒ 1986-87 SªÉÉ +ÆnùÉVÉ{ÉjÉEòÉiÉ VÉÒ iÉ®úiÉÚnù Eäò±ÉÒ +É½äþ, iªÉÉ{ÉèEòÒ BÊ|É±É iÉä VÉÖ±Éè, 1986 {ÉªÉÈiÉ 
iÉ®úiÉÚnù ºÉÆºlÉäºÉ ªÉÉ{ÉÚ´ÉÔSÉ ±ÉäJÉÉxÉÖnùÉxÉ º´É¯û{ÉÉiÉ näùhªÉÉiÉ +É±Éä±ÉÒ +É½äþ. ªÉÉ ±ÉäJÉÉxÉÖnùÉxÉ iÉ®úiÉÚnùÒ{ÉèEòÒ ¨Éä iÉä 
VÉÖ±Éè, 1986 ªÉÉ EòÉ±ÉÉ´ÉvÉÒºÉÉ`öÒ +ºÉ±Éä±ÉÒ iÉ®úiÉÚnù iªÉÉ ºÉÆºlÉäºÉ ºÉ½þÉªÉEò +xÉÖnùÉxÉ ¨½þhÉÚxÉ ¨ÉÆVÉÚ®ú Eò®úhªÉÉiÉ 
+É±ÉÒ +É½äþ. 1986-87 SªÉÉ +ÆnùÉVÉ{ÉjÉEòÉºÉ Ê´ÉvÉÉxÉ¨ÉÆb÷³ýÉSÉÒ ¨ÉÉxªÉiÉÉ Ê¨É³ýÉ±ªÉÉ´É®ú ¨É½þÉ®úÉ¹]Åõ Ê´ÉEòÉºÉ 
|É¶ÉÉºÉxÉ ºÉÆºlÉäºÉÉ`öÒ +ºÉ±Éä±ÉÒ =´ÉÇÊ®úiÉ iÉ®úiÉÚnù ºÉ½þÉªÉEò +xÉÖnùÉxÉ ¨½þhÉÚxÉ ¨ÉÆVÉÚ®ú Eò®úhªÉÉiÉ ªÉÉ´ÉÒ. 
½þÉ ¶ÉÉºÉxÉ ÊxÉhÉÇªÉ, Ê´ÉiiÉ Ê´É¦ÉÉMÉ +xÉÉè{ÉSÉÉÊ®úEò ºÉÆnù¦ÉÇ Gò¨ÉÉÆEò ºÉÒ+É®ú 995 / ´ªÉªÉ-4 ÊnùxÉÉÆEò 8 ¨Éä 
1986 uùÉ®äú iªÉÉ Ê´É¦ÉÉMÉÉSªÉÉ +xÉÖ¨ÉiÉÒxÉä ÊxÉMÉÇÊ¨ÉiÉ Eò®úhªÉÉiÉ ªÉäiÉ +É½äþ. 
 

¨É½þÉ®úÉ¹]ÅõÉSÉä ®úÉVªÉ{ÉÉ±É ªÉÉÆSªÉÉ +Énäù¶ÉÉxÉÖºÉÉ®ú ´É xÉÉÆ´ÉÉxÉä, 
 
 

(¨É. EÞò. VÉÉä¶ÉÒ) 
={É ºÉÊSÉ´É, ¨É½þÉ®úÉ¹]Åõ ¶ÉÉºÉxÉ. 

 
|ÉÊiÉ, 
ºÉÆSÉÉ±ÉEò, ¨É½þÉ®úÉ¹]Åõ Ê´ÉEòÉºÉ |É¶ÉÉºÉxÉ ºÉÆºlÉÉ, {ÉÖhÉä, 
¨É½þÉ±ÉäJÉÉ{ÉÉ±É, ¨É½þÉ®úÉ¹]Åõ-1, ¨ÉÖÆ¤É<Ç. 
¨É½þÉ±ÉäJÉÉ{ÉÉ±É, ¨É½þÉ®úÉ¹]Åõ-2, xÉÉMÉ{ÉÚ®ú, 
Ê´ÉiiÉ Ê´É¦ÉÉMÉ, 
ÊxÉªÉÉäVÉxÉ Ê´É¦ÉÉMÉ, 
ºÉÉ´ÉÇVÉÊxÉEò ¤ÉÉÆvÉEòÉ¨É Ê´É¦ÉÉMÉ, 
ºÉÉ¨ÉÉxªÉ |É¶ÉÉºÉxÉ Ê´É¦ÉÉMÉ, EòÉªÉÉÇºÉxÉ Gò. 19, 25, 26, 
ÊxÉ´Éb÷ ¡òÉ<Ç±É. 
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+É®ú. Eäò. ºÉ¦É®ú´ÉÉ±É +ÉÊhÉ <iÉ®ú Ê´É¯ûrù {ÉÆVÉÉ¤É 
®úÉVªÉ |ÉEò®úhÉÒ ºÉ´ÉÉäÇSSÉ xªÉÉªÉÉ±ÉªÉÉSªÉÉ  

ÊxÉEòÉ±ÉÉSªÉÉ +xÉÖ¹ÉÆMÉÉxÉä +É®úIÉhÉÉ¤ÉÉ¤ÉiÉSÉä +Énäù¶É  
 

¨É½þÉ®úÉ¹]Åõ ¶ÉÉºÉxÉ, 
ºÉÉ¨ÉÉxªÉ |É¶ÉÉºÉxÉ Ê´É¦ÉÉMÉ, 

¶ÉÉºÉxÉ ÊxÉhÉÇªÉ Gò. ¤ÉÒºÉÒºÉÒ-1097/|É.Eò.63/97/16-¤É, 
¨ÉÆjÉÉ±ÉªÉ, ¨ÉÖÆ¤É<Ç-400 032. 

ÊnùxÉÉÆEò : 18 +ÉìC]õÉä¤É®ú , 1997. 
 
¶ÉÉºÉxÉ ÊxÉhÉÇªÉ :- ºÉ´ÉÉäÇSSÉ xªÉÉªÉÉ±ÉªÉÉxÉä +É®ú. Eäò. ºÉÆ¦É®ú´ÉÉ±É +ÉÊhÉ <iÉ®ú Ê´É¯ûrù {ÉÆVÉÉ¤É ®úÉVªÉ, ªÉÉÆSªÉÉ 
|ÉEò®úhÉÒ Ênù±Éä±ªÉÉ ÊxÉhÉÇªÉÉSªÉÉ +xÉÖ¹ÉÆMÉÉxÉä ¶ÉÉºÉxÉÉxÉä +ºÉÉ ÊxÉhÉÇªÉ PÉäiÉ±ÉÉ ½þÉäiÉÉ EòÒ, Eåòpù ¶ÉÉºÉxÉÉxÉä ËEò´ÉÉ 
<iÉ®ú ®úÉVªÉ ¶ÉÉºÉxÉÉxÉä +Énäù¶É ÊxÉMÉÇÊ¨É Eäò±ªÉÉxÉÆiÉ®ú, ¶ÉÉºÉxÉ iªÉÉSÉ|É¨ÉÉhÉä +Énäù¶É ÊxÉMÉÇÊ¨ÉiÉ Eò®úÒ±É. 
 
2. EäÆòpù ¶ÉÉºÉxÉÉxÉä iªÉÉÆSªÉÉ YÉÉ{ÉxÉ Gò¨ÉÉÆEò - 36012/2/96-<BºÉ]õÒ]õÒ (+É®ú<ÇBºÉ), ÊnùxÉÉÆEò 2 VÉÖ±Éè, 
1997 +x´ÉªÉä ´É®úÒ±É ªÉÉÊSÉEäòºÉÆnù¦ÉÉÇiÉÒ±É ¨ÉÉMÉÇnù¶ÉÇEò iÉi´ÉÉºÉÆ¤ÉÆvÉÒSÉä +Énäù¶É ÊxÉMÉÇÊ¨ÉiÉ Eäò±Éä±Éä +É½äþiÉ. iÉä 
Ê´ÉSÉÉ®úÉiÉ PÉä>ðxÉ, ºÉä´ÉÉ ¦É®úiÉÒ ´É Ë¤ÉnÖùxÉÉ¨ÉÉ´É±ÉÒºÉÆnù¦ÉÉÇiÉ, ¶ÉÉºÉxÉ JÉÉ±ÉÒ±É|É¨ÉÉhÉä +Énäù¶É näùiÉ +É½äþ :- 
+É®úIÉhÉ ½äþ ºÉÆ´ÉMÉÉÇSªÉ {ÉnùºÉÆJªÉäºÉ (ºÉÆ´ÉMÉÉÇiÉÒ±É BEÚòhÉ {ÉnùÉÆSÉÒ ºÉÆJªÉÉ Ê´ÉSÉÉ®úÉiÉ PÉä>ðxÉ ]õCEäò´ÉÉ®úÒxÉÖºÉÉ®ú) 
±ÉÉ´ÉÉ´Éä. Ê®úCiÉ ½þÉähÉÉ−ªÉÉ VÉÉMÉÉÆSªÉÉ ºÉÆnù¦ÉÉÇiÉ ±ÉÉ´ÉÚ xÉªÉä. Ë¤ÉnÖùxÉÉ¨ÉÉ´É±ÉÒ ½þÒ +É®úIÉhÉÉSÉÒ Ê´ÉÊ½þiÉ ]õCEäò´ÉÉ®úÒ 
{ÉÚhÉÇ ½þÉä<Ç{ÉªÉÇxiÉ ´ÉÉ{É®úÉiÉ `äö´ÉÉ´ÉÒ. Ê´ÉÊ½þiÉ ]õCEäò´ÉÉ®úÒ {ÉÚhÉÇ ½þÉäiÉÉSÉ Ë¤ÉnÖù xÉÉ¨ÉÉ´É±ÉÒ ´ÉÉ{É®úhªÉÉSÉÒ +É´É¶ªÉEòiÉÉ 
xÉÉ½þÒ. iªÉÉxÉÆiÉ®ú VªÉÉ |É´ÉMÉÉÇSÉÒ VÉÉMÉÉ Ê®úCiÉ ½þÉä<Ç±É iªÉÉ |É´ÉMÉÉÇiÉÒ±É Eò¨ÉÇSÉÉ−ªÉÉÆuùÉ®äú iÉÒ VÉÉMÉÉ ¦É®úhªÉÉiÉ ªÉÉ´ÉÒ 
´É iªÉÉ Ë¤ÉnÖù{ÉÖfäø iÉÉä Ë¤ÉnÖù iªÉÉ |É´ÉMÉÉÇºÉÉ`öÒ ={ÉªÉÉäMÉÉiÉ +ÉhÉ±ÉÉ +¶ÉÒ xÉÉäÆnù PªÉÉ´ÉÒ. 
 

MÉÖhÉ´ÉiiÉä´É®ú ÊxÉªÉÖCiÉ ZÉÉ±Éä±ªÉÉ ¨ÉÉMÉÉºÉ´ÉMÉÔªÉ Eò¨ÉÇSÉÉ−ªÉÉSÉÒ +É®úIÉhÉ {ÉnùÉ´É®ú MÉhÉxÉÉ Eò®úhªÉÉiÉ ªÉä>ð xÉªÉä ´É 
iªÉÉSÉÒ ÊxÉªÉÖCiÉÒ +É®úIÉhÉ Ë¤ÉnÖù´É®ú nù¶ÉÇ´ÉÚ xÉªÉä. iªÉÉSÉÒ MÉhÉxÉÉ JÉÖ±ªÉÉ {É´ÉMÉÉÇiÉ Eò®úÉ´ÉÒ. 
 
´É®ú (1) ªÉälÉä xÉ¨ÉÚnù Eäò±ªÉÉxÉÖºÉÉ®ú Ë¤ÉnÖùxÉÉ¨ÉÉ´É±ÉÒ ½þÒ Ê®úCiÉ ½þÉähÉÉ−ªÉÉ {ÉnùÉ´É®ú +ÉvÉÉÊ®úiÉ xÉºÉÉ´ÉÒ. iÉÒ 
ºÉÆ´ÉMÉÉÇSªÉÉ ºÉÆJªÉä´É®ú +ÉvÉÉÊ®úiÉ +ºÉÉ´ÉÒ.  
 
Ë¤ÉnÖùxÉÉ¨ÉÉ´É±ÉÒ ½þÒ ¨ÉÉMÉÉºÉ´ÉMÉÇ |É´ÉMÉÉÇSÉä +É®úIÉhÉ ÊxÉÎ¶SÉiÉ Eò®úhªÉÉºÉÉ ö̀Ò +É½äþ. VªÉä¹ ö̀iÉÉ ÊxÉÎ¶SÉiÉ 
Eò®úhªÉÉºÉÉ`öÒ xÉÉ½þÒ. 
 
 
Ë¤ÉnÖùxÉÉ¨ÉÉ´É±ÉÒ ´ÉÉ{É®úiÉÉxÉÉ JÉÉ±ÉÒ±É ¨ÉÚ±É¦ÉÚiÉ iÉi´Éä Ê´ÉSÉÉ®úÉiÉ PªÉÉ´ÉÒiÉ. 
¨ÉÉMÉÉºÉ |É´ÉMÉÉÇxÉÉ Ê´ÉÊ½þiÉ Eäò±Éä±Éä +É®úIÉhÉ ½äþ ]õCEäò´ÉÉ®úÒxÉÖºÉÉ®ú +ºÉÉ´Éä ´É BEÚòhÉ +É®úIÉhÉ ½äþ |ÉSÉÊ±ÉiÉ 
+É®úIÉhÉÉxÉÖºÉÉ®ú ºÉÆ´ÉMÉÉÇSªÉÉ 52 {ÉäIÉÉ VÉÉºiÉ +ºÉiÉÉ EòÉ¨ÉÉ xÉªÉä. 



 

 

ºÉ®ú³ý ºÉä´ÉÉ ¦É®úiÉÒºÉÉ`öÒ +ÉÊhÉ {ÉnùÉäxxÉiÉÒºÉÉ`öÒ ´ÉäMÉ³ýÒ Ë¤ÉnÖù xÉÉ¨ÉÉ´É±ÉÒ `äö´ÉÉ´ÉÒ. ªÉÉ ´ªÉÊiÉÊ®úCiÉ +xªÉ ¦É®úiÉÒ 
¨ÉÉvªÉ¨É +ºÉ±ªÉÉºÉ iªÉÉºÉÉ`öÒ näùJÉÒ±É ´ÉäMÉ³ýÒ Ë¤ÉnÖùxÉÉ¨ÉÉ´É±ÉÒ `äö´ÉÉ´ÉÒ. 
 
¤Énù±ÉÒ, |ÉÊiÉÊxÉªÉÖCiÉÒSªÉÉ {ÉnùÉÆxÉÉ Ë¤ÉnÖùxÉÉ¨ÉÉ´É±ÉÒ ´ÉÉ{É¯û xÉªÉä. 
 
 "¨ÉÉMÉÉºÉ´ÉMÉÔªÉÉÆxÉÉ ºÉä´ÉäiÉ +É®úIÉhÉ ´É <iÉ®ú ºÉ´É±ÉiÉÒ' ªÉÉ {ÉÖÎºiÉEäòiÉÒ±É |ÉEò®úhÉ 1 (+) 2 {ÉÞ. 18/19 
ªÉÉiÉÒ±É +Énäù¶É Ê´ÉSÉÉ®úÉiÉ PÉä>ðxÉ UôÉä]¬É ºÉÆ´ÉMÉÉÇSÉä MÉ]õ Eò®úhªÉÉiÉ ªÉÉ´Éä. 
 
BEòÉEòÒ {ÉnùÉºÉ Ë¤ÉnÖùxÉÉ¨ÉÉ´É±ÉÒxÉÖºÉÉ®ú +É³ýÒ{ÉÉ³ýÒxÉä +É®úIÉhÉ `äö´ÉÉ´Éä. ºÉÖÖ¯û´ÉÉiÉÒºÉ +xÉÖºÉÚÊSÉiÉ VÉÉiÉÒ ´É 
iªÉÉxÉÆiÉ®ú JÉÖ±ÉÉ +ºÉä +É³ýÒ{ÉÉ³ýÒxÉä (BEòÉ +Éb÷ BEò) ªÉÉ iÉi´ÉÉ´É®ú ªÉÉSÉä {ÉÉ±ÉxÉ ´½þÉ´Éä. 
 
ªÉÉ{ÉÖfäø {ÉnùÉäxxÉiÉÒ ¨ÉvªÉä ¦É]õCªÉÉ VÉ¨ÉÉiÉÒ (Eò), vÉxÉMÉ®ú ´É iÉiºÉ¨É ªÉÉÆxÉÉ 3.5  ´É ¦É]õCªÉÉ VÉ¨ÉÉiÉÒ (b÷), 
´ÉÆVÉÉ®úÒ ´É iÉiºÉ¨É ªÉÉÆxÉÉ 2 +É®úIÉhÉ Ê´ÉÊ½þiÉ Eò®úhªÉÉiÉ ªÉäiÉ +É½äþ. xÉ´ÉÒxÉ 100 Ë¤ÉnÖùxÉÉ¨ÉÉ´É±ÉÒ ºÉÉä¤ÉiÉ 
VÉÉäb÷±Éä±ÉÒ +É½äþ. iÉÒ 1996-97 SªÉÉ ÊxÉ´Éb÷ ºÉÚSÉÒ {ÉÉºÉÚxÉ +Æ¨É±ÉÉiÉ +ÉhÉÉ´ÉÒ +ÉÊhÉ iÉºÉä Eò®úiÉÉxÉÉ Ë¤ÉnÖù Gò. 
1 {ÉÉºÉÚxÉ iÉÒ ´ÉÉ{É®úÉ´ÉÒ. ½äþ +É®úIÉhÉ iªÉÉ iªÉÉ ÊxÉ´Éb÷ºÉÚSÉÒ ´É¹ÉÉÇ{ÉÖ®úiÉä ®úÉ½þÒ±É iÉºÉäSÉ iÉä "+', "¤É', "Eò', "b÷' 
ªÉÉ |É´ÉMÉÉÇiÉ +ÆiÉMÉÇiÉ {ÉÊ®ú´ÉiÉÇxÉÒªÉ  Transportably ®úÉ½þÒ±É. 
 
´É®úÒ±É +Énäù¶ÉÉxÉÖºÉÉ®ú Ë¤ÉnÖùxÉÉ¨ÉÉ´É±ÉÒSÉÉ ´ÉÉ{É®ú Eò®úhªÉÉºÉÆ¤ÉÆvÉÒSªÉÉ ºÉÊ´ÉºiÉ®ú ºÉÚSÉxÉÉ ºÉÉä¤ÉiÉSªÉÉ {ÉÊ®úÊ¶É¹]õÉiÉ 
xÉ¨ÉÚnù Eò®úhªÉÉiÉ +É±ªÉÉ +É½äþiÉ. ½äþ +Énäù¶É ÊnùxÉÆÉEò 2 VÉÖ±Éè, 1997 {ÉÉºÉÚxÉ +Æ¨É±ÉÉiÉ ªÉäiÉÒ±É. iªÉÉ{ÉÚ´ÉÔ iÉªÉÉ®ú 
Eò®úhªÉÉiÉ +É±Éä±ªÉÉ ÊxÉ´Éb÷ºÉÚSªÉÉ +ÆÊiÉ¨É Eò®úhªÉÉiÉ +É±ªÉÉ +ºÉ±ªÉÉºÉ, iªÉÉiÉ ¤Énù±É Eò®úhªÉÉSÉÒ +É´É¶ªÉEòiÉÉ 
xÉÉ½þÒ. ªÉÉ{ÉÖfäø ºÉ®ú³ý ºÉä´ÉÉ ¦É®úiÉÒ ËEò´ÉÉ {ÉnùÉäxxÉiÉÒSÉä |ÉºiÉÉ´É Ê´ÉSÉÉ®úÉiÉ PÉäiÉÉxÉÉ, iªÉÉ iªÉÉ ºÉÆ´ÉMÉÉÇiÉÒ±É 
+É®úÊIÉiÉ {ÉnùvÉÉ®úEòÉÆSÉ ºÉÆJªÉÉ Ê´ÉSÉÉ®úÉiÉ PÉä>ðxÉ, EòÉªÉÇ´ÉÉ½þÒ Eò®úÉ´ÉÒ. 
 
¨É½þÉ®úÉ¹]ÅõÉSÉä ®úÉVªÉ{ÉÉ±É ªÉÉÆSªÉÉ +Énäù¶ÉÉxÉÖºÉÉ®ú ´É xÉÉÆ´ÉÉxÉä, 
 

(®úÊ´É ¦ÉÚ. ¤ÉÖÊrù®úÉVÉÉ) 
|ÉvÉÉxÉ ºÉÊSÉ´É (ºÉä´ÉÉ) 

 
|ÉÊiÉ, 
 
®úÉVªÉ{ÉÉ±ÉÉSÉä ºÉÊSÉ´É, 
¨ÉÖJªÉ ¨ÉÆjªÉÉSÉä ºÉÊSÉ´É / ={É ¨ÉÖJªÉ ¨ÉÆjªÉÉSÉä ºÉÊSÉ´É 
ºÉ´ÉÇ ¨ÉÆjÉÒ / ®úÉVªÉ¨ÉÆjÉÒ ªÉÉÆSÉä JÉÉVÉMÉÒ ºÉÊSÉ´É, 
¨ÉÖJªÉ ºÉÊSÉ´É / +{É®ú ¨ÉÖJªÉ ºÉÊSÉ´É / |ÉvÉÉxÉ ºÉÊSÉ´É / ºÉÊSÉ´É 
ºÉ´ÉÇ ¨ÉÆjÉÉ±ÉªÉÒxÉ Ê´É¦ÉÉMÉ, 
ºÉ´ÉÇ Ê´É¦ÉÉMÉÒªÉ +ÉªÉÖCiÉ, 
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ºÉ´ÉÇ ÊVÉ±½þÉÊvÉEòÉ®úÒ, 
ºÉ´ÉÇ ÊVÉ±½þÉ {ÉÊ®ú¹ÉnùÉÆSÉä ¨ÉÖJªÉ EòÉªÉÇEòÉ®úÒ +ÊvÉEòÉ®úÒ 
 |É¤ÉÆvÉEò, =SSÉ xªÉÉªÉÉ±ÉªÉ, ¨ÉÚ³ý ¶ÉÉJÉÉ, ¨ÉÖÆ¤É<Ç, 
 |É¤ÉÆvÉEò, =SSÉ xªÉÉªÉÉ±ÉªÉ, +{ÉÒ±É ¶ÉÉJÉÉ, ¨ÉÖÆ¤É<Ç 
 |É¤ÉÆvÉEò, ±ÉÉäEòÉªÉÖCiÉ +ÉÊhÉ ={É ±ÉÉäEòÉªÉÖCiÉ ªÉÉÆSÉä EòÉªÉÉÇ±ÉªÉ, ¨ÉÖÆ¤É<Ç, 
 ºÉÊSÉ´É, ¨É½þÉ®úÉ¹]Å ±ÉÉäEòºÉä´ÉÉ +ÉªÉÉäMÉ, ¨ÉÖÆ¤É<Ç, 
ºÉÊSÉ´É, ºÉ´ÉÇ |ÉÉnäùÊ¶ÉEò ÊxÉ´Éb÷ ¨ÉÆb÷³äý, 
ºÉÊSÉ´É, ®úÉVªÉ ÊxÉ´Éb÷ ¨ÉÆb÷³ý, 
ºÉÆSÉÉ±ÉEò, ºÉ¨ÉÉVÉ Eò±ªÉÉhÉ, {ÉÖhÉä. 
+ÉªÉÖCiÉ, +ÉÊnù´ÉÉºÉÒ Ê´ÉEòÉºÉ, xÉÉÊ¶ÉEò, 
ºÉÆSÉÉ±ÉEò, +ÉÊnù´ÉÉºÉÒ ºÉÆ¶ÉÉävÉxÉ ´É |ÉÊ¶ÉIÉhÉ ºÉÆºlÉÉ, {ÉÖhÉä 
ºÉÆSÉÉ±ÉEò, ºÉä´ÉÉªÉÉäVÉxÉ, ¨ÉÖÆ¤É<Ç, 
ºÉ½þÉªªÉEò +ÉªÉÖCiÉ (¨ÉÉMÉÉºÉ´ÉMÉÇ EòIÉ), ºÉ´ÉÇ Ê´É¦ÉÉMÉÒªÉ +ÉªÉÖCiÉÉÆSÉÒ EòÉªÉÉÇ±ÉªÉä, 
¨É½þÉ±ÉäJÉÉ{ÉÉ±É, ¨É½þÉ®úÉ¹]Åõ 1/2, (±ÉäJÉÉ ´É +xÉÖYÉäªÉiÉÉ), ¨ÉÖÆ¤É<Ç/xÉÉMÉ{ÉÚ®ú, 
¨É½þÉ±ÉäJÉÉ{ÉÉ±É, ¨É½þÉ®úÉ¹]Å 1/2 ( ±ÉäJÉÉ {É®úÒIÉÉ), ¨ÉÖÆ¤É<Ç/xÉÉMÉ{ÉÚ®ú 
+ÊvÉnùÉxÉ ´É ±ÉäJÉÉ +ÊvÉEòÉ®úÒ, ¨ÉÖÆ¤É<Ç¶É 
ÊxÉ´ÉÉºÉÒ ±ÉäJÉÉ +ÊvÉEòÉ®úÒ, ¨ÉÖÆ¤É<Ç, 
ºÉ´ÉÇ ¨ÉÆjÉÉ±ÉªÉÒxÉ Ê´É¦ÉÉMÉÉÆSªÉÉ +ÊvÉ{ÉiªÉÉJÉÉ±ÉÒ±É Ê´É¦ÉÉMÉ |É¨ÉÖJÉ ´É EòÉªÉÉÇ±ÉªÉ|É¨ÉÖJÉ, 
ºÉÉ¨ÉÉxªÉ |É¶ÉÉºÉxÉ Ê´É¦ÉÉMÉÉiÉÒ±É ºÉ´ÉÇ EòÉªÉÉÇºÉxÉä, 
ÊxÉ´Éb÷ xÉºiÉÒ. 
 
 {ÉjÉÉxÉä. 
 



 

 

{ÉÊ®úÊ¶É¹]õ 
 

Ë¤ÉnÚùxÉÉ¨ÉÉ´É±ÉÒSÉÉ ´ÉÉ{É®ú Eò®úhªÉÉºÉÆ¤ÉÆvÉÒSªÉÉ ºÉÚSÉxÉÉ 
 

ºÉ®ú³ýºÉä´ÉÉ ¦É®úiÉÒ EòÊ®úiÉÉ ¶ÉÉºÉxÉ ÊxÉhÉÇªÉ Gò¨ÉÉÆEò ¤ÉÒºÉÒºÉÒ-1097/|É.Gò. 2/16-¤É, ÊnùxÉÉÆEò 29/3/1997 
xÉÖºÉÉ®ú Ê´ÉÊ½þiÉ Eääò±Éä±Éä 100 Ë¤ÉnÚù xÉÉ¨ÉÉ´É±ÉÒ ´ÉÉ{É®úhªÉÉiÉ ªÉÉ´ÉÒ. 
ºÉä´ÉÉ {É´Éä¶É ÊxÉªÉ¨ÉÉÆxÉÖºÉÉ®ú |ÉiªÉäEò ¦É®úiÉÒ ¨ÉÉvªÉ¨ÉÉEòÊ®úiÉÉ (ºÉ®ú³ýºÉä´ÉÉ ´É {ÉnùÉäxxÉiÉÒ <iªÉÉnùÒ) ´ÉäMÉ´ÉäMÉ³ýÒ 
Ë¤ÉnÚùxÉÉ¨ÉÉ´É±ÉÒ nù¶ÉÇÊ´ÉhªÉÉiÉ ªÉÉ´ÉÒ. Ë¤ÉnÚùxÉÉ¨ÉÉ´É±ÉÒSÉÉ ´ÉÉ{É®ú Eò®úiÉÉxÉÉ ºÉä́ ÉÉ-¦É®úiÉÒ ÊxÉªÉ¨ÉÉiÉÒ±É iÉ®úiÉÚnùÒ 
Ê´ÉSÉÉ®úÉiÉ PªÉÉ´ªÉÉiÉ. 
Ë¤ÉnÚù xÉÉ¨ÉÉ´É±ÉÒ ½þÒ ¨ÉÉMÉÉºÉ |É´ÉMÉÉÇSÉä +É®úIÉhÉ ÊxÉÎ¶SÉiÉ Eò®úhªÉÉºÉÉ`öÒ +É½äþ. VªÉä¹`öiÉÉ ÊxÉÎ¶SÉiÉ Eò®úhªÉÉºÉÉ`öÒ 
xÉÉ½þÒ. 
ºÉvªÉÉ +ºÉ±Éä±ÉÒ ºÉǼ ÉMÉÉÇiÉÒ±É {ÉnùºÉÆJªÉÉ ±ÉIÉÉiÉ PÉä>ðxÉ +É®úIÉhÉ Ë¤ÉnÚù ÊxÉÎ¶SÉiÉ Eò®úhªÉÉiÉ ªÉÉ´ÉäiÉ. ¦ÉÊ´É¹ªÉÉiÉ 
ºÉÆ´ÉMÉÇ ºÉÆJªÉäiÉ ´ÉÉfø ZÉÉ±ªÉÉºÉ +lÉ´ÉÉ PÉ]õ ZÉÉ±ªÉÉºÉ +É®úIÉhÉ Ë¤ÉnÚùSÉÒ ºÉÆJªÉÉ iªÉÉxÉÖºÉÉ®ú iªÉÉ |É¨ÉÉhÉÉiÉ 
VÉÉºiÉ +lÉ´ÉÉ Eò¨ÉÒ Eò®úhªÉÉiÉ ªÉÉ´ÉÒ. 
VÉälÉä ºÉvªÉÉ Ê´ÉÊ½þiÉ +É®úIÉhÉÉ{ÉäIÉÉ VÉÉºiÉ ÊxÉªÉÖCiªÉÉ Eò®úhªÉÉiÉ +É±ªÉÉ +É½äþiÉ iªÉÉ¨ÉÖ³äý ºÉvªÉÉSªÉÉ iÉälÉÒ±É 
ÊxÉªÉÖCiªÉÉÆxÉÉ ¤ÉÉvÉÉ ªÉähÉÉ®ú xÉÉ½þÒ. 
ºÉ´ÉÇ ¨ÉÆjÉÉ±ÉªÉÒxÉ Ê´É¦ÉÉMÉ |É¨ÉÖJÉÉÆxÉÒ ªÉÉxÉÖºÉÉ®ú iÉÉiÉb÷ÒxÉä EòÉªÉḈ ÉÉ½þÒ Eò¯ûxÉ |ÉiªÉäEò ºÉǼ ÉMÉÉÇ¤ÉÉ¤ÉiÉ ´É®úÒ±É 
¨ÉÉMÉÇnù¶ÉÇEò ºÉÚSÉxÉäxÉÖºÉÉ®ú +ÉføÉ´É PªÉÉ´ÉÉ ´É iªÉÉxÉÖºÉÉ®ú EòÉªÉÇ´ÉÉ½þÒ Eò®úÉ´ÉÒ. 
ºÉvªÉÉ +ÎºiÉi´ÉÉiÉ +ºÉ±Éä±Éä Ê´ÉÊ´ÉvÉ ¶ÉÉºÉxÉ +Énäù¶É ´É®úÒ±É|É¨ÉÉhÉä ºÉÖvÉÉ®úhªÉÉiÉ +É±Éä +ºÉ±ªÉÉSÉä MÉÞÊ½þiÉ 
vÉ®úhªÉÉiÉ ªÉÉ´Éä. 
{ÉnùÉäxxÉiÉÒSªÉÉ ´ÉÉ]¬ÉiÉÒ±É {Énäù ¦É®úhªÉÉºÉÉ`öÒ ÊxÉ´Éb÷ºÉÚSÉÒ ¤ÉxÉÊ´ÉiÉÉxÉÉ +ÉÊhÉ {ÉnùÉäxxÉiÉÒSªÉÉ ´ÉÉ]¬É¤ÉÉ½äþ®úÒ±É 
+xªÉ {ÉnùÉ´É®ú iÉÉi{ÉÖ®úiªÉÉ {ÉnùÉäxxÉiªÉÉ näùhªÉÉºÉÉ`öÒ {ÉnùÉäxxÉiÉÒ ºÉÚSÉÒ ¤ÉxÉÊ´ÉiÉÉxÉÉ nùÉäxÉ ´ÉäMÉ´ÉäMÉ²ªÉÉ Ë¤ÉnÚù 
xÉÉ¨ÉÉ´É±ªÉÉ ´ÉÉ{É®úÉ´ªÉÉiÉ. 
 

{ÉnùÉäxxÉiÉÒSÉÒ 100 Ë¤ÉnÖù xÉ¨ÉÖxÉä´ÉVÉÉ xÉÉ¨ÉÉ´É±ÉÒ 
 

1. +xÉÖ. VÉÉiÉÒ 26. JÉÖ±ÉÉ 51. +xÉÖ. VÉÉiÉÒ 76. JÉÖ±ÉÉ 
2. +xÉÖ. VÉ¨ÉÉiÉÒ 27. +xÉÖ. VÉÉiÉÒ 52. JÉÖ±ÉÉ 77. ¦É.VÉ. (b÷) 
3. Ê´É.VÉÉ. (+) 28. JÉÖ±ÉÉ 53. +ÖxÉ.VÉÉiÉÒ 78. JÉÖ±ÉÉ 
4. ¦É.VÉ.(Eò) 29. JÉÖ±ÉÉ 54. JÉÖ±ÉÉ 79. JÉÖ±ÉÉ 
5. JÉÖ±ÉÉ 30. JÉÖ±ÉÉ 55. JÉÖ±ÉÉ 80. JÉÖ±ÉÉ 
6. JÉÖ±ÉÉ 31. ¦É.VÉ.(Eò) 56. JÉÖ±ÉÉ 81. +xÉÖ. VÉÉiÉÒ 
7. ¦É.VÉ.(¤É) 32. JÉÖ±ÉÉ 57. ¦É.VÉ. (Eò) 82. JÉÖ±ÉÉ 
8. JÉÖ±ÉÉ 33. +xÉÖ. VÉ¨ÉÉiÉÒ 58. JÉÖ±ÉÉ 83. ¦É.VÉ. (¤É) 
9. JÉÖ±ÉÉ 34. JÉÖ±ÉÉ 59. JÉÖ±ÉÉ 84. JÉÖ±ÉÉ 
10. JÉÖ±ÉÉ 35. JÉÖ±ÉÉ 60. JÉÖ±ÉÉ 85. JÉÖ±ÉÉ 
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11. ¦É.VÉ. (b÷) 36. JÉÖ±ÉÉ 61. +xÉÖ. VÉÉiÉÒ 86. JÉÖ±ÉÉ 
12. +xÉÖ. VÉÉiÉÒ 37. +xÉÖ. VÉÉiÉÒ 62. JÉÖ±ÉÉ 87. Ê´É.¨ÉÉ.|É. 
13. JÉÖ±ÉÉ 38. JÉÖ±ÉÉ 63. +xÉÖ. VÉ¨ÉÉiÉÒ 88. JÉÖ±ÉÉ 
14. JÉÖ±ÉÉ 39. JÉÖ±ÉÉ 64. JÉÖ±ÉÉ 89. JÉÖ±ÉÉ 
15. Ê´É.¨ÉÉ.|É. 40. JÉÖ±ÉÉ 65. Iwbm 90. JÉÖ±ÉÉ 
16. JÉÖ±ÉÉ 41. Ê´É.VÉÉ. (+) 66. JÉÖ±ÉÉ 91. +xÉÖ.VÉÉiÉÒ 
17. JÉÖ±ÉÉ 42. JÉÖ±ÉÉ 67. +xÉÖ. VÉÉiÉÒ 92. JÉÖ±ÉÉ 
18. JÉÖ±ÉÉ 43. +xÉÖ. VÉÉiÉÒ 68. JÉÖ±ÉÉ 93. +xÉÖ.VÉ¨ÉÉiÉÒ 
19. JÉÖ±ÉÉ 44. JÉÖ±ÉÉ 69. JÉÖ±ÉÉ 94. JÉÖ±ÉÉ 
20. JÉÖ±ÉÉ 45. JÉÖ±ÉÉ 70. JÉÖ±ÉÉ 95. JÉÖ±ÉÉ 
21. +xÉÖ. VÉÉiÉÒ 46. JÉÖ±ÉÉ 71. +xÉÖ. VÉ¨ÉÉiÉÒ 96. JÉÖ±ÉÉ 
22. JÉÖ±ÉÉ 47. ¦É.VÉ. (¤É) 72. JÉÖ±ÉÉ 97. +xÉÖ. VÉÉiÉÒ 
23. +xÉÖ. VÉÉiÉÒ 48. JÉÖ±ÉÉ 73. +xÉÖ.VÉÉiÉÒ 98. JÉÖ±ÉÉ 
24. JÉÖ±ÉÉ 49. JÉÖ±ÉÉ 74. JÉÖ±ÉÉ 99. ¦É.VÉ. (¤É/Eò) 

(+É³ýÒ{ÉÉ³ýÒxÉä) 
25. JÉÖ±ÉÉ 50. JÉÖ±ÉÉ 75. JÉÖ±ÉÉ 100. JÉÖ±ÉÉ 
 
   



 

 

ºÉ®ú³ýºÉä́ ÉÉ |É´Éä¶É ´É {ÉnùÉäxxÉiÉÒºÉÉ ö̀Ò ºÉÖvÉÉÊ®úiÉ Ë¤ÉnÚù  
  xÉÉ¨ÉÉ´É±ÉÒ Ê´ÉÊ½þiÉ Eò®úhªÉÉ¤ÉÉ¤ÉiÉ.... 

 
 

¨É½þÉ®úÉ¹]Åõ ¶ÉÉºÉxÉ, 
ºÉÉ¨ÉÉxªÉ |É¶ÉÉºÉxÉ Ê´É¦ÉÉMÉ, 

¶ÉÉºÉxÉ ÊxÉhÉÇªÉ, Gò¨ÉÉÆEò - ¤ÉÒºÉÒºÉÒ-1097/|É.Gò. 2/97/16-¤É 
¨ÉÆjÉÉ±ÉªÉ, ¨ÉÖÆ¤É<Ç 400 032. ÊnùxÉÉÆEò :- 29 ¨ÉÉSÉÇ 1997. 

 
 

1) ¶ÉÉºÉxÉ ÊxÉhÉÇªÉ, ºÉÉ¨ÉÉxªÉ |É¶ÉÉºÉxÉ Ê´É¦ÉÉMÉ, Gò¨ÉÉÆEò - ¤ÉÒºÉÒºÉÒ - 1094/|É.Gò.68/94/16-¤É, 
ÊnùxÉÉÆEò 26 VÉÖ±Éè, 1995. 

¶ÉÉºÉxÉ ÊxÉhÉÇªÉ, ºÉÉ¨ÉÉxªÉ |É¶ÉÉºÉxÉ Ê´É¦ÉÉMÉ, Gò¨ÉÉÆEò - ¤ÉºÉÒºÉÒ - 1094/3609/|É.Gò. 56/94/16-¤É, 
ÊnùxÉÉÆEò 15 ºÉ{]åõ¤É®ú, 1995. 
¶ÉÉºÉxÉ ÊxÉhÉÇªÉ, ºÉÉ¨ÉÉxªÉ |É¶ÉÉºÉxÉ Ê´É¦ÉÉMÉ, Gò¨ÉÉÆEò - ¤ÉÒºÉÒºÉÒ - - 1094/3609/|É.Gò. 56/94/16-¤É, 
ÊnùxÉÉÆEò 15 ¡äò¥ÉÖ́ ÉÉ®úÒ, 1996. 
 
|ÉºiÉÉ´ÉxÉÉ :- ={É®úÉäCiÉ ÊnùxÉÉÆEò 26 VÉÖ±Éè, 1995 ´É ÊnùxÉÉÆEò 15 ºÉ{]åõ¤É®ú 1995 SªÉÉ ¶ÉÉºÉxÉ ÊxÉhÉÇªÉÉx´ÉªÉä 
Ê´ÉÊ½þiÉ Eò®úhªÉÉiÉ +É±Éä±ªÉÉ 200 Ë¤ÉnÚù ´É 50 Ë¤ÉnÚù xÉÉ¨ÉÉ´É±ªÉÉ ¨ÉÉMÉä PÉähªÉÉiÉ ªÉäiÉ +ºÉ±ªÉÉSÉÒ PÉÉä¹ÉhÉÉ, 
ÊnùxÉÉÆEò 19 Êb÷ºÉå¤É®ú, 1195 ®úÉäVÉÒ Ê´ÉvÉÉxÉ {ÉÊ®ú¹ÉnäùiÉ ZÉÉ±Éä±ªÉÉ SÉSÉæSªÉÉ ´Éä³ýÒ ¶ÉÉºÉxÉÉiÉ¡æò Eò®úhªÉÉiÉ +É±ÉÒ. 
iªÉ +xÉÖ¹ÉÆMÉÉxÉä, ={É®úÉäCiÉ Gò¨ÉÉÆEò-3 ªÉälÉÒ±É ÊnùxÉÆÉEò 15 ¡äò¥ÉÖ́ ÉÉ®úÒ, 1996 SªÉÉ ¶ÉÉºÉxÉ ÊxÉhÉÇªÉÉx´ÉªÉä, 
PÉÉä¹ÉhÉäSªÉÉ ÊnùxÉÉÆEòÉ{ÉÉºÉÚxÉ ¨½þhÉVÉäSÉ ÊnùxÉÉÆEò 19 Êb÷ºÉå¤É®ú 1995 {ÉÉºÉÚxÉ, 200 Ë¤ÉnÚù ´É 50 Ë¤ÉnÚù 
xÉÉ¨ÉÉ´É±ªÉÉ ¨ÉÉMÉä PÉähªÉÉiÉ +É±ªÉÉ. ¨ÉÉjÉ nù®ú¨ªÉÉxÉSªÉÉ EòÉ³ýÉiÉ EòÉ¨ÉEòÉVÉÉSÉÒ +b÷SÉhÉ ½þÉä>ð xÉªÉä ¨½þhÉÖxÉ 
iÉÉi{ÉÖ®úiÉÒ 200 Ë¤ÉnÚù/50 Ë¤ÉnÚù xÉÉ¨ÉÉ´É±ÉÒ Ê´ÉÊ½þiÉ Eò®úhªÉÉiÉ +É±ÉÒ. Ë¤ÉnÚù xÉÉ¨ÉÉ´É±ÉÒ ºÉÖvÉÉÊ®úiÉ Eò®úhªÉÉSÉÉ 
|É¶xÉ ¶ÉÉºÉxÉÉSªÉÉ EòÉ½þÒ EòÉ³ý Ê´ÉSÉÉ®úÉvÉÒxÉ ½þÉäiÉÉ. 
 
¶ÉÉºÉxÉ ÊxÉhÉÇªÉªÉ :- ºÉ®ú³ýºÉä´ÉÉ |É´Éä¶ÉÉºÉÉ ö̀Ò ´É {ÉnùÉäxxÉiÉÒºÉÉ ö̀Ò Ë¤ÉnÚù xÉÉ¨ÉÉ´É±ªÉÉ ºÉÖvÉÉÊ®úiÉ Eò®úhªÉÉSªÉÉ 
|É¶xÉÉºÉÆnù¦ÉÉÇiÉ ¶ÉÉºÉxÉÉxÉä ¨ÉÉ. ={É ¨ÉÖJªÉ ¨ÉÆjÉÒ ªÉÉÆSªÉÉ +vªÉIÉiÉäJÉÉ±ÉÒ BEò ºÉÊ¨ÉiÉÒ MÉÊ`öiÉ Eäò±ÉÒ ½þÉäiÉÒ. ªÉÉ 
ºÉÊ¨ÉiÉÒxÉä Eäò±Éä±ªÉÉ Ê¶É¡òÉ®ú¶ÉÒxÉÖºÉÉ®ú ºÉ®ú³ýºÉä´ÉÉ |É´Éä¶ÉÉºÉÉ`öÒ ºÉÖvÉÉÊ®úiÉ 100 Ë¤ÉnÚù xÉÉ¨ÉÉ´É±ÉÒ ´É 
{ÉnùÉäxxÉiÉÒºÉÉ`öÒ ºÉÖvÉÉÊ®úiÉ 50 Ë¤ÉnÚù xÉÉ¨ÉÉ´É±ÉÒ ªÉÉuùÉ®äú Ê´ÉÊ½þiÉ Eò®úhªÉÉiÉ ªÉäiÉ +É½äþiÉ. ºÉÖvÉÉÊ®úiÉ Ë¤ÉnÚù 
xÉÉ¨ÉÉ´É±ÉÒSÉÉ xÉ¨ÉÖxÉÉ ºÉÉä¤ÉiÉ VÉÉäb÷±ÉÉ +É½äþ. 
 
ªÉÉ ÊxÉhÉÇªÉÉSªÉÉ ÊnùxÉÉÆEòÉ{ÉÚ´ÉÔ VªÉÉ |ÉEò®úhÉÒ EòÉªÉÇ´ÉÉ½þÒ {ÉÚhÉÇ ZÉÉ±Éä±ÉÒ +É½äþ, iªÉÉSÉä {ÉÖxÉÌ´É±ÉÉäEòxÉ Eò®úhÉªÉÉSÉÒ 
+É´É¶ªÉEòiÉÉ xÉÉ½þÒ. ¨ÉÉjÉ, ªÉÉ{ÉÖfäø ºÉ®ú³ýºÉä´ÉÉ ¦É®úiÉÒ ´É {ÉnùÉäxxÉiÉÒºÉÆnù¦ÉÉÇiÉ, ºÉÉä¤ÉiÉSÉÒ ºÉÖvÉÉÊ®úiÉ Ë¤ÉnÚù 
xÉÉ¨ÉÉ´É±ÉÒ +xÉÖºÉ®úhªÉÉiÉ ªÉÉ´ÉÒ. Ê´Ét¨ÉÉxÉ Ë¤ÉnÚù xÉÉ¨ÉÉ´É±ÉÒxÉÖºÉÉ®ú ªÉÉ{ÉÚ´ÉÔ VªÉÉ Gò¨ÉÉÆEòÉ{ÉªÉÈiÉSÉä Ë¤ÉnÚù ´ÉÉ{É®ú±Éä 
+É½äþiÉ, iªÉÉ{ÉÖføÒ±É Ë¤ÉnÚù {ÉÉºÉÚxÉ ºÉÖvÉÉÊ®úiÉ Ë¤ÉnÚù xÉÉ¨ÉÉ´É±ÉÒSÉÉ +´É±ÉÆ¤É Eò®úhªÉÉiÉ ªÉÉ´ÉÉ. ¨ÉÉjÉ iªÉÉ{ÉÚ´ÉÔSÉÉ 
+xÉÖ¶Éä¹É +ºÉ±ªÉÉºÉ ºÉ®ú³ýºÉä´ÉÉ ¦É®úiÉÒ/{ÉnùÉäxxÉiÉÒ |ÉºÉÆMÉÒ Ê´ÉSÉÉ®úÉiÉ PÉähªÉÉiÉ ªÉÉ´ÉÉ. Ê´É¨ÉÖCiÉ VÉÉiÉÒ/¦É]õCªÉÉ 
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VÉ¨ÉÉiÉÒ EòÊ®úiÉÉ ºÉ®ú³ý ºÉä´ÉäºÉÉ`öÒ "+', "¤É', "Eò', "b÷' ªÉÉ |É´ÉMÉÉÇiÉÒ±É +É®úIÉhÉ {ÉÊ®ú´ÉiÉÇxÉÒªÉ (Internally 

Transferable) ®úÉ½þÒ±É. 
 
¨ÉÆjÉÉ±ÉªÉÒxÉ Ê´É¦ÉÉMÉÉÆxÉÒ, ºÉ®ú³ýºÉä́ ÉÉ ¦É®úiÉÒ ´É {ÉnùÉäxxÉiÉÒSªÉÉ ´Éä³ýÒ, ªÉÉ ºÉÖvÉÉÊ®úiÉ Ë¤ÉnÚù xÉÉ¨ÉÉ´É±ÉÒSÉÉ +´É±ÉÆ¤É 
Eò®úÉ´ÉÉ. iÉºÉäSÉ iªÉÉÆSªÉÉ ÊxÉªÉÆjÉhÉÉJÉÉ±ÉÒ ºÉ´ÉÇ ¶ÉÉºÉEòÒªÉ EòÉªÉÉÇ±ÉªÉÉÆxÉÉ, ªÉÉºÉÆnù¦ÉÉÇiÉ =ÊSÉiÉ ºÉÚSÉxÉÉ näùhªÉÉiÉ 
ªÉÉ´ªÉÉiÉ.ÊxÉ¨É¶ÉÉºÉEòÒªÉ ºÉä´ÉÉ, ¨ÉÆb÷³äý, ¨É½þÉ¨ÉÆb÷³äý <iªÉÉnùÒ¨ÉvªÉä, ½äþ +Énäù¶É ±ÉÉMÉÚ Eò®úhªÉÉºÉÆ¤ÉÆvÉÒ ºÉÆ¤ÉÆvÉÒiÉ 
¨ÉÆjÉÉ±ÉªÉÒxÉ Ê´É¦ÉÉMÉÉÆxÉÒ ªÉÉäMªÉ iÉä +Énäù¶É ÊxÉMÉÇÊ¨ÉiÉ Eò®úÉ´ÉäiÉ. 
 

¨É½þÉ®úÉ¹]ÅõÉSÉä ®úÉVªÉ{ÉÉ±É ªÉÉÆSªÉÉ +Énäù¶ÉÉxÉÖºÉÉ®ú ´É xÉÉ´ÉÉxÉä, 
®úÊ´É. ¦ÉÚ. ¤ÉÖÆrùÒ®úÉVÉÉ, 
    ºÉÊSÉªÉ (ºÉä´ÉÉ  

 
|ÉÊiÉ, 
®úÉVªÉ{ÉÉ±ÉÉÆSÉä ºÉÊSÉ´É, 
 
BSÉ - 1440 (5,000 - 4 - 97) 1 
 
¨ÉÖJªÉ ¨ÉÆjªÉÉÆSÉä |ÉvÉÉxÉ, ºÉÊSÉ´É, 
={É ¨ÉÖJªÉ ¨ÉÆjªÉÉÆSÉä ºÉÊSÉ´É, 
ºÉ´ÉÇ ¨ÉÆjÉÒ/®úÉVªÉ¨ÉÆjÉÒ ªÉÉÆSÉä JÉÉVÉMÉÒ ºÉÊSÉ´É, 
¨ÉÖJªÉ ºÉÊSÉ´É/+{É®ú ¨ÉÖJªÉ ºÉÊSÉ´É/|ÉvÉÉxÉ ºÉÊSÉ´É/ºÉÊSÉ´É, 
ºÉ´ÉÇ ¨ÉÆjÉÉ±ÉªÉÒxÉ Ê´É¦ÉÉMÉ,  
ºÉ´ÉÇ Ê´É¦ÉÉMÉÒªÉ +ÉªÉÖCi, 
ºÉ´ÉÇ ÊVÉ±½þÉÊvÉEòÉ®úÒ, 
ºÉ´ÉÇ ÊVÉ±½þÉ {ÉÊ®ú¹ÉnùÉÆSÉä ¨ÉÖJªÉ EòÉªÉÇEòÉ®úÒ +ÊvÉEòÉ®úÒ, 
|É¤ÉÆvÉEò, =SSÉ xªÉÉªÉÉ±ÉªÉ, ¨ÉÚ³ý ¶ÉÉJÉÉ, ¨ÉÖÆ¤É<Ç, 
|É¤ÉÆvÉEò, =SSÉ xªÉÉªÉÉ±ÉªÉ, +{ÉÒ±É ¶ÉÉJÉÉ, ¨ÉÖÆ¤É<Ç, 
|É¤ÉÆvÉEò,  ±ÉÉäEòÉªÉÖCiÉ +ÉÊhÉ ={É ±ÉÉäEòÉªÉÖCiÉ, ¨ÉÖÆ¤É<Ç, 
ºÉÊSÉ´É, ¨É½þÉ®úÉ¹]Åõ ±ÉÉäEòºÉä´ÉÉ +ÉªÉÉäMÉ, ¨ÉÖÆ¤É<Ç, 
ºÉÊSÉ´É, ºÉ´ÉÇ |ÉÉnäùÊ¶ÉEò ÊxÉ´Éb÷ ¨ÉÆb÷³äý, 
ºÉÊSÉ´É, ®úÉVªÉ ÊxÉ´Éb÷ ¨ÉÆb÷³ý, 
ºÉÆSÉÉ±ÉEò, ºÉ¨ÉÉVÉEò±ªÉÉhÉ, {ÉÖhÉä, 
+ÉªÉÖCiÉ, +ÉÊnù´ÉÉºÉÒ Ê´ÉEòÉºÉ, xÉÉÊ¶ÉEò, 
ºÉÆSÉÉ±ÉEò, +ÉÊnù´ÉÉºÉÒ ºÉÆ¶ÉÉävÉxÉ ´É |ÉÊ¶ÉIÉhÉ ºÉÆºlÉÉ , {ÉÖhÉä, 
ºÉÆSÉÉ±ÉEò, ºÉä´ÉÉªÉÉäVÉxÉ, ¨ÉÖÆ¤É<Ç, 
ºÉ½þÉªªÉEò +ÉªÉÖCiÉ (¨ÉÉMÉÉºÉ´ÉMÉÇ, EòIÉ, ºÉ´ÉÇ Ê´É¦ÉÉMÉÒªÉ +ÉªÉÖCiÉÉÆSÉÒ EòÉªÉÉÇ±ÉªÉä, 



 

 

¨É½þÉ±ÉäJÉÉ{ÉÉ±É, ¨É½þÉ®úÉ¹]Åõ 1/2 (±ÉäJÉÉ ´É +xÉÖYÉääªÉiÉÉ), ¨ÉÖÆ¤É<Ç/xÉÉMÉ{ÉÚ®ú, 
¨É½þÉ±ÉäJÉÉ{ÉÉ±É, ¨É½þÉ®úÉ¹]Åõ 1/2 (±ÉäJÉÉ {É®úÒIÉÉ), ¨ÉÖÆ¤É<Ç/xÉÉMÉ{ÉÚ®ú, 
+ÊvÉnùÉxÉ ´É ±ÉäJÉÉ +ÊvÉEòÉ®úÒ ¨ÉÖÆ¤É<Ç ÊxÉ´ÉÉºÉÒ ±ÉäJÉÉ +ÊvÉEòÉ®úÒ, ¨ÉÖÆ¤É<Ç, 
ºÉ´ÉÇ ¨ÉÆjÉÉ±ÉªÉÒxÉ Ê´É¦ÉÉMÉÉÆSªÉÉ +ÊvÉ{ÉiªÉÉJÉÉ±ÉÒ±É Ê´É¦ÉÉMÉ |É¨ÉÖJÉ ´É EòÉªÉÉÇ±ÉªÉ {É¨ÉÖJÉ, 
ºÉÉ¨ÉÉxªÉ |É¶ÉÉºÉxÉ Ê´É¦ÉÉMÉÉiÉÒ±É ºÉ´ÉÇ EòÉªÉÉÇºÉxÉä, 
ÊxÉ´Éb÷ xÉºiÉÒ.ä 
 
{ÉjÉÉxÉä. 
 



  PROACTIVE DISCLOSER UNDER SECTION 4 OF RIGHT TO INFORMATION ACT, 2005 
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ºÉ®ú³ýºÉä´ÉÉ ¦É®úiÉÒºÉÉ`öÒ 100 Ë¤ÉnÚù xÉÉ¨ÉÉ´É±ÉÒ. 
 

1. +xÉÖºÉÚÊSÉiÉ VÉÉiÉÒ 51 +xÉÖºÉÚÊSÉiÉ VÉÉiÉÒ 
2. +xÉÖºÉÚÊSÉiÉ VÉ¨ÉÉiÉÒ 52 JÉÖ±ÉÉ 
3. Ê´É¨ÉÖCiÉ VÉÉiÉÒ(+) 53 +xÉÖºÉÚÊSÉiÉ VÉ¨ÉÉiÉÒ 
4. ¦É]õCªÉÉ VÉ¨ÉÉiÉÒ (¤É) 54 JÉÖ±ÉÉ 
5. <iÉ®ú ¨ÉÉMÉÉºÉ ´ÉMÉÇ,  55 <iÉ®ú ¨ÉÉMÉÉºÉ ´ÉMÉÇ 
6. JÉÖ±ÉÉ 56 JÉÖ±ÉÉ 
7. ¦É]õCªÉÉ VÉ¨ÉÉiÉÒ (Eò) 57 ¦É]õCªÉÉ VÉ¨ÉÉiÉÒ (Eò) 
8. JÉÖ±ÉÉ 58 JÉÖ±ÉÉ 
9. <iÉ®ú ¨ÉÉMÉÉºÉ ´ÉMÉÇ 59 <iÉ®ú ¨ÉÉMÉÉºÉ ´ÉMÉÇ 
10. JÉÖ±ÉÉ 60 JÉÖ±ÉÉ 
11. ¦É]õCªÉÉ VÉ¨ÉÉiÉÒ (b÷) 61 +xÉÖºÉÚÊSÉiÉ VÉÉiÉÒ 
12. +xÉÖºÉÚÊSÉiÉ VÉÉiÉÒ 62 JÉÖ±ÉÉ 
13. JÉÖ±ÉÉ 63 +xÉÖºÉÚÊSÉiÉ VÉ¨ÉÉiÉÒ 
14. JÉÖ±ÉÉ 64 JÉÖ±ÉÉ 
15. Ê´É¶Éä¹É ¨ÉÉMÉÉºÉ ´ÉMÉÇ, 65 <iÉ®ú ¨ÉÉMÉÉºÉ ´ÉMÉÇ 
16. JÉÖ±ÉÉ 66 JÉÖ±ÉÉ 
17. <iÉ®ú ¨ÉÉMÉÉºÉ ´ÉMÉÇ, 67 +xÉÖºÉÚÊSÉiÉ VÉÉiÉÒ 
18 JÉÖ±ÉÉ 68 JÉÖ±ÉÉ 
19 <iÉ®ú ¨ÉÉMÉÉºÉ ´ÉMÉÞ, 69 <iÉ®ú ¨ÉÉMÉÉºÉ ´ÉMÉÇ 
20 JÉÖ±ÉÉ 70 JÉÖ±ÉÉ 
21 +xÉÖºÉÚÊSÉiÉ VÉÉiÉÒ 71 +xÉÖºÉÚÊSÉiÉ VÉ¨ÉÉiÉÒ 
22 JÉÖ±ÉÉ 72 JÉÖ±ÉÉ 
23 +xÉÖºÉÚÊSÉiÉ VÉ¨ÉÉiÉÒ 73 +xÉÖºÉÚÊSÉiÉ VÉÉiÉÒ 
24 JÉÖ±ÉÉ 74 JÉÖ±ÉÉ 
25 <iÉ®ú ¨ÉÉMÉÉºÉ ´ÉMÉÇ, 75 <iÉ®ú ¨ÉÉMÉÉºÉ ´ÉMÉÇ 
26 JÉÖ±ÉÉ 76 JÉÖ±ÉÉ 
27 +xÉÖºÉÚÊSÉiÉ VÉÉiÉÒ 77 ¦É]õCªÉÉ VÉ¨ÉÉiÉÒ (b÷) 
28 JÉÖ±ÉÉ  78 JÉÖ±ÉÉ 
29 <iÉ®ú ¨ÉÉMÉÉºÉ ´ÉMÉÇ 79 <iÉ®ú ¨ÉÉMÉÉºÉ ´ÉMÉÇ 
30 JÉÖ±ÉÉ 80 JÉÖ±ÉÉ 
31 ¦É]õCªÉÉ VÉ¨ÉÉiÉÒ (Eò) 81 +xÉÖºÉÚÊSÉiÉ VÉÉiÉÒ 
32 JÉÖ±ÉÉ 82 JÉÖ±ÉÉ 
33 +xÉÖºÉÚÊSÉiÉ VÉ¨ÉÉiÉÒ 83 Ê´É¨ÉÖCiÉ VÉÉiÉÒ (+) 



 

 

34 JÉÖ±ÉÉ 84 JÉÖ±ÉÉ 
35 <iÉ®ú ¨ÉÉMÉÉºÉ ´ÉMÉÇ, 85 <iÉ®ú ¨ÉÉMÉÉºÉ ´ÉMÉÇ, 
36 JÉÖ±ÉÉ 86 JÉÖ±ÉÉ 
37 +xÉÖºÉÚÊSÉiÉ VÉÉiÉÒ 87 Ê´É¶Éä¹É ¨ÉÉMÉÉºÉ ´ÉMÉÇ, 
38 JÉÖ±ÉÉ 88 JÉÖ±ÉÉ 
39 <iÉ®ú ¨ÉÉMÉÉºÉ ´ÉMÉÇ 89 <iÉ®ú ¨ÉÉMÉÉºÉ ´ÉMÉÇ 
40 JÉÖ±ÉÉ 90 JÉÖ±ÉÉ 
41 Ê´É¨ÉÖCiÉ VÉÉiÉÒ(+) 91 +xÉÖºÉÚÊSÉiÉ VÉÉiÉÒ 
42 JÉÖ±ÉÉ 92 JÉÖ±ÉÉ 
43 +xÉÖºÉÚÊSÉiÉ VÉÉiÉÒ 93 +xÉÖºÉÚÊSÉiÉ VÉ¨ÉÉiÉÒ 
44 JÉÖ±ÉÉ 94 JÉÖ±ÉÉ 
45 <iÉ®ú ¨ÉÉMÉÉºÉ ´ÉMÉÇ 95 <iÉ®ú ¨ÉÉMÉÉºÉ ´ÉMÉÇ, 
46 JÉÖ±ÉÉ 96 JÉÖ±ÉÉ 
47 ¦É]õCªÉÉ VÉ¨ÉÉiÉÒ (¤ÉMÉ 97 +xÉÖºÉÚÊSÉiÉ VÉÉiÉÒ 
48 JÉÖ±ÉÉ 98 JÉÖ±ÉÉ 
49 <iÉ®ú ¨ÉÉMÉÉºÉ ´ÉMÉÇ 99 ¦É]õCªÉÉ VÉ¨ÉÉiÉÒ (¤É/Eò) 
50 JÉÖ±ÉÉ 100 JÉÖ±ÉÉ 
 

´ÉMÉÉÇxÉÖºÉÉ®ú +É®úÊIÉiÉ {Énäù 
 

´ÉMÉÉÇxÉÖºÉÉ®ú +É®úÊIÉiÉ {Énäù Ë¤ÉnÚù 
1. +xÉÖºÉÚÊSÉiÉ VÉÉiÉÒ (13) :- 1 12 21 27 37 73 
   61 67 73 81 91 97 
2. +xÉÖºÉÚÊSÉiÉ VÉ¨ÉÉiÉÒ (7) :- 2 23 33 53 63 71 
3. Ê´É¨ÉÖCiÉ VÉÉiÉÒ (+)(3) :- 3 41 83    
4. ¦É]õCªÉÉ VÉ¨ÉÉiÉÒ (¤É) (2.5) :- 4  47 99 (¤É/Eò)   
5. ¦É]õCªÉÉ VÉ¨ÉÉiÉÒ (Eò)(3.5) :- 7 31 57    
6. ¦É]õCªÉÉ VÉ¨ÉÉiÉÒ (b÷) (2) :- 11 77     
7. Ê´É¶Éä¹É ¨ÉÉMÉÉºÉ |É´ÉMÉÇ (2) :- 15 87     
8. <iÉ®ú ¨ÉÉMÉÉºÉ |É´ÉMÉÇ (19)  :- 5 9 17 19 25 29 
   39 45 49 55 59 95 
   75 79 85 89 95  
9. ºÉ´ÉÇºÉÉvÉÉ®úhÉ (48)  6 8 10 13 14 16 
   20 22 24 26 28 30 
   34 36 38 40 42 44 
   48 50 52 54 56 58 
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   62 64 66 68 70 72 
   76 78 80 82 84 86 
   90 92 94 96 98 100 
 
 

{ÉnùÉäxxÉiÉÒºÉÉ`öÒ xÉ¨ÉÖxÉä́ ÉVÉÉ xÉÉ¨ÉÉ´É±ÉÒ (50 Ë¤ÉnÚù ®úÉäº]õ®ú) 
 

1 +xÉÖºÉÚÊSÉiÉ VÉÉiÉÒ 26 JÉÖ±ÉÉ 
2 JÉÖ±ÉÉ 27 JÉÖ±ÉÉ 
3 +xÉÖºÉÚÊSÉiÉ VÉ¨ÉÉiÉÒ 28 JÉÖ±ÉÉ 
4 JÉÖ±ÉÉ 29 +xÉÖºÉÚÊSÉiÉ VÉÉiÉÒ 
5 Ê´É¨ÉÖCiÉ VÉÉiÉÒ (+) 30 JÉÖ±ÉÉ 
6 JÉÖ±ÉÉ 31 JÉÖ±ÉÉ 
7 Ê´É¶Éä¹É ¨ÉÉMÉÉºÉ ´ÉMÉÇ 32 JÉÖ±ÉÉ 
8 JÉÖ±ÉÉ 33 Ê´É¨ÉÖCiÉ VÉÉiÉÒ ¦É]õCªÉÉ VÉ¨ÉÉiÉÒ (+/¤É) 
9 +xÉÖºÉÚÊSÉiÉ VÉÉiÉÒ 34 JÉÖ±ÉÉ 
10 JÉÖ±ÉÉ 35 JÉÖ±ÉÉ 
11 JÉÖ±ÉÉ 36 JÉÖ±ÉÉ 
12 JÉÖ±ÉÉ 37 +xÉÖºÉÚÊSÉiÉ VÉÉiÉÒ 
13 +xÉÖºÉÚÊSÉiÉ VÉÉiÉÒ 38 JÉÖ±ÉÉ 
14 JÉÖ±ÉÉ 39 JÉÖ±ÉÉ 
15 JÉÖ±ÉÉ 40 JÉÖ±ÉÉ 
16 JÉÖ±ÉÉ 41 +xÉÖºÉÚÊSÉiÉ VÉÉiÉÒ 
17 ¦É]õCªÉÉ VÉ¨ÉÉiÉÒ (¤É) 42 JÉÖ±ÉÉ 
18 JÉÖ±ÉÉ 43 JÉÖ±ÉÉ 
19 JÉÖ±ÉÉ 44 JÉÖ±ÉÉ 
20 JÉÖ±ÉÉ 45 +xÉÖºÉÚÊSÉiÉ VÉÉiÉÒ 
21 +xÉÖºÉÚÊSÉiÉ VÉÉiÉÒ 46 JÉÖ±ÉÉ 
22 JÉÖ±ÉÉ 47 JÉÖ±ÉÉ 
23 JÉÖ±ÉÉ 48 JÉÖ±ÉÉ 
24 JÉÖ±ÉÉ 49 +xÉÖºÉÚÊSÉiÉ VÉÉiÉÒ 
25 +xÉÖºÉÚÊSÉiÉ VÉÉiÉÒ 50 JÉÖ±ÉÉ 
 

 



 

 

´ÉMÉÉÇxÉÖºÉÉ®ú +É®úÊIÉiÉ {Énäù 
 

+xÉÖºÉÚÊSÉiÉ VÉÉiÉÒ - Ë¤ÉnÚù Gò¨ÉÉÆEò - 1 9 21 29 41 45 49  7 
+xÉÖºÉÚÊSÉiÉ VÉ¨ÉÉiÉÒ - Ë¤ÉnÚù Gò¨ÉÉÆEò - 3 13 25 37     4 
Ê´É¨ÉÖCiÉ 
VÉÉiÉÒ/¦É]õCªÉÉ 
VÉ¨ÉÉiÉÒ 

- Ë¤ÉnÚù Gò¨ÉÉÆEò - +-
5 

¤É-
17 

+/
¤É-
33 

     3 

Ê´É¶Éä¹É ¨ÉÉMÉÉºÉ 
|É´ÉMÉÇ 

- Ë¤ÉnÚù Gò¨ÉÉÆEò - 7        1 

JÉÖ±Éä - Ë¤ÉnÚù Gò¨ÉÉÆEò - 2 4 6 8 10 11 12   
    14 15 16 18 19 20 22   
    23 24 26 27 28 30 31   
    32 34 35 36 37 39 40   
    42 43 44 46 47 48 50  35 
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PÉ®ú ¤ÉÉÆvÉhÉÒ +ÊOÉ¨É ¨ÉÆVÉÚ®ú Eò®úhªÉÉEòÊ®úiÉÉ 
ºÉÖvÉÉÊ®úiÉ ´ÉäiÉxÉ ¸ÉähÉÒiÉÒ±É ¨ÉÚ³ý ´ÉäiÉxÉ Ê´ÉSÉÉ®úÉiÉ PÉähªÉÉ¤ÉÉ¤ÉiÉ. 

 
¨É½þÉ®úÉ¹]Åõ ¶ÉÉºÉxÉ, 
Ê´ÉiiÉ Ê´É¦ÉÉMÉ, 

¶ÉÉºÉxÉ ÊxÉhÉÇªÉ Gò¨ÉÉÆEò : PÉ¤ÉÊxÉ-1099/|É.Gò.2/99/Ê´ÉÊxÉªÉMÉ, 
¨ÉÆjÉÉ±ÉªÉ, ¨ÉÖÆ¤É<Ç-400 032. ÊnùxÉÉÆEò 8 VÉÖ±Éè, 1999. 

 
ÊxÉhÉÇªÉ 

 
®úÉVªÉ ¶ÉÉºÉEòÒªÉ Eò¨ÉÇSÉÉ−ªÉÉÆSªÉÉ ´ÉäiÉxÉ¸ÉähÉÒ ÊnùxÉÉÆEò 1 VÉÉxÉä´ÉÉ®úÒ, 1996 {ÉÉºÉÚxÉ ºÉÖvÉÉ®úhªÉÉ¤ÉÉ¤ÉiÉSÉä +Énäù¶É 
ÊnùxÉÉÆEò 10 Êb÷ºÉå¤É®ú, 1998 ®úÉäVÉÒ ÊxÉMÉÇÊ¨ÉiÉ Eò®úhªÉÉiÉ +É±Éä +É½äþiÉ. ªÉÉ ºÉÖvÉÉÊ®úiÉ ´ÉäiÉxÉ ¸ÉähÉÒiÉÒ±É ¨ÉÚ³ý 
´ÉäiÉxÉ PÉ®ú ¤ÉÉÆvÉhÉÒ +ÊOÉ¨É ¨ÉÆVÉÚ®ú Eò®úhªÉÉEòÊ®úiÉÉ Ê´ÉSÉÉ®úÉiÉ PÉähªÉÉSÉÉ |É¶xÉ ¶ÉÉºÉxÉÉSªÉÉ Ê´ÉSÉÉ®úÉvÉÒxÉ ½þÉäiÉÉ. 
ªÉÉ ºÉÆnù¦ÉÉÇiÉ ¶ÉÉºÉxÉÉxÉä JÉÉ±ÉÒ±É|É¨ÉÉhÉä ÊxÉhÉÇªÉ PÉäiÉ±Éä +É½äþiÉ. 
 
PÉ®ú ¤ÉÉÆvÉhÉÒ +ÊOÉ¨ÉÉSÉÒ Eò¨ÉÉ±É ¨ÉªÉÉÇnùÉ : 
PÉ®ú ¤ÉÉÆvÉhÉÒ Ê´É¹ÉªÉEò Ê´ÉÊ´ÉvÉ |ÉªÉÉäVÉxÉÉÆºÉÉ`öÒ ®úÉVªÉ ¶ÉÉºÉEòÒªÉ Eò¨ÉÇSÉÉ−ªÉÉÆxÉÉ +xÉÖYÉäªÉ +ºÉ±Éä±ÉÉ PÉ®ú ¤ÉÉÆvÉhÉÒ 
+ÊOÉ¨É ¨ÉÆVÉÚ®ú Eò®úhªÉÉEòÊ®úiÉÉ ºÉÖvÉÉÊ®úiÉ ´ÉäiÉxÉ ¸ÉähÉÒiÉÒ±É iªÉÉÆSÉä ¨ÉÚ³ý ´ÉäiÉxÉ Ê´ÉSÉÉ®úÉiÉ PªÉÉ´Éä. +¶ÉÉ ´ÉäiÉxÉÉ´É®ú 
+ÉvÉÉÊ®úiÉ +ºÉ±Éä±Éä +ÊOÉ¨É ¨ÉÆVÉÚ®ú Eò®úhªÉÉEòÊ®úiÉÉ ºÉÖvÉÉÊ®úiÉ Eò¨ÉÉ±É ¨ÉªÉÉÇnùÉ JÉÉ±ÉÒ±É|É¨ÉÉhÉä +ºÉiÉÒ±É. 
 
 |ÉªÉÉäVÉxÉ PÉ®ú ¤ÉÉÆvÉhÉÒ +ÊOÉ¨ÉÉSªÉÉ ®úEò¨ÉäSÉÒ Eò¨ÉÉ±É ¨ÉªÉÉÇnùÉ 
   
+) VÉ¨ÉÒxÉ JÉ®äúnùÒ Eò¯ûxÉ iªÉÉ´É®ú Ê´ÉÊ½þiÉ 

EòÉ±ÉÉ´ÉvÉÒiÉ PÉ®ú ¤ÉÉÆvÉhÉä ËEò´ÉÉ iÉªÉÉ®ú PÉ®ú 
JÉ®äúnùÒ Eò®úhÉä. 

¨ÉÚ³ý ´ÉäiÉxÉÉSªÉÉ 50 {É]õ ËEò´ÉÉ 
¯û.7,50,000/- ËEò´ÉÉ PÉ®úÉSÉÒ ËEò¨ÉiÉ 
ËEò´ÉÉ +ÊOÉ¨É {É®úiÉ¡äòb÷ÒSÉÒ IÉ¨ÉiÉÉ ªÉÉ{ÉèEòÒ 
Eò¨ÉÒ +ºÉä±É iÉÒ ®úCEò¨É. 

¤É) EòÉ±ÉÉÆiÉ®úÉxÉä PÉ®ú ¤ÉÉÆvÉhªÉÉºÉÉ`öÒ VÉ¨ÉÒxÉ JÉ®äúnùÒ 
Eò®úhÉä. 

¨ÉÚ³ý ´ÉäiÉxÉÉSªÉÉ 50 {É]õ ËEò´ÉÉ 
¯û.1,80,000/- ËEò´ÉÉ VÉÊ¨ÉxÉÒSÉÒ ËEò¨ÉiÉ 
ËEò´ÉÉ +ÊOÉ¨É {É®úiÉ¡äòb÷ÒSÉÒ IÉ¨ÉiÉÉ ªÉÉ{ÉèEòÒ 
Eò¨ÉÒ +ºÉä±É iÉÒ ®úCEò¨É. 

Eò) º´ÉiÉ:SªÉÉ ¨ÉÉ±ÉEòÒSªÉÉ ®úÉ½þiªÉÉ PÉ®úÉSÉä xÉ´ÉÒxÉ 
¤ÉÉÆvÉEòÉ¨É Eò¯ûxÉ Ê´ÉºiÉÉ®ú Eò®úhÉä. 

¨ÉÚ³ý ´ÉäiÉxÉÉSªÉÉ 50 {É]õ ËEò´ÉÉ 
¯û.1,80,000/- ËEò´ÉÉ ¤ÉÉÆvÉEòÉ¨ÉÉSÉÒ ËEò¨ÉiÉ 
ËEò´ÉÉ +ÊOÉ¨É {É®úiÉ¡äòb÷ÒSÉÒ IÉ¨ÉiÉÉ ªÉÉ{ÉèEòÒ 
Eò¨ÉÒ +ºÉä±É iÉÒ ®úCEò¨É. 

b÷) ºÉvªÉÉSÉä ®úÉ½þiÉä PÉ®ú ÊxÉ´ÉÉºÉ ªÉÉäMªÉ Eò®úhªÉÉºÉÉ ö̀Ò 
+ºÉÉvÉÉ®úhÉ ´É Ê´É¶Éä¹É º´É¯û{ÉÉSÉÒ nÖù¯ûºiÉÒ Eò®úhÉä 

¨ÉÚ³ý ´ÉäiÉxÉÉSªÉÉ 25 {É]õ ËEò´ÉÉ ¯û. 
90,000/- ËEò´ÉÉ PÉ®ú nÖù¯ûºiÉÒSÉÉ JÉSÉÇ ËEò´ÉÉ 



 

 

(+ºÉÉvÉÉ®úhÉ ´É Ê´É¶Éä¹É nÖù¯ûºiÉÒ ¨½þhÉVÉä {ÉÚ®ú, 
´ÉÉnù³ý, +ÉMÉ +MÉ®ú ¦ÉÚEÆò{É ªÉÉºÉÉ®úJªÉÉ 
xÉèºÉÌMÉEò +É{ÉiiÉÒ¨ÉÖ³äý xÉÖEòºÉÉxÉ {ÉÉä½þSÉ±Éä±Éä PÉ®ú 
{ÉÖxÉ: ÊxÉ´ÉÉºÉ ªÉÉäMªÉ Eò®úhªÉÉºÉÉ ö̀Ò +É´É¶ªÉEò 
+ºÉ±Éä±ÉÒ nÖù¯ûºiÉÒ ½þÉäªÉ. ®úÉ½þiªÉÉ PÉ®úÉiÉ xÉ´ÉÒxÉ 
ºÉÉäªÉÒ Eò¯ûxÉ PÉähÉä ËEò´ÉÉ +ÆiÉMÉÇiÉ ºÉVÉÉ´É]õ 
Eò®úhÉä ¨½þhÉVÉä +ºÉÉvÉÉ®úhÉ ËEò´ÉÉ Ê´É¶Éä¹É nÖù¯ûºiÉÒ 
xÉ´½äþ ´É +¶ÉÉ EòÉ¨ÉÉÆºÉÉ`öÒ +ÊOÉ¨É +xÉÖYÉäªÉ 
xÉÉ½þÒ.) 

+ÊOÉ¨É {É®úiÉ¡äòb÷ÒSÉÒ IÉ¨ÉiÉÉ ªÉÉ{ÉèEòÒ Eò¨ÉÒ 
+ºÉä±É iÉÒ ®úCEò¨É. 

 
2. PÉ®úÉSÉÒ ËEò¨ÉiÉ ¨ÉªÉÉÇnùÉ : 
xÉ´ÉÒxÉ ¤ÉÉÆvÉÉ´ÉªÉÉSªÉÉ ËEò´ÉÉ Ê´ÉEòiÉ PªÉÉ´ÉªÉÉSªÉÉ iÉªÉÉ®ú xÉ´ÉÒxÉ PÉ®úÉSÉÒ / VÉÖxªÉÉ PÉ®úÉSÉÒ ËEò¨ÉiÉ (VÉÊ¨ÉxÉÒ 
´ÉMÉ³ÚýxÉ) ¶ÉÉºÉEòÒªÉ Eò¨ÉÇSÉÉ−ªÉÉÆSªÉÉ ¨ÉÚ³ý ¨ÉÉÊºÉEò ´ÉäiÉxÉÉSªÉÉ 200 {É]õ {É®ÆúiÉÚ ÊEò¨ÉÉxÉ ¯û. 3.00 ±ÉÉJÉ +É½äþ. 
¯û. 18.00 ±ÉÉJÉ ªÉÉ Ê´ÉÊ½þiÉ ¨ÉªÉÉÇÊnùiÉ +ºÉÉ´ÉÒ. PÉ®ú ¤ÉÉÆvÉhÉÒ +ÊOÉ¨É ¨ÉÆVÉÖ®úÒºÉÉ ö̀Ò ºÉIÉ¨É |ÉÉÊvÉEòÉ®úÒ ÊEò¨ÉÉxÉ 
¯û. 3 ½þÒ ¨ÉªÉÉÇnùÉ |ÉEò®úhÉ {É®úi´Éä MÉÖhÉ´ÉiiÉäSªÉÉ +ÉvÉÉ®äú Ê¶ÉÊlÉ±É Eò¯û ¶ÉEòiÉÒ±É, ¨½þhÉVÉäSÉ ¶ÉÉºÉEòÒªÉ 
Eò¨ÉÇSÉÉ®úÒ ±ÉÉJÉÉ{ÉäIÉÉ Eò¨ÉÒ ËEò¨ÉiÉÒSÉä PÉ®ú ¤ÉÉÆvÉhªÉÉºÉ / PÉähªÉÉºÉ {ÉÉjÉ ö̀®úÊ´ÉiÉÉ ªÉä<Ç±É. ¨ÉÉjÉ Eò¨ÉÉ±É 
¯û.18.00 ±ÉÉJÉ ¨ÉªÉÉÇnùÉ Ê¶ÉÊlÉ±É Eò®úhªÉÉSÉä +ÊvÉEòÉ®ú ºÉIÉ¨É +ÊvÉEòÉ−ªÉÉÆxÉÉ xÉÉ½þÒiÉ. 
 
3. PÉ®ú ¤ÉÉÆvÉhÉÒ +ÊOÉ¨ÉÉ´É®úÒ±É ´ªÉÉVÉnù®ú 
PÉ®ú ¤ÉÉÆvÉhÉÒ +ÊOÉ¨ÉÉ´É®úÒ±É ´ªÉÉVÉnù®ú ¶ÉÉºÉxÉ ÊxÉhÉÇªÉ, Ê´ÉiiÉ Ê´É¦ÉÉMÉ, Gò¨ÉÉÆEò-PÉ¤ÉÉÆ+-1092/|É.Gò.238/9 
ÊnùxÉÉÆEò 3/8/1993 +x´ÉªÉä ÊxÉÎ¶SÉiÉ Eò®úhªÉÉiÉ +É±Éä ½þÉäiÉä. ºÉnù®ú ´ªÉÉVÉ nù®úÉiÉ {ÉÖføÒ±É|É¨ÉÉhÉä ¤Énù±É 
Eò®úhªÉÉiÉ ´É iÉä ªÉÉ +Énäù¶ÉÉSªÉÉ ÊnùxÉÉÆEòÉ{ÉÉºÉÚxÉ +Æ¨É±ÉÉiÉ ªÉäiÉÒ±É. +ÊOÉ¨ÉÉ´É®úÒ±É ´ªÉÉVÉÉSÉÒ {ÉÊ®úMÉhÉxÉÉ 
BEò¯û{É nù®úÉxÉä (UNI RATE) Eò®úÉ´ÉÒ. 
 
  ´ªÉÉVÉnù®ú 
   
+) ¯û. 50,000 {ÉªÉÈiÉSªÉÉ +ÊOÉ¨É ®úEò¨Éä´É®ú 7.5 
+É) ¯û. 1,50,000 {ÉªÉÈiÉSªÉÉ +ÊOÉ¨É ®úEò¨Éä´É®ú 9.00 
<) ¯û. 5,00,000 {ÉªÉÈiÉSªÉÉ +ÊOÉ¨É ®úEò¨Éä´É®ú 11.00 
<Ç) ¯û. 7,50,000 {ÉªÉÈiÉSªÉÉ +ÊOÉ¨É ®úEò¨Éä´É®ú 12.00 
 
+ÊOÉ¨É {É®úiÉ¡äòb÷ÒSªÉÉ IÉ¨ÉiÉäSÉÒ {ÉÊ®úMÉhÉxÉÉ Eò®úhªÉÉ¤ÉÉ¤ÉiÉ 
 
®úÉVªÉ ¶ÉÉºÉEòÒªÉ Eò¨ÉÇSÉÉ−ªÉÉÆxÉÉ +xÉÖYÉäªÉ +ÊOÉ¨É ®úCEò¨É ö̀®úÊ´ÉiÉÉÆxÉÉ |ÉlÉ¨É iªÉÉSÉÒ +ÊOÉ¨É {É®úiÉ¡äòb÷ 
{ÉÖføÒ±É|É¨ÉÉhÉä {ÉÊ®úMÉhÉÒiÉ Eò®úÉ´ÉÒ. 
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 PÉ®ú ¤ÉÉÆvÉhÉÒ +ÊOÉ¨ÉÉSÉÒ ¨ÉÆVÉÚ®ú ®úCEò¨É ´ªÉÉVÉnù®ú 
   
+) 20 ´É¹ÉÉÇxÉÆiÉ®ú ºÉä´ÉÉÊxÉ´ÉÞiiÉ ½þÉähÉÉ−ªÉÉ 

Eò¨ÉÇSÉÉ−ªÉÉÆSªÉÉ ¤ÉÉ¤ÉiÉÒiÉ. 
¨ÉÚ³ý ¨ÉÉÊºÉEò ´ÉäiÉxÉÉSªÉÉ 35 

¤É) 10 ´É¹ÉÉÇxÉÆiÉ®ú {É®ÆúiÉÖ 20 ´É¹ÉÉÇSÉÒ ºÉä´ÉÉ {ÉÚhÉÇ 
½þÉähªÉÉ{ÉÚ´ÉÔ ºÉä´ÉÉÊxÉ´ÉÞiiÉ ½þÉähÉÉ−ªÉÉ Eò¨ÉÇSÉÉ−ªÉÉÆSªÉÉ 
¤ÉÉ¤ÉiÉÒiÉ. 

¨ÉÞiªÉÚ-ÊxÉ-ºÉä́ ÉÉÊxÉ´ÉÞiiÉÒ ={ÉnùÉxÉÉSÉä 65 
ºÉ¨ÉÉªÉÉäÊVÉiÉ Eäò±ªÉÉ´É®ú ¨ÉÚ³ý ¨ÉÉÊºÉEò 
´ÉäiÉxÉÉSªÉÉ 40. 

Eò) 10 ´É¹ÉÉÇSªÉÉ +ÉiÉ ºÉä´ÉÉÊxÉ´ÉÞiiÉ ½þÉähÉÉ−ªÉÉ 
Eò¨ÉÇSÉÉ−ªÉÉÆSªÉÉ ¤ÉÉ¤ÉiÉÒiÉ. 

¨ÉÞiªÉÚ-ÊxÉ-ºÉä́ ÉÉÊxÉ´ÉÞiiÉÒ ={ÉnùÉxÉÉSÉä 75 
ºÉ¨ÉÉªÉÉäÊVÉiÉ ¨ÉÚ³ý ¨ÉÉÊºÉEò ´ÉäiÉxÉÉSªÉÉ 50. 

 
5. ´ÉÉføÒ´É +ÊOÉ¨É ¨ÉÆVÉÚ®ú Eò®úhªÉÉ¤ÉÉ¤ÉiÉ 
ºÉnù®ú +Énäù¶É ÊxÉMÉÇÊ¨ÉiÉ ½þÉähªÉÉ{ÉÚ´ÉÔ VªÉÉ |ÉEò®úhÉÉiÉ +ÊOÉ¨É ¨ÉÆVÉÚ®ú Eäò±Éä +É½äþ, {É®ÆúiÉÚ ºÉÆ¤ÉÆÊvÉiÉ Eò¨ÉÇSÉÉ−ªÉÉSÉÒ 
{ÉÚhÉÇ ®úCEò¨É PÉäiÉ±Éä±ÉÒ xÉÉ½þÒ, +¶ÉÉ |ÉEò®úhÉÉiÉ ºÉÆ¤ÉÆÊvÉiÉ Eò¨ÉÇSÉÉ−ªÉÉEòbÚ÷xÉ ´ÉÉføÒ´É +ÊOÉ¨É ¨ÉÆVÉÖ®úÒºÉÉ`öÒ iÉºÉÉ 
ªÉÉ ÊnùxÉÉÆEòÉ{ÉÉºÉÚxÉ ºÉ½þÉ ¨ÉÊ½þxªÉÉÆSªÉÉ +ÉiÉ ºÉIÉ¨É |ÉÉÊvÉEòÉ−ªÉÉEòbä÷ |ÉÉ{iÉ ZÉÉ±ªÉÉºÉ iªÉÉÆxÉÉ ªÉÉ +Énäù¶ÉÉiÉÒ±É 
®úÉ½ÚxÉ iÉºÉäSÉ JÉÉ±ÉÒ±É +]õÓSªÉÉ +vÉÒxÉ ®úÉ½ÚxÉ ´ÉÉføÒ´É +ÊOÉ¨É ¨ÉÆVÉÚ®ú Eò®úhªÉÉºÉ ½þ®úEòiÉ xÉºÉÉ´ÉÒ. 
 
+) ´ÉÉføÒ´É +ÊOÉ¨ÉÉSÉÒ ¨ÉªÉÉÇnùÉ `ö®úÊ´ÉiÉÉxÉÉ ¨ÉÚ³ý +ÊOÉ¨É ¨ÉÆVÉÚ®ú Eò®úhªÉÉSªÉÉ ÊnùxÉÉÆEòÉºÉ VÉÖxªÉÉ ´ÉäiÉxÉ 

¸ÉähÉÒiÉÒ±É VÉä ¨ÉÚ³ý ¨ÉÉÊºÉEò ´ÉäiÉxÉ Ê´ÉSÉÉ®úÉiÉ PÉäiÉ±Éä ½þÉäiÉä, iªÉÉSÉä iªÉÉ´Éä³ýSÉä ºÉ¨É¨ÉÚ±ªÉ EòÉ±{ÉÊxÉEò 
(xÉÉä¶ÉxÉ±É) ºÉÖvÉÉÊ®úiÉ ¨ÉÚ³ý ¨ÉÉÊºÉEò ´ÉäiÉxÉ Ê´ÉSÉÉ®úÉiÉ PªÉÉ´Éä. 

+É) ´ÉÉføÒ´É +ÊOÉ¨ÉÉSÉÒ ®úCEò¨É ¨ÉÚ³ý +ÊOÉ¨ÉÉSªÉÉ 50 {ÉäIÉÉ +ÊvÉEò xÉºÉÉ´ÉÒ. 
<) +ÊOÉ¨ÉÉSÉÒ ºÉ´ÉÇ ®úCEò¨É PÉäiÉ±Éä±ÉÒ xÉºÉÉ´ÉÒ +ÉÊhÉ / ËEò´ÉÉ ¤ÉÉÆvÉEòÉ¨É {ÉÚhÉÇ ZÉÉ±Éä±Éä xÉºÉÉ´Éä / 

PÉ®úÉSÉÒ / ºÉnùÊxÉEäòSÉÒ {ÉÚhÉÇ ËEò¨ÉiÉ `äöEäònùÉ®úÉºÉ +nùÉ Eò®úhªÉÉiÉ +É±Éä±ÉÒ xÉºÉÉ´ÉÒ. 
<Ç) {ÉÚ´ÉÔ ºÉÉnù®ú Eò®úhªÉÉiÉ +É±Éä±ªÉÉ ¨ÉÆVÉÚ®ú ¤ÉÉÆvÉEòÉ¨É xÉEòÉ¶ÉÉiÉ ¤Énù±É xÉºÉÉ´ÉÉ. 

{ÉÚ´ÉÔ ºÉÉnù®ú Eò®úhªÉÉiÉ +É±Éä±ªÉÉ JÉSÉÉÇSªÉÉ +ÆnùÉVÉ{ÉjÉEòÉiÉÒ±ÉSÉ ®úCEò¨É Ê´ÉSÉÉ®úÉiÉ PªÉÉ´ÉÒ. 
+ÊOÉ¨É vÉÉ®úEòÉEòbÚ÷xÉ ´ÉÉføÒ´É +ÊOÉ¨ÉÉ¤ÉÉ¤ÉiÉ +É´É¶ªÉEò +ºÉä±É iÉ®ú {ÉÚ®úEò MÉ½þÉhÉJÉiÉ, ´ÉèªÉÎCiÉEò 
¤ÉÆvÉ{ÉjÉ ´É VÉÊ¨ÉxÉJÉiÉ PÉähªÉÉiÉ ªÉÉ´Éä. 
ºÉnù®ú YÉÉ{ÉxÉÉiÉ Ê´ÉÊ½þiÉ Eäò±Éä±ªÉÉ {ÉrùiÉÒxÉÖºÉÉ®ú Eò¨ÉÇSÉÉ−ªÉÉSÉÒ +ÊOÉ¨É {É®úiÉ¡äòb÷ÒSÉÒ IÉ¨ÉiÉÉ Ê´ÉSÉÉ®úÉiÉ 
PÉä>ðxÉ +ÊOÉ¨É ¨ÉÆVÉÚ®ú Eò®úÉ´Éä +ÉÊhÉ iÉä Eò¨ÉÇSÉÉ−ªÉÉSªÉÉ ºÉä´ÉÉÊxÉ´ÉÞiiÉÒ{ÉÚ´ÉÔ ´ªÉÉVÉÉºÉ½þ ´ÉºÉÚ±É ½þÉä<Ç±É 
ªÉÉSÉÒ JÉÉjÉÒ Eò®úÉ´ÉÒ. 

Bä) ´ÉÉføÒ´É +ÊOÉ¨ÉÉ´É®ú ºÉÖvÉÉÊ®úiÉ ´ªÉÉVÉnù®ú +ÉEòÉ®úhªÉÉiÉ ªÉÉ´ÉÉ. (ºÉÖvÉÉÊ®úiÉ ´ªÉÉVÉnù®ú +ÉEò®úhªÉÉºÉÉ`öÒ 
{ÉÚ´ÉÔ ¨ÉÆVÉÚ®ú Eäò±Éä±Éä +ÊOÉ¨ÉÉ´É®ú ºÉÖvÉÉÊ®úiÉ ´ªÉÉVÉnù®ú +ÉEòÉ®úhªÉÉiÉ ªÉÉ´ÉÉ.) 

+Éä) ªÉÉ +Énäù¶ÉÉxÉÖºÉÉ®ú ´ÉÉføÒ´É +ÊOÉ¨É ¨ÉÆVÉÚ®ú Eò®úhªÉÉiÉ +É±ªÉÉºÉ Eò¨ÉÇSÉÉ−ªÉÉÆEòbÚ÷xÉ MÉ½þÉhÉJÉiÉ, ´ÉèªÉÎCiÉEò 
¤ÉÆvÉ{ÉjÉ, VÉÉÊ¨ÉxÉ ªÉÉºÉÆ¤ÉÆvÉÒ EòÉMÉnù{ÉjÉä {ÉÖx½þÉ xÉ´ªÉÉxÉä PÉähªÉÉiÉ ªÉÉ´ÉÒiÉ. ªÉÉ¤ÉÉ¤ÉiÉSÉÉ JÉSÉÇ 
Eò¨ÉÇSÉÉ−ªÉÉÆxÉÒ º´ÉiÉ: ºÉÉäºÉÉ´ÉÉ. 

 



 

 

6. +ÊOÉ¨ÉÉSÉÒ ´ªÉÉVÉÉºÉ½þ ´ÉºÉÖ±ÉÒ 20 ´É¹ÉÉÇiÉ Eò®úhªÉÉiÉ ªÉÉ´ÉÒ. |ÉlÉ¨É 192 ¨ÉÉÊºÉEò ½þ{iªÉÉiÉ ¨ÉÚ³ý 
+ÊOÉ¨É ´É =´ÉÇÊ®úiÉ 48 ¨ÉÉÊºÉEò ½þ{iªÉÉiÉ ´ªÉÉVÉÉSÉÒ ´ÉºÉÖ±ÉÒ Eò®úÉ´ÉÒ. 20 ´É¹ÉÉÈ{ÉäIÉÉ Eò¨ÉÒ ºÉä´ÉÉ 
EòÉ±ÉÉ´ÉvÉÒ +ºÉ±Éä±ªÉÉ Eò¨ÉÇSÉÉ−ªÉÉÆxÉÉ EòVÉÇ {É®úiÉ¡äòb÷ÒSÉÉ®ú VÉÉºiÉ ¦ÉÉ®ú {ÉbÚ÷ xÉªÉä ¨½þhÉÚxÉ iªÉÉÆxÉÉ 
iªÉÉÆSªÉÉ ºÉä´ÉÉ-ÊxÉ-¨ÉÞiªÉÚ-={ÉnùÉxÉÉiÉÚxÉ +ÊOÉ¨ÉÉºÉ½þ ´ªÉÉVÉÉSÉÒ EòÉ½þÒ ®úCEò¨É ¶ÉÉºÉxÉÉºÉ {É®úiÉ Eò®úiÉÉ 
ªÉä<Ç±É. {É®ÆúiÉÚ iªÉÉÆSªÉÉ ¨ÉÉÊºÉEò ½þ{iªÉÉSÉÒ ®úCEò¨É `ö®úÊ´ÉiÉÉxÉÉ VÉ®ú iªÉÉÆSÉÒ 20 ´É¹Éæ ºÉä´ÉÉ Ê¶É±±ÉEò 
+ºÉiÉÒ iÉ®ú +ÊOÉ¨É ´ÉºÉÖ±ÉÒ¤ÉÉ¤ÉiÉSÉÉ nù®ú¨É½þÉ VÉÉä ½þ{iÉÉ ö̀®úÊ´ÉhªÉÉiÉ +É±ÉÉ +ºÉiÉÉ iªÉÉ{ÉäIÉÉ Eò¨ÉÒ 
®úEò¨ÉäSÉÉ ¨ÉÉÊºÉEò ½þ{iÉÉ +ºÉÚ xÉªÉä. iÉlÉÉÊ{É, Eò¨ÉÇSÉÉ®úÒ iªÉÉSªÉÉ <SUäôxÉÖºÉÉ®ú Eò¨ÉÒ EòÉ±ÉÉ´ÉvÉÒiÉ 
+ÊOÉ¨É ´É ´ªÉÉVÉ ®úCEò¨É ¡äòb÷hªÉÉºÉÉ ö̀Ò ¨ÉÉÊºÉEò ½þ{iªÉÉSÉÒ ®úCEò¨É Ê´ÉÊ½þiÉ ®úEò¨Éä{ÉäIÉÉ VÉÉºiÉ ´ÉÉfǿ ÉÚ 
¶ÉEäò±É. 

7. ¨ÉÖÆ¤É<Ç Ê´ÉiiÉÒªÉ ÊxÉªÉ¨É-1959 SªÉÉ {ÉÊ®úÊ¶É¹] 26 ¨ÉvÉÒ±É PÉ®ú¤ÉÉÆvÉhÉÒ +ÊOÉ¨É Ê´É¹ÉªÉEò ÊxÉªÉ¨ÉÉÆ¨ÉvªÉä 
+Éè{ÉSÉÉÊ®úEò ºÉÖvÉÉ®úhÉÉ ªÉlÉÉ´ÉEòÉ¶É Eò®úhªÉÉiÉ ªÉä<Ç±É. 

 
¨É½þÉ®úÉ¹]ÅõÉSÉä ®úÉVªÉ{ÉÉ±É ªÉÉÆSªÉÉ +Énäù¶ÉÉxÉÖºÉÉ®ú ´É xÉÉ´ÉÉxÉä, 

 
 

¤ÉÉ. ´É. ºÉÉ´ÉÆiÉ, 
¶ÉÉºÉxÉÉSÉä ={É ºÉÊSÉ´É, Ê´ÉiiÉ Ê´É¦ÉÉMÉ. 

|ÉÊiÉ, 
¨É½þÉ±ÉäJÉÉ{ÉÉ±É (±ÉäJÉÉ ´É +xÉÖYÉäªÉiÉÉ)-1, ¨É½þÉ®úÉ¹]Åõ, ¨ÉÖÆ¤É<Ç-400 020, 
¨É½þÉ±ÉäJÉÉ{ÉÉ±É (±ÉäJÉÉ ´É {É®úÒIÉÉ)-1, ¨É½þÉ®úÉ¹]Åõ, ¨ÉÖÆ¤É<Ç-400 020, 
¨É½þÉ±ÉäJÉÉ{ÉÉ±É (±ÉäJÉÉ ´É +xÉÖYÉäªÉiÉÉ)-2, ¨É½þÉ®úÉ¹]Åõ, xÉÉMÉ{ÉÚ®ú, 
¨É½þÉ±ÉäJÉÉ{ÉÉ±É (±ÉäJÉÉ {É®úÒIÉÉ)-2, ¨É½þÉ®úÉ¹]Åõ, xÉÉMÉ{ÉÚ®ú, 
+ÊvÉnùÉxÉ ´É ±ÉäJÉÉ +ÊvÉEòÉ®úÒ, ´ÉÉÆnùpù / ¨ÉÖÆ¤É<Ç, 
ÊxÉ´ÉÉºÉÒ ±ÉäJÉÉ {É®úÒIÉÉ  +ÊvÉEòÉ®úÒ, ¨ÉÖÆ¤É<Ç. 
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The Circulars related with the functions  
  

Sr. 
No. 

Subject as indicated in the 
circular 

Circular No. & 
Its date 

Remarks if 
any 

    
    

 
 
 

The office Orders/ Policy Circulars related with the functions  
of YASHADA  

 
Sr. 
No. 

Subject as indicated in the 
office order 

No. & office 
order date 

Remarks if 
any 

 List of Policy Circulars 2003-05 Annexure 
15 

    
 
Policy Circular incerted in Section 4 (1)(b) (v)  format(A) 
 

 
 

 
List of documents available in the office/section/ward/branch 

of YASHADA  at Pune 
SUBJECT OF DOCUMENT –  

Sr. 
No. 

Type of 
Document 

Sub Topic Person In 
charge/Designation 

Location of the person if 
not situated in the above 
mentioned office 

 As in ISO 
Manual 

   

 
Note - Each public authority shall prepare list of records duly indexed. Record 

includes document files & soft copies as well. 
To prepare this list to facilitate Right To Information, we have to make it user 

friendly. Easy to inspect, taking notes, taking samples of materials etc. 
First prepare office wise list of existing files, which includes current files, await files & papers in 
record. Details of documents to be found in each type of file. List of different kinds of registers 
maintained in each office specifying the column heads. List of documents, which are not files as 
well as registers but are used or created or maintained for official purpose, should also be listed. 
For easy retrieval these lists should be office wise, section wise, desk wise as it convenient for 
the clients of the specific office. The list may be prepared in the following format. 



 

 

 
 

 
Statement of Categories of documents held in the office  

of  YASHADA at Pune 
  
 

Sr. 
No. 

Subject Type of Document 
file/muster/register/vouch

er etc 

Particulars of Heading / 
type in the document 

Periodicity of reservation 

 List of Files 
(Annxure 16) 

File See List See List 

 
 
List of Files with Project and Consultancy Cell (PCC), CIT 

 
Subject File Description Location 

Date of  
Sr. 
No  

Main 
Section/ 

Department 

Sub 
Section Main Secondary NO 

Opening Closing  
1 CIT PCC Internal 

Circulars 
Circulars and 
Office Orders 

CIT-03/1405/Circulars  -- Desk 3-1

2 CIT  PCC Project 
Development 

Course 
Infor.System 

CIT-03/1203/SW-CIS 14.02.2003 -- Desk 3 

3 CIT PCC Misc. Work Norms CIT-03/1703/WORK 
NORMS 

20.10.2003 -- Desk 3 

4 CIT PCC Project 
Development 

Faculty MIS CIT-03/1204/SW-FMIS 15.03.2004 -- Desk 3 

5 CIT  PCC Project 
Development 

Compre. MIS CIT-03/1204/SW-
CompreMIS 

09.08.2004 -- Desk 3 
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Subject File Description Location 
Date of  

Sr. 
No  

Main 
Section/ 

Department 

Sub 
Section Main Secondary NO 

Opening Closing  
6 CIT PCC Project 

Development 
Spl Co-op Cell CIT-03/1204/SW-

COOP 
13.08.2004 -- Desk 3 

7 CIT PCC Project 
Development 

Hostel MIS CIT-03/1205/SW-
HMIS 

13.10.2004 -- Desk 3 

8 CIT PCC Project 
Development 

YASHADA 
Intranet 

CIT-03/1205/SW-
Intranet 

18.03.2005 -- Desk 3 

9 CIT PCC Personal  Shekhar Teke 
Personal File 

CIT-03/1505/SBT-
Personal 

01.04.2005 -- Desk 3-1

10 CIT PCC Misc Monthly Plan and 
Review 

CIT-03/1705/ 
Plan&Review 

01.04.2005 -- Desk 3 

11 CIT PCC Consultancy e-Readiness Project CIT-03/1305/e-
Readiness Project 

09.05.2005 -- Desk 3 

12 CIT PCC Personal  Vrushali S Chaskar 
Personal File 

CIT-03/1505/VSC-
Personal 

17.05.2005 -- Desk 3-2

13 CIT PCC Personal  Ravneesh M Saini 
Personal File 

CIT-03/1505/RMS-
Personal 

17.05.2005 -- Desk 3-3

14 CIT PCC Personal  Tejas D Deshpande 
Personal File 

CIT-03/1505/TDD-
Personal 

17.05.2005 -- Desk 3-4

15 CIT PCC Project 
Development 

TMIS 
Development 

CIT-03/1405/SW-TMIS 20.05.2005 -- Desk 3 

16 CIT PCC Project 
Development 

Microplanning CIT-03/1205/ 
Microplanning 

23.05.2005 -- Desk 3 

17 CIT PCC Project 
Development 

Complaint Register CIT-03/1205/Complaint 
Register Development 

23.05.2005 -- Desk 3 

18 CIT PCC Admin Tasks “RTI Proactive 
Disclosures” on 

Yashada Website 

CIT-03/1605/RTI 
Disclosures 

22.06.2005 -- Desk 3 



 

 

Subject File Description Location 
Date of  

Sr. 
No  

Main 
Section/ 

Department 

Sub 
Section Main Secondary NO 

Opening Closing  
19 CIT PCC Misc Ideas At Work 

Documents 
CIT-03/1705/Ideas At 
Work Documents 

28.06.2005 -- Desk 3-1

20 CIT PCC Project 
Development 

Guest Faculty 
Directory 

CIT-03/1205/GF 
Directory 

11.07.2005 -- Desk 3 

21 CIT PCC Project 
Development 

RDC MIS CIT-03/1205/RDC-MIS 
Development 

16.08.2005 -- Desk 3 

22 CIT PCC Project 
Development 

Accounts S/w 
Modules 

CIT-03/1205/SW-Acct 24.08.2005 -- Desk 3 

23 CIT PCC Project 
Development 

Publications Cell 
Project 

CIT-03/1205/SW-Publ 06.09.2005 -- Desk 3 

24 CIT PCC Project 
Development 

MDC S/w 
Development 

CIT-03/1205/SW-MDC 19.09.2005 -- Desk 3 
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DDG’s SIRD Office Files 
 
Sr 
No 

File No. Subject Remarks

(1) 1 Personal File of  Director, SIRD 
YASHADA, Pune. 

 

(2) SIRD-
DDG/1004/TPSIRDFM 

Training Programmes to be attended by 
SIRD Faculty Members. 

 

(3) SIRD-DDG/2304/Office 
Note 

Office Note File.  

(4) SIRD-DDG/1504/ISO ISO Certification.  
(5) SIRD-DDG/2304/Circular Circular issued by the Director, SIRD, 

YASHADA. 
 

(6) SIRD-DDG/2604/Annual 
Report 

Annual Report of SIRD for the year 2003-
2004. 

 

(7) SIRD-DDG/2304/Cir-
Office Order 

DG Office Circular/Office Orders File.  

(8) SIRD-DDG/2704/Paper 
Clippings  

Newspaper Clippings by YASHADA 
Library. 

 

(9) SIRD-DDG/1604/EC Executive Committee Meeting.  
(10) SIRD-DDG/1604/HoD Minutes of Review of HoD’s Meeting 

taken by the Director General. 
 

(11) SIRD-DDG/2604/Reporting 
Format 

Individual Reporting Format for Faculty.  

(12) SIRD-DDG/1604/CREDIT Minutes of CREDIT Meeting.  
(13) SIRD-DDG/2304/Official 

Copies 
Official Copies of the Director, State 
Institute of Rural Development (SIRD), 
YASHADA, Pune.  

 

(14) SIRD-DDG/1604/ATI Minutes of the Weekly Reviewing Meeting 
of ATI, YASHADA, Pune taken by the 
Director General, YASHADA, Pune. 

 

(15) SIRD-
DDG/1604/Construction   

Minutes of Construction Supervision 
Committee Meeting  

 

(16) SIRD-DDG/1604/AAHEM Minutes of Review Meeting of 
Administration, Accounts, Hostel & Estate 
Management under the Chairmanship of 
Director General, YASHADA, Pune. 

 

(17) SIRD-DDG/1004/TMCS 
for SIRD 

Training Methods & Communication Skill 
for SIRD & ETCS  
(Sp. By NIRD) 

 

(18) SIRD-DDG/2504/Director’s 
Tour  

Director, State Institute of Rural 
Development (SIRD)’s Tour Programme 
out of Pune. 

 

(19) SIRD-DDG/1604/RDC Review Meeting of Research & 
Documentation Centre, YASHADA, Pune. 

 

(20) SIRD-DDG/1604/BoG BoG Meeting File.  
(21) SIRD-DDG/2304/Policy 

Circular 
Director General’s Policy Circulars File.  

(22) SIRD-DDG/1604/SIRD Minutes of the Review Meeting of SIRD,  



 

 

Sr 
No 

File No. Subject Remarks

YASHADA, Pune taken by the Director 
General, YASHADA, Pune. 

(23) SIRD-DDG/2704/Misc Misc. File.  
(24) SIRD-DDG/1604/CGG Weekly Review Meeting of Centre for 

Good Governance taken by Director 
General, YASHADA, Pune. 

 

(25) SIRD-DDG/1604/CESJ Minutes of Review Meeting of the Centre 
for Equity & Social Justice, YASHADA, 
Pune. 

 

(26) SIRD-DDG/1604/SIRD 
Faculty 

Minutes of the Review Meeting of Faculty 
of SIRD, YASHADA, taken by Director, 
SIRD. 

 

(27)  YASHADA Management Information 
System (MIS). 

 

(28) SIRD-DDG/2704/Paalvi Palvi File.  
(29) SIRD-DDG/1604/Think 

Tank  
Minutes of Think Tank Meeting.   

(30) SIRD-DDG/1604/Faculty Faculty Meeting File.  
(31) SIRD-DDG/1604/Purchase Purchase Committee File.  
(32) SIRD-DDG/1604/PPIC Minutes of review meeting of Policy & 

Plan Implementation Cell  
 

(33) SIRD-
DDG/1604/CCPLCAVP 

Minutes of the Review Meeting of Course 
Cell, Publication, Library & CAVP. 

 

(34) SIRD-DDG/1404/Finance Financial Matters.  
(35) SIRD-

DDG/2704/Management 
Audit 

Management Audit for the year 2003 
“Panchayat Raj Institutions-IND/99/543”. 

 

(36) SIRD-DDG/1604/CED Weekly Review Meeting of Centre for 
Environment & Development taken by the 
Director General, YASHADA, Pune. 

 

(37) SIRD-DDG/1605/UNFPA Annual Review of  UNFPA Projects   
(38) SIRD-DDG/1005/SGSY SGSY Correspondence   
(39) SIRD-DDG/1605/YMRC Minutes of YMRC Review Meeting  
(40) SIRD-DDG/1005/Public 

Health  
Public Health Correspondence    

(41) SIRD-DDG/1605/MDC  Minutes of MDC Core Group Meeting    
(42) SIRD-DDG/1005/ATC  Annual Training Calendar   
(43) SIRD-DDG/1005/Co-

operative  
Correspondence of Co-operative Societies   

(44) SIRD-DDG/1605/Local 
Committee  

Local Committee Meeting  

(45) SIRD-DDG/1105/ Phoenix 
Mill 

Research Project – Phoenix Mill  

(45) SIRD-DDG/1005/NIRD  NIRD Correspondence   
(46) SIRD-DDG/1605/SHG  Minutes of SHG Cell Core Group Meeting  
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List of files 
                   Dr. Ashok D. Kolhe  

                   Associate Professor, 
YASHADA  

 
Sr. 
No  

File No  Subject  Remarks  

 SIRD-IV/ 2604/GKolhapur Gram Sevak Training Center, 
Gargoti, Kolhapur 

 

 SIRD-IV/2604/KBKolhapur Gram Sevak Training Center, 
Kasaba Bavada , Kolhapur 

 

 SIRD-IV/ 2604/Buldhana Gram Sevak Training Center, 
Buldhana 

 

 SIRD-IV/ 2604/Amravati Gram Sevak Training Center, 
Amravati 

 

 SIRD-IV/2604/Parbhani Gram Sevak Training Center,  
Parbhani 
 

 

 SIRD-IV/2604/Shindhwahi  Gram Sevak Training Center, 
Shindhwahi, Chandrapur 

 

 SIRD-IV/ 2604/KHThane Gram Sevak Training Center, 
Kosbad Hil, Thane 

 

 SIRD-IV/ 2604/Jalana Gram Sevak Training Center, 
Jalana 

 

 SIRD-IV/ 2604/Manjari Gram Sevak Training Center, 
Manjari Farm Pune 

 

 SIRD-IV/ 2704/KhThane Panchayat Raj Training Center, 
Kosbad Hill, Thane 

 

 SIRD-IV/ 2704/KHJalgaon Panchayat Raj Training Center, 
Khiroda,Jalgaon. 

 

 SIRD-IV/ 2704/VaSatara Panchayat Raj Training Center, 
Varya, Satara 

 

 SIRD-IV/ 2704/GKolhapur Panchayat Raj Training Center, 
Gargoti, Kolhapur 

 

 SIRD-IV/ 2704/GSolapur Panchayat Raj Training Center, 
Goudgaon, Solapur 
 

 

 SIRD-IV/ 2704/MuLatur Panchayat Raj Training Center, 
Murud, Latur 

 

 SIRD-IV/ 2704/KBuldhana Panchayat Raj Training Center, 
Khamgaon, Buldhana 

 

 SIRD-IV/ 2704/Amravat Panchayat Raj Training Center, 
Shivaji Nagar, Amravati 
 

 

 SIRD-IV/ 2704/HNNagpur Panchayat Raj Training Center, 
Hanuman Nagar, Nagpur 

 

 SIRD-IV/ 2704/MChandrapur Panchayat Raj Training Center, 
Mul, Chandrapur 

 

 SIRD-IV/ 2704/PYavatmal Panchayat Raj Training Center,  



 

 

Sr. 
No  

File No  Subject  Remarks  

Pusad,.Yavatmal 
 SIRD-IV/ 2704/CTCGargoti Composite Training Center, 

Gargoti, Kolhapur 
 

 SIRD-IV/2604/FU Gramsevak Training Center 
Correspondence  

 

 SIRD-IV/ 2704/ stat-PRTC  {ÉÆSÉÉªÉiÉ ®úÉVÉ |ÉÊ¶ÉIÉhÉ EåòpùÉÆxÉÉ BCºÉ]åõ¶ÉxÉ 
EåòpùÉSÉÉ nùVÉÉÇ näùhÉä¤ÉÉ¤ÉiÉ  

 

 SIRD-IV/ 26-2704/Und-Comm OÉÉ¨ÉºÉä´ÉEò |ÉÊ¶ÉIÉhÉ ºÉÆºlÉÉSÉÒ ÊxÉªÉ¨ÉEò ¨ÉÆb÷³ýÉSªÉÉ 
¤Éè̀ öEòÉ 

 

 SIRD-IV/2604/SYLLABUS  ¤ÉÉ¤ÉiÉ OÉÉ¨ÉºÉä´ÉEòÉÆSªÉÉ {ÉÉªÉÉ¦ÉÖiÉ |ÉÊ¶ÉIÉhÉ ºÉjÉÉSÉÉ 
ºÉÖvÉÉÊ®úiÉ +¦ªÉÉºÉGò¨É  
 

 

 SIRD-IV/ 1004/Cust.car Training Course On Custodial Care 
For Principal of Govt. Ashram 
School 

 

 SIRD-IV/ 1004/Cust.car02 Training Course on Custodial Care 
for Principal of Aided Ashram 
School 

 

 SIRD-IV/ 1004/EWSHGs Empowerment of Women Through 
SHGs 

 

 SIRD-IV/1004/TRIESD Course on executive skill 
development  

 

 SIRD-IV/1004/ SHGs 01 SHGs & Micro finance   
 SIRD-IV/1004/CEOs Training Programme for CEOs ZP  
 SIRD-IV/1104/SJSY Performance of SJSY – A Process 

study Research Project of NIRD 
 

SIRD-IV/26-2704/M.Plan  A) Master plan for GTC’s &  
PRTC’s  

  

SIRD-IV/26-2704/M. Plan  B) Master plans for GTC/ PRTC;s 
Original Proposals  

 

SIRD-IV/2604/Status  A) Status of GTCs in the state    
SIRD-IV/2604/Status  B) Status Report of GTCs   

 SIRD-IV/2604/  ={ÉªÉÉäMÉÒiÉÉ |É¨ÉÉhÉ{ÉjÉ {ÉSÉÉªÉiÉ ®úÉVÉ |ÉÊ¶ÉIÉhÉ Eäòpù   
 SIRD-IV/1004/Cust.Car03 Training programme on Custodial 

Care for Head Masters of Primary 
School 

 

 SIRD-IV/1005/MF&ME  Work Shop on SGSY  
10th to 11th March 2005 

 

 SIRD-IV/1005/UNB Employment Programme with 
Reference to Cyclical Migration in 
Gadchiroli Dist. Utilization of 
Nucleus Budget   
18th to 20th March 2005 

 

 SIRD-IV/1005/SM Stress Management  
25th to 27th March 2005 

 

 SIRD-IV/1005/ART Course on Transfer of Appropriate  
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Sr. 
No  

File No  Subject  Remarks  

Technology for Sustainable 
Development (AAB) 
8th to 10th April 2005 

 SIRD-IV/1005/CDPO Training Programme for Child 
Development Officers (ADK) 
11th to 14th April 2005 

 

 SIRD-IV/1005/CustCar03 Training Programme on Custodial 
Care for Hostel Wardens Ashram 
School (ADK) 
20th to 24th April 2005 

 

 SIRD-IV/1005/Pri  Training Programme on Head Masters 
of Primary School on Custodial Care 
(AAB) 
20th to 22nd May 2005 

 

 
 
 
 
 
 



 

 

List of File  
Jayashree Tadelkar- (Research Officer) 

Rajani Gholap – (Course Associate) 
 

Sr. 
No 

File  No Subject Remark 

1 SIRD-VI/1005/SP. TDD/05 Workshop on Transfer of Cultivation & Value 
Technology in Herbal & Aromatic Medical  
Planning   
18-20 March, 05 

 

2 SIRD-VI/1005/W&CDD/05 Attitudinal Dev. For MAVIM OFFICER 
4th to 8th  April, 2005 

 

3 SIRD-VI/1005/YP/05 Right to information for Tribal Dev.Dept. 
16th to 18th  May, 2005 

 

4 SIRD-VI/1005/W&CDD/05 
 

Attitudinal Dev. For Women & Child Dev. 
Officers  20th to 24th June,05 

 

5 SIRD-VI/1005/Co-Op 
bank/05 

Managerial Effective Programme for Directors 
/ Officers of Urban Co-Op. Banks  
01st to 04th  August , 2005 

 

6 SIRD-VI/1005/W&CDD/05 
 

Attitudinal Dev. For Women & Child Dev. 
Officers  8th to 12 August. 2005 

 

7 SIRD-VI/1005/MoRD/05 Workshop on SGSY 
27th August, 2005 

 

8 SIRD-VI/1005/TDD/05 Departmental Enquires for Tribal Dev. Dept. 
02nd to 04th Sept. 2005 

 

9 SIRD-VI/1005/DoPT05 Gender Issues 
15th to 17th Sept. 2005 

 

10 SIRD-VI/1005/MoRD/05 TOT For Block Level Functionaries  (Beed Dist.) 
26th  to 28th  Sept. 2005 
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List of Files : Dr. D.B. Rane(SIRD) 
01.04.2005 to 30.09.2005 

 
Sr. 
No 

File No Subject Remarks 

1. SIRD-II/1005/DLF Training Programme for Agriculture Officers on 
dry land farming (11 – 13 April, 2005) 

Course File 

2. SIRD-II/1005/WTO Training Programme for Agriculture Officers on 
WTO and export of Agriculture Products 
(18 – 20 April, 2005) 

Course File 

3. SIRD-II/1005/CCS Managerial Effectiveness Programme for 
Directors/Officers of Co-operative Credit 
Societies(10 – 12 June, 2005) 

Course File 

4. SIRD-II/1005/Agri Refresher Course for Officers of Agriculture 
Department (20 – 23 June, 2005) 

Course File 

5. SIRD-II/1005/MIS Training Programme for Agriculture Officers on 
Micro-Irrigation Systems(25 – 28 July, 2005) 

Course File 

6. SIRD-II/1005/DTS 
 

Direct Training Skill(DTS) 
( 01 – 05 August, 2005) 

Course File 

7. SIRD-II/1005/DoT 
 

Design of Training (DoT) 
(08 – 12 August, 2005) 

Course File 

8. SIRD-II/1005/CCS Managerial Effectiveness Programme for 
Directors/Officers of Co-operative Credit 
Societies(12 – 14 August, 2005) 

Course File 

9. SIRD-II/1005/PP Training of Trainers (ToT) under UNFPA Project 
(19 0 23 August, 2005) 

Course File 

10. SIRD-II/1005/PP Training Programme for Agriculture Officers on 
Peoples Participation in implementation of 
Agriculture Schemes( 29 – 31 August, 2005) 

Course File 

11. SIRD-II/1005/CCS Managerial Effectiveness Programme for 
Directors/Officers of Co-operative Credit 
Societies(09 – 11 Sept. 2005) 

Course File 

12. SIRD-II/1005/APMC Training Programme for Officers of Agriculture 
Dept. and APMC on Agriculture Marketing  
(12 – 14 Sept. 2005) 

Course File 

13 SIRD-II/1005/AHD Training Programme for Officers of Animal 
Husbandry Department on WTO and Export of 
Animal Products (19 – 21 Sept. 2005) 

Course File 

14. SIRD-
II/1205/UNFPA 

UNFPA Project Correspondence Project File 

 
 



 

 

 
 
       Center For Co-operation Training and Research 
     (D-4) 
 

Sr.No. File No. Subject Remarks 
 CCTR-D4/1005/APMC General Correspondence of 

Training Programmes of 
Agriculture Produce 
Market Committee 
(APMC) 

 

 COP-D4/1005/BLVAS Training Programmes of 
Khadi and Village 
Industries Board (BLVAS) 

 

 CCTR-D4/1005/RR-DCC Relieving Repot of DCC 
and Participants Details 

 

 CCTR-D4/1005/RR-DCC-Dir Relieving Repot of DCC-
Dir and Participants Details

 

 CCTR-D4/1005/RR-DCC Relieving Repot of UCB 
and Participants Details 
 

 

 CCTR-D4/1005/RR-UCB-Dir Relieving Repot of UCB-
Dir and Participants Details
 

 

 CCTR-D4/1005/RR-CCS Relieving Repot of CCS 
and Participants Details 
 

 

 CCTR-D4/1005/RR-APMC Relieving Repot of APMC 
and Participants Details 
 

 

 CCTR-D4/1005/RR-Dairy Relieving Repot of Dairy 
and Participants Details 
 

 

 CCTR-D4/1005/RR-Sugar Relieving Repot of Sugar-
MDC and Participants 
Details 
 

 

 CCTR-D4/1005/RR-Refre Relieving Repot of 
Refresher and Participants 
Details  
 

 

 CCTR-D4/1005/PR Participants 
Representatives   
 

 

 CCTR-D4/1005/BD-GF Bio-Data of Guest Faculty   

 CCTR-D4/1005/TDB 
 

Training Data Base   
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Sr.No. File No. Subject Remarks 
 CCTR-D4/1005/TT Time Tables - CCTR   

 CCTR-D4/1105/FM Faculty Meeting   

 CCTR-D4/1205/TTM  Thing Tank Meeting   

 CCTR-D4/1305/RM-Co Review Meeting of Co-op  

 CCTR-D4/1405/RM-Oth Review Meeting of other 

Centers  

 

 CCTR-D4/1505/Book Correspondence regarding 
purchase of Books  
 

 

 CCTR-D4/1605/Core-Gp ¤É±ÉÖiÉänùÉ®ú ºÉ½þEòÉ®úÒ ¨ÉvªÉ´ÉiÉÔ MÉ]õ 
(Core Group) 

 

 CCTR-D4/1705/Cir Circulars & Office Orders 
Yashada  

 

 CCTR-D4/1805/Gen General Correspondence of 

D4  

 

 CCTR-D4/1905/LR EòÉªÉÇÊ´É´É®úhÉ {ÉjÉÉÆSÉÉ ºÉÉ{iÉÉÊ½þEò 
MÉÉä¹É´ÉÉ®úÉ (ºÉÆOÉÉ¨É <ÆnÖù±ÉEò®ú) 
 

 

 CCTR-D4/2005/LR EòÉªÉÇÊ´É´É®úhÉ {ÉjÉÉÆSÉÉ ¨ÉÉÊºÉEò 
MÉÉä¹É´ÉÉ®úÉ (ºÉÒ ºÉÒ ]õÒ +É®ú) 
 

 

 CCTR-D4/2105/ATI-M |É¶ÉÉºÉEòÒªÉ |ÉÊ¶ÉIÉhÉ ºÉÆºlÉäSªÉÉ 
(ATI) +ÉføÉ´ÉÉ ¤Éè̀ öEòÒSÉä <ÊiÉ´ÉÞiÉ  

 

 CCTR-D4/2205/CKP ¸ÉÒ ºÉÒ Eäò {ÉÉ]õÒ±É ªÉÉÆSªÉÉ 
ÊxÉªÉÖHòÒ¤ÉÉ¤ÉiÉ (Eò®úÉ®ú iÉi´ÉÉ´É®ú)  

 

 CCTR-D4/2305/Cons ºÉÊxÉªÉÆjÉEò (Consultant)   

 CCTR-D4/2405/Cons ¦ÉÉäVÉxÉMÉÞ½þ ¤Éè̀ öEò   

 EòÉªÉÇÊ´É´É®úhÉ {ÉjÉÉÆSÉÒ xÉÉånù́ É½þÒ  
(ºÉÆOÉÉ¨É <ÆnÖù±ÉEò®ú) 

EòÉªÉÇÊ´É´É®úhÉ {ÉjÉÉÆSÉÒ xÉÉånù́ É½þÒ  
(ºÉÆOÉÉ¨É <ÆnÖù±ÉEò®ú) 

 

 Movement Register  Movement Register   
 Await Register  Await Register    

 



 

 

 
LIST OF RECORD MAINTAINED BY ADMINISTRATION-IV 

AS PER ISO 9001:2000 
Department – Administration 
File Related with Administration  
 
Sr.
No. 

Name of Record Nature of 
record 
File/Regi
ster Soft 
Copy/Har
d Copy 

Related 
procedure 
no/Apex 
manual 
section no 

Location of 
record 

Period 
of 
retention 

Responsi
bility of 
generatin
g record 

1 Purchase File Yashada/MO
P/Admin/18 

Cupboard 1 
Rack No.2 

5 Years Adm-III 
Clerk 

2 CROCKERY File -- Cupboard 1 
Rack No.2 

5 Years Adm-III 
Clerk 

3 STATIONERY 
TENDER 205-06 

File -- Cupboard 1 
Rack No.2 

5 Years Adm-III 
Clerk 

4 PURCHASE 
COMPUTER 
CART./ 
/CD/FLOPPIER/
CART.REFILLI
NG 

File -- Cupboard 1 
Rack No.2 

5 Years Adm-III 
Clerk 

 
 
 
 
 
 
 
 
 
 
 
 
record-type 
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LIST OF RECORD MAINTAINED BY ADMINISTRATION-III 

AS PER ISO 9001:2000 
Department – Administration 
File Related with Administration  

Sr. 
No
. 

Name of Record Nature of 
record 
File / Register 
Soft Copy 
/Hard Copy 

Related 
procedur
e no/Apex 
manual 
section no 

Location of 
record 

Period of 
retention 

Responsibil
ity of 
generating 
record 

1 PEST CONTROL  
CONTRACT 
WITH ORIGINAL 
AGREEMENT OF  
M S Warehousing 

File Yashada/
MOP/Con
t/01 

Cupboard 3 
Rack No.1 

1 Years Adm-IV 
Clerk 

2 GARDEN 
CONTRACT   
(E.M.) 

File  Cupboard 3 
Rack No.1 

1Years Adm-IV 
Clerk 

3 MESS 
CONTRACT 

File  Cupboard 3 
Rack No.1 

1 Years Adm-IV 
Clerk 

4 SECURITY 
CONTRACT 

File  Cupboard 3 
Rack No.1 

1 Years Adm-IV 
Clerk 

5 LAUNDRY 
CONTRACT 

File  Cupboard 3 
Rack No.1 

1 Years Adm-IV 
Clerk 

6 ISO File  Cupboard 3 
Rack No.1 

1 Years Adm-IV 
Clerk 

7 TELPHONE File  Cupboard 3 
Rack No.1 

1 Years Adm-IV 
Clerk 

8 PAYMENT OF 
POST DEPTT FOR 
USE OF 
FRANKING 
SERVICE 

File  Cupboard 3 
Rack No.1 

1 Years Adm-IV 
Clerk 

9 REPROGRAPHIC
S CONTRACT 

File  Cupboard 3 
Rack No.1 

1 Years Adm-IV 
Clerk 

10 HOUSEKEE 
PING CONTRACT 

File  Cupboard 3 
Rack No.1 

1 Years Adm-IV 
Clerk 

11 CONSERVA 
NCY CONTRACT 

File  Cupboard 3 
Rack No.1 

1 Years Adm-IV 
Clerk 

12 XERPX 
CONTRACT 

File  Cupboard 3 
Rack No.1 

1 Years Adm-IV 
Clerk 

13 COMPOSITE 
FACILITIES MDC 
CONTRACT 

File  Cupboard 3 
Rack No.1 

1 Years Adm-IV 
Clerk 

14 WATER TANKS 
CLEANING 
CONTRACT 

File  Cupboard 3 
Rack No.1 

1 Years Adm-IV 
Clerk 

 
 



 

 

 
 

LIST OF FILES : MDC-I 
 
 
Sr. 
No 

File Reference Number Subject Remarks 

1. MDC-I/1005/MDC Plan Plan of MDC  
2. MDC-I/1005/Policy Circular  Policy Circulars & Personal File  
3. MDC-I/1005/Policy Guidelines Policy Guidelines – Management 

Development Centre, Yashada 
 

4. MDC-I/1005/OOCs  Office Orders & Circulars etc.  
5. MDC-I/1005/Programms  Programmes : M D C  
6. MDC-I/1005/Minutes  Minutes of Meetings  
7. MDC-I/1005/Luncheon  Luncheon Meetings  
8. MDC-I/1005/FP & TM  Faculty Profile & Training Module  
9. MDC-I/1005/ECM  Minutes of Executive Committee  

10. MDC-I/1005/INFR  MDC Infrastructure  
11. MDC-I/1005/NCLP Newspaper Clippings  
12. MDC-I/1005/CG-MTG Minutes of Core Group Meetings  
13. MDC-I/1105/Reprographics  Reprographics Material  
14. MDC-I/1105/Folders  Purchase of Folders  
15. MDC-I/1105/BROC MDC Brochure/Correspondence  
16. MDC-I/1205/ Imprest Imprest   
17. MDC-I/1405/Quotations  Quotations  
18. MDC-I/2705/CLB Collaboration with IIMs  
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DDG ADMINISTRATION  OFFICE 
LIST OF FILES 
 

Sr. 
No. SUBJECT FILE NO. 

 
I P.A. to D.D.G. (A) : Administration 

             PROJECTS - 10 

10-1 Ford Foundation- Functional Review DDG(A)-PA / 1005 / FF 

10-2 Right to Information - Training DDG(A)-PA / 1005 / RTI 

10-3 Narmada Project DDG(A)-PA / 1005 / NP 

10-4 E-Governance in Action project DDG(A)-PA/ 1005  / E-Gov. 

10-5 Government Correspondence DDG(A)-PA/1005 / Gov.letter 

10-6 MDC Building DDG(A)-PA/1005 / MDC 

           MEETINGS -11 

11-1 Board of Governors DDG(A)-PA / 1105 / BoG 

11-2 Executive Committee Meeting DDG(A)-PA / 1105 / EC 

11-3 Local Committee Meeting DDG(A)-PA / 1105 / LC 

11-4 Construction Supervision Committee DDG(A)-PA / 1105 / CSC 

11-5 Agenda for Pune DDG(A)-PA / 1105 /Agenda 

11-6 Think Tank Meeting DDG(A)-PA / 1105 /TT 

11-7 Faculty Meeting DDG(A)-PA / 1105 /FM 

11-8 Review Meeting / Minutes of Meeting DDG(A)-PA / 1105 /RM 

11-9 Hod Meeting / Top Management Meeting DDG(A)-PA / 1105 /Hod 

11-10 |É.±Éä.´ªÉ.ºlÉÉ Meeting  DDG(A)-PA / 1105 /|É.±Éä.´ªÉ.ºlÉÉ.OÉÉ. 

            PUBLICATION - 12 
12-1 Publication – News letters, Yashmanthan, 

Navankur etc.. 
DDG(A)-PA /1205 / Pub-01 

12-2 Library Correspondence DDG(A)-PA /1205 / Pub -02 

             MISCELLANEOUS - 13 

13-1 VIP Visit  DDG(A)-PA/1305/VIP Visit 

13-2 Memorandum of Understanding DDG(A)-PA/1305/MoU 

13-3 Miscellaneous DDG(A)-PA/1305/ Misc. 

I P.A. to D.D.G. : Administration 

13-4 Office Copy DDG (A)-PA/1305/OC 

Section 4(1)(b)(vi) 



 

 

13-5 Yashada Letter DDG(A)-PA/1305/ Yashada letter 

13-6 Telephone Bill DDG(A)-PA/1305/Telephone 

13-7 T.A. Bill DDG(A)-PA/1305/T.A.Bill 

13-8 Zanshi Bill – Tea DDG (A)-PA/1305/ Tea Bill 

             ISO - 14 

14-1 ISO DDG(A)-PA / 1404 / ISO 

             MIS REPORT - 15 

15-1 MIS Report DDG(A)-PA / 1505 / MIS  

            OFFICE NOTING –16 

16-1 Office Note  DDG(A)-PA / 1605 / O.N. 

16-2 Office Orders  DDG(A)-PA / 1605 / OO 

16-3 Office Note through Administration DDG (A)-PA/1605/ O.N. 

            CIRCULAR  - 17 

17-1 Policy Circular  DDG(A)-PA / 1705 / Policy 

17-2 Circular / Important Circular DDG(A)-PA / 1705 / IMP Cir 

17-3 Circular from Administration DDG(A)-PA / 1705 / Cir from Admn. 

           KEA RESULT AREA - 18 

18-1 Kea Result Area DDG(A)-PA / 1805 / KRA 

          PERSONAL FILE – 19 

19-1 Personal file – Capt.A.V.Deshpande DDG(A)-PA / 1806 / DDG - AVD 

19-2 Personal file – Tanuja Naykodi DDG(A)-PA / 1806 / PA-TSN  

                                                               

Section 4(1)(b)(vi) 
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List of files of Policy and Plan Implementation Cell : 

 
 

Sr. 
No. 

File No. Subject 
 

Remarks  

 PPI – MTG / 2005 / Review Review Meeting of PPI – NIYOJAN 
Minutes  
 

 

 PPI – MTG / 2005 / EC –49 49th  Executive Committee Meeting , 
YASHADA 
 

 

 PPI – MTG / 2005 / CSC Construction Supervision Committee, 
YASHADA 
 

 

 PPI-YMP / 2005 / GOV –
Ext 
 

Right to Access of the Raj Bhavan 
Pune land to YASHADA 
 

 

 PPI-YMP / 2005 / SC –
CSC (FSCC) 
 

Construction Supervision Committee 
of Office of Sugar Commissioner for 
the construction of Second Phase of 
Farmer’s Hostel 
 

 

 PPI-YMP / 2005 / HT- 
Algn 

HT Alignment in YASHADA 
 

 

 PPI – NET / 2005 / DoPT 
 

Ministry of Personnel, Public 
Grievances & Pensions (Department 
of Personnel & Training, GoI) 
 

 

 PPI – NET / 2005 / PUN-
CASP 
 

Community Aid & sponsorship 
Programme (CASP) Pune 
 

 

 PPI – ADM / 2005 / MIS Comprehensive MIS of PPI Cell 
 

 

 PPI – ADM / 2005 / Policy 
Circular 

Policy Circulars during 2005 
 

 

 PPI – ADM / 2005 / I&DA 
Appn 

Appointment of Information & 
Documentation Assistant in PPI Cell 
 

 

 PPI – ACC / 2005 / YCFA 
 

To create specific budget head titled 
“YASHADA Course Fee Amount” 
 

 

 PPI – PERS / 2005 / SSK 
 

Personal File  

 

Section 4(1)(b)(vi) 



 

 

List of files of Office of DDG (P)  
 

 
Sr. 
No. 

File No. Subject 
 

Remarks  

 PLNG-MTG / 2005 / WR Weekly Review Meeting of Planning 
Division 
 

 

 PLNG-MTG / 2005 / Top 
Mgt 
 

Top Management Committee, 
YASHADA 

 

 PLNG -MTG / 2005 / 
Review 

Review Meeting of Course Cell – 
SANYOJAN Minutes 
 

 

 PLNG-ADM / 2005 / C-
MIS 

YASHADA Comprehensive MIS 
 

 

 PLNG-MTG / 2005 / 
Review 

Review Meeting of Course Cell – 
SANYOJAN Minutes 
 

 

 PLNG-ADM / 2005 / 
Administration 
 

Administrative Matters under 
Planning Division 

 

 PLNG-ADM / 2005 / 
Circular 
 

Circulars & Office Orders from the 
Office of DDG (Planning) 
 

 

 PLNG-ADM / 2005 / 
Permissions-HM 
 

Permissions from Hon. DG for DDG 
(Planning) in regard to Hostel 
Management 
 

 

 PLNG-ADM / 2005 / AAR 
 

Academic Annual Report 2004-2005  

 PLNG-ADM / 2005 / 
Permission 
 

Permissions from Hon. DG for DDG 
(Planning) 

 

 PLNG-ADM / 2005 / PC Purchase Committee of YASHADA 
 

 

 PLNG-ADM / 2005 / CR 
 

Confidential Reports   

 PLNG-OTH / 2005 / Gen. 
Corspn 
 

General Correspondence from the 
Office of DDG (Planning) 
 

 

 
 
 

Section 4(1)(b)(vi) 
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Sr. 
No. 

 
 

Name of Record Nature of 
record 
File/ 

Register 
Soft copy/ 

Hard 
Copy 

Related 
procedu

re 
no/Apex 
manual 
section 

no 

Locati
on of 

record 

Period of 
retention 

Responsibi
lity of 

generating 
record. 

 
 

1. NCR File for July 2004 & 
December 2004 

File 8.3 MR 1 year MR 

2. NCR File for July 2005 & 
August 2005 

File 8.3 MR 1 year MR 

3. External Auditors  File 7.4 CA Till 
completion of 
project 

CA 

4. Project management 
consultant 

File 7.4 CA Till 
completion of 
project 

CA 

5. PCMC consultancy File 7.4 CA Till 
completion of 
project 

CA 

6. In-house training for ISO File 6.2 CA 1 year CA 
7. ISO training at Blue 

Diamond 
File 6.2 CA 1 year CA 

8. Course file On Internal 
auditing MAY 2005 

File 7.1 CA 1 year CA 

9. Policy Circular files File 5.5 CA 1 year CA 
10. Planning Division 

Meetings Minutes 
File 5.5 CA 1 year CA 

11. Ideas that work file File 5.5 MR 1 year Additional 
Director 
ATI 

12. Imprest file File 6.1 CA Till AG Audit  CA 
13. Travel Advance File File 6.1 CA Till AG Audit CA 
14. File Movement register Register 5.5 CA 1 year CA 
15. Auditors Competency file File 6.2 MR Permanent MR 
16. Faculty Competence file File 6.2 MR Permanent MR 
17. List of controlled Copy 

holders 
File 4.2.4 MR Permanent MR 

18. Master Copy Apex Manual Book let  4.2.4 MR Permanent MR 
19. Master Copy COP Book let  4.2.4 MR Permanent MR 
20. Master Copy SOP Book let  4.2.4 MR Permanent MR 
21. Master Copy MOP Book let  4.2.4 MR Permanent MR 
22. Office Procedure Manual Booklet 5.5 MR Permanent MR 
23. ISO standards Booklet --- MR Permanent MR 
24. Job charts  File --- CA Permanent CA 
25. Personal file File --- MR Till Transfer MR 

Section 4(1)(b)(vi) 



 

 

Sr. 
No. 

 
 

Name of Record Nature of 
record 
File/ 

Register 
Soft copy/ 

Hard 
Copy 

Related 
procedu

re 
no/Apex 
manual 
section 

no 

Locati
on of 

record 

Period of 
retention 

Responsibi
lity of 

generating 
record. 

 
 

26. CMIS File 8.2 MR Permanent CIT 
27. Faculty MIS Self File 8.2 MR 1 year MR 
28. Inward Outward  Register -- CA 1 year CA 
29. Circulars issued by ISO 

Cell 
File -- CA 1 year CA 

30. Circulars for information File --- CA 1 year CA 
31. DDG Planning Minutes File --- CA 1 year CA 
32. MRM File --- MR 1 year MR 
33. Faculty Meeting Minutes File --- CA 1 year CA 
34. Think tank Meeting 

Minutes 
File --- CA 1 year CA 

35. List of Files Folder --- CA Permanent CA 
36. Training course for chief 

chemist 12th sept to 14th 
sept 2005 

File -- CA 1 year  CA 

37. Training course for 
Chairman/Directors 12th 
sept to 13th sept 2005 

     

38. TNA File -- MR 1 year MR 
39. Advance & stock Register -- CA  1 year CA 
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Sr. 
No. 

File No. Subject Remarks 

PA-DDG(R) 
1 RDC-PA / 1004 / UNI UNICEF  
2 RDC-PA / 1004 / FF Ford Foundation  
3 RDC-PA / 1004 / NGO Non Government Organization  
4 RDC-PA / 1004 / RTI Right to Information  
5 RDC-PA / 1004 / ECL Elimination of Child Labour  
6 RDC-PA / 1004 / NP Narmada Project  
7 RDC – PA / 1004 / SJ Equity and Social Justice   
8 RDC-PA / 1104 / HUDCO  HUDCO Correspondence   
9 RDC – PA / 1205 / BoG Board of Governors  
10 RDC – PA / 1205 / EC  Executive Committee  
11 RDC – PA / 1205 / MR Monthly Review Meeting with DG  
12 RDC – PA / 1205 / TT-FM Think Tank /Faculty Meeting  
13 RDC – PA / 1205 / MM Minutes of Meeting  
14 RDC-PA/1205/TM Top Management Meeting  
15 RDC – PA / 1404 / Pub Publication Library   
16 RDC – PA / 1504 / YMRC  YMRC  
17 RDC – PA / 1504 / Visit  VIP Visit   
18 RDC – PA / 1504 / RMDC  Rural Management Development 

Centre 
 

19 RDC – PA / 1505 / Gen  General Information  
20 RDC – PA / 1505 / DDG(R) 

Corrs  
DDG(R) General Correspondence  

21 RDC – PA / 1605 / SC  RDC Staff Correspondence   
22 RDC – PA / 1604 / Appoin  Appointments  
23 RDC – PA / 1605/CL  xÉèÊ¨ÉkÉÒEò/¤Énù±ÉÒ ®úVÉÉ  
24 RDC – PA / 1604/BD  Bio-Data  
25 RDC – PA / 1705 / ISO  ISO  
26 RDC – PA / 1705 / ISO (i)  NCR File (RDC, ATI)  
27 RDC – PA / 1805 / MIS (i) MIS Report   
28 RDC – PA / 1805 / MIS (ii) MIS Report (Pradnya Dasarwar)  
29 RDC – PA / 1805 / MIS (iii) MIS Report (Sumedh   Gurjar)  
30 RDC – PA / 1805 / MIS (iv) MIS Report (Nidhi Malick)  
31 RDC – PA / 1805 / MIS (v) MIS Report (Sonali Shinde)   
32 RDC – PA / 1805 / MIS (vi) MIS Report (Shashikant Waidande)  
33 RDC – PA / 1805 / MIS (vii) MIS Report (Alka Somwanshi)  
34 RDC – PA / 1805 / MIS (viii) MIS Report (Vinay Kulkarni)  
35 RDC – PA / 1805 / MIS (ix) MIS Report (Ajay Pithe)  
36 RDC – PA / 1805 / MIS (x) MIS Report (Meenal Narawane)  
37 RDC – PA / 1805 / MIS (xi) MIS Report (Sonali Madhikunt)  
38 RDC – PA / 1805 / MIS (xii) MIS Report (Ravindra Patil)  
39 RDC – PA / 1805 / MIS (xiii) MIS Report (Priya Vadhyar)  
40 RDC – PA / 1805 / MIS (xiv) MIS Report (Manisha Ladkat)  
41 RDC – PA / 1805 / MIS (xv) MIS Report (Ajit Karpe)  
42 RDC – PA / 1805 / MIS (xvi) MIS Report (Suresh Bhapkar)  



 

 

Sr. 
No. 

File No. Subject Remarks 

43 RDC – PA / 1805 / MIS (xvii) MIS Report (Atul Shinde)  
44 RDC – PA / 1905 / OO  Office Orders  
45 RDC-PA/1705/ISO- (i) NCR file (RDC, ATI)  
46 RDC-PA/1705/ISO- (ii) Child Labour  
47 RDC-PA/1705/ISO- (iii) KRA  
48 RDC-PA/1705/ISO- (iv) NGO Project  
49 RDC-PA/1705/ISO- (v) Social Justice  
50 RDC-PA/1705/ISO- (vi) Cell for Community Microplanning  
51 RDC-PA/1705/ISO- (vii) Narmada Rehabilitation Project  
52 RDC-PA/1705/ISO- (viii) Functional Review  
53 RDC-PA/1705/ISO- (ix) Evaluation of Centrally Sponsored 

Agriculture Programme 
 

54 RDC-PA/1705/ISO- (x) Evaluation of Modernisation of the 
Police Department of Maharashtra 

 

55 RDC – PA / 2005 / Cir  Circular  
56 RDC – PA / 2004 / Policy  Policy / Important Circular  
57 RDC – PA / 2005 / RDC  Circular from RDC  
58 RDC –PA  /2005 / ON  Office Note  
59 RDC – PA / 2504 / KRA Kea Result Area  
60 RDC – PA / 2604 / NARI  National Aid Research Institute  
61 RDC – PA / 2604 / NIRD  NIRD Research Project  
62 RDC – PA / 2604 / TR Tribal Research  
63 RDC – PA / 2904 / SIUD  State Institute of Urban Development   
64 RDC – PA / 3004 / KSN Personal file – Dr. K. S. Nair  
65 RDC – PA / 3105 / ATI ATI  
Elimination of Child Labour Cell 
66 RDC-CLS/1004/CL 01 <Æb÷ºÉ |ÉEò±{É EòÉä+®ú OÉÖ{É   
67 RDC-CLS/1004/CL 02 Appointment of Honorary Consultant 

for INDUS Child Labour Project  
 

68 RDC-CLS/1004/CL 03 ¶ÉÉºÉÊEòªÉ ´É º´ÉÆªÉºÉä´ÉÒ ºÉÆºlÉÉÆSªÉÉ |ÉÊ¶ÉIÉhÉ 
ºÉÆºlÉÉÆEòbÚ÷xÉ ¨ÉÉÊ½þiÉÒ ¨ÉÉMÉÊ´ÉhªÉÉ¤ÉÉ¤ÉiÉ 

 

69 RDC-CLS/1004/CL 04 ILO Capacity Building for Child 
Labour Project 

 

70 RDC-CLS/1004/CL 05 ¤ÉÉ±ÉEòÉ¨ÉMÉÉ®ú ÊxÉ¨ÉÖÇ±ÉxÉ EòÉªÉÇGò¨ÉÉºÉÆnù¦ÉÉÇiÉ |ÉÊ¶ÉIÉhÉ 
EòÉªÉÇGò¨ÉÉSÉÉ +É®úÉJÉb÷É iÉªÉÉ®ú Eò®úhªÉÉEòÊ®úiÉÉ 
EòÉªÉÇ¶ÉÉ³ýÉÊnù.30.8.04 

 

71 RDC-CLS/1004/CL 06 Workshop on State Action Plan 
organization by State Resource Center 
MILS, at Panchagani on 23rd & 24th  
July 2004  

 

72 RDC-CLS/1004/CL 07 ¤ÉÉ±ÉEòÉ¨ÉMÉÉ®ú |ÉEò±{ÉÉÆiÉMÉÇiÉ ºÉÆnù¦ÉÉÇiÉ ÊVÉ±½þÉÊvÉEòÉ®úÒ 
EòÉªÉÉÇ±ÉªÉ {É®ú¦ÉhÉÒ ªÉälÉä |ÉÊ¶ÉIÉhÉ EòÉªÉÇGò¨ÉÉSÉÉ 
+¦ªÉÉºÉGò¨É ¤Éè̀ öEò 3.7.04  

 

73 RDC-CLS/1004/CL 08 Customization & Field Testing of 
CLMS System in Maharashtra to be 
implemented by YASHADA  
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Sr. 
No. 

File No. Subject Remarks 

74 RDC-CLS/1004/CL 09 ¨ÉÊ½þ±ÉÉ ´É ¤ÉÉ±É +iªÉÉSÉÉ®ú |ÉÊiÉ¤ÉÆvÉ EòIÉ ºÉnùºªÉÉÆSÉÒ 
xÉÉ´Éä +ÉÊhÉ {ÉkÉä {ÉÉ ö̀Ê´ÉhªÉÉ¤ÉÉ¤ÉiÉ 

 

75 RDC-CLS/1004/CL 10 ¤ÉÉ±ÉEòÉ¨ÉMÉÉ®ú ÊxÉ¨ÉÖÇ±ÉxÉ |ÉEò±{ÉÉÆiÉMÉÇiÉ ¨ÉÉÊ½þiÉÒ{É]õ iÉªÉÉ®ú 
Eò®úhªÉÉ¤ÉÉ¤ÉiÉ 

 

76 RDC-CLS/1005/CL 11 One day workshop on Child Labour 
Monitoring System & Communication 
Strategy  

 

77 RDC-CLS/1005/CL 12 CORRESPONDES   
78 RDC-CLS/1005/CL 13 Training of Trainers for 

Representatives of NGOs from INDUS 
Project Districts on Child Labour  

 

79 RDC-CLS/1005/CL 14 Capacity Building Program on Child 
Labour for Information & Publicity 
Department Officers 

 

80 RDC-CLS/1005/CL 15 Capacity Building Program for Govt. 
functionaries on child Labour  

 

81 RDC-CLS/1005/CL 16 Capacity Building Program for NGOs 
on Child Labour  

 

82 RDC-CLS/1005/CL 17 Capacity Building Program for Block 
Education Officers on Child Labour  

 

83 RDC-CLS/1005/CL 18 Module Writing   
84 RDC-CLS/1005/CL 19 Capacity Building Program for officers 

from Labour Dept. on child Labour  
 

85 RDC-CLS/1005/CL 20 ¤ÉÉ±É½þCEò EòIÉ +ÊvÉEòÉ-ªÉÉÆSÉÒ ¤Éè ö̀Eò - <ÊiÉ´ÉÞkÉÉÆiÉ   
86 RDC-CLS/1005/CL 21 DOPT   
87  

RDC-CLS/1005/CL 22 
+ÉªÉB±É+Éä {ÉÖ®úºEþòiÉ ¤ÉÉ±ÉEòÉ¨ÉMÉÉ®ú ÊxÉ¨ÉÖÇ±ÉxÉ |ÉEò±{É - 
|ÉÊ¶ÉIÉhÉ EòÉªÉÇGò¨ÉÉÆSªÉÉ iÉÉ®úJÉÉÆ¨ÉvªÉä ¤Énù±É 
Eò®úhªÉÉ¤ÉÉ¤ÉiÉ 

 

88  
RDC-CLS/1005/CL 23 

ªÉ¶ÉnùÉ EòÉ±ÉnùÌ¶ÉEòÉ 2005-06 Out Reach 
EòÉªÉÇGò¨ÉÉ¨ÉvªÉä ¤Énù±É Eò®úhªÉÉ¤ÉÉ¤ÉiÉ 

 

89  
RDC-CLS/1005/CL 24 

Capacity Building Programme for 
Employers organizarion on Child 
Labour  

 

90  
RDC-CLS/1005/CL 25 

Training of Trainers for trainers of 
Training Institute  

 

91  
RDC-CLS/1005/CL 26 

Capacity Building Programme for 
Urban Development Department  

 

92  
RDC-CLS/1005/CL 27 

¤ÉÉ±ÉEòÉ¨ÉMÉÉ®ú Ê´É®úÉävÉÒ ÊnùxÉ Ênù. 30 BÊ|É±É 05 - 
+ÉªÉ B±É +Éä  {ÉÖ®úºEþòiÉ ¤ÉÉ±ÉEòÉ¨ÉMÉÉ ÊxÉ¨ÉÖÇ±ÉxÉ 
|ÉEò±{ÉÉSÉÉ ¶ÉÖ¦ÉÉ®Æú¦É Eò®úhªÉÉ¤ÉÉ¤ÉiÉ  

 

93  
RDC-CLS/1005/CL 28 

Tot for Trainers of Dist. Inst. Of 
Education on Child Labour  

 

94  
RDC-CLS/1005/CL 29 

Capacity Building Prog. For Trainers 
of Social Work Colleges & Director, 
NSS, universities on child Labour  

 

95  Tot for representatives of Dist. Nehru  



 

 

Sr. 
No. 

File No. Subject Remarks 

RDC-CLS/1005/CL 30 yuva Kendra center for project officer 
on child Labour  

96  
RDC-CLS/1005/CL 31 

Child Labour Programme Docket SÉä 
Uô{ÉÉ<Ç Eò°üxÉ PÉähªÉÉ¤ÉÉ¤ÉiÉ 

 

97 RDC-CLS/1005/CL 32 Agreement With ILO   
98 RDC-CLS/1005/CL 33 ¤ÉÉ±ÉEòÉ¨ÉMÉÉ®ú ÊxÉ¨ÉÖÇ±ÉxÉ |ÉEò±{É EòÉ±ÉnùÌ¶ÉEòÉ   
99 RDC-CLS/1005/CL 34 <Æb÷ºÉ |ÉEò±{É |ÉÊiÉÊxÉvÉÒEò®úÒiÉÉ IÉ¨ÉiÉÉ ´ÉÞvnùÒ |ÉÊ¶ÉIÉhÉ 

EòÉªÉÇGò¨É 
 

100  
RDC-CLS/1005/CL 35 

<Æb÷ºÉ |ÉEò±{É |ÉÊiÉÊxÉvÉÒEò®úÒiÉÉ IÉ¨ÉiÉÉ ´ÉÞvnùÒ |ÉÊ¶ÉIÉhÉ 
EòÉªÉÇGò¨É 

 

101 RDC-CLS/1005/CL 36 ¤ÉÉ±ÉEòÉ¨ÉMÉÉ®ú ÊxÉ¨ÉÖÇ±ÉxÉÉºÉÉ`öÒ EòÉ¨ÉMÉÉ®ú Ê´É¦ÉÉMÉÉiÉÒ±É 
+ÊvÉEòÉ-ªÉÉÆºÉÉ ö̀Ò |ÉÊ¶ÉIÉEòÉÆSÉä |ÉÊ¶ÉIÉhÉ EòÉªÉÇGò¨É  

 

102 RDC-CLS/1005/CL 37 INFORMATION  
103 RDC-CLS/1005/CL Bal 38 ¤ÉÉ±ÉºÉÉlÉÒ   
104 RDC-CLS/1005/CL post 39 {ÉÉäº]õ®ú iÉªÉÉ®ú Eò®úhªÉÉ¤ÉÉ¤ÉiÉ   
105 RDC-CLS/1005/CL Cap 40 Capacity Building Programme for 

INDUS Functionaries  
 

106 RDC-CLS/1005/CL batch 41 ¤ÉìSÉäºÉ iÉªÉÉ®ú Eò®úhªÉÉ¤ÉÉ¤ÉiÉ  
107 RDC-CLS/1005/CL Yoj 42 ªÉÉäVÉxÉÉÆSÉÒ ¨ÉÉÊ½þiÉÒ   
108 RDC-CLS/1005/CL Tot 43 TOT for Urban Development 

Functionaries on C L  
 

109 RDC-CLS/1005/CL Tot 44  ¨ÉÊ½þ±ÉÉ ´É ¤ÉÉ±ÉÊ´ÉEòÉºÉ Ê´É¦ÉÉMÉÉiÉÒ±É +ÊvÉEòÉ-
ªÉÉÆEò®úÒiÉÉ |ÉÊ¶ÉIÉEòÉÆSÉä |ÉÊ¶ÉIÉhÉ EòÉªÉÇGò¨É  

 

110 RDC-CLS/1005/CL Mod 45 CBT for Information and Publicity 
Officers 

 

111 
RDC/CLS/1005/CL CB 46 

CB Programme for Care Takers on 
Child Labour,  
12-15 September, 05 

 

112 
RDC/CLS/1005/CL-CB 47 

CB Programme for Police Officers on 
Child Labour,  
26-29 Sept., 05 

 

113 RDC/CLS/1005/CL-ToT 48 ToT for Revenue Functionaries on 
Child Labour, 03-07 October, 05 

 

114 
RDC/CLS/1005/CL-ToT 49 

ToT for PRI Functionaries on Child 
Labour,  
17-21 October, 2005 

 

115 
RDC/CLS/1005/CL-CB 50 

CB Programme for Revenue Officers 
on Child Labour,  
24-27 October, 2005 

 

116 RDC/CLS/1005/CL-Rpt. 51 Various Reports to ILO  
117 

RDC/CLS/1005/CL-Apt. 52 
Action Research on Child Labour - 
Appointment of Co-ordinator for Child 
Labour Free Slum 

 

118 RDC/CLS/1005/CL-Mtg. 53 Minutes of the meeting  
119 RDC/CLS/1005 Capacity Building Training Programme  
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Sr. 
No. 

File No. Subject Remarks 

/CL-CB 54 for Trainers from Social Work Colleges 
and Programme Officers of National 
Service Scheme on Child Labour, 
07 - 10 November, 2005 

120 

RDC/CLS/1005/CL-ToT 55 

Training of Trainers for Officers from 
Information & Publicity Department on 
Child Labour, 
14 -1 8 November, 2005 

 

121 

RDC/CLS/1005/CL-ToT 56 

Training of Trainers for 
Representatives of NGOs from INDUS 
Project District on Child Labour, 
28 Nov. to 2 Dec. 2005 

 

122 RDC/CLS/1005/CL-SAP 57 State Action Plan for Elimination of 
Child Labour in Maharashtra. 

 

123 RDC/CLS/1005/CL-MB 58 Payment of Mess Bill  
124 RDC/CLS/1005/CL-MP 59 Material Printing  
KRA 
125 RDC-SSA/1105/ SSA-Eva- 01  Evaluation of SSA   
126 RDC-KRA/1105/ PE - 02 KRA- Primary Education   
127 RDC-KRA/1105/ PE - 03 KRA – Primary Education Workshop 

24 & 29 March 
 

128 RDC-KRA/1105/ feedback 04 KRA Feedback   
129 RDC-KRA/1105/ PE - 05 KRA – Primary Education Workshop 8 

April 05 
 

130 RDC-casp/1105/ casp 06 CASP Workshop   
131 RDC-KRA/1105/ kra 

correspondence 07 
KRA Correspondence   

132 RDC-KRA/1105/kra- Pratham 
Edu. 08 

KRA- Pratham Education   

133 RDC-KRA/1105/kra- WWM 09  Water & Watershed Management   
134 RDC-KRA/1105/kra- SLEG 10 Sustainable Livelihood & Employment 

generation  
 

135 RDC-KRA/1105/kra- Rural 11 Rural Micro-finance & SHGs  
 

 

136 RDC-KRA/1105/kra- Malnutri 12 Child Malnutrition & health  
137 RDC-KRA/1105/kra- E E 13 Elementary Education   
138 RDC-KRA/1105/kra- SCP 14 Special Component Plan   
139 RDC-KRA/1105/kra- TSP 15 Tribal Sub- Plan   
140 RDC-KRA/1105/kra- FMU 16 Financing & Management of Urban 

Infrastructure  
 

141 RDC-KRA/1105/kra- RMO 17 Resource Mobilization & Optimization   
142 RDC-KRA/1105/kra- E- Gover 

18 
E – Governance   

143 RDC-KRA/1105/kra- UPS 19  Urban Poverty & Shelter   
144 RDC-KRA/1105/kra- CL 20  Child Labour   
145 RDC-KRA/1105/kra- Ndis 21 Needs of Disabled   
146 RDC-KRA/1105/kra- Mis F 22 Miscellaneous File   



 

 

Sr. 
No. 

File No. Subject Remarks 

147 RDC-KRA/1105/kra- PTP 23 Polychnic Training Programme   
148 RDC-KRA/1105/kra-  Tes F 24 Testing File   
149 RDC-KRA/1105/kra-  cor g 25 Core Group Meeting   
150 RDC-KRA/1105/kra-  kendra 26 Kendraprmukha   
151 RDC-KRA/1105/kra-  dts 27 DTS - DOT   
152 RDC-KRA/1105/kra-  rea pro 28 Research Proposal   
153 RDC-KRA/1105/kra-  per 29 Personal  
154 RDC-KRA/1105/kra-  reve 30 KRA Review   
NGO 
155 RDC-PMC/1204/NGO-01- (A) I 

&II (Box file) 
Correspondence File  

156 RDC-PMC/1205/NGO-01- (A) III Correspondence File  
157 RDC-PMC/1204/NGO-02  Accounts File  
158 RDC-PMC/1205/NGO-03-A  Info send by VO’s in the prescribed 

format  
 

159 RDC-PMC/1205/NGO-03-B Info send by VO’s in the prescribed 
format 

 

160 RDC-PMC/1205/NGO-03-C Info send by VO’s in the prescribed 
format 

 

161 RDC-PMC/1205/NGO-03-D Info send by VO’s in the prescribed 
format 

 

162 RDC-PMC/1205/NGO-03-E Info send by VO’s in the prescribed 
format 

 

163 RDC-PMC/1205/NGO-03-F Info send by VO’s in the prescribed 
format 

 

164 RDC-PMC/1205/NGO-03-G Info send by VO’s in the prescribed 
format 

 

165 RDC-PMC/1205/NGO-03-H  Info send by VO’s in the prescribed 
format 

 

166 RDC-PMC/1205/NGO-04-Part I VO’s info received from State 
Government Administration   

167 RDC-PMC/1205/NGO-04-Part II VO’s info received from State 
Government Administration   

168 RDC-PMC/1205/NGO-05 General responses to letters & 
Advertisement  

169 RDC-PMC/1205/NGO-06 Info Received from Women and 
Child Commisionerate, Pune  

170 RDC-PMC/1205/NGO-07 Part I Info Received from VOs in the 
latest format  

171 RDC-PMC/1205/NGO-07 Part II Info Received from VOs in the 
latest format  

172 RDC-PMC/1205/NGO-01- (B) I Correspondence File  
173 RDC/PA/1705-ISO (iv) ISO File  
174 RDC-PMC/1205/NGO-07 Part III Info Received from VOs in the 

latest format 
 

Social Justice Project 
175 RDC-PMC/1305/SJ-01- Part I and Correspondence File  
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Sr. 
No. 

File No. Subject Remarks 

II (Box File) 
176 RDC-PMC/1305/SJ-01- Part III Correspondence File  
177 RDC-PMC/1305/SJ-02 Accounts File  
178 RDC-PMC/1305/SJ-03 Social Responsibility Bill- 

Correspondence File 
 

179 RDC-PMC/1305/SJ-04 Documentation File  
180 RDC-PA/1705/ISO- (v)  Social Justice ISO File   
CCMP Project 
181 RDC-PMC/1404/CMP-01 Accounts  
182 RDC-PMC/1404/CMP-02 Correspondence  
183 RDC-PMC/1404/CMP-03 Documentation  
184 RDC-PMC/1404/CMP-04 Themes and Case Studies  
185 RDC-PMC/1405/CMP-05 Shri Ravindra A Patil 

Project Coordinator 
 

186 RDC-PMC/1405/CMP-06 Microplanning Workshops  
187 RDC-PMC/1405/CMP-07 Circulars  
188 RDC-PMC/1405/CMP-08 Consultant - Ms. Molly Charles  
189 RDC-PMC/1405/CMP-09 Staff Recruitment File  
190 RDC-PMC/1404/CMP-10 Workshop held on 30/11/2004  
191 RDC-PMC/1405/CMP-11 Workshop held during 

08/02/2005 to 09/02/2005 
 

192 RDC-PMC/1405/CMP-12 Microplanning Trainers Training 
Programme 11/04/2005 to 23/04/2005 

 

193 RDC-PMC/1405/CMP-13 Microplanning Trainers Training 
Programme 18/04/2005 to 30/04/2005 

 

194 RDC-PMC/1405/CMP-14 Minutes of Meetings  
195 RDC-PMC/1405/CMP-15 Microplanning Database  
196 RDC-PMC/1405/CMP-16 Nasik District  
197 RDC-PMC/1405/CMP-17 Regional Consultation Meet on 

Nutrition (19th – 20th May 2005) 
 

198 RDC-PMC/1405/CMP-18 Resource Persons Profile  
199 RDC-PMC/1405/CMP-19 Village Planning Trainers Training 

Programme 16/05/05 to 28/05/05 
 

200 RDC-PMC/1405/CMP-20 Correspondence to Water Supply and 
Sanitation Department  

 

201 RDC-PMC/1405/CMP-21 Tours of Shri Ravindra Patil  
202 RDC-PMC/1405/CMP-22 UNICEF – KCCI Internship 2005  
203 RDC-PMC/1405/CMP-23 Meeting with Secretaries, GoM on 

27/05/05 
 

204 RDC-PMC/1405/CMP-24 Reflection Workshop for Facilitators 
(24/06/05 to 26/06/05) 

 

205 RDC-PMC/1405/CMP-25 District Planning Workshop  
206 RDC-PMC/1405/CMP-26 International Standard Organization  
207 RDC-PMC/1405/CMP-27 Top Sheet Vouchers  
208 RDC-PMC/1405/CMP-28 Extension of Appointment Order of  

Ms. Sonali Madikunt 
 

209 RDC-PMC/1405/CMP-29 Nandurbar District  



 

 

Sr. 
No. 

File No. Subject Remarks 

210 RDC-PMC/1405/CMP-30 Latur District   
211 RDC-PMC/1405/CMP-31 Chandrapur District  
213 RDC-PMC/1405/CMP-32 Yavatmal District  
214 RDC-PMC/1405/CMP-33 Thane District  
215 RDC-PMC/1405/CMP-34 Aurangabad District   
216 RDC-PMC/1405/CMP-35 Osmanabad District  
217 RDC-PMC/1405/CMP-36 Nanded District  
218 RDC-PMC/1405/CMP-37 Amravati District   
219 RDC-PMC/1405/CMP-38 Nagpur District   
220 RDC-PMC/1405/CMP-39 Staff Establishment   
221 RDC-PMC/1405/CMP-40 Community Managed Programming 

ISO file  
 

222 RDC-PMC/1405/CMP-41 Key Result Area (KRA)  
223 RDC-PMC/1405/CMP-42 NIRD – Hyderabad  
224 RDC-PMC/1405/CMP-43 Project Coordinator Tour and Mobile 

Bills  
 

225 RDC-PMC/1405/CMP-43 Standing Order File  
226 RDC-PMC/1405/CMP-43 Facilitators Budget  
227 RDC-PMC/1405/CMP-43 Competency Development Schedule  
228 RDC-PMC/1405/CMP-43 Data Register  
Narmada Project 
229 RDC-PMC/1504/NRP-01 Narmada Project Part- I  
230 RDC-PMC/1504/NRP-01 Narmada Project Part- II  
Functional Review 
231 RDC-PMC/1604/FR-01 Dr. Nitin Kareer,IAS 

Chief Consultant 
 

232 RDC-PMC/1604/FR-02 Dr. Sudhir Bhongale 
IRRIGATION DEPT. 

 

233 RDC-PMC/1604/FR-03 Shri Sudhakarrao Joshi,IAS(Retd.) 
REVENUE DEPT. 

 

234 RDC-PMC/1604/FR-04 Dr. Ram Kharche 
CO-OPERATIVE DEPT. 

 

235 RDC-PMC/1604/FR-05 Smt. Ruma Bavikar 
Karve Institute of Social Services 
SOCIAL JUSTICE DEPT. AND 
WOMEN & CHILD WELFARE 
DEPT. 

 

236 RDC-PMC/1604/FR-06 Dr. M.A.Ghare, AFARM 
WATER CONSERVATION DEPT. 
WATER SUPPLY DEPT. 

 

237 RDC-PMC/1604/FR-07 Dr. R.K.Mahuli 
ANIMAL HUSBANDRY DEPT. 

 

238 RDC-PMC/1604/FR-08 Dr. Robin. D. Tribhuwan 
TRIBAL WELFARE DEPT. 
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Sr. 
No. 

File No. Subject Remarks 

239 RDC-PMC/1604/FR-09 Shri. R.S.Surve, IAS (Retd.) 
RURAL DEVELOPMENT DEPT. 

 

240 RDC-PMC/1604/FR-10 Shri U.C.Sarangi, IAS 
AGRICULTURE DEPT. 

 

241 RDC-PMC/1604/FR-11 Shri J. Y. Umranikar 
HOME DEPARTMENT 

 

242 RDC-PMC/1604/FR-12 Shri Meher Gadekar 
PRIMARY EDUCATION DEPT. 

 

243 RDC-PMC/1604/FR-13 Dr. Bharat Bhushan 
EMPLOYMENT AND SELF-

EMPLOYMENT DEPT. 

 

244 RDC-PMC/1604/FR-14 Capt. A.V.Deshpande 
GENERAL ADMINISTRATION, 
PLANNING DEPT. AND 
FINANCE DEPARTMENT 

 

245 RDC-PMC/1604/FR-15 YASHADA - Correspondence  

246 RDC-PMC/1604/FR-16 YASHADA Æ Govt. 
Govt.         Æ      YASHADA 

 

247 RDC-PMC/1604/FR-17 FR - Meetings  

248 RDC-PMC/1604/FR-18 Functional Review Workshop 
(Held by Consultants) 

 

249 RDC-PMC/1604/FR-19 Functional Review Accounts   

250 RDC-PMC/1605/FR-20 Interim Narrative and Financial 
Reports to be sent to Ford Foundation 

 

251 RDC-PMC/1004/FR-20 Remuneration for Shri. Shashi Sharma  

252 RDC-PMC/1605/FR-02 Dr. Sudhir Bhongale 
IRRIGATION DEPT. 

 

253 RDC-PMC/1605/FR-03 Shri Sudhakarrao Joshi,IAS(Retd.) 
REVENUE DEPT. 

 

254 RDC-PMC/1605/FR-04 Dr. Ram Kharche 
CO-OPERATIVE DEPT. 

 

255 RDC-PMC/1605/FR-05 Smt. Ruma Bavikar 
Karve Institute of Social Services 
SOCIAL JUSTICE DEPT. AND 
WOMEN & CHILD WELFARE 
DEPT. 

 

256 RDC-PMC/1605/FR-06 Dr. M.A.Ghare, AFARM 
WATER CONSERVATION DEPT. 
WATER SUPPLY DEPT. 

 

257 RDC-PMC/1605/FR-07 Dr. R.K.Mahuli  



 

 

Sr. 
No. 

File No. Subject Remarks 

ANIMAL HUSBANDRY DEPT. 

258 RDC-PMC/1605/FR-08 Dr. Robin. D. Tribhuwan 
TRIBAL WELFARE DEPT. 

 

259 RDC-PMC/1605/FR-09 Shri. R.S.Surve, IAS (Retd.) 
RURAL DEVELOPMENT DEPT. 

 

260 RDC-PMC/1605/FR-10 Shri U.C.Sarangi, IAS 
AGRICULTURE DEPT. 

 

261 RDC-PMC/1605/FR-11 Shri J. Y. Umranikar 
HOME DEPARTMENT 

 

262 RDC-PMC/1605/FR-12 Shri Meher Gadekar 
PRIMARY EDUCATION DEPT. 

 

263 RDC-PMC/1605/FR-13 Dr. Bharat Bhushan 
EMPLOYMENT AND SELF-
EMPLOYMENT DEPT. 

 

264 RDC-PMC/1605/FR-14 Capt. A.V.Deshpande 
GENERAL ADMINISTRATION, 
PLANNING DEPT. AND 
FINANCE DEPARTMENT 

 

265 RDC-PMC/1605/FR-PS TOR for Pavneeta Singh  

266 RDC-RMC/1204/FLR-01 Faculty Research Proposals 2004-2005  
267 RDC-RMC/1204/FLR-02 Feedback Reports for Research 

Reports 2003-2004 
 

268 RDC-RMC/1204/FLR-03 Status Report on Faculty Research 
Projects 

 

269 RDC-RMC/1204/FLR-04 Cover Notes from faculty  
270 RDC-RMC/1204/FLR-05 Suggestions on Research Topics  
271 RDC-RMC/1204/FLR-06 Pending Faculty Research Proposals 

for 2004-2005 
 

272 RDC-RMC/1105/MAS-01 Bills for Prof. Shaikh  
273 RDC-RMC/2004/RSC Research Monitoring and Support 

Members Cell  
 

PMU 
274 RDC-PMC/1804/MPD-I Evaluation of the Modernisation of the 

Police Department of Maharashtra 
 

275 RDC-PMC/1804/MPD-II Evaluation of the Modernisation of the 
Police Department of Maharashtra 
(expenditure for modernisation) 

 

ATI 
276 ATI – RTI / 1304 / Sor.01 RTI Source (Peer Group)  
277 ATI – RTI / 1304 / TRG.02 Training Programmes   
278 ATI – RTI / 1304 / w/s Pro 03 Workshop Proceedings   
279 ATI – RTI / 1304 / Think T 04 Think Tank Meeting  
280 ATI – RTI / 1305 / Think w/s 05 Think Tank Workshop  
281 ATI – RTI / 1305 / Admin Re 06 Administrative Reforms  
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Sr. 
No. 

File No. Subject Remarks 

282 ATI – RTI / 1304 / PR 07 Participant Representatives   
283 ATI – RTI / 1304 / Perg 08 RTI Peer Group   
284 ATI – RTI / 1304 / Cheri 09 RTI w/s for Journalists (CHRI, New 

Delhi) 
 

285 ATI – RTI / 1304 / RTI 10 Right To Information  
286 ATI – RTI / 1304 / C.act Pre 11 Central Act Preparation  
287 ATI – RTI / 1304 / RTI 12 Right To Information  
288 ATI – RTI / 1305 / Case St. 13 Case Studies, Reference  
289 ATI – RTI / 1305 / Web 14 Website  
290 ATI – RTI / 1305 / Pub 15 Publication  
291 ATI – RTI / 1305 / Nat. Re. 16 National Resource Centre For RTI  
292 ATI – RTI / 1305 / Govt. Let. 17 �kkldh; i=O;ogkj  
293 ATI – RTI / 1305 / O. St. 18 Other State  
294 ATI – RTI / 1305 / UNDP 19 UNDP Proposal  
295 ATI – RTI / 1305 / Other St.20 Other than Maharashtra St. request  
296 ATI – RTI / 1305 / Trg. w/s se. 21 Training, Workshop, Seminar  
297 ATI – RTI / 1305 / RTI w/s 22 Workshop on Section 4 of  

MRTIAct 2002 
 

298 ATI – RTI / 1305 / RTI w/s 23 Workshop on Section 4 of  
MRTIAct 2002 

 

299 ATI – RTI / 1305 / RTI w/s 24 Workshop on Section 4 of  
MRTIAct 2002 

 

300 ATI – RTI / 1305 / RTI w/s 25 Workshop on Section 4 of  
MRTIAct 2002 

 

301 ATI – RTI / 1305 / RTI w/s 26 Workshop on Section 4 of  
MRTIAct 2002 

 

302 ATI – RTI / 1305 / RTI w/s 27 Workshop on Section 4 of  
MRTIAct 2002 

 

303 ATI – RTI / 1305 / RTI w/s 28 Workshop on Section 4 of  
MRTIAct 2002 

 

304 ATI – RTI / 1305 / RTI w/s 29 Workshop on Section 4 of  
MRTIAct 2002 

 

305 ATI – RTI / 1305 / RTI w/s 30 Workshop on Section 4 of  
MRTIAct 2002 

 

306 ATI – RTI / 1305 / RTI w/s 31 Workshop on Section 4 of  
MRTIAct 2002 

 

307 ATI – RTI / 1304 / RTI Guide 32 MRTI 2002 ¨ÉÉMÉÇnùÌ¶ÉEòÉ iÉªÉÉ®ú 
Eò®úhªÉÉ¤ÉÉ¤ÉiÉ 

 

ATI-STP 
308 ATI – STP / 1105 / DTS Fil 01 DTS Film  
309 ATI – STP / 1105 / Eva. Rep. 02 Evaluation Report – DTS DOT  
310 ATI – STP / 1105 / TNA Eva 03 TNA Evaluation Report  
311 ATI – STP / 1105 / Gen Cor 04 General Correspondence  
312 ATI – STP / 1105 / DOT 05 DOT  
313 ATI – STP / 1105 / Dr. Panjab. 06 Dr. Panjabrao Deshmukh Prabodhini  
ATI-Design Cell 



 

 

Sr. 
No. 

File No. Subject Remarks 

314 ATI – Design / 1205 / JNPT TNA 
01 

JNPT – TNA  

315 ATI – Design / 1205 / Govt. Dept. 
TNA 02 

Training Need Analysis (Govt. Dept.)  

316 ATI – Design / 1205 / Estb. 03 ATI Establishment  
317 ATI – Design / 1205 / Net 04 Network of Training Institutions  
318 ATI – Design / 1205 / w/s home 

dept. 05 
W/S on citizens charter (Home Dept.)  

319 ATI – Design / 1205 / Trg. Rev. 
06 

Training Programme for revenue 
officers Gov. of Goa 

 

320 ATI – Design / 1203 / w/s cit 
c.p.07 

W/S on ‘Communal Harmony’  

321 2nd conference of Heads of ATIs 
& State Training Coordinators at 
LBSNAA 

ATI – Design / 1203 / Trg. Rev.Off 08  

322 3rd conference of Heads of ATIs & 
State coordinators at LBSNAA 

ATI – Design / 1203 / w/s com.H.09  

323 Forests File ATI – Design / 1204 / Ford foud 10  
324 Electoral Rolls ATI – Design / 1204 / Elect. 11  
ATI –Foundation Cell 
325 ATI – Foud Cell / 1005 / ITM 01 Institutional Training Module for IAS 

officers induction course 
 

326 ATI – Foud Cell / 1005 / Trg 02 Common Foundation Cell Training 
Programme 

 

ATI - CGG 
327 ATI – CGG / 1404 / Res. Pro 01 Outline of the Research Project  
328 ATI – CGG / 1404 / Int. Conf. 02 Int. conf. On building effective E- 

Gov. 
 

329 ATI – CGG / 1404 / Credit 03 CREDIT  
330 ATI – CGG / 1404 / BPR 04 BPR&D  
331 ATI – CGG / 1404 / Advi. Com. 

05 
Advisory Committee  

ATI - Miscellaneous 
332 ATI – Misc / 1604 / Sap.01 SAP  
333 ATI – Misc / 1604 / BoG Met. 02 BoG EC Meeting  
334 ATI – Misc / 1604 / Fac. Trg. 03 Faculty Training  
335 ATI – Misc / 1604 / Annl Rep. 04 Annual Report ATI-04-05  
336 ATI – Misc / 1604 / Cert. 05 Certificate course in Public Policy  
337 ATI – Misc / 1604 / Shg. Mktg. 

06 
SHG Marketing Network  

338 ATI – Misc / 1604 / R.U.Dev. 07 RU Development Pro. At ATI  
339 ATI – Misc / 1604 / Meti F. 08 ATI Meeting File  
340 ATI – Misc / 1604 / MIEPA 09 MIEPA, A. Bad  
 
 



  PROACTIVE DISCLOSER UNDER SECTION 4 OF RIGHT TO INFORMATION ACT, 2005 

Section 4(1)(b)(xv) 

 

709

          
 
 
           File List Vidyadhar Deshpande –Addl. Dir. SIUD              29/9/05 
 
 
 
          A PROJECTS  

 
 

SR 
NO. 

FILE NO FILE 
CODE 

SUBJECT REMARKS 

1 SIUD-2/1204 A-1 CORSP.WITH MUNICIPAL 
COMMISSIONERS ABOUT 
SANITATION PROG. 

 

2  SIUD-2/1204 A-2 PUBLIC TRANSPORT- I  
3  SIUD-2/1204 A-3 PUBLIC TRANSPORT-II  
4 SIUD-2/1204 A-4 VALUATION-I  
5 SIUD-2/1204 A-5 VALUATION-II  
6 SIUD-2/1204 A-6 IMPACT OF T.D.R. POLICY 

ON THE DEVL.OF 
SUBURBS OF MUMBAI 

 

7  SIUD-2/1204 A-7 I.D.S.M.T.  
8 SIUD-2/1204 A-8 I.S.O  
9 SIUD-2/1204 A-9 DEVELOPMENT PLAN 

DATABASE 
 

10 SIUD-2/1204 A-10 TRAFFIC 
TRANSPORTATION 

 

11 SIUD-2/1204 A-11 URBAN PLANNING IN 
MAHARASHTRA 

 

12 SIUD-2/1204 A-12 CO-OP.WITH 
KARANATAKA 
GOVT.FOR PREPARATION 
OF READY RECONERS OF 
KARNATAKA 

 

13 SIUD-2/1204 A-13 ROTARY CLUB  
14 SIUD-2/1204 A-14 GREATER BANGLORE 

WATER SUPPLY & 
SANITATION PROJECT 

 

15 SIUD-2/1204 A-15 TRAFFIC & 
TRANSPORTATION 
SEMINAR 

 

16 SIUD-2/1204 A-16 PROPERTY TAX  
17 SIUD-2/1204 A-17 PUNE ACTION PLAN  
18 SIUD-2/1204 A-18 G..I.S  
19 SIUD-2/1204 A-19 URBAN SANITATION  
20 SIUD-2/1204  A-20 NATIONAL POVERTY 

ELEVATION 
 

21 SIUD-2/1204 A-21 STATE DEVELOPMENT  



 

 

SR 
NO. 

FILE NO FILE 
CODE 

SUBJECT REMARKS 

REPORT –I 
22 SIUD-2/1204 A-22 DAHANU 

TAL.ENVT.PROJECTION 
AUTHORITY 

 

23 SIUD-2/1204  A-23 IMPACT OF T.D.R.POLICY 
ON THE DEVELOPMENT 
OF ISLAND OF MUMBAI 
CITY 

 

24 SIUD-2/1204 A-24 URBAN TRANSPORT 
DEVELOPMENT 

 

25 SIUD-2/1204 A-25 DEVELOPMENT PLAN  
26 SIUD-2/1204 A-26 C.S.REVIEW MEETING ON 

VAMBAY & SLUM 
DEVELOPMENT PROJ. 

 

27 SIUD-2/1204 A-27 MOU BETWEEN 
YASHADA,ASCI & SPARK 

 

28 SIUD-2/1204 A-28 UPDATING THE MANUAL 
OF LAND RECORD 

 

29 SIUD-2/1204 A-29 HERITAGE  
30 SIUD-2/1204 A-30 RESEARCH 

METHODOLOGY 
 

31 SIUD-2/1204 A-31 STATE ACTION PLAN  
32 SIUD-2/1204 A-32 MIHAN  
33 SIUD-2/1204 A-33 URBAN POVERTY 

ALLEVETION 
 

34 SIUD-2/1204 A-34 VIPSANA  
35 SIUD-2/1204 A-35 CONT. TO CORPUS FUND 

OF SIUD BY ULBS 
 

36 SIUD-2/1204 A-36 UNDP  
37 SIUD-2/1204 A-37 HUDCO PREPARATION 

OF S.D.R.  
 

38 SIUD-2/1204 A-38 SLUM COURSES  
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      B- TRAINING COURSE FROM-1ST FEB2005           
 

 
1 SIUD-2/1005 B-33 Training Course for Land 

Acquisition Officers 7.2.05 to 
9.2.05 

File as Record sent 
to TMC (already) 

2  SIUD-2/1005 B-34 Training Course for Land 
Acquisition Officers 21.2.05 
to23.2.05 

File as Record sent 
to TMC (already) 

3 SIUD-2/1005 B-35 Work Shop On Municipal 
Solid Waste & Bio-Medical 
Waste Management  

File as Record sent 
to TMC (already) 

4 SIUD-2/1005 B-36 One Day Workshop On 
Presentation On Cycle 
Network 

File as Record sent 
to TMC (already) 

5 SIUD-2/1005 B-37 Training Course On Issues In 
Urban Planning 14.3.05 to 
17.3.05  

File as Record sent 
to TMC  

6 SIUD-2/1005 B-37-A KRA W/S On Infrastructure 
Planning & Management Work 
for Stake Holders 7.4.05 

File as Record sent 
to TMC 

7 SIUD-2/1005 B-37-B KRA W/S On Infrastructure 
Planning & Management Work  
Social Planning 21.4.05 

File as Record sent 
to TMC 

8 SIUD-2/1005 B-38 Trg. Course On Traffic & 
Transportation 11.4.05 to 
13.4.05  

File as Record sent 
to TMC 

9 SIUD 2/1005 B-38-A Workshop On Long Term 
Courses On SIUD18.4.05  

File as Record sent 
to TMC 

10 SIUD-2/1005 B-39 Trg. Course On Basics of 
Valuation 6.5.05 to 8.5.05  

File as Record sent 
to TMC 

11 SIUD-2/1005 B-40 One Day Workshop on Long 
Term Course by SIUD 10.5.05 

File as Record sent 
to TMC 

12 SIUD-2/1005 B-41 DUCM Courses on 12.5.05 File as Record sent 
to TMC 

13 SIUD-2/1005 B-42 Key Result Area on 2.6.05 File as Record sent 
to TMC 

14 SIUD-2/1005 B-43 Key Result Area on 
13&14.6.05 

File as Record sent 
to TMC 

15 SIUD-2/1005 B-44 Slum Sanitation 16&17.6.05 File as Record sent 
to TMC 

16 SIUD-2/1005 B-45 One Day W/S on Model 
Municipal Low in India on 
25.6.05 

File as Record sent 
to TMC 

17 SIUD-2/1005 B-46 W/S  On Printing of Govt. of 
Circulars and Order Land 
Resolution on 28.6.05 

File as Record sent 
to TMC 

18 SIUD-2/1005 B-47 Land Acquisition on 7.7.05   File as Record 
sent to TMC 



 

 

19 SIUD-2/1005 B-48 Trg .Course  For Working 
Women (House Keeping) on 
25.7.05 to 30.7.05  

 File as Record sent 
to TMC                     

20 SIUD-2/1005 B-49  Land Acquisition Officers-I 
on 29,30,31 AUG.05 

File as Record sent 
to TMC 

21 SIUD-2/1005 B-50 Traffic &  Transportation - II 
on 17.10.05 to 19.10.05 

File as Record sent 
to TMC 

 
C-ADMINISTRATION  
 
1 SIUD-2/1304 C-1 OFFICE CIRCULAR  
2 SIUD-2/1304 C-2 RECRUMENT  
3 SIUD-2/1304 C-3 ADMIN.MATTER   
4 SIUD-2/1304 C-4 V.W.PENSION PAPER  
5 SIUD-2/1305 C-5 SIUD BILLS  
6 SIUD-2/1304 C-6 TOWN PLANNER INST.  
7 SIUD-2/1304 C-7 M.I.S.  
8 SIUD-2/1305 C-8 T.A.BILLS  
9 SIUD-2/1304 C-9 ENVIRONMENT  
10 SIUD-2/1304 C-10 GENERAL/GOODS 

PAPER 
 

11 SIUD-2/1304 C-11 BSNL BILL  
12 SIUD-2/1305 C-12 CITY MANAGER   
13 SIUD-2/1305 C13 BRAHMAPUR 

DEVEL.AUT. 
 

 
D MEETINGS 

 
1 SIUD-2/1404 D-1 REVIEW MEETING  
2 SIUD-2/1404 D-2 MEETING & COURSES  

3 SIUD-2/1404 D-3 TINK TANK MEETING  
4 SIUD-2/1405 D-4 SOSVA MEETING  
5 SIUD-2/1405 D-5 CONSTRUCTION 

SUPR.COMMITTEE 
MEET. 

 

6 SIUD-2/1405 D-6 FACULTY MEETING  
7 SIUD-2/1405 D-7 SIUD MEETING  
8 SIUD-2/1405 D-8 GOKHALE INSTITUTE 

MEETING 
 

 
 
E CIRCULARS  
 
 
1 SIUD-2/1505 E-1 CIRCULARS  
2 SIUD-2/1505 E-2 OFFICE ORDER  
3 SIUD-2/1505 E-3 OFFICE NOTE  
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4 SIUD-2/1505 E-4 GENERAL 
CORESSPONDANCE 

 

5 SIUD-2/1505 E-5 TRAINING COURSE CIR.  
6 SIUD-2/1505 E-6 POLICY CIR.  
7 SIUD-2/1505 E-7 COURSE ASST. CIR  
8 SIUD-2/1505 E-8 INWARD LETTERS  
9 SIUD-2/1505 E-9 CITY MANAGER  
 
 
 
F DATABASE 
 
1 SIUD-2/1505 F-1 RESORSE PERSOM 

LIST 
 

2 SIUD-2/1505 F-2 TMC  
3 SIUD-2/1505 F-3 N.G.O.  
4 SIUD-2/1505 F-4 BEST PRACTICES 

FOREST 
 

5 SIUD-2/1505 F-5 NICMAR  
6 SIUD-2/1505 F-6 FINANCIAL CLAIMS 

WITH HUDCO & 
EXTENDING MOU 

 

 
 
 
 
 



 

 

LIST OF FILES WITH N A SIDDIQUI, SIUD, DESK 5 
 
Sr. 
No. 

File No. Subject  Remarks 

 SIUD-
5/1305/MIS 

MIS Records Administration 

 SIUD-
5/1305/ATC 

ATC Records Administration 

 SIUD-
5/1505/CIR 

General Circulars Circulars 

 SIUD-
5/1505/PC 

Policy Circulars Circulars 

 SIUD-
5/1405/FAC 

Minutes of Faculty Meetings Meetings 

 SIUD-
5/1205/UGM 

Urban Governance Module Projects 

 SIUD-
5/1205/MMM 

Municipal Management Module Projects 

 SIUD-
5/1205/RES 

Individual Research Projects Projects 

 SIUD-
5/1004/TNA-
NE 

Workshops on Identification of Training Needs of 
Municipal Engineers 
13, 22 Dec. ‘ 04 and 13-14 Jan. ‘05 

Training 

 SIUD-
5/1005/CW-
WS 

Case-writing Workshop: 16-17 March, ‘05 Training 

 SIUD-
5/1005//IUH 

Issues in Urban Housing: 13-15 May, ‘05 Training 

 SIUD-
5/1005/SJSRY 

SHGs in Municipal Areas (SJSRY):13-15 June, ‘05 Training 

 SIUD-
5/1005/ITUS 

IT in Urban Sector:16-18 August, ‘05 Training 

 SIUD-
5/1005/CDS-P 

City Development Strategy for Pune: 4 July,’05- 
ongoing 

Training 

 



  PROACTIVE DISCLOSER UNDER SECTION 4 OF RIGHT TO INFORMATION ACT, 2005 

Section 4(1)(b)(xv) 

 

715

                                   List of Files               Dr. Rajendra Pawar 
Sr. No. File No Subject Remarks 

 WDMC/1005/Sub Training on Watershed 
Development.(DoPT) 

 

 WDMC/1005/Sub Training Programme on 
Building Partnerships for 
Reforms 

 

 WDMC/1005/Sub Organisation of one day 
Workshop on Research finding 
& future needs of research to 
conserve the land resource 

 

 WDMC/1005/Sub One day Workshop on 
Important of Remote Sensing of 
Land use 

 

 WDMC/1005/Sub Training Programme on 
Integrated Watershed 
Development 

 

 WDMC/1005/Sub One day Workshop on Modern 
Instruments for surveying, 
leveling & their use in Soil 
Conservation activities. 

 

 
 
 
 

WDMC/1005/Sub ¨ÉÞnù ´É VÉ±É ºÉÆvÉÉ®úhÉÉSÉä Ê´ÉxÉÉ JÉÌSÉEò ´É 
+±{É JÉÌSÉEò={ÉSÉÉ®ú ªÉÉ Ê´É¹ÉªÉÉ´É®úÒ±É BEò 
Ênù´É¶ÉÒªÉ SÉSÉÉÇºÉjÉ 

 

 WDMC/1005/Sub Training Programme for 
Agriculture Officers on Dry 
Land Farming Development. 

 

 WDMC/1005/Sub Evaluation parameters for 
Watershed Development 
programme in changing.  

 

 WDMC/1005/Sub Training Programme on 
Watershed Development 

 

 WDMC/1005/Sub Training Programme on 
Watershed Development 

 

 WDMC/1005/Sub Managerial Effectiveness prog. 
For Directors/Officers of Coop. 
Credit Society 1 

 

 WDMC/1005/Sub ToT Under SGSY Programme 
for transfer of technology of 
Rock Bee Management  

 

 WDMC/1005/Sub Training Programme on 
Watershed Development 
(Buldhana, Raigad, 
Aurangabad, Solapur) 

 

 WDMC/1005/Sub Managerial Effectiveness 
Programme for Directors & 
Officers of District Central Co-
operative Bank 

 



 

 

Sr. No. File No Subject Remarks 
16 WDMC/1005/Sub Training Programme on 

Watershed Development  
 

17 WDMC/1005/Sub Training Programme on GIS 
Application in Watershed 
Development- NIRD (off 
Campus Programme)  

 

18 WDMC/1005/Sub Training Programme on 
Watershed Development 

 

19 WDMC/1005/Sub Training Programme on 
schemes & Act for 
rehabilitation of person with 
disability for NGO. 

 

20 WDMC/1005/Sub Prudent Management 
Programme for Directors of 
Urban Cooperative Banks 

 

21 WDMC/1005/Sub Training Programme on 
Departmental Enquiry for 
Animal Husbandry, Fisheries & 
Dairy Development 

 

22 WDMC/1105/Sub Research  

23 WDMC/1205/Sub Project  

24 WDMC/1305/Sub Administration Matter  

25 WDMC/1405/Sub Financial Matter  

26 WDMC/1505/Sub ISO  

28 WDMC/1605/Sub Meetings (DG, DDG, Sird, 
HoD) 

 

29 WDMC/1705/Sub PR (Participant 
Representative) 

 

30 WDMC/1805/Sub Memorandum Of 
Understanding 

 

31 WDMC/1905/Sub Publication  

32 WDMC/2005/Sub State Action Plan  

33 WDMC/2105/Sub Circular  

34 WDMC/2205/Sub Functional Review  

35 WDMC/2305/Sub Policy Circular  

36 WDMC/2405/Sub Course Cell Correspondence  
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Sr. No. File No Subject Remarks 
37 WDMC/2505/Sub Exposure Visit  

38 WDMC/2605/Sub Document  

39 WDMC/2705/Sub Rain Water Harvesting (Tribal 
Ashram School, Buldana) 

 

40 WDMC/2805/Sub Personal File  

41 WDMC/2905/Sub General  

42 WDMC/3005/Sub NGO Data  

43 WDMC/3105/Sub Hariyali Scheme  

44 WDMC/3205/Sub Tender  

45 WDMC/3305/Sub Inward Register Register 
46 WDMC/3405/Sub Outward Register Register 
47 WDMC/3505/Sub Internal File 

Outward/Inward Register 
Register 

48 WDMC/3605/Sub KRA   

49 WDMC/3705/Sub MIS  

50 WDMC/3805/Sub GR & Guideline of Hariyaly   

 



 

 

 
S. No File No. Branch Subject 

1 PUR /17/2003/2004 YMRC/CAVP Purchase of LCD 
Projector 

2 YMRC/2004/2005/PUR/DIGST YMRC/CAVP Purchase of digital still 
Camera  

3 YMRC/2004/2005/VIDEO/ATI/04 YMRC/CAVP Documentary event of 
road safety for Driver 
& padres trains 

4 CAVP/PUR/2003/2004 YMRC/CAVP Screen/DVD/LCD/slide 
Projector  

5 YMRC/CAVP/PUR/17/2004-05 YMRC/CAVP Purchase of LCD, 
Projector  

6 YMRC/CAVP/LCD/LAMP/2004-05 YMRC/CAVP LCD, Lamps, Sanyo 
7 YMRC/CAVP/PUR/17/2004-2005 YMRC/CAVP LCD, Mounting Kit, 

Fitting ceiling 
mounting 

8 YMRC/CAVP/PUR/17/2004-2005 YMRC/CAVP Purchase of OHP 
9 YMRC/2004-2005/VDO/CDM/03 YMRC/CAVP Document on worst 

Scenario Analysis  
10 YMRC/2004-05/PUR/DGST YMRC/CAVP Purchased of Digital 

still camera  
11 YMRC/2004-05/VDO/CED/2  YMRC/CAVP Documentaries 

Parivesh  
12 CAVP/YMRC/2004-05/PUR/DVD YMRC/CAVP Purchase of DVD 

Players 
13 AMD/¾ÖÃŸÖã“Öß ¯Ö›ËüŸÖÖôû�Öß/µÖ¿Ö¤üÖ/98/7075 YMRC/CAVP ³ÖÓ›üÖ¸üÖŸÖß»Ö ¾ÖÃŸÖã“Öß ¯Ö›ËüŸÖÖôû�Öß 

�ú¸ü�µÖÖ²ÖÖ²ÖŸÖ  
14 DDG/R/MT/2004-05 YMRC/CAVP Digital Films Making 

and TV Media Training 
15 YMRC/PUB/II/1304/DFY/15 YMRC/Publication  Documentary film on 

YASHADA  
16 YMRC/CAVP/1/1104/DPP/21 YMRC/CAVP/2005 ±úÖê™üÖê ÃÖÖšüß ±úÖê™üÖê ×¯ÖÏ−™Óü¸ü 

×¾Ö�úŸÖ ‘Öê�µÖÖÃÖÖšüß 
17 YMRC/I/CAVP/Minitus/2005-06 YMRC/I/CAVP/200

5-06 
Minutes  

18 YMRC/CAVP/I/1104/AMC/23 YMRC/CAVP/2005-
06 

Annual Maintains 
Contract  

19 YMRC/CAVP/PUR/17/2004-05 YMRC/CAVP Public  Address 
/System with Cord less 
Mikes  

20 CAVP/AV/EQ/MNT/2003-04 YMRC/CAVP MNT/CAVP 
21  R&D/YMRC Tusnami Films 

(Additional File ) 
22 YMRC/CAVP/I/1104/DVC/22 YMRC/CAVP/2005 Digital Video Camera 

Purchase  
23 YMRC/PUB/I/1305 YMRC/CAVP Production Film 

“Jagruti” 
24  YMRC/R&D Payment Bill of Amol 

Chitra 15 & 16 Jan, 
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25 EMR/Elec/5304/ACS Estate Section  Alpha Conference 

System Install at 
A/Building  

26 YMRC/CAVP/1105/2005 YMRC/CAVP Balchitravani  
27 YMRC/CAVP/140/DFM YMRC/CAVP ´ÖÖ×¾Ö´Ö ¾Ö¸ü ´ÖÖ×ÆüŸÖß¯Ö™ü ŸÖµÖÖ¸ü 

�ú¸ü�Öê 
28  YMRC/CAVP CDM 

  
29  YMRC Film Amritdhara Jal 

Abhiyan 
30 YMRC/2004/II/VDF/YASHADA YMRC/2004-05 Namya& Office 

Equipment Demo, Film 
31  DDG/ATI/1104/SP Satara Project  

(¯ÖÓ™ü̧ üß“Öß ¾ÖÖ™ü) 
32  DDG/ATI/1104/SP Satara Project  

(ÃÖÖ¸ü£Öß) 
33 YMRC/2004/2005 YMRC/CAVP b÷ÉìCªÉÖ̈ ÉåÆ]õ®úÒ, Ê¡ò±¨É 

(×−Ö´ÖáŸÖß) 
34  DDG/ATI/1004/SP Satara Project  

(SÉÉè¡äò®) 
35 YMRC/PUB/II/1204/PDP/54 YMRC/CAVP ´Öãôêû�ÖÌÖ¾Ö ŸÖÖÓ›üÖ ¾Ö ¯ÖÖ¸ü�ÖÌÖÓ¾Ö 

µÖê£Öß»Ö �ÖÏÖ´Ö¬µÖÖê�Ö ¾ÖÃÖÖÅŸÖß¾Ö¸ü 
b÷ÉìCªÉÖ̈ ÉåÆ]õ®úÒ, Ê¡ò±¨É ŸÖµÖÖ¸ü �ú¸ü�Öê 

36 ATI/DCU/SP/2005-06 ATI/SEC/YASHAD
A/ 

ÃÖÖŸÖÖ¸üÖ VÉÉMÉÞiÉÒ   
¯ÖÏ�ú»¯ÖÖŸÖ�ÖÔŸÖ 
×»Ö¯Öß�ú ¯ÖÏ×¿Ö�Ö�Ö � ÎúÖµÖÔ� Îú´ÖÖ 
²ÖÖ²ÖŸÖ  

37 ADM/2005/2488 YMRC/CAVP � êú−¦üßµÖ ÃÖ“Öß¾Ö ¾Ö ŸÖŸÃÖ´Ö 
†×¬Ö�úÖ¸üß µÖÖÓ“µÖÖ ¬¾Ö−Öß ´Öã¦üßŸÖ  
¦üÖ ȩ̂ü ´Öã»ÖÖ�ÖŸÖß 

38 CAVP/DVD/HANDCAM/16/2005-
06 

YMRC/CAVP/Dept HANDY CAM 
CAMERA  

39 YMRC/CAVP/PC/CDR/PR YMRC/CAVP/II/39 Computer CD writer & 
Photo Printer  

40 YMRC/CAVP/Photo/40/2005 YMRC/CAVP/Photo
…40/2005 

Group Photographs and 
Photographs of Various 
activities  

41 YMRC/CAVP/REG/I/41/2005-06 YMRC/CAVP/REG/
I/41/2005 

Audio Recording 
programme  

42 YMRC/CAVP/MDC/TV/42/2005-06 YMRC/CAVP/Dept ´Ö. ›üß . ÃÖß ÆüÖòÃ™êü»Ö ÃÖÖšüß  
™üß ¾Æüß �Ö ȩ̂ü¤üß �ú¸ü�µÖÖ ²ÖÖ²ÖŸÖ  

43 YMRC/CAVP/2005/2006 YMRC/CAVP/I YMRC/Review/Meetin
g   

44 YMRC/CAVP/13/2005 YMRC/CAVP −Ö¾Öß−Ö ÃÖ³ÖÖ�ÖéúÆü ²ÖÖ²ÖŸÖ  

45 YMRC/CAVP/PUR/17/2004-05 YMRC/CAVP −Ö¾Öß−Ö ¯ÖÏ×¿Ö�Ö�Ö �ú�ÖÖ �ú¸üßŸÖÖ 
ÛÃ�ú−Ö �Ö¸êü¤üß �ú¸ü�Öê ²ÖÖ²ÖŸÖ 

46 YMRC/CAVP/2005/2006 YMRC/CAVP/MIS YMRC/MIS/04/05 
47 CAVP/YMRC/PUR/MNT/&others 

2004-05-06 
CAVP/YMRC/I Impress 



 

 

48 RDC-CLS/1004/Cl-09 R&D Center  ²ÖÖ»Ö �úÖ´Ö�ÖÖ¸ü ×−Ö´ÖÔ»Ö−Ö 

¯ÖÏŒ»¯ÖÖ�ú¸üßŸÖÖ Ê¡ò±¨É ²ÖÖ²ÖŸÖ 
49  DDG-ATI/Jagruti 

/1104/SP 
×“Ö¡Ö×±úŸÖ - ±úÖ‡Ô»Ö 
µÖÖ¡ÖÖ  

50  DDG/ATI/1104/SP/ ×“Ö¡Ö×±úŸÖ - ±úÖ‡Ô»Ö 
 ´ÖÖµÖê“Öß ÃÖÖ¾Ö»Öß 

51 DDG/ATI/JAGRUTI/1104/SP ATI/Jagruti/2005 ×¿Ö�Ö�úÖÃÖÖšüß ×±ú»´Ö 

52 DDG/ATI/JAGRUTI/1104/SP ATI/Jagruti/2005 � é ÂÖß ÃÖÆüÖµµ�úÖ−Ö ÃÖÖšüß ×±ú»´Ö 

53  DDG/ATI/Jagruti/11
04/SP 

×“Ö¡Ö×±úŸÖ - ±úÖ‡Ô»Ö 
•Öß ÃÖ¸ü�úÖ¸ü  

54 DDG/ATI/JAGRUTI/1104/SP ATI/Jagruti/SP ±úÖò̧ êÃ™ü �ÖÖ›Ôü ÃÖÖšüß ×±ú»´Ö 

55 YMRC/I/CAVP YMRC/I/2005/len’s/
55 

Servicing of Dinex-70i 
len’s clean , Camera 
battery Roll & etc 

56 YMRC/I/2005/BRK/56 YMRC/I/CAVP Philips Conference 
System Action for 
Broken  Equipment   

57 YMRC/I/2005/NCR/57 YMRC/I/CAVP Internal Audit for ISO 
9001-2000(NCR) 

58 YMRC/I/2005/Cir/58 YMRC/I/CAVP Circular file  
59 YMRC/I/2005/OFFN/59 YMRC/I/CAVP Office Note / Indent  

form requisition   
60 YMRC/I/2005/61 YMRC/I/CAVP Old OHP   
61 YMRC/I/2005/61 YMRC/I/CAVP Write off old OHP 
62 YMRC/I/2005/62/TV/WO/ YMRC/I/CAVP Write of old TVset 
63 YMRC/2005/63/FP/WO/ YMRC/I/CAVP Write off 16mm film 

projector  
64 YMRC/CAVP/JEN/1100/2005-06 /CAVP/YMRC 80 †ÃÖÖ−Öß ÃÖ³ÖÖ�Öé“Öß ¤êü�Ö 

³ÖÖ»Ö  
65 YMRC/CAVP/140/DFV YMRC/CAVP Documentray Film on  

Vipashana  
66 YMRC/CAVP/Yashada/ 

1301/JPO/05-06/AUB 
YMRC/CAVP Setting up of 

Jalswarage Project 
Office 

67 YMRC/CAVP/Yashada/ 
150/VHS to CD/2005-06/DVD 

YMRC/CAVP Video Cassettes 
transfer to CD  

68 YMRC/CAVP/MIS/2005/06 
/YAHSADA 
/1701 

YMRC/CAVP MIS Indicator YMRC 

69 YMRC-PUPII/1304/47 YMRC/CAVP Documentary on 
Kamgar Putla 
Rehabilitation Project  
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Particulars of any arrangement that exists for consultation with the members of 
public in relation to the formulation of policy & implementation in the office 

YASHADA 
  

 
Sr.  
No. 

Consultation for Details of the 
Mechanism  

Under which act 
/rule/circular 

Periodicity 

01. Minutes of Advisory Committee - CED 
02. Minutes of Advisory Committee - CESJ 
03. Minutes of Advisory Committee - CCTR 
04. KRA : Peer groups 

 
 
 
 
Note - Under section 4(1)(b)(vii) the public authorities are expected to publish the 
arrangements existing under act, rules, and circular or by convention for public 
consultation. The consultation may be at policy formulation level or implementation 
level. It might be by formulation a committee for special purpose conducting workshops, 
meetings, gramsabha, public hearings, jansunvai, darbar etc. to know public opinion. 

 
 



 

 

Minutes of Meeting No: 2005/1 dated June 6, 2005 
Time : 4.00 pm., Board Room, YASHADA   
 
01. Attendees  

1.1 The list of attendees at the meeting # 2005/1 is presented at Annexure I. 
1.2 Shri. Mukund Ghare, was invited to preside over the meeting by OIC, Centre 

for Environment and Development (CED). 
1.3 The list of the document tabled during meeting # 2005/1 for reference of the 

members is attached at Annexure II. 
  
 
02. Agenda item # 1: To brief the members about the activities of the Centre for 

Environment and Development 
 

2.1 Dr. Bharat Bhushan, OIC, CED and Professor, Environmental Planning welcomed 
the members of the committee. 

 
2.2 The members were informed about the activities conducted by CED during the 

last academic year 2004-2005. The members were circulated the list of training 
programmes that were conducted during the last academic year. The members also 
appreciated the number of training programmes conducted by CED during last 
academic year and during April-May of the current academic year 2005-2006.  

 
2.3 The members were informed about the objectives of CED and they appreciated 

the activities of CED after going through the Annual Report of CED for the last 
two academic years. The members also appreciated the decentralization of the 
activities of CED by formation of the CED Cell for GIS and Planning, CED Cell 
for Pollution, CED Cell for Energy and Transport and CED Cell for Employment 
and Self Employment. 

 
2.4 Dr. Bharat Bhushan informed the members that the activities undertaken by CED 

have always had an output. CED looked at Information Technology for 
Environmental Planning. It had previously prepared the Environmental Status 
Report (ESR) for Ulhasnagar Municipal Corporation and Pimpri Chinchwad 
Municipal Corporation and this activity has also led to the formation of the GIS 
cell.  The members appreciated the ESRs and also the fact that now four Assistant 
Planners were appointed in the CED Cell for GIS and Environmental Planning 
and they were already in the process of preparation of the GIS based 
Environmental Status Report (2005-2006) and Action Plan (2006-2007) for 
Ulhasnagar Municipal Corporation. 

 
2.5 The members were informed that discussions were in progress with the Director, 

Directorate of Municipal administration with regard to the preparation of Base 
maps for all the Municipal Councils in Maharashtra. The members appreciated the 
activity and noted the fact that Centre for Environment and Development at 
YASHADA shall be the nodal agency for the project on “Preparation of Base 
Maps for Municipal Councils in Maharashtra.” 

 
2.6 The members were informed that a proposal was sent to the Ministry of Power, 

Government of India in reply to their request for training facilities at YASHADA 
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and the conduct of training programmes under the DRUM project. The proposal 
was accepted and they had referred YASHADA to the CORE International, and a 
faculty from CORE would visit inspect and verify the facilities in YASHADA. 
The Centre for Environment and Development is coordinating with MSEB and 
BEST, Mumbai for the conduct of the modules stated by the Ministry of Power, 
Government of India under the project.  

 
2.7 The members were informed that the above initiative was taken under the CED 

Cell for Energy and Transport. Representative from MEDA informed that MEDA 
and CED Cell for Energy can have a joint collaboration and the they could also 
coordinate for technical training, administrative issues or collaboration with 
SHGs. The union could work under the funding from the government or MEDA 
could also fund the collaboration. He also stated that YASHADA could arrange a 
session or two by MEDA on “Renewable Energy” in all its training programmes 
involving Government Officers and Zilla Parishad Officials. Dr. Chordia 
emphasized that plantations were the cheapest source of renewable energy. He 
also added the YASHADA could be a nodal agency and we could provide 
technology to the villages and increase in real productivity should be aimed at. Dr. 
Narayanan added that IIT, Bombay was in collaboration with the Science and 
Technology Cell of the Government of Maharashtra and could help in identifying 
of faculty or resource persons to share their knowledge.  

 
2.8 The members were informed about the Training Needs Analysis workshops 

conducted at BEST, Mumbai.  
 

2.9 HoD, CED informed the members that Maharashtra Pollution and Control Board 
had agreed to appoint one senior officer and one junior officer on deputation to the 
CED Cell for Pollution and similarly The Employment and Self Employment 
Department, Government of Maharashtra would depute two officers to the CED 
Cell for Employment and Self-Employment.  

 
2.10 Shri Raghunath Mahabal emphasized that the programmes conducted by CED 

were not repeated and the centre should consider repeating of the training 
programmes. He also added that all the courses were for the government of 
government bodies. There were no courses for industries which can also be 
included along with specific courses for the effective administration of treatment 
plants constructed by the Municipal bodies. 

 
2.11 Mrs Ashwini Kshirsagar added that follow-up of the participants and 

workshops should also be done.  Dr. Chordia added that new government projects 
could also be taken up and be implemented or run with the help of villagers.  

 
2.12 OIC, CED informed the members that CED was conducting a project on 

Reverse mapping of spices production and a paper of the result was tabled for 
reference of the members. This would include identification of the stakeholders 
and their role in production of spices, self-employment prospects and also 
enhancement of the economic standard of the farmers. Dr. K. Narayanan informed 
that such compilation and dessimination of the analysis should be distributed to 
the stakeholders. Dr. Chordia added that plans should be drafted and handed over 



 

 

to the stakeholders for implementation. Dr. M Ghare informed that the forest 
department was already involved in such an activity.  

 
2.13 Dr. Bharat bushan informed that CED was conducting programmes under the 

Total Sanitation Campaign wherein the stakeholders in the village itself are 
implementing the programme. The stakeholders are trained in YASHADA and the 
training programmes are divided into four parts – leadership development for 
village sarpanch, village level motivator programmes, programmes for the 
government agencies, and actual project engineering. 

 
03. Agenda item # 2: To determine the Scope of the Advisory Committee of the 

Centre for Environment and Development 
3.1 No discussion 
  
 

04. Agenda item # 3: To determine the periodicity of the meetings of the Advisory 
Committee of the Centre for Environment and Development  

 
4.1 It was decided that the Committee be divided into two groups - a large group 

and a small group based on the areas of interest of the members. The large 
group should meet once in six months and the small group should meet 
quarterly. The members agreed that the representation of the village level was 
less in the group and therefore more members may be invited to join. 

 
 

05. Agenda item # 4: To brief the members about the current and proposed projects 
and activities of the Centre for Environment and Development  

 
5.1 The OIC, Centre for Environment and Development informed the members 

about the following projects that were being conducted by the centre – 
 
a) The Centre will prepare a CD / film of the village level sanitation 

programme in Hindi to be distributed all over the country as suggested by 
Hon. Minister, Government of India on his visit to YASHADA. 

b) The CED Cell for GIS and Environmental Planning is currently preparing 
the GIS based Environmental Status Report (2005-2006) and Action Plan 
(2006-2007) for the Ulhasnagar Municipal Corporation. 

c) The CED Cell for GIS and Environmental Planning will also work on the 
Waldhuni Nallah Purification project after completion of the ESR project 
at hand. 

d) The OIC, CED informed the members that the Directorate of Municipal 
Administration along with NIC, Pune were developing a GIS programme 
for use in all Municipal Councils in Maharashtra and YASHADA was 
chosen to be the nodal agency that would prepare the base maps of the 
Municipal Councils. 

  
Dr. Bharat Bhushan      

  OIC, and Professor, Environmental Planning, CED 
To : 
As per list attached. 
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Annexure I 
 

List of Attendees at Meeting No. 2005/1  dated 6th June 2005 
 
1. Dr. Bharat Bhushan, OIC and Professor, Environmental Planning, Centre for 

Environment and Development, YASHADA 

2. Dr. Mukund A Ghare, AFARM, 2/23 Raisoni Park, Market Yard, Pune 

3. Dr. K Narayanan, Department of Humanities and Social Sciences, I.I.T. Powai, Mumbai 
– 400076 

4. Dr. Pravin Chordia, 90, Vidyasagar Society, Salisbury Park, Pune – 411037 

5. Shri Anil Diggikar was represented by Shri Sunil Mayabhate, General Manager, 
Maharashtra Energy Development Agency, 191/A, MHADA commercial Complex, 
Opposite Tridal Nagar, Yeravada, Pune – 411006 AND 

6. Shri C. M Deshpande, Project Officer (Solar), Maharashtra Energy Development 
Authority, Pune 

7. Shri Raghunath Mahabal, 15, Chandravijay Society, Tilak Road, Mulund (E), Mumbai – 
400081. 

8. Smt Ashwini Kshirsagar, Sarpanch, Shivari village, Taluka Purandar, District Pune. 

9. Shri Ramchandra Ombale, Samaj Vikas Sanstha, At-Post-Diwale, Taluka Bhor, District 
Pune 

10. Smt. Swati Kamat, Research Assistant, CED 

11. Shri P A Gadekar, Research Assistant, CED 

12. Smt. Swapna Dahake Assistant Planner, CED Cell for GIS and Planning 

13. Smt Sunayana Khambalkar, Assistant Planner, CED Cell for GIS and Planning  

14. Shri Mahesh Harhare, Assistant Planner, CED Cell for GIS and Planning 

15. Smt Archana ,  Assistant Planner, CED Cell for GIS and Planning  

16. Shri Sunil Nikum, Stenographer, CED 

 



 

 

Annexure II 
 

List of Tabled Documents at Meeting No. 2005/1 dated 6th June 2005 

 
1.  
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Eò±É¨É 4 (1) (¤É) () xÉ¨ÉÖxÉÉ (+) 

 
ªÉ¶ÉnùÉ, {ÉÖhÉä ªÉälÉÒ±É ºÉ¨ÉiÉÉ ´É ºÉÉ¨ÉÉÊVÉEò xªÉÉªÉ Eåòpù EòÉªÉÉÇ±ÉªÉÉSªÉÉ ºÉÊ¨ÉiÉÒSÉÒ ªÉÉnùÒ |ÉEòÉ¶ÉÒiÉ Eò®úhÉä. 

 
+.Gò. ºÉÊ¨ÉiÉÒSÉä xÉÉÆ´É ºÉÊ¨ÉiÉÒSÉä ºÉnùºªÉ ºÉÊ¨ÉiÉÒSÉä =Êqù¹]äõ ÊEòiÉÒ ´Éä³ýÉ 

PÉähªÉÉiÉ ªÉäiÉä 
ºÉ¦ÉÉ 

VÉxÉºÉÉ¨ÉÉxªÉÉÆºÉÉ`öÒ 
JÉÖ±ÉÒ +É½äþ ËEò´ÉÉ 

xÉÉ½þÒ 

ºÉ¦ÉäSÉÉ 
EòÉªÉÇ´ÉÞkÉÉÆiÉ 
(={É±É¤vÉ) 

1. Advisory Committee ¸ÉÒ B¨É. +É®ú. {ÉÉ]õÒ±É, ¦ÉÉ|ÉºÉä (ÊxÉ´ÉÞkÉ) 
ºÉnùºªÉ, 
®úÉVªÉ ¨ÉÉxÉ´ÉÒ ½þCEò +ÉªÉÉäMÉ, ¨ÉÖÆ¤É<Ç 
305, ¶É±ÉÉEòÉ EòÉä-+Éì{É. ½þÉèËºÉMÉ ºÉÉäºÉÉªÉ]õÒ, 
¨É½þ¹ÉÒ Eò´Éæ ®úÉäb÷, ¨ÉÖÆ¤É<Ç-400021 

ºÉ¨ÉiÉÉ ´É ºÉÉ¨ÉÉÊVÉEò 
xªÉÉªÉ EåòpùÉºÉÉ`öÒ 
ºÉ±±ÉÉ ºÉÊ¨ÉiÉÒ ´É 
¨ÉÉMÉÇnù¶ÉÇEò ¨½þhÉÚxÉ 
ºÉÖSÉxÉÉ Eò®úhÉä.  

´É¹ÉÉÇiÉÚxÉ BEònùÉ xÉÉ½þÒ. ºÉÉä¤ÉiÉ VÉÉäb÷±Éä 
+É½äþiÉ.  

  ¸ÉÒ ºÉÒ. B±É. lÉÚ±É, 
ºÉnùºªÉ, 
®úÉVªÉ ¨ÉÉxÉ´ÉÒ ½þCEò +ÉªÉÉäMÉ, ¨ÉÖÆ¤É<Ç 
9, ½þVÉÉ®úÒ¨É±É ºÉÉä¨ÉÉxÉÒ ¨ÉÉMÉÇ, 
ºÉÒ.BºÉ.]õÒ. ®äú±´Éäº]äõ¶ÉxÉ ºÉ¨ÉÉä®ú, ¨ÉÖÆ¤É<Ç-400001 

    

  b÷Éì. ¦ÉÉ±ÉSÉÆpù ¨ÉÖMÉhÉäEò®ú, 
ºÉnùºªÉ, ÊxÉªÉÉäVÉxÉ +ÉªÉÉäMÉ, 
¦ÉÉ®úiÉ ºÉ®úEòÉ®ú, ªÉÉäVÉxÉÉ ¦É´ÉxÉ,  
ºÉÆºÉnù ¨ÉÉMÉÇ, xÉ´ÉÒ Ênù±±ÉÒ-110001 

    

  b÷Éì. {ÉÒ. B. <xÉÉ¨ÉnùÉ®ú, 
+vªÉIÉÂ, B¨É.ºÉÒ.<Ç.BºÉ. ºÉÉäºÉÉªÉ]õÒ, 

    

Section 4(1)(b)(vii) 



 

 

+.Gò. ºÉÊ¨ÉiÉÒSÉä xÉÉÆ´É ºÉÊ¨ÉiÉÒSÉä ºÉnùºªÉ ºÉÊ¨ÉiÉÒSÉä =Êqù¹]äõ ÊEòiÉÒ ´Éä³ýÉ 
PÉähªÉÉiÉ ªÉäiÉä 

ºÉ¦ÉÉ 
VÉxÉºÉÉ¨ÉÉxªÉÉÆºÉÉ`öÒ 
JÉÖ±ÉÒ +É½äþ ËEò´ÉÉ 

xÉÉ½þÒ 

ºÉ¦ÉäSÉÉ 
EòÉªÉÇ´ÉÞkÉÉÆiÉ 
(={É±É¤vÉ) 

+ìMÉ±ÉÉä =nÖÇù Eò¨{ÉÉ>Æðb÷, Eìò¨{É, 
¨ÉÉänùÒJÉÉxÉÉ, {ÉÖhÉä - 411 001 

  b÷Éì. +ÉxÉÆnù iÉä±ÉiÉÖÆ¤Ébä÷, 
4 b÷Ò, ÊVÉ´ÉxÉ VªÉÉäiÉ, ºÉäiÉ±É´ÉÉb÷ ±ÉäxÉ, 
xÉä{ÉÒªÉxÉ ºÉÒ ®úÉäb÷, 
¨ÉÖÆ¤É<Ç - 400 036 

    

  ¸ÉÒ Ê´É±ÉÉºÉ ´ÉÉPÉ 
562, ºÉnùÉÊ¶É´É {Éä̀ ö, 
{ÉÖhÉä - 411 030 

    

  b÷Éì. ±ÉI¨ÉhÉ ¨ÉÉxÉä, 
ºÉ¨ÉiÉÉ, 10 ¤É, Eò®ÆúVÉä, 
ºÉÉiÉÉ®úÉ, 
ÊVÉ±½þÉ ºÉÉiÉÉ®úÉ 

    

  |ÉÉ. b÷Éì. ®úÉ´ÉºÉÉ½äþ¤É EòºÉ¤Éä 
xÉÉ±ÉÆnùÉ, 4 ºÉ¨ÉiÉÉ ºÉÉäºÉÉªÉ]õÒ, ºÉÆMÉ¨ÉxÉä®ú,  
iÉÉ. ºÉÆMÉ¨ÉxÉä®ú, ÊVÉ±½þÉ +½þ¨ÉnùxÉMÉ®ú 
 

    

  b÷Éì. B. BSÉ. ºÉÉ³ÖÆýJÉä, 
13, ±ÉÉäEòÉªÉiÉ, 
MÉåb÷É¨ÉÉ³ý, ºÉÉiÉÉ®úÉ, 
ÊVÉ±½þÉ ºÉÉiÉÉ®úÉ 

    

  ¸ÉÒ +É®ú. Eäò. MÉÉªÉEò´ÉÉb÷, ¦ÉÉ|ÉºÉä     
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+.Gò. ºÉÊ¨ÉiÉÒSÉä xÉÉÆ´É ºÉÊ¨ÉiÉÒSÉä ºÉnùºªÉ ºÉÊ¨ÉiÉÒSÉä =Êqù¹]äõ ÊEòiÉÒ ´Éä³ýÉ 
PÉähªÉÉiÉ ªÉäiÉä 

ºÉ¦ÉÉ 
VÉxÉºÉÉ¨ÉÉxªÉÉÆºÉÉ`öÒ 
JÉÖ±ÉÒ +É½äþ ËEò´ÉÉ 

xÉÉ½þÒ 

ºÉ¦ÉäSÉÉ 
EòÉªÉÇ´ÉÞkÉÉÆiÉ 
(={É±É¤vÉ) 

+ÉªÉÖHò, 
+{ÉÆMÉ Ê´ÉEòÉºÉ Ê´É¦ÉÉMÉ, 
3 SÉSÉÇ ®úÉäb÷, {ÉÖhÉä-411001 

  ¸ÉÒ ¦ÉÉ®úiÉ ºÉÉºÉhÉä, 
ºÉÆSÉÉ±ÉEò, 
Ê´É¨ÉÖHò VÉÉiÉÒ, ¦É]õCªÉÉ VÉ¨ÉÉiÉÒ ´É <iÉ®ú ¨ÉÉMÉÉºÉ´ÉMÉÇ 
Ê´É¦ÉÉMÉ, 
3 SÉSÉÇ ®úÉäb÷, {ÉÖhÉä-411001 

    

  b÷Éì. ºÉÆVÉªÉ SÉ½þÉÆnäù, ¦ÉÉ|ÉºÉä 
|ÉEò±{É +ÉªÉÖHò 
¨É½þÉ®úÉ¹]Åõ +É®úÉäMªÉ Ê´É¦ÉÉMÉ Ê´ÉEòÉºÉ |ÉEò±{É 
3®úÉ ¨ÉVÉ±ÉÉ, ¶ÉÉºÉÊEòªÉ nÆùiÉ ¨É½þÉÊ´ÉtÉ±ÉªÉ <¨ÉÉ®úiÉ, 
ºÉå]õ VÉÉìxÉ ½þÉìº{ÉÒ]õ±É Eò¨{ÉÉ>Æðb÷, ¨ÉÖÆ¤É<Ç 

    

  ¸ÉÒ. ºÉiÉÒ¶É MÉ´É<Ç, ¦ÉÉ|ÉºÉä 
¨ÉÖJªÉ EòÉªÉÇEòÉ®úÒ +ÊvÉEòÉ®úÒ,  
¨É½þÉ®úÉ¹]Åõ =tÉäVÉEòiÉÉ Ê´ÉEòÉºÉ ¨É½þÉ¨ÉÆb÷³ý 
=tÉäMÉ ºÉÉ®úlÉÒ, ¨É®úÉä±É <Æb÷Îº]Åõ+±É BÊ®úªÉÉ, 
¨É½þÉEòÉ±ÉÒ Eäò´ÉVÉÂ ®úÉäb÷, +ÆvÉä®úÒ({ÉÚ), ¨ÉÖÆ¤É<Ç – 
400093 

    

  ¸ÉÒ. BºÉ. B. MÉÉªÉEò´ÉÉb÷, ¦ÉÉ|ÉºÉä (ÊxÉ) 
252, ºÉÉäxÉ±É, ½þxÉÖ̈ ÉÉxÉ xÉMÉ®ú, 
EÆòºÉÉ<Ç, +Æ¤É®úxÉÉlÉ ({ÉÚ´ÉÇ) 

    



 

 

+.Gò. ºÉÊ¨ÉiÉÒSÉä xÉÉÆ´É ºÉÊ¨ÉiÉÒSÉä ºÉnùºªÉ ºÉÊ¨ÉiÉÒSÉä =Êqù¹]äõ ÊEòiÉÒ ´Éä³ýÉ 
PÉähªÉÉiÉ ªÉäiÉä 

ºÉ¦ÉÉ 
VÉxÉºÉÉ¨ÉÉxªÉÉÆºÉÉ`öÒ 
JÉÖ±ÉÒ +É½äþ ËEò´ÉÉ 

xÉÉ½þÒ 

ºÉ¦ÉäSÉÉ 
EòÉªÉÇ´ÉÞkÉÉÆiÉ 
(={É±É¤vÉ) 

  ¸ÉÒ. ®úÉVÉMÉÉä{ÉÉ±É näù´É®úÉ, ¦ÉÉ|ÉºÉä 
ºÉÆSÉÉ±ÉEò, 
ºÉ¨ÉÉVÉEò±ªÉÉhÉ ºÉÆSÉÉ±ÉxÉÉ±ÉªÉ, ¨É½þÉ®úÉ¹]Åõ ¶ÉÉºÉxÉ, 
3 SÉSÉÇ ®úÉäb÷, {ÉÖhÉä – 411001 

    

  ¸ÉÒ ¦ÉÉ>ð ±ÉÉäJÉÆbä÷ 
664, ´Éè¶ÉÉ±ÉÒ ´ÉxÉ, ¨ÉÉäbä÷±É ]õÉ>ðxÉ, EòÉ¨ÉÉ`öÒ ®úÉäb÷, 
´É±ÉÒ ]õÉì́ ÉºÉÇSªÉÉ ºÉ¨ÉÉä®ú,  
xÉÉMÉ{ÉÚ®ú – 440014 

    

  b÷Éì. b÷Ò. BxÉ. ºÉÆnùxÉÊ¶É´É, 
¨ÉÉVÉÒ ºÉnùºªÉ, EòÉªÉnäù ÊxÉªÉÉäVÉxÉ +ÉªÉÉäMÉ,¦ÉÉ®úiÉ 
ºÉ®úEòÉ®ú, ®úÉ½Öþ±É EÖÆòVÉ, ´½þÒ. BºÉ. ½þÉèËºÉMÉ ºÉÉäºÉÉªÉ]õÒ, 
BºÉ. VÉÒ. ¤É´Éæ ¨ÉÉMÉÇ, EÖò±ÉÉÇ ({ÉÚ́ ÉÇ) 
¨ÉÖÆ¤É<Ç - 400 024 

    

  ¸ÉÒ¨ÉiÉÒ MÉä±É +Éä̈ É´bä÷]õ, 
¨ÉÖ. {ÉÉä. EòÉºÉäMÉÉǼ É, 
iÉÉ. ´ÉÉ³ý´ÉÉ,  
ÊVÉ±½þÉ ºÉÉÆMÉ±ÉÒ 

    

  ¸ÉÒ B¨É. {ÉÒ. ¨ÉÆMÉÖb÷÷Eò®ú, 
ºÉÆSÉÉ±ÉEò,  
<Æº]õÒ]õ¬Ú]õ +Éì¡ò ¨ÉìxÉäVÉ¨Éå]õ ºÉÉä¶É±É ºÉÉªÉxºÉ +ìxb÷ Ê®úºÉSÉÇ, 
1165, ºÉnùÉÊ¶É´É {Éä`ö, {ÉÖhÉä-4110 030 
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+.Gò. ºÉÊ¨ÉiÉÒSÉä xÉÉÆ´É ºÉÊ¨ÉiÉÒSÉä ºÉnùºªÉ ºÉÊ¨ÉiÉÒSÉä =Êqù¹]äõ ÊEòiÉÒ ´Éä³ýÉ 
PÉähªÉÉiÉ ªÉäiÉä 

ºÉ¦ÉÉ 
VÉxÉºÉÉ¨ÉÉxªÉÉÆºÉÉ`öÒ 
JÉÖ±ÉÒ +É½äþ ËEò´ÉÉ 

xÉÉ½þÒ 

ºÉ¦ÉäSÉÉ 
EòÉªÉÇ´ÉÞkÉÉÆiÉ 
(={É±É¤vÉ) 

  ¸ÉÒ . ®úixÉÉEò®ú MÉÉªÉEò´ÉÉb÷, ¦ÉÉ|ÉºÉä 
¨É½þÉºÉÆSÉÉ±ÉEò,  
ªÉ¶ÉnùÉ, {ÉÖhÉä 

    

  ¸ÉÒ¨ÉiÉÒ ¨ÉÒiÉÉ ®úÉVÉÒ´É±ÉÉäSÉxÉ, ¦ÉÉ|ÉºÉä 
={É¨ÉÉºÉÆSÉÉ±ÉEò iÉlÉÉ ºÉÆSÉÉ±ÉEò, ®úÉOÉÉÊ´ÉºÉÆ 
ªÉ¶ÉnùÉ, {ÉÖhÉä 

    

  ¸ÉÒ. ®úË´Épù SÉ´½þÉhÉ  
ºÉ½þªÉÉäMÉÒ |ÉÉvªÉÉ{ÉEò ´É +Éä+ÉªÉºÉÒ, ºÉÒ<ÇBºÉVÉä, 
ªÉ¶ÉnùÉù, {ÉÖhÉä 

    

  b÷Éì. Eäò. BºÉ. xÉÉªÉ®ú 
={É¨ÉÉºÉÆSÉÉ±ÉEò iÉlÉÉ ºÉÆSÉÉ±ÉEò,(ºÉÆ ´É |É. Eåòp), 
ªÉ¶ÉnùÉù, {ÉÖhÉä 

    

  ¸ÉÒ. ¶ÉÊ¶ÉEòÉÆiÉ ´ÉÉªÉnÆùbä÷  
ºÉ½þÉªªÉEò |ÉÉvªÉÉ{ÉEò  
ªÉ¶ÉnùÉù, {ÉÖhÉä 

    

 



 

 

ºÉ¨ÉiÉÉ ´É ºÉÉ¨ÉÉÊVÉEò xªÉÉªÉ EåòpùÉSªÉÉ {ÉÊ½þ±ªÉÉ ¤Éè̀ öEòÒSÉä <ÊiÉ´ÉÞþþiiÉ 
 
 
ÊnùxÉÉÆEò - 02/03/2004  Ênù´ÉºÉ - ¨ÉÆMÉ³ý´ÉÉ® ú ´Éä³ý - nÖù{ÉÉ®úÒ 3.00 ´ÉÉ.  ºlÉ³ý - ¤ÉÉäbÇ÷ ¯û¨É, ªÉ¶ÉnùÉ 

 
 
ºÉ´ÉÇ |ÉlÉ¨É ºÉ´ÉÇ¸ÉÒ ®úixÉÉEò®ú MÉÉªÉEò´ÉÉb÷, ¦ÉÉ|ÉºÉä ¨É½þÉºÉÆSÉÉ±ÉEò, ªÉ¶ÉnùÉ ªÉÉÆxÉÒ ºÉ¨ÉiÉÉ ´É ºÉÉ¨ÉÉÊVÉEò xªÉÉªÉ 

EåòpùÉSªÉÉ ºÉ±±ÉÉMÉÉ®ú ºÉÊ¨ÉiÉÒSªÉÉ ºÉ´ÉÇ ºÉx¨ÉÉxÉxÉÒªÉ ºÉnùºªÉÉÆSÉä º´ÉÉMÉiÉ Eäò±Éä +ÉÊhÉ Ê´É¹ÉªÉÉ±ÉÉ ºÉÖ®ú´ÉÉiÉ Eò®úÒiÉ 

+ºÉiÉÉxÉÉ ªÉÉ EåòpùÉSªÉÉ ºlÉÉ{ÉxÉäSÉÉ =qäù¶É ºÉ´ÉÉÈºÉ¨ÉÉä®ú ¨ÉÉÆb÷±ÉÉ.  

 
Ê´ÉEòÉºÉ |É¶ÉÉºÉxÉÉ¨ÉvªÉä ¶ÉÉºÉxÉÉ±ÉÉ ¨ÉnùiÉ Eò®úhÉä, ¶ÉÉºÉxÉÉSÉä +ÊvÉEòÉ®úÒ, {ÉnùÉÊvÉEòÉ®úÒ, ºÉä´ÉÉ¦ÉÉ´ÉÒ ºÉÆºlÉÉ, 

]ÅäõËxÉMÉ <Êxº]õ]õªÉÖÚÚ] ªÉÉÆSªÉÉ ¨ÉnùiÉÒxÉä Ê´ÉEòÉºÉ ºÉÉvÉhÉä +ºÉÉ ºÉ´ÉÇºÉÉvÉÉ®úhÉ ªÉÉ EåòpùÉSÉÉ =qäù¶É +É½äþ. EòÉähÉiÉÉ½þÒ 

ºÉÉ¨ÉÉÊVÉEò Ê´ÉEòÉºÉò½þÉ ºÉÉ¨ÉÉÊVÉEò +Ê¦ÉºÉ®úhÉÉ Ê¶É´ÉÉªÉ ½þÉähÉÉ®ú xÉÉ½þÒ. ºÉÉ¨ÉÉÊVÉEò xªÉÉªÉÉSÉÉ oùÊ¹]õEòÉäxÉ 

+É{ÉhÉ Ê´ÉÊ´ÉvÉ ={ÉGò¨ÉÉiÉÚxÉ ½þÉiÉÒ PÉä>ð ¶ÉEòiÉÉä. ºÉÉ¨ÉÉÊVÉEò xªÉÉªÉÉSÉÉ Ê´ÉSÉÉ®ú Eò®úiÉÉxÉÉ +ÉÌlÉEò ¦ÉÚÊ¨ÉEäòSÉÉ 

Ê´ÉSÉÉ®ú Eò®úÉ´ÉÉ ±ÉÉMÉiÉÉä EòÉ? ±ÉÉäEòÉÆSÉä ¨ÉiÉ{ÉÊ®ú´ÉiÉÇxÉ Eò®úhªÉÉºÉÉ ö̀Ò (¨ÉxÉ {ÉÊ®ú´ÉiÉÇxÉ Eò®úhªÉÉºÉÉ ö̀Ò) EòÉ½þÒ 

platform ÊxÉ¨ÉÉÇhÉ Eò®úhÉä ¶ÉCªÉ +É½ä EòÉþ?  LPG SÉÉ ´ÉÆÊSÉiÉ ±ÉÉäEòÉǼ É®ú EòÉªÉ {ÉÊ®úhÉÉ¨É ½þÉäiÉÉä EòÉ?  
LPG SÉÒ iÉÒµÉiÉÉ ÊEòiÉÒ |É¨ÉÉhÉÉúiÉò+É½äþ? Ê´ÉEòÉºÉÉSÉÉ nù®ú ´ÉÉfø±ÉÉ iÉ®ú ºÉÉ¨ÉÉÊVÉE nù®úÒ Eò¨ÉÒ ½þÉä<Ç±É EòÉ? 

MÉÖÆiÉ´ÉhÉÚEò ´ÉÉfø±ÉÒ iÉ®ú iªÉÉSÉÉ ¡òÉªÉnùÉ EòÉähÉÉ±ÉÉ ½þÉäiÉÉäþ? ºÉÉ¨ÉÉÊVÉEò xªÉÉªÉ ÊxÉ¨ÉÉÇhÉ Eò®úhªÉÉºÉÉ ö̀Ò ¶ÉÉºÉxÉÉ±ÉÉ 

EòÉ½þÒ `öÉäºÉ º´É¯û{ÉÉSªÉÉ ºÉÚSÉxÉÉ Eò¯û ¶ÉEòiÉÉä EòÉ? ºÉ¨ÉiÉÉ ÊxÉ¨ÉÉÇhÉ Eò®úhªÉÉSªÉÉ vÉiÉÔ´É®ú BEò ºÉÆºlÉÉ ÊxÉ¨ÉÉÇhÉ 

Eò®úhÉä, º´ÉÉiÉÆjªÉ, ºÉ¨ÉiÉÉ, ¤ÉÆvÉÖiSÉ ÊxÉ¨ÉÉÇhÉ Eò®úhÉä, |ÉYÉÉ, ¶ÉÒ±É, Eò¯ûhÉÉ ªÉÉ oùÎ¹]õEòÉäxÉÉiÉÚxÉ EòÉ½þÒ Eò®úiÉÉ 

ªÉä<Ç±É EòÉ? |ÉÊ¶ÉIÉhÉ EòÉªÉÇGò¨É EòºÉä +ºÉÉ´ÉäiÉ ? 2004-05 ¨ÉvªÉä EòÉähÉiÉÒ EòÉ¨Éä ½þÉiÉÒ PªÉÉ´ÉÒiÉ? <iÉ®ú 

ºÉÆºlÉÉÆ¤É®úÉä¤É®ú EòÉªÉ Eò®úiÉÉ ªÉä<Ç±É? Eò¨ÉEÖò´ÉiÉ PÉ]õEòÉÆSªÉÉ Ê´ÉEòÉºÉÉEòÊ®úiÉÉ BJÉÉnäù ¨ÉÆb÷³ý ÊxÉ¨ÉÉÇhÉ ZÉÉ±Éä iÉ®ú 

iªÉÉSÉÒ IÉ¨ÉiÉÉ ´ÉÉføÊ´ÉhªÉÉºÉÉ`öÒ ªÉ¶ÉnùÉ ¨ÉÉ¡ÇòiÉ EòÉ½þÒ Eò®úiÉÉ ªÉä<Ç±É EòÉ? ¨ÉÉMÉÇnù¶ÉÇxÉ Eò®úhÉä, º´ÉÉ´É±ÉÆ¤ÉxÉ, 

+Éi¨ÉÊ´É·ÉÉºÉ ´ÉÉfø´ÉhÉä, +ÉÎlÉÇEò |ÉMÉiÉÒSÉÉ +É±ÉäJÉ =ÆSÉÉ´ÉhÉä, |ÉiªÉäEò Ê´É¦ÉÉMÉÉþiÉÒ±É ºÉ¨ÉÊ´ÉSÉÉ®úÒ ±ÉÉäEòÉÆxÉÉ 

BEòjÉ +ÉhÉÚxÉ iªÉÉÆSªÉÉ ¶ÉHòÒ BEòjÉ +ÉhÉÚxÉ EòÉªÉÇGò¨É EòºÉä +ºÉÉ´ÉäiÉ, iÉä ö̀®ú´ÉhÉä, ªÉÉSÉÒ Ênù¶ÉÉ ªÉ¶ÉnùÉiÉ¡æò 

ö̀®ú´ÉiÉÉ ªÉä<Ç±É. iªÉÉºÉÉ ö̀Ò ÊEòiÉÒ Ênù́ ÉºÉÉÆxÉÒ ¦Éä]õ±Éä {ÉÉÊ½þVÉä? iªÉÉSÉ¤É®úÉä¤É®ú, ªÉ¶ÉnùÉ¨ÉvÉÒ±É ºÉÉvÉxÉÉÆSÉÉ ªÉÉäMªÉ 
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Ê®úiÉÒxÉä ´ÉÉ{É®ú Eò¯ûxÉ +ÉÊhÉ ´ªÉ´ÉÎºlÉiÉ EòÉªÉÇGò¨É +ÉJÉÚxÉ ¶ÉCªÉ ½þÉä<Ç±É. EòÉ½þÒ ={É MÉ]õ ÊxÉ¨ÉÉÇhÉ Eò®úhÉä 

+ÉÊhÉ iªÉÉiÉÖxÉ 2-3 ¨É½þi´ÉÉSªÉÉ ¦ÉÉMÉÉ´É®ú ±ÉIÉ EåòÊpùiÉ Eò®úhÉää, ªÉÉäMªÉ Ênù¶ÉäxÉä {ÉÉ>ð±É ]õÉEòhªÉÉºÉÉ®úJÉä ½þÉä<Ç±É 

+¶ÉÉ |ÉEòÉ®úSÉä Ê´ÉSÉÉ®ú |ÉÉºiÉÉ´ÉÒEòÉiÉ ¨ÉÉÆb÷±Éäøþ.  

 
®úË´Épù SÉ´½þÉhÉ, ºÉ½þªÉÉäMÉÒ |ÉÉvªÉÉ{ÉEò +ÉÊhÉ Ê´É¦ÉÉMÉ |É¨ÉÖJÉ ºÉ¨ÉiÉÉ ´É ºÉÉ¨ÉÉÊVÉEò xªÉÉªÉ Eåòpù, ªÉ¶ÉnfùÉ, 

ªÉÉÆxÉÒ {ÉÉ·ÉÇ¦ÉÚ̈ ÉÒ ´É EòÉªÉÇGò¨É Ê´É¹Énù Eò®úiÉÉÆxÉÉ ªÉ¶ÉnùÉ¨ÉÉ¡ÇòiÉ +É{ÉhÉ BEòjÉ VÉ¨ÉiÉ +É½þÉäiÉ, ºÉ´ÉÉÈSªÉÉ ¨ÉnùiÉÒxÉä 

+É{É±ªÉÉ±ÉÉ ¶ÉÉºÉxÉÉ±ÉÉ ªÉÉäMªÉ Ênù¶ÉÉ näùhªÉÉSÉä EòÉ¨É ÊxÉÎ¶SÉiÉ{ÉhÉä ½þÉä<Ç±É. ÷b÷Éì. ºÉÆVÉªÉ SÉ½þÉÆnäù ªÉÉÆxÉÒ ªÉ¶ÉnùÉSªÉÉ 

]ÅäõËxÉMÉ |ÉÉäOÉÉ¨É ¨ÉvªÉä ªÉÉ Ê´É¹ÉªÉÉSÉÉ ºÉ¨ÉÉ´Éä¶É +ºÉÉ´ÉÉ +ºÉä ºÉÖSÉÊ´É±Éä ½þÉäiÉä. ¨ÉÉ. ¨É½þÉºÉÆSÉÉ±ÉEòÉÆxÉÒ 22 

VÉÉxÉä´ÉÉ®úÒSªÉÉ Board Meeting ¨ÉvªÉä Equity & Social Justice ºÉå]õ®ú ºÉȪ û Eò®úhªÉÉ¤ÉÉ¤ÉiÉSÉÉ |ÉºiÉÉ´É 

¨ÉÉÆb÷±ÉÉ +ÉÊhÉ ¨ÉÉ. ¨ÉÖJªÉ ºÉÊSÉ´É ªÉÆÉxÉÒ {ÉÖhÉÇ {ÉÉË`ö¤ÉÉ Ênù±ÉÉ. ªÉ¶ÉnùÉ¨ÉvªÉä ½äþ ºÉå]õ®ú +ºÉÉ´Éä ½äþ BoG  

Meeting ¨ÉvªÉä ¨ÉÉxªÉ ZÉÉ±Éä. VÉ¨ÉÉiÉ ´ÉÉn, ºÉÉ¨ÉÉÊVÉEò +xªÉÉªÉ iÉºÉäSÉ ¶ÉäiÉEò-ªÉÉÆSªÉÉ +Éi¨É½þiªÉäSÉä |É¨ÉÉhÉ 

´ÉÉfø±Éä +É½äþ. SC/ST SªÉÉ Ê{É³ý´ÉhÉÖEòÒSÉä |É¨ÉÉhÉ ´ÉÉfø±Éä +É½äþ. ªÉÉÆ´É®ú ºÉå]õ®ú Ê®úºÉSÉÇ Eò®úhÉÉ®ú +É½äþ. 

¤ÉäEòÉªÉnäù¶ÉÒ®ú +lÉÇ´ªÉ´ÉºlÉÉ ´ÉÉføhÉÉ®ú +É½äþ, JÉÉVÉMÉÒEò®úhÉÉ¨ÉÖ³äý ºÉMÉ³ýªÉÉ EÆò{ÉxªÉÉ Ê´ÉEòúhªÉÉSÉÉ EòÉªÉÇGò¨É 

+É½äþ. ST ¨ÉvªÉä ºÉÉIÉ®úiÉäSÉä |É¨ÉÉhÉ 4 ]õöCEäò iÉä 41 ]õCEäò +É½äþ. ªÉÉ oùÎ¹]õEòÉäxÉÉiÉÖxÉ Ê´ÉSÉÉ®ú Eò®úÉ´ÉªÉÉSÉÉ 

+ºÉä±É iÉ®ú ¨ÉÉä̀ öªÉÉ |É¨ÉÉhÉÉ´É®úÒ±É VÉÒ VÉxÉiÉÉ nùÉÊ®úpùªÉ ®äú¹ÉäJÉÉ±ÉÒ +É½äþ, iªÉÉÆxÉÉ ªÉÉäMªÉ Ênù¶ÉÉ näùhÉä MÉ®úVÉäSÉä 

+É½äþ. United Nation SÉä Ê®ú{ÉÉä]Çõ ´É ¨É½þÉ®úÉ¹]ÅõÉSÉÉ ¨ÉÉxÉ´ÉÒ Ê´ÉEòÉºÉ +½þ́ ÉÉ±É {ÉÉÊ½þ±Éä iÉ®ú Ê´É·ÉÉºÉÉ½Çþ 

¨ÉÉÊ½þiÉÒ, +ÉEòbä÷´ÉÉ®úÒ ´ªÉ´ÉÎºlÉiÉ ={É±É¤vÉ xÉÉ½þÒ. +É{ÉhÉ EòÉ½þÒ ¨ÉÉMÉÇnù¶ÉÇxÉ Eò¯û ¶ÉEòiÉÉä EòÉ? ªÉÉ´É®ú Ê´ÉSÉÉ®ú 

Eò®úhªÉÉSÉÒ MÉ®úVÉ ´ªÉHò Eäò±ÉÒ.   

 
ªÉ¶ÉnùÉ ¨ÉvªÉä VÉä |ÉÉäOÉÉ¨É PÉähªÉÉiÉ ªÉäiÉÉiÉ, iªÉÉiÉ ºÉÉ¨ÉÉÊVÉEò Ê´É¹ÉªÉÉ´É®ú VÉÉºiÉ ¦É®ú näùúhÉä, +É®úIÉhÉÉSÉÉ VÉÉä 

EòÉ½þÒ MÉì{É +É½äþ iªÉÉ´É®ú +¦ªÉÉºÉ Eò®úhÉä, ªÉÉäVÉxÉÉ iÉªÉÉ®ú Eò®úhÉä, ]ÅäõËxÉMÉ, Ê®úºÉSÉÇ +ÉÎhÉú |É±ÉäJÉxÉ ªÉÉǼ É®ú 

+¦ªÉÉºÉ Eò®úhÉäú. SCP SÉÒ ¨ÉÉÊ½þiÉÒ näùhÉä, ºÉ¨ÉÉVÉ Eò±ªÉÉhÉ SÉÒ þÊ´É¶Éä¹É PÉ]õEò ªÉÉäVÉxÉÉ +É½äþ iªÉÉSÉÒ ¨ÉÉÊ½þiÉÒ 

näùhÉä, ºÉÆ¶ÉÉävÉxÉ ´É |ÉÊ¶ÉIÉhÉ ºÉÆºlÉÉ |ÉiªÉIÉ EòÉ½þÒ Eò¯û ¶ÉEòiÉä EòÉ?  ªÉÉºÉÉ`öÒ º´ÉªÉÆºÉä´ÉÒ ºÉÆºlÉÉ, ºÉ¨ÉÉVÉEòÉªÉÇ 

¨É½þÉÊ´ÉtÉ±ÉªÉä ªÉÉÆxÉÒ BEò¨ÉäEòÉÆSÉä ½þÉiÉ ¤É³ýEò]õ Eò®úhÉä +É´É¶ªÉEò +ºÉ±ªÉÉSÉä ºÉÖSÉÊ´É±Éä. ºÉÆ¶ÉÉävÉxÉ ´É |É±ÉäJÉxÉ 

¨ÉvªÉä näù¶ÉÉiÉ iÉÉÊ¨É³ýxÉÉbÚ÷ ¨ÉVÉ¤ÉÚúiÉ +É½äþÆ. {ÉÖhªÉÉ¨ÉvªÉä 5 ´ÉºiªÉÉ ÊxÉ´ÉbÚ÷xÉ iªÉÉÆxÉÉ +É{ÉhÉ EÞòiÉÒ EòÉªÉÇGò¨É ´É 



 

 

]ÅäõËxÉMÉ näù>ð ¶ÉEòiÉÉä EòÉ iÉä +É{ÉhÉ {ÉÉÊ½þ±Éä {ÉÉÊ½þVÉä +ºÉä |ÉiªÉIÉ EÞòiÉÒSÉä Ê´ÉSÉÉ®ú iªÉÉÆxÉÒ ¨ÉÉÆb÷±Éä. ¨ÉÉxÉ´ÉÒ 

Ê´ÉEòÉºÉÉºÉÉ`öÒ forum =¦ÉÒ Eò®úhÉä, ÊiÉSÉÒ IÉ¨ÉiÉÉ ´ÉÉføÊ´ÉhÉä, ù ¨ÉÉxÉ´ÉÒ Ê´ÉEòÉºÉÉºÉÉ`öÒ öEòÉ½þÒ <iÉ®ú ¨ÉÉMÉÇ 

+É½äþiÉ EòÉ iÉä {ÉÉ½hÉä ½äþ EåòpùÉSÉä |É¨ÉÖJÉ EòÉ¨É +ºÉ±ªÉÉSÉä iªÉÉÆxÉÒ xÉ¨ÉÖnù Eäò±Éä.  

 
ªÉÉ ºÉÉnù®úÒEò®úhÉÉxÉÆiÉ®ú ºÉ´ÉÇ¸ÉÒ ®úixÉÉEò®ú MÉÉªÉEò´ÉÉb÷, ¨É½þÉºÉÆSÉÉ±ÉEò, ªÉ¶ÉnùÉ ªÉÉÆxÉÒ ºÉx¨ÉÉxÉxÉÒªÉ ºÉnùºªÉÉÆxÉÉ 

Ê´ÉÊ´ÉvÉ Ê´É¹ÉªÉÉÆ´É®ú SÉSÉÉÇ Eò®úhÉä +ÉÊhÉ ¨ÉiÉä ¨ÉÉÆb÷øhªÉÉºÉ Ê´ÉxÉÆiÉÒ Eäò±ÉÒ.  

 
b÷Éì. +ÉxÉÆnù iÉä±ÉiÉÖÆ¤Ébä÷ ªÉÉÆxÉÒ ¨ÉÖ±É¦ÉÚiÉ Ê´É¹ÉªÉÉ±ÉÉ ½þÉiÉ PÉÉ±ÉiÉÉxÉÉSÉ ±ÉÉäEòÉÆSªÉÉ VÉMÉhªÉÉSªÉÉ {ÉÊ®úÊºlÉiÉÒ¤ÉÉ¤ÉiÉ 

¨ÉÉÊ½þiÉÒ +ºÉhÉä ½þÒ {ÉÊ½þ±ÉÒ +É´É¶ªÉEò ¤ÉÉ¤É +É½äþ +ºÉä ºÉÉÆÊMÉiÉ±Éä. BEònùÉ |É¶xÉ Eò³ý±Éä EòÒ =kÉ®äú +É{ÉÉä+É{É 

¶ÉÉävÉiÉÉ ªÉäiÉÉiÉ. ªÉÉºÉÉ`öÒ ±ÉÉäEòÉÆSªÉÉ Ê´ÉEòÉºÉÉSªÉÉ ÊºlÉiÉÒ¤ÉÉ¤ÉiÉ ¨ÉÉä`äö ºÉ´ÉæIÉhÉ +É´É¶ªÉEò +É½äþ +ºÉä ¨ÉiÉ 

|ÉiÉÒ{ÉÉnùxÉ Eäò±Éä.    

 
b÷Éì.  {ÉÒ. B. <xÉÉ¨ÉnùÉ®ú ªÉÉÆxÉÒ EòxÉÉÇ]õEòÉiÉ ¨ÉÖÎº±É¨É +±{ÉºÉÆJªÉÉÆEò VÉxÉiÉäSÉä ºÉ´ÉæIÉhÉ Eäò±Éä ½þÉäiÉä, iªÉÉSÉÉ 

+½þ´ÉÉ±É ¨ÉÉMÉ´ÉÉ´ÉÉ +ºÉä ºÉÉÆÊMÉiÉ±Éä. ÊxÉªÉÉäVÉxÉÉºÉÉ`öÒ |ÉlÉ¨É ºÉtÎºlÉiÉÒSÉÒ ¨ÉÉÊ½þiÉÒ ½þ´ÉÒ ´É ÊxÉªÉÉäVÉxÉ ºÉÚI¨É ´É 

{ÉrùiÉ¶ÉÒ®ú +ºÉÉ´Éä. =MÉÉSÉ EòÉ½þÒiÉ®úÒ Eò®úÉªÉSÉä ¨½þhÉÚxÉ Eäò±Éä VÉÉ>ð xÉªÉ +ºÉä ¨ÉiÉ ´ªÉHò Eäò±Éä. iªÉÉú ºÉ´ÉæIÉhÉÉiÉ 

ºÉÉ¨ÉÉÊVÉEò +ÉÊhÉ ¶ÉèIÉÊhÉEòò ¨ÉÉMÉÉºÉ±Éä{ÉhÉ ªÉÉ´É®ú VÉÉºiÉ ±ÉIÉ EåòÊpùiÉ Eò®úÉ´Éä ±ÉÉMÉä±É +ºÉä ºÉÖSÉÊ´É±Éä. 

ªÉÉäVÉxÉÉÆSÉä spread thin +ºÉÚ xÉªÉä. Package {ÉÖhÉÇ ´½þÉ´Éä. Ê´É¦ÉÉMÉÒªÉ {ÉÉiÉ³ýÒ´É®ú BEòSÉ ºÉÆºlÉÉ =¦ÉÒ 

Eò¯ûxÉ iªÉÉ´É®ú focus Eò®úÉ. UôÉä]õªÉÉ UôÉä]õªÉÉ ½þVÉÉ®úÉä ªÉÉäVÉxÉÉÆSÉÉ ¡òÉªÉnùÉ ½þÉäiÉ xÉÉ½þÒ. ºÉ¨ÉÉVÉ Eò±ªÉÉhÉ 

JÉÉiªÉÉxÉäúô ½þÉ concept +ÉiÉÉ ¤Énù±ÉÉ´ÉÉ +ºÉä ¨ÉiÉ ´ªÉHò Eäò±Éä.   

  
b÷Éì. ¦ÉÉ>ð ±ÉÉäJÉÆbä÷ ªÉÉÆxÉÒ +É{ÉhÉ ºÉ´½æþ Eò®úhªÉÉSÉä EòÉ¨É ºÉÉä¶É±É ´ÉEÇò Eò®hÉÉ-ªÉÉ EòÉì±ÉäVÉ EòbÚ÷xÉ Eò¯ûxÉ PÉä>ð 

¶ÉEòiÉÉä +ºÉä ºÉÖSÉÊ´É±Éä iÉ®úú b÷Éì. iÉä±ÉiÉÖÆ¤Ébä÷ø ªÉÉÆxÉÒ ¤ÉÉVÉÉ®úÉiÉ EòÉ½þÒ JÉÉVÉMÉÒ ºÉÆºlÉÉ näùJÉÒ±É ½äþ EòÉªÉÇ Eò®úiÉÉiÉ, 

iªÉÉÆxÉÉ ½äþ EòÉ¨É Eò¯û tÉ´Éä +¶ÉÒ ¨ÉÉ½þÒiÉÒ Ênù±ÉÒ.  

 
¨ÉÉ. Ê´É±ÉÉºÉ ´ÉÉPÉ ªÉÉÆxÉÒ +É{ÉhÉ ]ÅäõËxÉMÉ ´É ºÉÆ¶ÉÉävÉxÉÉ´É®ú ¦É®ú Ênù±ÉÉ {ÉÉÊ½þVÉä, EòÒú  |É¶ÉÉºÉxÉÉ ¨ÉÉ¡ÇòiÉ EòÉ½þÒ 

ªÉÉäVÉxÉÉ ®úÉ¤É´ÉÉªÉSªÉÉ ªÉÉSÉÉ Ê´ÉSÉÉ®ú Eäò±ÉÉ {ÉÉÊ½þVÉä +ºÉÉ |É¶xÉ ={ÉÎºlÉiÉ Eò¯ûxÉ +É{ÉhÉ ]ÅäõËxÉMÉ´É®ú VÉÉºiÉ ¦É® 
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tÉ´ÉÉ +ÉÊhÉ ºÉÉIÉ®úiÉäÊ´É¹ÉªÉÒ  VÉÉhÉÒ´É ±ÉÉäEòÉÆ¨ÉvªÉäúúúEò¶ÉÒ ÊxÉ¨ÉÉÇhÉ ½þÉä<Ç±É +ÉÎhÉ iªÉÉÆSÉä |É¶xÉ ºÉÉäb÷Ê´ÉhªÉÉºÉÉ`öÒ 

iªÉÉSÉÉ EòºÉÉ ={ÉªÉÉäMÉ ½þÉä<Ç±É ªÉÉ´É®ú ¦É®ú tÉ´ÉÉ. ±ÉÉäEò º´ÉiÉ: iÉªÉÉ®ú EòºÉä ½þÉäiÉÒ±É ªÉÉ´É®ú ¦É®ú tÉ´ÉÉ. 

{ÉÊ®úÎºlÉiÉÒSÉä +ÉEò±ÉxÉ ±ÉÉäEòÉÆxÉÉ Eò®úiÉÉ ªÉÉ´Éä. +É{ÉhÉ ±ÉÉäEòÉÆSÉä |É¶xÉ ºÉÉäb÷́ ÉÚ ¶ÉEòiÉ xÉÉ½þÒ. iªÉÉÆxÉÒSÉ iÉä 

ºÉÉäb÷´ÉÉ´ÉäiÉ ªÉÉEòÊ®úiÉÉ IÉ¨ÉiÉÉ ´ÉÞvnùÒSÉä ¨ÉÉMÉÇnù¶ÉÇxÉÉ´É®ú +É{ÉhÉ ¦É®ú näùhªÉÉSÉÒ MÉ®úVÉ ¨ÉÉÆb÷±ÉÒ. +É{ÉhÉ Action 

Research Programme Eäò±ÉÉ iÉ®ú EòÉ½þÒ |É¶xÉ ºÉÖ]Úõ ¶ÉEòiÉÒ±É. +É{ÉhÉ ®úSÉxÉÉi¨ÉEò EòÉªÉÉḈ É®ú VÉÉä®ú 

tÉªÉSÉÉ EòÉ ? ªÉÉ¨ÉvªÉä VÉxÉiÉäxÉä ºÉ½þ¦ÉÉMÉÉSÉÒ ¦ÉÚÊ¨ÉEòÉ PÉäiÉ±ªÉÉÊ¶É´ÉÉªÉ ¨É½þi´ÉÉSÉä |É¶xÉ ºÉÖ]õhÉÉ®ú xÉÉ½þÒiÉ. ½þÒ 

ºÉÆvÉÒ VÉxÉiÉäºÉÉ`öÒ ¨É½þi´ÉÉSÉÒ +É½äþ. iªÉÉÆxÉÉ õ]ÅäõËxÉMÉ tÉªÉSÉä EòÉ ? ºÉÆ{ÉÉ¨ÉÖ³äý ËEò´ÉÉ EòÉªÉtÉxÉä ½äþ |É¶xÉ ºÉÖ]õhÉÉ®ú 

xÉÉ½þÒiÉ. ±ÉÉäEòÉÆxÉÉ iªÉÉºÉÉ`öÒ ¨ÉÉMÉÇnù¶ÉÇxÉÉSÉÒ MÉ®úVÉ +É½äþ. nÖùºÉ®Ò ¨É½þi´ÉÉSÉÒ MÉÉä¹]õ +¶ÉÒ EòÒ, +É{ÉhÉ +É{É±ªÉÉö 

vÉÉä®úhÉÉǼ É®ú ö̀É¨É +ºÉ±Éä {ÉÉÊ½VÉä. ´É iªÉÉ|É¨ÉÉhÉä EòÉªÉÇGò¨ÉÉÆSÉÒ +ÉJÉhÉÒ Eò¯ûxÉ ¨ÉÉMÉÇGò¨ÉhÉ Eäò±Éä {ÉÉÊ½þVÉä +¶ÉÒ 

¨ÉiÉä ¨ÉÉÆb÷±ÉÒ.  

 
¨ÉÉ. ±ÉI¨ÉhÉ ¨ÉÉxÉä ªÉÉÆxÉÒ SÉSÉæiÉ ¦ÉÉMÉ PÉäiÉ +ºÉiÉÉxÉÉ ¨ÉÒ 25-30 ´É¹ÉÉÈ{ÉÉºÉÚxÉ {ÉÉ½þiÉÉä +É½äþ EòÒ, ¶ÉÉºÉxÉ ´É 

±ÉÉäEò ªÉÉÆSªÉÉ¨ÉvªÉä nù®úÒ +É½äþ. iÉÒ nù®úÒ ¦É®úhªÉÉºÉÉ`öÒ EòÉ½þÒ BVÉxºÉÒ xÉÉ½þÒ. ¨ÉÉæSÉä EòÉføhÉÉ®úÉ +ÉÊhÉ EòÉªÉÇEòiÉæ 

BEòjÉ ¤ÉºÉiÉ xÉÉ½þÒiÉ. iÉºÉä ½þÉähÉä +iªÉÆiÉ MÉ®úVÉäSÉä +É½äþ. +É{ÉhÉ ªÉÉSªÉÉ¨ÉvªÉä EòÉ½þÒ Eò¯û ¶ÉEÚò. 55 ´É¹ÉÉÇiÉ 

+É¨ÉSªÉÉ ´ÉÉ]õªÉÉ±ÉÉ EòÉ½þÒ +É±Éä xÉÉ½þÒ. iªÉÉ±ÉÉ +É¨ÉSÉÉ +b÷ÉhÉÒ{ÉhÉÉ +ÉÊhÉ =SSÉ´ÉhÉÔªÉÉÆSÉÉ +ÉMÉÉ>ð{ÉhÉÉ 

VÉ¤ÉÉ¤ÉnùÉ®ú +É½äþ. ºÉÉIÉ®úiÉäSÉÉ nù®ú {ÉÉ®úvÉÒ ºÉ¨ÉÉVÉÉiÉ 0.6 ]õCõEäòòB´ÉføÉ +É½äþ. VÉÉiÉÒSªÉÉ nùÉJÉ±ªÉÉÊ´ÉxÉÉ 

ºÉ´É±ÉiÉÒ xÉÉEòÉ®ú±ªÉÉ VÉÉiÉÉiÉ. ¤ÉÉ{ÉÉSÉÉ VÉ®úÒ únùÉJÉ±ÉÉ nùÉJÉÊ´É±ÉÉ iÉ®úÒ SÉÉ±ÉiÉ xÉÉ½þÒ. ±ÉÉäEòÉÆxÉÉ Ênù±Éä±ªÉÉ 

ºÉ´É±ÉiÉÒ ±É¤ÉÉb÷ÒxÉä Ê¨É³Úý Ênù±ªÉÉ VÉÉiÉ xÉÉ½þÒiÉþ. {ÉÉ®úvÉÒ ºÉ¨ÉÉVÉ iªÉÉSÉ|É¨ÉÉhÉä nÖù¤ÉÇ±É PÉ]õEò Ê´ÉEòÉºÉÉSªÉÉ ¤ÉÉ½äþ®ú 

+É½äþ. ªÉÉÆSªÉÉEòbä÷ EòºÉ±ÉäSÉ nùÉJÉ±Éä ={É±É¤vÉ xÉÉ½þÒiÉ. EòÉ®úhÉ iÉä +Ê¶ÉÊIÉiÉ +É½äþiÉ. +É¨½þÒ +ÊiÉ¶ÉªÉ ¨ÉÉMÉä 

+É½äþÉiÉ. ±ÉÉäEòºÉÆJªÉÉ ºÉ®úEòÉ®ú±ÉÉ Ê´ÉSÉÉ®ú±ÉÒ iÉ®ú iªÉÉÆSªÉÉ +ÊvÉEòÉ-ªÉÉ±ÉÉ iÉÒ ¨ÉÉÊ½þiÉ xÉÉ½þÒ. VJNT VÉÉiÉ 
ö̀®úÊ´ÉhªÉÉSÉä EòÉ½þÒ ±ÉÉìÊVÉEò xÉÉ½þÒ. {ÉÎ¶SÉ¨É ¨É½þÉ®úÉ¹]ÅõÉiÉ ´ÉäMÉ³ýÒ VÉ¨ÉÉiÉ +ÉÎhÉ Ê´Énù¦ÉÉÇiÉ ´ÉäMÉ³ýÒ VÉ¨ÉÉiÉ ½þÉähÉä 

ªÉÉäMªÉ xÉÉ½þÒ. {ÉÉä]õÉSªÉÉ ¨ÉÉMÉä ½þÉ ºÉ¨ÉÉVÉ EÖò ä̀ö½þÒ VÉÉiÉÉä. EÖò ä̀ö½þÒ MÉä±ÉÉ iÉ®úÒ iªÉÉSÉä status ¤Énù±ÉiÉÉ EòÉ¨ÉÉ 
xÉªÉä. iªÉÉ±ÉÉ ºlÉÉxÉÉSªÉÉ ¨ÉªÉÉÇnùÉ +ºÉiÉÉ EòÉ¨ÉÉ xÉªÉä. +ºÉä Ê´ÉSÉÉ®ú ¨ÉÉÆb÷iÉÉxÉÉ ºÉÉ¨ÉÉÊVÉEò VÉÉMÉÞiÉÒSÉä 

iªÉÉSÉ|É¨ÉÉhÉäú ºÉÆ¶ÉÉävÉxÉ ´É |ÉÊ¶ÉIÉhÉÉSÉä EòÉ¨É ªÉ¶ÉnùÉxÉä |ÉlÉ¨ÉiÉ:SÉ ½þÉiÉÒ PÉäiÉ±ªÉÉ¤Éqù±É ¨ÉÉ. ¨É½þÉºÉÆSÉÉ±ÉEòÉÆSÉä 



 

 

+É¦ÉÉ®ú ¨ÉÉxÉ±Éä.  EòÉªÉÇGò¨É ºÉÖSÉÊ´ÉiÉÉxÉÉ iªÉÉÆxÉÒ VJNT ºÉÉ`öÒ Education, Housing ½äþ |É¶xÉ ¨É½þi´ÉÉSÉä 

+É½äþiÉ +ºÉä ºÉÖSÉÊ´É±Éä.   

 
DT& NT ºÉÉ`öÒ ¶ÉäiÉ VÉ¨ÉÒxÉÒ tÉ´ªÉÉiÉ. ºÉ®úEòÉ®úxÉä 10 BEò®ú VÉÉMÉÉ tÉ´ÉÒ.  ¤Éè±ÉMÉÉb÷Ò tÉ´ÉÒ. 

ºÉÉvÉxÉºÉÉ¨ÉÖOÉÒ {ÉÖ®ú´ÉÉ´ÉÒ +¶ÉÒ ¦ÉÖÊ¨ÉEòÉ ¨ÉÉÆb÷±ÉÒ.  º´ÉÉiÉÆjªÉÉ{ÉÖ́ ÉÔSªÉÉ EòÉ±ÉÉ´ÉvÉÒSÉÉ =±±ÉäJÉ Eò®úiÉÉÆxÉÉ, 

Ê¥É]õÒ¶ÉÉÆxÉÒ +É¸É¨É ¶ÉÉ³ýÉÆxÉÉ 44 BEò®ú ¶ÉäiÉ VÉÊ¨ÉxÉÒ Ênù±ªÉÉ. 20 MÉÉªÉÒ Ênù±ªÉÉ. {ÉÖ́ ÉÔ ±ÉPÉÖ=tÉäMÉÉºÉÉ ö̀Ò 

Ê¥É]õÒ¶É ¶ÉÉºÉxÉ separate settlement ªÉÉäVÉxÉÉ ®úÉ¤É´ÉÒiÉ ½þÉäiÉÒ. b÷Éì. +ÉÆ¤Éäb÷Eò®úÉÆxÉÒ ºÉÉÆÊMÉiÉ±Éä ½þÉäiÉä EòÒ, 

¨ÉÉäEò³ýªÉÉ VÉÉMÉäiÉ PÉ®äú ¤ÉÉÆvÉÉ, ¶ÉÉºÉxÉÉxÉä ¤Éè±ÉMÉÉb÷ªÉÉ tÉ´ªÉÉiÉ, ºÉ®úEòÉ®úÒ JÉSÉÉÇxÉÖºÉÉ®ú =®ú±Éä±ÉÉ xÉ¡òÉ 

ºÉMÉ³ýªÉÉÆxÉÉ ´ÉÉ]ÚõxÉ tÉ´ÉÉ +¶ÉÒ ¨ÉÉ½þÒiÉÒ Ênù±ÉÒ. º´ÉiÉ:SªÉÉ ºÉÉiÉÉ-ªÉÉiÉÒ±É |ÉªÉÉäMÉÉSÉä =nùÉ½þ®úhÉ näùiÉÉxÉÉ iªÉÉÆxÉÒ, 

+É¨½þÒ +É¸É¨É ¶ÉÉ³äýiÉ 40,000 Ê±É]õ®ú {ÉÉhÉÒ recycling Eò®úiÉÉä. JÉÚ{É {ÉÉhÉÒ +b÷´ÉÚxÉ VÉÊ¨ÉxÉÒ¨ÉvªÉä 

ÊVÉ®ú´É±Éä +É½äþ. +ÉiÉÉ 10 ÊEò.¨ÉÒ. þ¦ÉÉMÉÉiÉ EÖò ä̀ö½þÒ {ÉÉhÉÒ ±ÉÉMÉä±É +¶ÉÒ {ÉÊ®úÎºlÉiÉÒ +É½äþ ªÉÉSÉÒ ¨ÉÉ½þÒiÉÒ 

Ênù±ÉÒ. ªÉÉ ºÉMÉ³ýªÉÉ ªÉÉäVÉxÉÉ Ê¥É]õÒ¶ÉÉÆxÉÒ {ÉÖ́ ÉÔ ®úÉ¤ÉÊ´É±ªÉÉ +É½äþiÉ. ¶ÉäiÉÒºÉÉ ö̀Ò +ÉèVÉÉ®äú, ¤ÉÒ-¤ÉÒªÉÉhÉä näùhªÉÉiÉ 

ªÉäiÉÉiÉ. +É¸É¨É¶ÉÉ³äýiÉ ¤ÉÉªÉÉäMÉìºÉ ÊxÉÌ¨ÉiÉÒ Eäò±ÉÒ +É½äþ. +xªÉÉªÉÉÊ´É¯ûvnù EòÉªÉnäù Eäò±Éä +É½äþiÉ. iÉlÉÉ{ÉÒ ºÉtÉ:SÉÒ 

ú{ÉÉä±ÉÒºÉ ªÉÆjÉhÉÉ, ¶ÉÉºÉxÉÉSÉÒ ¦ÉÚÊ¨ÉEòÉ EòÉªÉ +ºÉÉ´ÉÒ?  ªÉÉSÉä ªÉÉäMªÉ ¨ÉÉMÉÇnù¶ÉÇxÉ xÉÉ½þÒ +ºÉä ¨ÉiÉ ´ªÉHò Eäò±Éä.  

 
b÷Éì. ¨ÉÉ.{ÉÉ.¨ÉÉÆMÉÖb÷Eò®ú ªÉÉÆxÉÒ ºÉt: Secularism úºÉÉ®úJÉÒ ¨ÉÚ±ªÉä  vÉÉäCªÉÉiÉ +É±ÉÒ +É½äþiÉ.  Secularism 
¨ÉÖ³äý +±{ÉºÉÆJªÉÉÆEò ºÉ¨ÉÉVÉ vÉÉäCªÉÉiÉ +É±ÉÉ +É½äþ. ballot ¨ÉvªÉä ºÉÉ¨ÉlªÉÇ +É½äþ. Secularism ´É®ú Ê´É¶Éä¹É 

¦É®ú tÉ´ÉÉ. ¨ÉÉxÉÊºÉEò GòÉÆiÉÒ ºÉ´ÉÇ GòÉÆiÉÒSÉÉ +ÉvÉÉ®ú +É½äþ. ¨ÉÖ±ªÉä ºÉÆ{ÉÖ¹]õÉiÉ ªÉäiÉ +É½äþiÉ. vÉ¨ÉÉÈvÉ ¶ÉHòÒ¨ÉÖ³äý 

ºÉÆºÉnùÒªÉ ±ÉúúÉäEò¶ÉÉ½þÒ vÉÉäCªÉÉiÉ +É±ÉÒ +É½äþ. ªÉÉEòÊ®úiÉÉ Weaker Section ¨ÉvªÉä Family Planning 

Programme ´É®ú Ê´É¶Éä¹É ¦É®ú Ênù±ÉÉ {ÉÉÊ½þVÉä. Birth Control ´É®ú Ê´É¶Éä¹É ¦É®ú Ênù±ÉÉ {ÉÉÊ½þVÉä. +ÉÌlÉEò 

Ê´ÉEòÉºÉ ½þÉ ±ÉÉäEòºÉÆÆJªÉäSªÉÉ ´ÉÉføÒ´É®ú +´É±ÉÆ¤ÉÚxÉ +ºÉiÉÉä. nùÉÊ®úpùªÉ ®äú¹ÉäJÉÉ±ÉÒ±É ±ÉÉäEò ÊxÉÎ¶SÉiÉ{ÉhÉä ªÉÉ 

´ÉMÉÉÇiÉÒ±É +É½äþiÉ. <ÆM±ÉÆb÷/+¨ÉäÊ®úEäò¨ÉvªÉä Birth Rate ¶ÉÖxªÉ ]õCEäò +É½äþ +ÉÊhÉ =i{ÉÉnùxÉÉSÉÒ õºÉÉvÉxÉä ¦É®ú{ÉÖ®ú 

+É½äþiÉ. +ÉVÉ ¦ÉÉ®úiÉÉiÉ vÉ¨ÉÉÈvÉ ¶ÉHòÒ ´ÉÉføiÉ +É½äþiÉ. ´ÉèSÉÉÊ®úEò {ÉÉäEò³ýÒ ÊxÉ¨ÉÉÇhÉ ZÉÉ±ÉÒ +É½äþ +¶ÉÒ ¨ÉiÉä 

´ªÉHò Eäò±ÉÒ.  
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¨ÉÉ. Ê´É±ÉÉºÉ ´ÉÉPÉ ªÉÉÆxÉÒ VÉÉiÉÒ ´ªÉ´ÉºlÉä¨ÉvªÉä ºÉ´ÉÇ ºÉkÉÉ =SSÉ VÉÉiÉÒªÉ ±ÉÉäEòÉÆEòbä÷ +ºÉiÉä. +É{ÉhÉ VÉÉiÉÒ 

´ªÉ´ÉºlÉÉ ÊxÉ¨ÉÚÇ±ÉxÉ +ÉÊhÉ |É¤ÉÉävÉxÉ Eäò±Éä {ÉÉÊ½þVÉä. OÉÉ¨ÉºÉ¦ÉÉ Eò¶ÉÉ SÉÉ±ÉiÉÉiÉ ªÉÉ´É®ú BEò project PÉäiÉ±Éä 

{ÉÉÊ½þVÉä. VÉÉiÉÒ´ªÉ´ÉºlÉä´É®ú ºÉÆ¶ÉÉävÉxÉ ZÉÉ±Éä {ÉÉÊ½þVÉä. 73 ´ªÉÉ PÉ]õxÉÉ nÖù̄ ûºiÉÒ |É¨ÉÉhÉä 1/3 VÉÉMÉÉ ¨ÉÊ½þ±ÉÉÆºÉÉ`öÒ 

®úÉJÉÒ´É +É½äþiÉ. OÉÉ¨É{ÉÆSÉÉªÉiÉÒ ¨ÉvªÉä ¨ÉÊ½þ±ÉÉ ºÉnùºªÉÉÆSÉÉ ®úÉä±É EòÉªÉ  +É½äþ ªÉÉSÉÉ +¦ªÉÉºÉ ZÉÉ±ÉÉ {ÉÉÊ½þVÉä. 

ºjÉÒ ºÉ®ú{ÉÆSÉÉSªÉÉ EòÉ¨ÉÉ¤Éqù±É ºÉÆ¶ÉÉävÉxÉ ZÉÉ±Éä {ÉÉÊ½þVÉä +¶ÉÒ ¨ÉiÉä ´ªÉHò Eäò±ÉÒ.  

 
b÷Éì. <xÉÉ¨ÉnùÉ®ú ªÉÉÆxÉÒ Resource Mapping–+É{É±ªÉÉEòb÷Ò±É ºÉÉvÉxÉä ¨ÉÉäVÉhÉä, iÉÒ Eò¶ÉÒ ={ÉªÉÉäMÉÉiÉ 

+ÉhÉiÉÉ ªÉäiÉÒ±É ªÉÉSÉÉ +¦ªÉÉºÉ Eò®úhÉä, +ÉÌlÉEò ºÉÉvÉxÉä ¨ÉÉäVÉhÉä, intellectual  EòÉähÉ +É½äþiÉ ? iªÉÉÆSÉÒ 

¨ÉnùiÉ Eò¶ÉÒ PÉäiÉÉ ªÉäiÉÒ±É ªÉÉSÉÒ +ÉJÉhÉÒ Eò®úhªÉÉSÉÒ MÉ®úVÉ |ÉÊiÉ{ÉÉnùxÉ Eäò±ÉÒ.  ú  

 
b÷Éì. ±ÉÉäJÉÆbä÷ ªÉÉÆxÉÒ ´ªÉÉ{ÉÉ®úÉSªÉÉ IÉäjÉÉiÉ VÉÉhªÉÉºÉÉ ö̀Ò {ÉhÉ ºÉÆPÉ¹ÉÇ Eäò±ÉÉ {ÉÉÊ½þVÉä. +ÉÌlÉEò IÉäjÉÉiÉ, 

´ªÉÉ{ÉÉ®úÉSªÉÉ IÉäjÉÉiÉ VÉÉhªÉÉºÉÉ`öÒ Ê´ÉSÉÉ®ú Eäò±ÉÉ {ÉÉÊ½þVÉä. {ÉÉ±ÉÒ ¦ÉÉ¹ÉÉ +¦ªÉÉºÉÉiÉ +ÉhÉ±ÉÒ {ÉÉÊ½þVÉä. nÊ±ÉiÉÉÆSÉä 

vÉ¨ÉÉÈiÉ®ú Eò¶ÉÉºÉÉ`öÒ ½þÉäiÉä ªÉÉSÉÉ Ê´ÉSÉÉ®ú Eò®úhÉä, iªÉÉSÉÉò +¦ªÉÉºÉ Eò®úhÉä, +tÉ´ÉiÉ EòÉäËSÉMÉ ºÉå]õºÉÇ  ºÉÖ¯û 

Eò®úhÉä +É´É¶ªÉEò +É½ä +¶ÉÉ ¤ÉÉ¤ÉÓSÉä Ê´É´ÉäSÉxÉ Eäò±Éä.  

 
b÷Éì. <xÉÉ¨ÉnùÉ®ú ªÉÉÆxÉÒ ´ÉäMÉ³ýÉ Ê´É¹ÉªÉ ¨ÉÉÆb÷øiÉÉxÉÉ ºÉä́ ÉÉ ¦É®úiÉÒSÉäú ÊxÉªÉ¨É VÉÉxÉä´ÉÉ®úÒ 2004 ¨ÉvªÉä iÉªÉÉ®ú Eäò±Éä 

iÉ®ú VÉÉxÉä´ÉÉ®úÒ 2009 ¨ÉvªÉä +Æ¨É±ÉÉiÉú +ÉhÉ±Éä {ÉÉÊ½þVÉäiÉ. Recruitment Rules iÉªÉÉ®ú Eäò±ªÉÉxÉÆiÉ®ú Eò¨ÉÒiÉ 

Eò¨ÉÒ {ÉÉSÉ ´É¹ÉÉÈxÉÆiÉ®ú +Æ¨É±É¤ÉVÉÉ´ÉhÉÒ ´½þÉ´ÉÒ +ºÉä ¨ÉiÉ ¨ÉÉÆb÷iÉÉxÉÉ ªÉÉ¤ÉÉ¤ÉiÉ |É¶ÉÉºÉxÉÉEòbÚ÷xÉ ¤ÉÖvnùÒ¦Éänù Eò¯ûxÉ 

+ÉÊhÉ ¡òºÉ´ÉhÉÖEò Eò¯ûxÉ MÉÉä®úMÉ®úÒ¤ÉÉÆSªÉÉ +É®úIÉhÉÉiÉÒ±É {ÉnùÉÆSÉä +{É½þ®úhÉ EòºÉä Eäò±Éä VÉÉiÉä ªÉÉSÉä Ê´É´ÉäSÉxÉ 

Eäò±Éä. ¨ÉäÊ®ú]õ Ê±Éº]õ ¨ÉvÉÒ±É Ê´ÉtÉlªÉÉÈSÉä ¨ÉÉMÉÇnù¶ÉÇxÉ{É®ú Ê¶ÉÊ¤É®ú +ÉªÉÉäÊVÉiÉ Eò®úhÉä. Career Guidance 

ºÉÉ`öÒ Ê¶É¤ÉÒ®ú +ÉªÉÉäÊVÉiÉ Eò®úhÉä ½äþ Eäò±Éä {ÉÉÊ½þVÉä ´É ºÉÉiÉiªÉÉxÉä Tempo ´ÉÉfø´ÉiÉ `äö´É±ÉÉ {ÉÉÊ½þVÉä +ºÉä 

ºÉÖSÉÊ´É±Éäõ.  

 
¸ÉÒ. ®úÉ¨ÉnùÉºÉ {ÉÉ]õÒ±É, ºÉÆSÉÉ±ÉEò, b÷Éì. +ÉÆ¤Éäb÷Eò®ú |ÉÊ¶ÉIÉhÉ ºÉÆºlÉÉ, ºÉÉ¨ÉÉÊVÉEò xªÉÉªÉ Ê´É¦ÉÉMÉ, ¨É½þÉ®úÉ]Åõ 

¶ÉÉºÉxÉ ªÉÉÆxÉÒ ¨ÉÊ½þ±ÉÉ ´É ¤ÉÉ±É Ê´ÉEòÉºÉÉºÉÉ ö̀Ò Ê´É¶Éä¹É |ÉªÉixÉ Eò®úhÉä. +ÉÊnù´ÉÉºÉÒ ºÉÆ¶ÉÉävÉxÉ ´É |ÉÊ¶ÉIÉhÉ 

ºÉÆºlÉä¶ÉÒ MoU Eò®úÉ´ÉÉ. ¨ÉÊ½þ±ÉÉ ´É ¨ÉÖ±ÉÉÆSªÉÉ EòÉ³ýVÉÒ ¤ÉÉ¤ÉiÉ ºÉÉ¨ÉÉÊþVÉEò ´É ¨ÉÉxÉÊºÉEò ÎºlÉiÉÒ¨ÉvªÉä ¨ÉiÉ 



 

 

{ÉÊ®ú´ÉiÉÇxÉ Eò®úhÉä. ¨ÉÊ½þ±ÉÉÆSªÉÉ ´É ¦É]õCªÉÉ Ê´É¨ÉÖCiÉ VÉ¨ÉÉiÉÒSªÉÉ ±ÉÉåEòÉSªÉÉ |ÉMÉiÉÒºÉÉ`öÒ Ê´É¶Éä¹É |ÉªÉixÉ Eò®úhÉä. 

ºÉÉ¨ÉÉÊVÉEò Ê´ÉEòÉºÉÉºÉÉ`öÒ ¨ÉiÉ {ÉÊ®ú´ÉiÉÇxÉ ZÉÉ±Éä {ÉÉÊ½þVÉä. ¨ÉÖÎº±É¨É ºÉ¨ÉÉVÉÉiÉ ¡òÉ®ú ¨ÉÉä̀ öÒ MÉ®úÒ¤ÉÒ +É½äþ, iªÉÉ´É®ú 

±ÉIÉ näùhÉä +É´É¶ªÉEò +É½ä þú+¶ÉÉ |ÉEòÉ®úSÉÒ ¨ÉiÉä ¨ÉÉÆb÷±ÉÒ.  

   
®úË´Épù SÉ´½þÉhÉ ªÉÉÆxÉÒ +ÉVÉSªÉÉ ¤Éè ö̀EòÒSªÉÉ +ÉvÉÉ®úÉ´É®ú ºÉ´ÉÉÈxÉÒ BEò +É{É±ÉÒ ¨ÉiÉÆ ¨ÉÉÆb÷hÉÉ®úÉ ±ÉäJÉ 

ªÉ¶ÉnùÉEòbä÷ {ÉÉ`ö´ÉÖxÉ näùhªÉÉSÉÒ Ê´ÉxÉÆiÉÒ Eäò±ÉÒ. +ÉÊhÉ ºÉ®úiÉä ¶Éä´É]õÒ ªÉÉ ¤Éè ö̀EòÒºÉ +É´ÉÇVÉÖxÉ ={ÉÊúºlÉiÉøò ®úÉ½ÖþxÉ 

SÉSÉæiÉ +iªÉÆiÉ ¨ÉxÉ¨ÉÉäEò³äý{ÉhÉÉhÉä ¦ÉÉMÉ PÉäiÉ±ªÉÉ¤Éqù±ÉòºÉ´ÉÇ ºÉx¨ÉÉxÉxÉÒªÉ ºÉnùºªÉÉÆSÉä +É¦ÉÉ®ú ¨ÉÉxÉ±Éä ´É ¤Éè`öõEò 

ºÉ¨ÉÉ{iÉÒSÉÒ PÉÉä¹ÉhÉÉ ¨ÉÉ. ¨É½þÉºÉÆSÉÉ±ÉEò ªÉÉÆSªÉÉ {É®ú´ÉÉxÉMÉÒxÉä Eäò±ÉÒ.   



  PROACTIVE DISCLOSER UNDER SECTION 4 OF RIGHT TO INFORMATION ACT, 2005 

Section 4(1)(b)(xv) 

 

739

Minutes of the  
ADVISORY COMMITTEE MEETING 

 Dated: 13th April 2005 

A meeting was held on 13th April 2005 in Board room under chairmanship of 
honorable DIRECTOR GENERAL Yashada.  Following officers were present in the 
meeting. 

1.  Ratnakar Gaikwad, IAS 10. Shri. Laxman Mane, 

2.  Shri. M.R. Patil 11. Dr. P. A. Inamdar 

3.  Shri. C. L. Thool 12.  Shri. M.P. Mangudkar 

4.  Shri. S.A. Gaikwad, IAS (Rtd) 13.  Shri. B. J. Sasane, Director, VJNT SBC & 
OBC 

5.  Smt. Meeta Rajiv Lochan, IAS 14.  Dr. K. S. Nair, DD, R&D 
6.  Shri Ganesh Takur, IAS 15.  Shri. R.L.Chavan, OIC, CESJ 
7. Shri. R. K. Gaikwad, IAS, Commissioner for 
      persons with disability 16.  Dr. S.D. Munde, Assi. Prof. Yashada 

8   Shri. Sanjay Chahande, IAS Project 
      Commissioner & Secretary Health Dept GoM 

17.  Shri. Shashikant Waidande, Assi. Prof, 
Yashada 

9.  Shri. Ravsaheb Kasbe, Social Thinkar, Sangamner 18.  Shri. Anil Borkar,  
  

Sr. 
No. 

Subject 
Agenda Points Discussion Action Point 

1 Confirmation of 
minutes of the 
last meeting  

-  Confirmed the minutes  Minutes of the last meeting were 
confirmed by the Committee 

2 Discussion of 
action taken 
report  

- Appreciated the work done 
with limited staff. 

- suggested to work to use full 
potential 

Action research taken was 
discussed and confirmed  

3 Discussion on 
the action plan 
of the CESJ  

Hon’ble  Director General  introduced 
the work done in the year 2004-05 in 
brief by the centre and asked OIC, 
CESJ to present the action plan in this 
year. OIC, CESJ presented the action 
plan for the year 2005-06 and also 
presented the work done in the year 
2004-05 to the full potential in the 
coming year. 

In the year 2004-05, 44 training 
programmes, 3 Research Projects 
were completed by the centre. 



 

 

Sr. 
No. 

Subject 
Agenda Points Discussion Action Point 

¾ Social 
Animators  

Dr. Chahande, opined that training of 
social animators is necessary because 
they are the link between government 
and people. 
 
Commissioner for the physically 
handicapped also opined that the 
scheme of social animators needs to 
be given more thrust. 

Director General asked to procure 
list of the 1000 identified social 
animators and train them properly. 
He also asked to involve them in 
the State Action Plan of SIRD, if 
possible. 

OIC, CESJ explained the process of 
Networking of Social Work Colleges 
adopted by the centre in the last year. 

The Director General expressed his 
satisfaction over this achievement. 
 
 

¾ Networking of 
Social Work 
Colleges  

16 research proposals on the various 
subject of interest to the centre were 
the outcome of these Networking 
efforts. 4 research proposals out of 
these 16 were finalized for a pilot 
study in the coming months. 

The Director General Suggested to 
involve Social Work Colleges  in 
number of projects, activities 
undertaken by CESJ. 

Dr. Chahande, informed that a study 
of various aspects of untouchability 
and PCR was undertaken by Harijan 
Samaj Sangh in 1960. The study is 
about intermixing, interdining, 
intermarriages at the village level. He 
asked to undertake similar study. 

The Director General asked the 
DDG (R) to undertake the study on 
untouchability in its various forms. 

¾ Research on 
PCR & 
Untouchability  

Prof. Ravsaheb Kasbe discussed about 
the problems faced by the young 
women who have married outside 
their caste. 

Director General asked DDG (R) 
undertake a study of such women 
and problems faced by them and 
also intervention that can be 
undertaken specially before such 
marriage. 

¾ Expanding 
Advisory 
Committee 

Mr. P. A. Inamdar requested the 
committee to appoint IGPCR on the 
advisory committee, which was 
unanimously accepted. 

Hon’ble Director General instructed 
to send a proper letter of request to 
IGPCR 

¾ Need for focused 
activities  

Director General advised the centre to 
focus on limited subject and to take 
them to the logical conclusion. He also 
asked DDG (R) to build the capacity 
of Social Work Colleges for 
undertaking the research. 

- Preparation of activity chart 
is required. 

- Capacity Building training 
of Social Work Colleges  to 
undertake Research 
/Consultancy work 
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Sr. 
No. 

Subject 
Agenda Points Discussion Action Point 

The Director General also asked to 
constitute a core group of Social Work 
Colleges and hold its meetings 
regularly. The Director General 
explained the concept the KRA 
undertaken by Yashada and progress 
made by the team working on the 
KRA on SCP 
 
Director SIRD explained to the 
committee that the centre focused on 
Social Work Colleges in the year 
2004-05. 

To conduct regular meeting of the 
core group of Social Work 
Colleges. 

Mr. M. R. Patil advised the centre to 
review short falls in the last year. 

Centre to review short fall 

Mr. Sanjay Chahande, IAS opined that 
the centre needs to undertake more 
workshops than training as it always 
being done by the centre. 

More workshops are required  

Mr. Laxman Mane discussed about the 
changing form of untouchability in the 
village and the cities 

Study and R & D cell is expected as 
a action point. 

Mr. Mangudkar also described the 
discrimination done on caste and 
gender basis in the Panchayat Raj 
system. 

Study and R & D cell is expected as 
a action point. 

¾ KRA 

Director Social Welfare opined that 
special training programmes for 
women non-officials be undertaken. 

Training programme for elected 
representatives needs to be included 
in the calendar  

¾ - Mr. P. A. Inamdar opined that special 
focus on training should be on 
backward class women non-officials. 

The Director General advised to 
centre to train backward women 
functionaries as much as possible in 
the current year. 

¾ Sensitization of 
women non-
officials  

Mr. Mangudkar and Commissioner, 
physically handicapped raised a issue 
of avoidance of flag hosting by 
women non-officials on one reason or 
another. 
 
Mr. Inamdar suggested that flag 
hosting at individual level should be 
done in as many hamlets as possible. 
 

The Director General asked the 
centre to sensitize the non-officials 
on these issues in various training 
undertaken by the centre.  
 
 
Action need to be inducted in SAP / 
Special training programme of 
elected representatives. 



 

 

Sr. 
No. 

Subject 
Agenda Points Discussion Action Point 

Mr. Mangudkar raised the issue of 
inequality in education because of the 
different qualities of schools available 
to various sections of the society. 
 

The Director General instructed to 
hold the next meeting in Azam 
Campus and also asked CESJ to 
formulate a package of need base 
schemes for a department of social 
justice 

Mr. Inamdar endorsed this opinion 
and explained the impact of LPG on 
education of weaker sections. He 
opined that educational institutions 
catering to the weaker section is the 
need of the hour and need to be 
supported through public funds. 

The Director General instructed to 
undertake research of their 
problems. He also asked to hold 
national level workshops on issues 
raised by LPG 
 
 

¾ Education of 
Weaker Section 

Mr. Inamdar raised a issue of 
reservation in private institutes on 
education  
 
Mr. Laxman Mane raised an issue of 
staffing patterns in Ashram School. 

Director General also instructed to 
prepare concrete action plan based 
on a core group of 5 people who 
will review the action taken on the 
suggestions by the advisory 
committee from month.  

¾   OIC, CESJ thanked all the 
honorable members of the Advisory 
Committee and concluded the 
meeting with the permission of the 
chair. 

 
 

Director General  
YASHADA, Pune 
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Advisory Board - CCTR 
 

Ser 
No  

Name 

1. Dr. R.M. Kharche 
Director of Marketing Maharashtra State 
New Central Building Annexe, 3rd Floor,  
Pune – 411001  
 

2. Commissioner Co-operation & Registrar  
Co-op. Soc. M. S. Central Building, Pune – 411001  
 

3. Commissioner Sugar. Maharashtra State, 
Sakhar Sankul, Shivaji Nagar, Pune – 411005  
 

4. Shri. Baldev Chand 
Dairy Development Commissioner  
Administrative Building Abdul Gaffarkhan Road,  
Worli Sea Face, Mumbai – 400018  
 

5. Shri. M.B. Tribhuvan 
Divisional Joint Registrar 
Co-operative Societies,  
Pune Division, Pune  
 

6. Shri. Lalit Gandhi, Chairman 
Maharashtra Patsantha Federation  
Prashaskiya Karyalaya, 198,  
Balkrishna Chambers,  
Tararani Chock, Near Hotel Ayodhya,  
Kolhapur 416003  
 

7. Shri. Vishwas Thakur 
Chairman Vishawas Co-op. Bank  
Vishwas Park, Swatantryawir Sawarkar Nagar,  
Gangapur Road, Nashik – 422013  
 



 

 

 
8. Shri. Shivrambhau Jadhav 

Chairman Sindhudurg D.C.C. Bank Ltd. 
Head Office, Kudal – 416520  
 

9. Shri. Vidhyadhar Anaskar 
Chairman, Vidya Co-op. Bank,  
10, Siddarth Pune Chambers,   
44 Mukundnagar, Pune – 4111037  
 

10. Dr. V.Y. Tarale 
Secretary Maharashtra State  
Co-operative Banks Association Ltd. 
345, Jijaee Estate, 3rd Floor,  
Jagannath Shankarshet Road,  
Thanurdwar, Girgaon, 

Mumbai – 400002  
 

11. Mr. P.M. Bayas, IAS.  
O.S.D. CIDCO  
 

12. Shri M. Ramaswamy, IAS 
Chief Executive Officer 
Maharashtra State Khadi  & V. I. Board  
19/21, Manohardas Street Fort, 
Mumbai – 400001  
 

13. Mr. Suryakant Pathak 
Managing Director of Janata Grahak  
Madhyavarti Sahakari Sangh Ltd. i.e. Grahak Path, Pune  
 

 
ªÉÉ ºÉÊ¨ÉiÉÒSÉÒ ¤Éè`öEò +tÉ{É ZÉÉ±Éä±ÉÒ xÉÉ½þÒ ¨ÉÉjÉ ºÉ½þEòÉ®ú EòIÉÉSÉä +ÉiÉÉ ºÉ½þEòÉ®ú |ÉÊ¶ÉIÉhÉ ´É 

ºÉÆ¶ÉÉävÉxÉ Eåòpù ZÉÉ±Éä +ºÉ±ªÉÉxÉä ªÉÉ ºÉÆ¤ÉÆvÉÒSÉÒ EòÉªÉÇ´ÉÉ½þÒ ±É´ÉEò®úSÉ Eò®úhªÉÉiÉ ªÉä<Ç±É.  
 

      (ºÉÒ Eäò {ÉÉ]õÒ±É)  
 ºÉÆ¶ÉÉävÉxÉ +ÊvÉEòÉ®úÒ ´É |É¦ÉÉ®úÒ  
ºÉ½þEòÉ®ú |ÉÊ¶ÉIÉhÉ ºÉÆ¶ÉÉävÉxÉ Eåòpù  
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KRA Peer Groups 
 
    

KRAs         Group Members 
1 Water and Watershed Management   Dr. Rajendra Pawar 

Shri Pradeep Garole 
Smt Nandini Ghanekar 

 
2 Livelihood and Employment Generation   Shri P. S. Wankhede 

a) Wage Empoyment Shri C. K. Patil 
b) Self Employment Shri Ramesh 
Wasvani 

 
3 Elementary Education     Shri Kiran Kulkarni 

Dr. Minal naravane 
Shri Manoj Kulkarni 
Smt Shalini Dhote 

 
4. Child Malnutrition and Health    Dr. A. D. Kolhe 

Shri Ravi Patil 
Smt Pradyna Dasrwar 

 
5. Rural micro finance and SHGs    Smt Mita Rajivlochan 

Dr. D. B. Rane 
Shri Anil Borkar 

 
6. E-Governance      Shri Sanjay Bobde 

Smt Kavita Dwivedi 
Smt Medha Joshi 
Smt Poonam Mehta 

 
7. Child Labour      Shri Shashikant Waidande 

Dr. Minal Naravane 
Smt Kishori Gadre 
Shri Ajay Pithe 
Shri Vinay Kulkarni 
Smt Alka Somvanshi 

 
8. Urban Poverty and shelter     Smt Nasrin Siddiqui 
 
9 Financing and management of urban  Shri. V. W. Deshpande 
    infrastructure      Shri Mukund Rathi 

Shri Sureshkumar Ingole 
 
 
 



 

 

10 Needs of Disabled      Smt V. Radha 
Smt Anita Jadhav 

 
11 Special component plan     Shri R. L. Chavan 

Shri Ravi Ghodichor 
 
12 Tribal Sub Plan      Dr. Robin Tribhuwan 

Jayashree Tadelakar 
 
13. Rural Credit      Dr. D. B. Rane 
 
14. Rural sanitation      Dr. Bharat Bhushan 
 
15. Eradication of Corruption    Smt Kishri Gadre 

Dr. Minal Naravane 
Dr. Sunil Dhapte 
Nidhi malik 
Ram Pole 

  
      



  PROACTIVE DISCLOSER UNDER SECTION 4 OF RIGHT TO INFORMATION ACT, 2005 

Section 4(1)(b)(xv) 

 

747

 
 

 
 
 
 

 
List of committees to be published under  

  
 

Sr. 
No. 

Name of the 
committee 

Composition 
of committee 

Purpose of the 
committee 

Frequency 
of 
meetings 

Whether 
open to 
public 
or not 

Minutes 
available in the 
office of 

1 BOG List of 
Members 

To take the 
policy decision 

Once in  
Year 

No Secretary and 
on YASHADA 
Website 

2. EC List of 
Members 

To guide in day 
to day activity 

Four times 
in a year 

No Secretary and 
on YASHADA 
Website 

3. Local 
committee 

List of 
Members 

To supervise on 
construction 
activity 

As & when 
required 

No Estate Manager 
and on 
YASHADA 
Website 

4. Advisory 
Committee 

List of 
Members 

To Advice the 
department of 
Academy for 
achieving the 
goal 

 No Concerned 
HoD 

5. Promotion / 
Recruitment 
Committee 

List of 
Members 

To promote the 
employee 

As & when 
required 

No Registrar 

6.  Purchase 
Committee 

List of 
Members 

To purchase 
various things 
for Academy 

As & when 
required 

No Secretary 

7. YASHADA 
Corpus fund 
Investment 
Committee 

List of 
Members 

To invest the 
amount of 
Academy 

Once in a 
year 

No Member 
Secretary 

 
 



 

 

LIST OF THE BOARD OF GOVERNORS MEMBERS 
 
1.    Shri D. K. Shankaran, IAS                   

       President, Board of Governors, YASHADA & 
       Chief Secretary, Government of Maharashtra 
       Mantralaya, Mumbai-400 032. 
 
2. Shri  Ratnakar Gaikwad, IAS 

Member, Board of Governors, YASHADA & 

 Director General, YASHADA, Pune – 411 007. 
  
3. Shri V. Kanade, IAS  

Member, Board of Governors, YASHADA & 
Secretary, Finance Department (Expenditure), 
Government of Maharashtra 
Mantralaya, Mumbai-400 032. 
 

4. Dr. J. M. Phatak, IAS 
Member, Board of Governors, YASHADA & 
Principal Secretary, Rural Development,  
Government of Maharashtra 
Mantralaya, Mumbai-400 032. 

 
5. Shri U. C. Sarangi, IAS 

Member, Board of Governors, YASHADA &  
Principal Secretary to Chief Minister, 
Government of Maharashtra, 

 Mantralaya, Mumbai-400 032. 
 
6. Shri S. S. Dodd, IAS 
 Member, Board of Governors, YASHADA &  

Principal Secretary, General Administration Department, 
 Government of Maharashtra, 

Mantralaya, Mumbai-400 032. 
 
 
7. Shri O.P. Agarwal, IAS 

Member, Board of Governors, YASHADA &  
Joint Secretary (Training), 
Government of India, 
Department of Personnel & Training, 
Block IV, Old JNU Campus, 
New Delhi-110067.  
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8. Shri Ratnakar Gaikwad, IAS  
Member, Board of Governors, YASHADA & 
Vice Chancellor, University of Pune 
Ganesh khind, Pune – 411 007. 

 
9. Shri  B. N. Bahadur,  IAS (Retd.) 

Member, Board of Governors, YASHADA  
            41, Pranit,  Jaywant Palkar Road, Worli,   
             Mumbai – 400 025. 
 
10. Shri Ramanand Tiwari, IAS 

Member, Board of Governors, YASHADA & 
Principal Secretary, 
Urban Development Department, 
Mantralaya, Mumbai 400 032. 

  
11. Rameshchandra Kanade, IAS, 
 Member, Board of Governors, YASHADA &  

Principal Secretary, (Water Conservation & EGS), 
Rural Development & Water Conservation Department, 
Mantralaya, Mumbai 400 032. 
 

12. Shri A. B. Pandey, 
 Member, Board of Governors, YASHADA &  

Secretary, Information Technology, 
General Administration Department, 
Mantralaya, Mumbai 400 032. 
 

 13. Smt. Sujata Saunik, IAS,  
Member, Board of Governors, YASHADA & 
Additional  Director General, YASHADA,  
Pune-411 007.  

 
14. Shri P. D. Patil, 
 Member, Board of Governors, YASHADA &  
             Director, D. Y. Patil  Deemed University, 
             Pune 
 
15. Shri S. B. Mujumdar, 
 Member, Board of Governors, YASHADA &  
            Chairman, Symbiosis Society, 
 Senapati Bapat Road, 
 PUNE 411 016. 
 
 
  



 

 

16. Shri Vijay Bhatkar, 
 Member, Board of Governors, YASHADA &  
            Chairman,  
 Dishnet & ATH Reserve Lab., 
 PUNE & Member, Scientific Advisory Committee, 
 Government of India.  
  
17. Director, 
 Member, Board of Governors, YASHADA &  

Vaikunthlal Mehta National Insitute of Cooperative Management, 
University Square, Pune 411 007. 

  
18. Dr. Bharat Bhushan 

Ex. Officio, Secretary & 
Professor, Environmental Planning & 
Deputy Director General (Planning), 
YASHADA, Pune 411 007. 
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All Members & Invitees of the Executive Committee of YASHADA 
 

 
 Shri R. Y. Gaikwad, IAS 

Chairperson, Executive Committee, YASHADA  
and Director General, YASHADA  
Pune 411 007. 
 

 Shri P. D. Karandikar, IAS 
Member, Executive Committee, YASHADA & 
Divisional Commissioner, Pune Division,  
Council Hall, Pune-411 001. 

 
 Dr. J. M. Phatak, IAS 

Member, Executive Committee, YASHADA & 
Principal Secretary, Rural Development,  
Government of Maharashtra 
Mantralaya, Mumbai-400 032. 
 

 Dr. Sharad Joshi 
Member, Executive Committee, YASHADA  
Plot No. A 20, “Usha-Swapna”  
Tulshibagwale Colony,  
Pune-411 009. 
 

 Dr. Sudha Kothari 
Member, Executive Committee, YASHADA & 
Managing Trustee, ‘Chaitanya’, Rajgurunagar,  
At Post- Khed, Dist-Pune  
Pin Code -410 505. 
 

 Shri Vivek Sawant, 
Member, Executive Committee, YASHADA  
Director, Maharashtra Knowledge Corporation Ltd., 
Pune. 
 

 Shri Mukund Anant Ghare, 
Member, Executive Committee, YASHADA  
Chairman, Action for Agricultural  Renewal in Maharashtra (AFARM), 
Pune. 
 

 Dr. Bharat Bhushan 
Secretary, Executive Committee, YASHADA & 
Deputy Director General (Planning),  
YASHADA, Pune 411 007. 
 

 



 

 

LOCAL COMMITTEE MEMBERS, YASHADA 
 
S.No. Name & Address of Local Committee Members 

 
 Shri R. Y. Gaikwad, IAS  

Chairperson, Local Committee, YASHADA 
and Director General, YASHADA, Pune 411 007 
 

 Shri Apurva Chandra, IAS  
Member, Local Committee, YASHADA & 
Commissioner, Cooperation, Government of Maharashtra, Pune. 
 

 Smt. Sujata Saunik, IAS  
Member, Local Committee, YASHADA & 
Additional Director General, YASHADA, Pune 411 007 
 

 Shri Prashant Waghmare, 
Member, Local Committee, YASHADA & 
City Engineer, Pune Municipal Corporation, Pune 
 

 Shri S. P. Bendre, 
Member, Local Committee, YASHADA & 
Assistant Chief Engineer (Representative from PWD) 
Public Works Department, Pune 
 

 Shri A B Sawant  
Member, Local Committee, YASHADA & 
Professor & Financial Advisor, YASHADA , Pune 411 007 
 

 Shri P. S. Salunkhe, 
Invitee, Local Committee, YASHADA & 
Superintending Engineer, Maharashtra State Electricity Board, Pune 
 

 Shri Yashwant Khaire, 
Invitee, Local Committee, YASHADA & 
Chief Garden Superintendent, 
Pune Municipal Corporation,  
Sambhaji Park Office, Pune.  
 

 Dr. Bharat Bhushan, 
Invitee, Local Committee, YASHADA,  
Deputy Director General (Planning), and SECRETARY, YASHADA   
 

 Shri Prakash Deshmukh 
Invitee, Local Committee, YASHADA &  
Architect, M/s Associated Space Designers  &  
Project Management Consultant, YASHADA, Pune 411 007 
 

 Shri Sunil Dhapte 
Member, Local Committee, YASHADA & 
Registrar, YASHADA, Pune 411 007 
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 Shri I B Bagwan, 
Member, Local Committee, YASHADA & 
Accounts Officer, YASHADA, Pune 411 007 
 

 Shri N. R. Deshmukh, 
Convenor & Member Secretary, Local Committee, YASHADA &  
Estate Manager, YASHADA, Pune 411 007 
 

 Smt. Shraddha Kulkarni 
Invitee, Local Committee, YASHADA & Meeting Secretary, 
YASHADA, Pune 411 007 
 

 



 

 

 
´ÉMÉÇ 1 SªÉÉ {ÉnùÉÆ´É®ú ÊxÉ´Éb÷/{ÉnùÉäzÉiÉÒ näùhªÉÉºÉÉ ö̀Ò MÉ ö̀ÒiÉ Eäò±Éä±ÉÒ ºÉÊ¨ÉiÉÒ  

 
+ 
Gò  

+ÊvÉEòÉ®úÒ ªÉÉÆSÉä xÉÉ´É/{ÉnùxÉÉ¨É  

01  ¨É½þÉºÉÆSÉÉ±ÉEò, ªÉ¶ÉnùÉ iÉlÉÉ +vªÉIÉ, ÊxÉ´Éb÷/{ÉnùÉäzÉiÉÒ ºÉÊ¨ÉiÉÒ  
02  +ÊiÉÊ®úHò ¨É½þÉºÉÆSÉÉ±ÉEò iÉlÉÉ ºÉnùºªÉ, ÊxÉ´Éb/{ÉnùÉäzÉiÉÒ÷ ºÉÊ¨ÉiÉÒ  
03  ¨ÉÉ +ÉªÉÖHò ºÉ½þEòÉ®ú Ê´É¦ÉÉMÉ, {ÉÖhÉä iÉlÉÉ ºÉnùºªÉ ÊxÉ´Éb/{ÉnùÉäzÉiÉÒ÷ ºÉÊ¨ÉiÉÒ  
04  ¸ÉÒ ¶É®únù VÉÉä¶ÉÒ, EòÉªÉÇEòÉ®úÒ ºÉÊ¨ÉiÉÒ ºÉnùºªÉ iÉlÉÉ ºÉnùºªÉ ÊxÉ´Éb / {ÉnùÉäzÉiÉÒ÷ ºÉÊ¨ÉiÉÒ  
05  |ÉÉvªÉÉ{ÉEò ´É Ê´É¦ÉÉMÉ|É¨ÉÖJÉ,ºÉÆ¶ÉÉävÉxÉ ´É |É±ÉäJÉxÉ Eåòpù, iÉlÉÉ ºÉnùºªÉ ÊxÉ´Éb / {ÉnùÉäzÉiÉÒ÷ 

ºÉÊ¨ÉiÉÒ  
06  ºÉ¨ÉÉVÉEò±ªÉÉhÉ Ê´É¦ÉÉMÉÉSÉä |ÉÊiÉÊxÉvÉÒ iÉlÉÉ ºÉnùºªÉ, ÊxÉ´Éb/{ÉnùÉäzÉiÉÒ÷ ºÉÊ¨ÉiÉÒ  
07  ÊxÉ¤ÉÆvÉEò iÉlÉÉ ºÉnùºªÉ ºÉÊSÉ´É ÊxÉ´Éb/{ÉnùÉäzÉiÉÒ÷ ºÉÊ¨ÉiÉÒ  

 
 
 

´ÉMÉÇ 2, 3 ´É 4 SªÉÉ {ÉnùÉÆ´É®ú ÊxÉ´Éb÷/{ÉnùÉäzÉiÉÒ näùhªÉÉºÉÉ`öÒ MÉ`öÒiÉ Eäò±Éä±ÉÒ ºÉÊ¨ÉiÉÒ  
 

+ Gò  +ÊvÉEòÉ−ªÉÉSÉä {ÉnùxÉÉ¨É  
01  +ÊiÉÊ®úHò ¨É½þÉºÉÆSÉÉ±ÉEò iÉlÉÉ +vªÉIÉ, ÊxÉ´Éb÷ ºÉÊ¨ÉiÉÒ  
02  ={É¨É½þÉºÉÆSÉÉ±ÉEò (ÊxÉªÉÉäVÉxÉ) iÉlÉÉ ºÉnùºªÉ, ÊxÉ´Éb÷ ºÉÊ¨ÉiÉÒ  
03  Ê´ÉkÉÒªÉ ºÉ±±ÉÉMÉÉ®ú iÉlÉÉ ºÉnùºªÉ, ÊxÉ´Éb÷ ºÉÊ¨ÉiÉÒ  
04  ÊxÉ¤ÉÆvÉEò iÉlÉÉ ºÉnùºªÉ ºÉÊSÉ´É ÊxÉ´Éb÷ ºÉÊ¨ÉiÉÒ  
05  ÊVÉ±½þÉ ºÉ¨ÉÉVÉ Eò±ªÉÉhÉ +ÊvÉEòÉ®úÒ iÉlÉÉ ºÉnùºªÉ, ÊxÉ´Éb÷ ºÉÊ¨ÉiÉÒ  
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YASHADA POLICY CIRCULAR 
 

Policy Circular No. PPI-PC/2005-11 

Dated 26/5/2005 

Empowered Authority Director General, YASHADA 

Subject Establishment of Purchase Committee 

(formerly named as Purchase and Expenditure 

Committee) 

Circulated to Information to All Faculty & Staff: YASHADA 

Read Orders regarding for Formation of Computer 

Purchase Committee No. 

CIT/YASHADA DATED 7/2/2003. 

Office Order No. 2003-04/PUR- YPC dt. 17/11/2003.

PC/2003-04/PUR/OOI dt. 24/11/2003 

Decision at Sr. No. 14 of administration  & Accounts 

etc. Departments, review meeting dated 16/1/2004. 

YASHADA Policy Circular of even number dated 

23/112004. 

Corrigendum dated 30/0612004 No. 

AdminlPur/2003-04/002 regarding Purchase & 

Expenditure Committee. 

 

 



 

 

CORRIGENDUM 
 

The academy has previously constituted the 'Purchase & Expenditure Committee for 

purchase / spending involving expenditure beyond Rs.5000/ and appointing of Agency 

Consultancy. Service Providers.Projects involving expenditure more than Rs 5000/- 

 

The Purchase and Expenditure Committee is now pre-constituted and renamed as follows   

 

02.1 The Committee will now be known as Purchase Committee and its constitution is 

as follows: 

 

Deputy Director General Administration  - Chairman 

Financial Advisor Member 

Registrar Member 

OIC-CIT - Invitee (as and when required)  

Head of respective Department/ Centre or 

his/her representative for whom 

expenditure to be incurred 

invitee (compulsorily) 

Technical Experts of relevant subject 

Deputy Director General, Planning 

- Invitee (if required) 

 

Sr. Clerk, Purchase Section, Admin Dept. - Member Secretary & COl1\'enor - 

Permanent Invitee and 10charge of 

Documentation of Meeting Proceedings 

and Procedures 

 

03 Frequency of Meeting: 

The committee will meet every Monday at 4:00 p.m. in order to finalise purchases based 

on indents to be received by Senior Clerk. Purchase Section, Administration Department. 

 

04. Procedure for Indent of Purchases: 

All OICs / DDGs would be required to submit indents for purchases to Senior 
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Clerk. Purchase Section. Administration Department by 4.00 p.m. of every Friday   

 

05. Procedures: 

As outlined in Policy Circular No. Admin/Pur/2003-04/002 dated 23/01/2004 for 

Purchase and Expenditure Committee. 

 

06 Operation: 

The reconstituted and, renamed. "Purchase Committee" will become operational with 

immediate effect. 

 

 (Ratnakar Gaikwad)   

Director General 

 

Date : 26 May 2005 

 



 

 

YASHWANTRAO CHAVAN ACADEMY OF DEVELOPMENT 

ADMINISTRATION 

POLICY & PLAN IMPLEMENTATION CELL 

 

Date: May 31, 2005 

 

Submitted : 

 

Ref No.: PPI- ADM / 2005 / Policy Circular 

 

Subject: Establishment of Purchase Committee (Formerly named as Purchase and 

Expenditure Committee) 

 

1. Enclosed please receive the Annexure to the Policy Circular for the 

"Establishment of Purchase Committee (Formerly named as Purchase and Expenditure 

Committee). 

 

 

Dr. Bharat Bhushan  

Deputy Director General-Planning 

 

To, 

All concerned. 

Copy to : 

1. P. A. to Director General 

2.  P.A. to DDG (Administration)  

3.  P.A. DDG (Development) 

4.  P.A. to DDG (Research) 
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YASHADA POLICY CIRCULAR 
 

Policy Circular No. PPI-PC/2005-11 

Dated 26/5/2005 

Empowered Authority Director General, YASHADA 

Subject Establishment of Purchase Committee 

(formerly named as Purchase and Expenditure 

Committee) 

Circulated to Information to All Faculty & Staff YASHADA 

Read Orders regarding for Formation of Computer 

Purchase Committee No. 

CIT/YASHADA DATED 7/2/2003. 

Office Order No. 2003-04/PUR- YPC dt. 17/11/2003.

PC/2003-04/PUR/OOI dt. 24/11/2003 

Decision at Sr. No. 14 of administration  & Accounts 

etc. Departments, review meeting dated 16/1/2004. 

YASHADA Policy Circular of even number dated 

23/112004. 

Corrigendum dated 30/0612004 No. 

AdminlPur/2003-04/002 regarding Purchase & 

Expenditure Committee. 

 

Annexure to the Policy Circular of Purchase Committee: 

 

The meeting of the Purchase Committee should be held on every Monday at 4.0Q p.m at 

any cost invariably. In the event of the absence of anyone of the following members, they 

will be represented as per the list below: 



 

 

 

Deputy Director General (Administration) Deputy Director General (Planning) 

Financial Advisor Accounts Officer 

Registrar Assistant Registrar 

Deputy Director General (Planning) Management Representative 

Deputy Director General (Administration) 

and Deputy Director General (Planning) 

Financial Advisor 

 

All other details remain the same. 

 

 

(Ratnakar Gaikwad) 

Director General 
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MÉÖÆiÉ´ÉhÉÚEò ºÉÊ¨ÉiÉÒSÉÒ ¤Éè`öEò 
 

Ê´É¹ÉªÉºÉÚSÉÒ 
1. MÉÖÆiÉ´ÉhÉÚEò ºÉÊ¨ÉiÉÒSªÉÉ Ênù. 14 ¨Éä 2004 ®úÉäVÉÒ ZÉÉ±Éä±ªÉÉ ¤Éè`öEòÒxÉÆiÉ®ú ºÉÆºlÉäxÉä Eäò±Éä±ªÉÉ MÉÖÆiÉ´ÉhÉÚEòÒ´É®ú 
Ê´ÉSÉÉ®ú ´É ¨ÉÉxªÉiÉÉ. 
2. º´ÉÊxÉvÉÒSªÉÉ {ÉÊ®úÎºlÉiÉÒSÉä {ÉÖxÉÌ´É±ÉÉäEòxÉ ´É +ÊvÉEò MÉÖÆiÉ´ÉhÉÚEòÒSªÉÉ ¶ÉCªÉiÉä¤ÉÉ¤ÉiÉ Ê´ÉSÉÉ®ú. 
3. ¨ÉÉ. +vªÉIÉ ªÉÉÆSªÉÉ +xÉÖ¨ÉiÉÒxÉä +ÉªÉiªÉÉ´Éä³äýSÉÉ Ê´É¹ÉªÉ 
 
ªÉ¶ÉnùÉ, º´ÉÊxÉvÉÒ MÉÖÆiÉ´ÉhÉÚEò ºÉÊ¨ÉiÉÒSÉÒ ¤Éè`öEò 
Ênù. 14 ¨Éä 2004 
¤Éè`öEòÒSÉÉ EòÉªÉÇ´ÉÞkÉÉÆiÉ 
ªÉ¶ÉnùÉ º´ÉÊxÉvÉÒ MÉÖÆiÉ´ÉhÉÚEò ºÉÊ¨ÉiÉÒSÉÒ ¤Éè`öEò ¨ÉÉ. ¨É½þÉºÉÆSÉÉ±ÉEò, ªÉ¶ÉnùÉ ªÉÉÆSªÉÉ nùÉ±ÉxÉÉiÉ Ênù. 14 ¨Éä 2004 
®úÉäVÉÒ 
ºÉEòÉ³ýÒ 10.00 ´ÉÉVÉiÉÉ +ÉªÉÉäÊVÉiÉ Eò®úhªÉÉiÉ +É±ÉÒ. ºÉnù®ú ¤Éè`öEòÒºÉ +ÊvÉEòÉ®úÒ ={ÉÎºlÉiÉ ½þÉäiÉä. 
 
1. ¸ÉÒ¨ÉiÉÒ ÊSÉiEò±ÉÉ ZÉÖi¶ÉÒ 
|ÉvÉÉxÉ ºÉÊSÉ´É, Ê´ÉkÉ Ê´É¦ÉÉMÉ, 
+vªÉIÉ, ªÉ¶ÉnùÉ º´ÉÊxÉvÉÒ MÉÖÆiÉ´ÉhÉÚEò ºÉÊ¨ÉiÉÒ 
 
2. ¸ÉÒ. ®úixÉÉEò®ú MÉÉªÉEò´ÉÉb÷ 
¨É½þÉºÉÆSÉÉEò±ÉEò, ªÉ¶ÉnùÉ 
ºÉnùºªÉ, ªÉ¶ÉnùÉ º´ÉÊxÉvÉÒ MÉÖÆiÉ´ÉhÉÚEò ºÉÊ¨ÉiÉÒ 
 
3. ¸ÉÒ¨ÉiÉÒ +ÆVÉ±ÉÒ näù¶É¨ÉÉxÉä 
±ÉäJÉÉ +ÊvÉEòÉ®úÒ, ªÉ¶ÉnùÉ 
ºÉÊSÉ´É, ªÉ¶ÉnùÉ º´ÉÊxÉvÉÒ MÉÖÆiÉ´ÉhÉÚEò ºÉÊ¨ÉiÉÒ 
 
4. Eìò{]õxÉ +¶ÉÉäEò näù¶É{ÉÉÆbä÷ 
={É¨É½þÉºÉÆSÉÉ±ÉEò (|É¶ÉÉºÉxÉ) 
+É¨ÉÆÊjÉiÉ 
 
5. ¸ÉÒ. Ê¶É±ÉÉxÉÉlÉ VÉÉvÉ´É 
ºÉ½þªÉÉäMÉÒ |ÉÉvªÉÉ{ÉEò ´É Ê´ÉkÉÒªÉ ºÉ±±ÉÉMÉÉ®ú 
+É¨ÉÆÊjÉiÉ 
 



 

 

6. b÷Éì. ¦ÉÉ®úiÉ ¦ÉÚ¹ÉhÉ 
ºÉ½þªÉÉäMÉÒ |ÉÉvªÉÉ{ÉEò ´É 
|É¨ÉÖJÉ, vÉÉä®úhÉ ´É ÊxÉªÉÉäVÉxÉ +Æ¨É±É¤ÉVÉÉ´ÉhÉÒ EòIÉ 
+É¨ÉÆÎjÉiÉ 
 

Ê´É¹ÉªÉ Gò. 1 - 
MÉÖÆiÉ´ÉhÉÚEò ºÉÊ¨ÉiÉÒSªÉÉ Ênù. 22/5/2003 ®úÉäVÉÒ ZÉÉ±Éä±ªÉÉ ¤Éè̀ öEòÒ¨ÉvªÉä xÉÉMÉ®úÒ Ê´ÉEòÉºÉ Eåòpù ´É 

UNDPPRI |ÉEò±{É ªÉÉºÉÉ`öÒ ÊxÉvÉÒSªÉÉ MÉÖÆiÉ´ÉhÉÚEòÒ ¤ÉÉ¤ÉiÉ iÉi´ÉiÉ: ¨ÉÉxªÉiÉÉ näùhªÉÉiÉ +É±ÉÒ ½þÉäiÉÒ. iÉlÉÉÊ{É, 
MÉÖÆiÉ´ÉhÉÚEòÒSÉÒ |ÉiªÉIÉ EòÉªÉÇ´ÉÉ½þÒ VÉºÉä ¤ÉÄEòÉÆEòbÚ÷xÉ ´ªÉÉVÉnù®ú ¨ÉÉMÉÊ´ÉhÉä, ´ªÉÉVÉnù®úÉSÉÉ iÉÖ±ÉxÉÉi¨ÉEò iÉHòÉ iÉªÉÉ®ú 
Eò®úhÉä ´É ºÉ´ÉÉækÉ¨É ´ªÉÉVÉnù®ú näùhÉÉ-ªÉÉ ¤ÉÄEòÉÆ¨ÉvªÉä MÉÖÆiÉ´ÉhÉÚEò Eò®úhÉä <iªÉÉnùÒ EòÉªÉÇ´ÉÉ½þÒ ¤Éè`öEòÒ xÉÆiÉ®ú Eò®úhªÉÉiÉ 
+É±ÉÒ. ªÉÉ ¤Éè̀ öEòÒiÉ ºÉnù®ú EòÉªÉÇ´ÉÉ½þÒºÉ ¨ÉÉxªÉiÉÉ näùhªÉÉiÉ +É±ÉÒ. 

{ÉÚ´ÉÔ +xÉÖºÉÚÊSÉiÉ ºÉ½þÉEòÉ®úÒ ¤ÉÄEòÉiÉ VªÉÉ MÉÖÆiÉ´ÉhÉÚEòÒ Eò®úhªÉÉiÉ +É±ªÉÉ ½þÉäiªÉÉ, iªÉÉ ´É³ýiªÉÉ Eò¯ûxÉ 
®úÉ¹]ÅõÒªÉEÞòiÉ ¤ÉÄòEòÉÆiÉ MÉÖÆiÉÊ´É±ªÉÉ ªÉÉ¤ÉÉ¤ÉiÉ ¨ÉÉ. ¨É½þÉºÉÆSÉÉ±ÉEò ªÉÉÆxÉÒ +vªÉIÉÉÆxÉÉ +´ÉMÉiÉ Eäò±Éä. 
 
Ê´É¹ÉªÉ Gò. 2- 
ªÉÉ{ÉÚ´ÉÔSªÉÉ Ênù. 22/5/2003 SªÉÉ ¤Éè`öEòÒ xÉÆiÉ®ú VÉÒ MÉÖÆiÉ´ÉhÉÚEò ®úÉ¹]ÅõÒªÉEÞòiÉ ¤ÉÄEòÉÆiÉ Eò®úhªÉÉiÉ +É±ÉÒ iªÉÉSÉÉ 
iÉ{É¶ÉÒ±É´ÉÉ®ú iÉHòÉ ¨ÉÉxªÉiÉäºiÉ´É ºÉÉnù®ú Eò®úhªÉÉiÉ +É±ÉÉ. 
1) º]äõ]õ ¤ÉÄEò +Éì¡ò <ÆÊb÷ªÉÉ - ¯û. 90 ±ÉÉJÉ 
2) <ÆÊb÷ªÉxÉ +Éä´½þ®úºÉÒVÉ ¤ÉÄEò - ¯û. 90 ±ÉÉJÉ 
3) <ÆÊb÷ªÉxÉ ¤ÉÄEò - ¯û. 90 ±ÉÉJÉ 
4) ¤ÉÄEò +Éì¡ò ¨É½þÉ®úÉ¹]Åõ - ¯û. 80 ±ÉÉJÉ 
5) ªÉÖxÉÉªÉ]äõb÷ Eò¨ÉÌ¶É+±É ¤ÉÄEò - ¯û. 40 ±ÉÉJÉ 
6) näùxÉÉ ¤ÉÄEò - ¯û. 15 ±ÉÉJÉ 

ªÉÉÊ¶É´ÉÉªÉ ¨ÉÉ½äþ ¨ÉÉSÉÇ 2004 ¨ÉvªÉä ¤ÉÄEò +Éì¡ò ¨É½þÉ®úÉ¹]Åõ ¨ÉvªÉä VÉÒ ¯û. 375 ±ÉÉJÉ MÉÖÆiÉ´ÉhÉÚEò 
Eò®úhªÉÉiÉ +É±ÉÒ, ºÉnù®ú MÉÖÆiÉ´ÉhÉÚEòÒºÉ ºÉÊ¨ÉiÉÒxÉä JÉÉ±ÉÒ±É ÊxÉnæù¶ÉÉSÉä +ÉÊvÉxÉ ®úÉ½ÚþxÉ EòÉªÉÉækÉ®ú ¨ÉÉxªÉiÉÉ Ênù±ÉÒ. 
ªÉÉ¨ÉvªÉä +ºÉä ÊxÉnæù¶É Ênù±Éä EòÒ ªÉ¶ÉnùÉSÉÉ VÉÉä º´ÉÊxÉvÉÒ +É½äþ iÉÉä Gò¨É¶É: +ºÉÉ EòÉføhªÉÉiÉ ªÉÉ´ÉÉ EòÒ ¤ÉÄEò 
+Éì¡ò ¨É½þÉ®úÉ¹]Åõ ¨ÉvÉÒ±É MÉÖÆiÉ´ÉhÉÚEò BEÚòhÉ ÊxÉvÉÒSªÉÉ 25 ]õCCªÉÉÆSªÉÉ ¨ÉªÉÉÇnäùiÉ ®úÉ½þÒ±É. ªÉÉ +xÉÖ¹ÉÆMÉÉxÉä ¨ÉÉ. 
+vªÉIÉ ªÉÉÆxÉÒ {ÉÖføÒ±É ºÉÚSÉxÉÉ Eäò±ªÉÉ. 
 
1) ªÉÉ ºÉ´ÉÇ MÉÖÆiÉ´ÉhÉÚEòÒ ¤ÉÉ¤ÉiÉSÉÒ ´É MÉÖÆiÉ´ÉhÉÚEò ºÉÊ¨ÉiÉÒxÉä PÉäiÉ±Éä±ªÉÉ ÊxÉhÉÇªÉÉSÉÒ ¨ÉÉÊ½þiÉÒ ÊxÉªÉÉ¨ÉEò ¨ÉÆb÷³ýÉSªÉÉ 
+ÉMÉÉ¨ÉÒ ¤Éè`öEòÒiÉ ¨ÉÉÊ½þiÉÒº´ÉiÉ ºÉÉnù®ú Eò®úÉ´ÉÒ. 
2) Ê´ÉÊ´ÉvÉ ¤ÉÄEòÉÆSªÉÉ ´ªÉÉVÉnù®úÉ¨ÉvªÉä SÉfø-=iÉÉ®ú, +ºÉ±ªÉÉxÉä ÊxÉvÉÒ 25 ]õCEäò |É¨ÉÉhÉÉiÉ |ÉiªÉäEò ¤ÉÄEäòiÉ 
MÉÖÆiÉÊ´É±ªÉÉºÉ nÖùºÉ-ªÉÉ Gò¨ÉÉÆEòÉ ´É®úÒ±É +lÉ´ÉÉ ÊiÉºÉ-ªÉÉ Gò¨ÉÉÆEòÉ´É®úÒ±É +ÊvÉEòiÉ¨É ´ªÉÉVÉnù®úÉSªÉÉ ¤ÉÄEäòiÉ ÊxÉvÉÒ 
MÉÖÆiÉÊ´É±ªÉÉºÉ ´ªÉÉVÉÉSÉä VÉÉnùÉ xÉÖEòºÉÉxÉ ½þÉä>ð ¶ÉEòiÉä. iªÉÉ¨ÉÖ³äý VÉÉºiÉÒiÉ VÉÉºiÉ ´ªÉÉVÉnù®ú näùhÉÉ-ªÉÉ ®úÉ¹]ÅõÒªÉÒEÞòiÉ 
¤ÉÄEäòiÉ 50 ]õCCªÉÉÆ{ÉªÉÈiÉ ÊxÉvÉÒ MÉÖÆiÉ´ÉhÉÚEò Eò®úhªÉÉSÉÒ {É®ú´ÉÉxÉMÉÒ Ê¨É³ýhÉäºÉÉ`öÒ Ê´ÉkÉ Ê´É¦ÉÉMÉÉEòbä÷ Ê´É¶Éä¹É ¤ÉÉ¤É 
¨½þhÉÚxÉ |ÉºiÉÉ´É {ÉÉ`ö´ÉÉ´ÉÉ +ÉÊhÉ Ê´ÉkÉ Ê´É¦ÉÉMÉ ¶ÉÉºÉxÉ ÊxÉhÉÇªÉ Gò. {ÉÒBºÉªÉÚ/1002/ºÉÒ+É®ú-
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5/2002/{ÉÒBºÉªÉÚ Ênù. 6/8/2002 ¨ÉvÉÒ±É iÉ®úiÉÖnùÒ ªÉÉ |ÉEò®úhÉÒ Ê¶ÉÊlÉ±É Eò®úhªÉÉ¤ÉÉ¤ÉiÉ ¶ÉÉºÉxÉÉºÉ Ê´ÉxÉÆiÉÒ 
Eò®úÉ´ÉÒ. 
 
Ê´É¹ÉªÉ Gò. 3 - 
MÉÖÆiÉ´ÉhÉÚEò ºÉÊ¨ÉiÉÒ¨ÉvªÉä Ê´ÉkÉÒªÉ ºÉ±±ÉÉMÉÉ®ú ªÉÉÆSÉÉ ºÉnùºªÉ ¨½þhÉÚxÉ ºÉ¨ÉÉ´Éä¶É Eò®úhªÉÉSÉÒ ºÉÊ¨ÉiÉÒxÉä Ê¶É¡òÉ®úºÉ 
Eäò±ÉÒ. iªÉÉxÉÖºÉÉ®ú ÊxÉªÉÉ¨ÉEò ¨ÉÆb÷³ýÉSªÉÉ {ÉÖføÒ±É ¤Éè`öEòÒiÉ iªÉÉºÉ ¨ÉÉxªÉiÉÉ PÉähªÉÉSÉä `ö®ú±Éä. 
 
Ê´É¹ÉªÉ Gò. 4 - 
Corporate Subsidy General Ledger JÉÉiÉä =PÉb÷hªÉÉSÉÉ |ÉºiÉÉ´É ¨ÉÉ. ¨É½þÉºÉÆSÉÉ±ÉEò ªÉÉÆxÉÒ Ê´É¹ÉªÉ 
Eäò±ÉÉ. Reserve Bank &  Securities Exchange Board of India ¨ÉÉxªÉiÉÉ |ÉÉ{iÉ Ê´ÉkÉÒªÉ ºÉÆºlÉÉ / 
¤ÉÄEòÉ 
¨ÉÉ¡ÇòiÉ +ºÉä JÉÉiÉä =PÉb÷hªÉÉºÉ ºÉÊ¨ÉiÉÒxÉä ¨ÉÉ. ¨É½þÉºÉÆSÉÉ±ÉEò ªÉÉÆxÉÉ |ÉÉÊvÉEÞòiÉ Eäò±Éä. iÉºÉäSÉ ¯û. 50 ±ÉÉJÉ 
¨ÉªÉÉÇnäùSªÉÉ +vÉÒxÉ ®úÉ½ÚþxÉ, º´ÉÊxÉvÉÒSªÉÉ ±ÉäJªÉÉ uùÉ®äú ¶ÉÉºÉEòÒªÉ, Ê®úZÉ´ÉÇ ¤ÉÄEò +Éì¡ò <ÆÊb÷ªÉÉ, EòVÉÇ ®úÉäJÉä, 
|ÉÊiÉ¦ÉÚiÉÒ, 
`äö´ÉÒ ªÉÉ¨ÉvªÉä MÉÖÆiÉ´ÉhÉÚEò ´É ÌxÉMÉÖÆiÉ´ÉhÉÚEò Eò®úhªÉÉºÉ ¨ÉÉ. ¨É½þÉºÉÆSÉÉ±ÉEò ªÉÉÆxÉÉ |ÉÉÊvÉEÞòiÉ Eäò±Éä. 
 

´É¹ÉÇ 2004-05 ¨ÉvÉÒ±É ÊxÉªÉÉäÊVÉiÉ VÉ¨ÉÉ ´É JÉSÉÇ ªÉÉÆSÉÉ +ÉføÉ´ÉÉ PÉäiÉ±ÉÉ +ºÉiÉÉ, BEÚòhÉ +ÆnùÉÊVÉiÉ 
VÉ¨ÉÉ ¯û. 1112.47 ±ÉÉJÉ ÊnùºÉiÉä ´É JÉSÉÇ °ü. 161 ±ÉÉJÉ nùÒPÉÇ EòÉ³ý MÉÖÆiÉ´ÉhÉÚEòÒºÉ ={É±É¤vÉ ®úÉ½þhªÉÉSÉÒ 
¶ÉCªÉiÉÉ +É½äþ. iÉlÉÉÊ{É, ¯û. 50 ±ÉÉJÉ ¶ÉÉºÉEòÒªÉ EòVÉÇ ®úÉäJÉä, |ÉÊiÉ¦ÉÚiÉÒ, JÉ®äúnùÒ Ê´ÉGòÒ ºÉÉ ö̀Ò ¤ÉÉVÉÚ±ÉÉ ä̀ö́ ÉÚxÉ 
=´ÉÇÊ®úiÉ ¯û. 113 ±ÉÉJÉ VÉÉºiÉÒiÉ VÉÉºiÉ ´ªÉÉVÉnù®ú näùhÉÉ-ªÉÉ ¤ÉÄEäò¨ÉvªÉä +lÉ´ÉÉ Ênù. 6 +ÉìMÉº]õ 2000 SªÉÉ 
¶ÉÉºÉxÉ ÊxÉhÉÇªÉÉiÉ xÉ¨ÉÚnù Eäò±Éä±ªÉÉ ¤ÉÄEäòiÉ / ºÉÆºlÉä¨ÉvªÉä MÉÖÆiÉ´ÉÉ´ÉäiÉ +¶ÉÒ +vªÉIÉ ªÉÉÆxÉÒ ºÉÚSÉxÉÉ Eäò±ÉÒ ´É 
iªÉÉ|É¨ÉÉhÉä MÉÖÆiÉ´ÉhÉÚEò Eò®úhªÉÉSÉÉ ÊxÉhÉÇªÉ PÉähªÉÉiÉ +É±ÉÉ. 

Ê´ÉºiÉÉ®úÒEò®úhÉÉSÉÒ ªÉÉäVÉxÉÉ, EòÉ¨ÉÉSÉÒ ´ªÉÉ{ÉEòiÉÉ, |ÉÊ¶ÉIÉhÉ EòÉªÉÇGò¨ÉÉiÉ ´ÉÉfø ªÉÉ ¤ÉÉ¤ÉÒ ±ÉIÉÉiÉ 
PÉäiÉÉ ªÉ¶ÉnùÉ±ÉÉ {ÉÉªÉÉ¦ÉÚiÉ ºÉÖÊ´ÉvÉÉ, <¨ÉÉ®úiÉ ¤ÉÉÆvÉEòÉ¨É ªÉÉºÉÉ`öÒ ¦ÉÉÆb÷´É±ÉÒ ÊxÉvÉÒSÉÒ MÉ®úVÉ ±ÉÉMÉhÉÉ®ú +É½äþ. 
¨½þhÉÚxÉ º´ÉÊxÉvÉÒiÉÒ±É EòÉ½þÒ ®úCEò¨É ¤ÉÉÆvÉEòÉ¨ÉÉºÉ ´ÉÉ{É®úhÉä ¦ÉÉMÉ {Éb÷hÉÉ®ú +É½äþ. {É®ÆúiÉÖ ½äþ ºÉ½þÉªªÉ +{ÉÖ®äú 
{Éb÷hÉÉ®ú +ºÉ±ªÉÉxÉä ¶ÉÉºÉxÉÉEòbä÷ ´ÉÉføÒ´É +xÉÖnùÉxÉÉSÉÒ ¨ÉÉMÉhÉÒ Eò¯ûxÉ iªÉÉSÉÉ {ÉÉ`ö{ÉÖ®úÉ´ÉÉ Eò®úÉ´ÉÉ, iÉºÉäSÉ SÉÉ±ÉÚ 
Ê´ÉkÉÒªÉ ´É¹ÉÉÇiÉÒ±É ¨ÉÆVÉÚ®ú +xÉÖnùÉxÉ ºÉi´É®ú ¶ÉÉºÉxÉÉEòbÚ÷xÉ Ê´ÉiÉ®úÒiÉ Eò¯ûxÉ PÉähÉäSÉÒ EòÉªÉÇ´ÉÉ½þÒ Eò®úÉ´ÉÒ +ºÉä ¨ÉÉ. 
+vªÉIÉ ªÉÉÆxÉÒ ºÉÚÊSÉiÉ Eäò±Éä ´É iªÉÉxÉÖºÉÉ®ú ºÉi´É®ú EòÉªÉÇ´ÉÉ½þÒ Eò®úhªÉÉSÉä `ö®ú±Éä. 
 
ªÉÉxÉÆiÉ®ú ¨ÉÉ. +vªÉIÉ ´É ºÉnùºªÉ ªÉÉÆxÉÒ ºÉ´ÉÉÈSÉä +É¦ÉÉ®ú ¨ÉÉxÉÚxÉ ¤Éè`öEòÒSÉä EòÉ¨ÉEòÉVÉ ºÉÆ{ÉÖ¹]õÉiÉ +ÉhÉ±Éä. 
 
(+ÆVÉ±ÉÒ näù¶É¨ÉÉxÉä) 
±ÉäJÉÉ +ÊvÉEòÉ®úÒ, ªÉ¶ÉnùÉ 
(®úixÉÉEò®ú MÉÉªÉEò´ÉÉb÷) 
¨É½þÉºÉÆSÉÉ±ÉEò, ªÉ¶ÉnùÉ 
(ÊSÉiEò±ÉÉ ZÉÖi¶ÉÒ) |ÉvÉÉxÉ ºÉÊSÉ´É, Ê´ÉkÉ Ê´É¦ÉÉMÉ 
 



 

 

ªÉ¶ÉnùÉ º´ÉÊxÉvÉÒ MÉÖÆiÉ´ÉhÉÚEò ºÉÊ¨ÉiÉÒSÉÒ ¤Éè`öEò Ênù. 24 ¨Éä, 2005 
 
¤Éè`öEòÒSÉÉ EòÉªÉÇ´ÉÞkÉÉÆiÉ :- 
ªÉ¶ÉnùÉ º´ÉÊxÉvÉÒ MÉÖÆiÉ´ÉhÉÚEò ºÉÊ¨ÉiÉÒSÉÒ ¤Éè̀ öEò ¨ÉÉ. ¨É½þÉºÉÆSÉÉ±ÉEò, ªÉ¶ÉnùÉ ªÉÉÆSªÉÉ nùÉ±ÉxÉÉiÉ ÊnùxÉÉÆEò 24 ¨Éä, 
2005 ®úÉäVÉÒ ºÉEòÉ³ýÒ 9.30 ´ÉÉVÉiÉÉ +ÉªÉÉäVÉÒiÉ Eò®úhªÉÉiÉ +É±ÉÒ ½þÉäiÉÒ. ºÉnù®ú ¤Éè̀ öEòÒºÉ JÉÉ±ÉÒ±É|É¨ÉÉhÉä 
={ÉÎºlÉiÉÒ ½þÉäiÉÒ. 
 
1. ¨ÉÉ. +Éä. {ÉÒ. MÉä½þ®úÉäjÉÉ 
+{{É®ú ¨ÉÖJªÉ ºÉÊSÉ´É (Ê´ÉkÉ) 
+vªÉIÉ, ªÉ¶ÉnùÉ º´ÉÊxÉvÉÒ MÉÖÆiÉ´ÉhÉÚEò ºÉÊ¨ÉiÉÒ 
 
2. ¨ÉÉ. ®úixÉÉEò®ú MÉÉªÉEò´ÉÉb÷ 
¨É½þÉºÉÆSÉÉ±ÉEò, ªÉ¶ÉnùÉ 
ºÉnùºªÉ, ªÉ¶ÉnùÉ º´ÉÊxÉvÉÒ MÉÖÆiÉ´ÉhÉÚEò ºÉÊ¨ÉiÉÒ 
 
3. b÷Éì. ¦ÉÉ®úiÉ ¦ÉÚ¹ÉhÉ 
={É¨É½þÉºÉÆSÉÉ±ÉEò (ÊxÉ.´É |É.) 
+ÉÊhÉ ºÉÊSÉ´É, ÊxÉªÉÉ¨ÉEò ¨ÉÆb÷³ý (ºÉnùºªÉ) - +É¨ÉÆÊjÉiÉ 
 
4. ¸ÉÒ +. ¤ÉÉ. ºÉÉ´ÉÆiÉ 
|ÉÉvªÉÉ{ÉEò ´É Ê´ÉkÉÒªÉ ºÉ±±ÉÉMÉÉ®ú, ªÉ¶ÉnùÉ 
ºÉnùºªÉ, ªÉ¶ÉnùÉ º´ÉÊxÉvÉÒ MÉÖÆiÉ´ÉhÉÚEò ºÉÊ¨ÉiÉÒ 
 
5. ¸ÉÒ +ÉªÉ. ¤ÉÒ. ¤ÉÉMÉ´ÉÉxÉ 
±ÉäJÉÉÊvÉEòÉ®úÒ, ªÉ¶ÉnùÉ 
ºÉnùºªÉ ºÉÊSÉ´É, ªÉ¶ÉnùÉ º´ÉÊxÉvÉÒ MÉÖÆiÉ´ÉhÉÚEò ºÉÊ¨ÉiÉÒ 
ªÉÉ ¤Éè`öEòÒSªÉÉ EòÉ¨ÉEòÉVÉÉSÉä EòÉªÉÇ´ÉÞkÉ {ÉÖføÒ±É|É¨ÉÉhÉä +É½äþ. 
 
Ê´É¹ÉªÉ Gò. 1- 
MÉÖÆiÉ´ÉhÉÚEò ºÉÊ¨ÉiÉÒSªÉÉ Ênù. 14 ¨Éä, 2004 ®úÉäVÉÒ ºÉÆ{ÉzÉ ZÉÉ±Éä±ªÉÉ ¤Éè`öEòÒSÉä EòÉªÉÇ´ÉÞkÉ ¨ÉÉxªÉ Eò®úhÉä : 
 
¤Éè`öEòÒiÉ |ÉºiÉÖiÉ Eò®úhªÉÉiÉ +É±Éä±ªÉÉ Ênù. 14/05/2005 SªÉÉ ¤Éè`öEòÒSªÉÉ EòÉªÉÇ´ÉÞkÉÉÆiÉÉºÉ SÉSÉæxÉÆiÉ®ú ¨ÉÉxªÉiÉÉ 
näùhªÉÉiÉ +É±ÉÒ. iÉºÉäSÉþ ÁÉ EòÉªÉÇ´ÉÞkÉÉÆxÉÖºÉÉ®ú Eäò±Éä±ªÉÉ EòÉªÉḈ ÉÉ½þÒSªÉÉ ¨ÉÉÊ½þiÉÒSÉÒ ºÉÊ¨ÉiÉÒiÉ¡æò xÉÉånù PÉähªÉÉiÉ 
+É±ÉÒ. 
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Ê´É¹ÉªÉ Gò. 2 - 
MÉÖÆiÉ´ÉhÉÚEò ºÉÊ¨ÉiÉÒSªÉÉ Ênù. 14/05/2004 SªÉÉ ¤Éè`öEòÒxÉÆiÉ®ú Ênù. 23/5/2005 {ÉªÉÈiÉ ªÉ¶ÉnùÉxÉä Eäò±Éä±ªÉÉ 
MÉÖÆiÉ´ÉhÉÚEòÒ¤ÉÉ¤ÉiÉ Ê´ÉSÉÉ®ú ´É ¨ÉÉxªÉiÉÉ.: 
ªÉÉ {ÉÚ´ÉÔSªÉÉ ÊnùxÉÉÆEò 14/5/2004 SªÉÉ ¤Éè`öEòÒxÉÆiÉ®ú Ênù. 23/5/2005 {ÉªÉÈiÉ ªÉ¶ÉnùÉEòbÚ÷xÉ VÉÒ MÉÖÆiÉ´ÉhÉÚEò 
®úÉ¹]ÅõÒªÉEÞòiÉ ¤ÉÄEòÉÆiÉ Eò®úhªÉÉiÉ +É±ÉÒ iªÉÉSÉÒ iÉ{É¶ÉÒ±É´ÉÉ®ú ¨ÉÉÊ½þiÉÒ Ê´É¹ÉªÉ ºÉÚSÉÒºÉÉä¤ÉiÉ ºÉÉnù®ú Eäò±Éä±ªÉÉ |É{ÉjÉ 
‘+’ |É¨ÉÉhÉä ¨ÉÉxªÉiÉäºiÉ´É |ÉºiÉÖiÉ Eò®úhªÉÉiÉ +É±ÉÒ. ºÉnù®ú MÉÖÆiÉ´ÉhÉÚEò ¶ÉÉºÉxÉ Ê´ÉkÉ Ê´É¦ÉÉMÉÉÆSªÉÉ Ênù. 
6/8/2002 SªÉÉ ÊxÉhÉÇªÉÉÆiÉÒ±É ¨ÉÉMÉÇnù¶ÉÇEò ºÉÖjÉÉÆxÉÖºÉÉ®ú Eò®úhªÉÉiÉ +É±ªÉÉSÉä Ê´ÉkÉÒªÉ ºÉ±±ÉÉMÉÉ®úÉÆxÉÒ Ê´É¹Énù 
Eäò±Éä. SÉSÉæxÉÆiÉ®ú ºÉnù®ú MÉÖÆiÉ´ÉhÉÚEòÒºÉ ºÉÊ¨ÉiÉÒxÉä EòÉªÉÉækÉ®ú ¨ÉÆVÉÖ®úÒ Ênù±ÉÒ. 
 
ºÉnù®ú MÉÖÆiÉ´ÉhÉÚEò ¶ÉÉºÉxÉÉEòbä÷ {ÉÒ. B±É. B. ¨ÉvªÉä Eäò±ªÉÉºÉ ®úÉäJÉiÉÉ (Liquidity) ¤É®úÉä¤É®úSÉ +ÉiÉÉ{ÉäIÉÉ VÉÉnùÉ 
´ªÉÉVÉ nù®ú Ê¨É³äý±É ´É iªÉÉ où¹]õÒxÉä EòÉªÉÇ´ÉÉ½þÒ Eò®úhªÉÉ¤ÉÉ¤ÉiÉ ¨ÉÉ. +vªÉIÉÉÆxÉÒ ºÉÚÊSÉiÉ Eäò±Éä. ªÉÉ¤ÉÉ¤ÉiÉ ºÉÆ¤ÉÆÊvÉiÉ 
¶ÉÉºÉxÉ +Énäù¶ÉÉÆSÉÒ ¨ÉÉÊ½þiÉÒ PÉä´ÉÚxÉ EòÉªÉÇ´ÉÉ½þÒ Ê´ÉkÉÒªÉ ºÉ±±ÉÉMÉÉ®ú +ÉÊhÉ ±ÉäJÉÉÊvÉEòÉ®úÒ ªÉÉÆxÉÒ Eò®úhªÉÉ¤ÉÉ¤ÉiÉ 
`ö®ú±Éä. 
 
Ê´É¹ÉªÉ Gò. 3 - 
¨ÉÉ. +vªÉIÉÉÆSªÉÉ ¨ÉÉxªÉiÉäxÉä +xªÉ Ê´É¹ÉªÉ :- ºÉ¦Éä¨ÉvªÉä Ê´É¹ÉªÉºÉÚSÉÒiÉÒ±É Ê´É¹ÉªÉÉÆ ´ªÉÊiÉÊ®úHò +xªÉ Ê´É¹ÉªÉ |ÉºiÉÖiÉ 
ZÉÉ±Éä xÉÉ½þÒiÉ. 
ªÉÉxÉÆiÉ®ú ¨ÉÉ. +vªÉIÉ ªÉÉÆSÉä ºÉ¦ÉäiÉ¡æò ¨ÉÉ. ¨É½þÉºÉÆSÉÉ±ÉEò ªÉÉÆxÉÒ +É¦ÉÉ®ú ¨ÉÉxÉ±Éä. iªÉÉxÉÆiÉ®ú ºÉnù®ú ¤Éè̀ öEòÒSÉä 
EòÉ¨ÉEòÉVÉ ºÉÆ{ÉÖ¹]õÉiÉ +É±Éä. 
 
(+ÉªÉ. ¤ÉÒ. ¤ÉÉMÉ´ÉÉxÉ) 
±ÉäJÉÉÊvÉEòÉ®úÒ ´É ºÉnùºªÉ ºÉÊSÉ´É, 
MÉÖÆiÉ´ÉhÉÚEò ºÉÊ¨ÉiÉÒ, ªÉ¶ÉnùÉ 
(®úixÉÉEò®ú MÉÉªÉEò´ÉÉb÷) 
¨É½þÉºÉÆSÉÉ±ÉEò, ªÉ¶ÉnùÉ 
´É ºÉnùºªÉ, MÉÖÆiÉ´ÉhÉÚEò ºÉÊ¨ÉiÉÒ, ªÉ¶ÉnùÉ 
(+Éä. {ÉÒ. MÉä½þ®úÉäjÉÉ) 
+{{É®ú ¨ÉÖJªÉ ºÉÊSÉ´É, (Ê´ÉkÉ) 
´É +vªÉIÉ MÉÖÆiÉ´ÉhÉÚEò ºÉÊ¨ÉiÉÒ, ªÉ¶ÉnùÉ. 

 



 

 

 
 

 
 
 

List of boards to be published under  
  

Sr. 
No. 

Name of 
the boards 

Composition of 
boards 

Purpose of 
the boards 

Frequency 
of 
meetings 

Whether 
open to 
public or 
not 

Minutes 
available in 
the office of 

1. Board of 
Governors 

List of Members To form the 
policy, 
guide, 
suggest the 
Academy 

Twice in a 
year 

No Boards’ 
secretary 

 
 
 
 
 

List of councils to be published under  
  

S
r. 
N
o
. 

Name 
of the 
councils 

Composit
ion of 
councils 

Purpose 
of the 
councils 

Frequen
cy of 
meeting
s 

Whet
her 
open 
to 
public 
or not 

Minute
s 
availabl
e in the 
office 
of 

Not applicable 
 
 
 
 

List of other bodies to be published under  
  

Sr. 
No. 

Name of 
the other 
bodies 

Composition 
of other 
bodies 

Purpose of 
the other 
bodies 

Frequency 
of meetings 

Whether 
open to 
public or 
not 

Minutes 
available 
in the 
office of 

Not applicable 
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Directory of the officers & employees & their monthly remuneration 
in the office of YASHADA  

 
Sr. 
No. 

Designation Name of the 
officers/ 
employee 

Cadre Dt. Of 
Joining 
the post 

Contact 
Details 
Ph / 
Fax / 
E-mail 

Gross 
Salary 

See List 
 
 
Note -  
1. This will have to be published every year. 
2. Changes which are significant should be updated immediately.  

(e.g. Transfer of HOD etc.)  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



 

 

Section 4 (1)(b) (ix) 
Directory of the employees and their monthly remuneration in the office of YASHADA  
Sr. Designation Name of the Cadre Date of  Contact Gross 
No.   officers/employee   Joining the Details Salary 
        Post Ph /Fax /   
          E-mail   

1 Director General Shri. R.Y. Gaikwad Govt. of India (IAS) 30.09.2003 * 49274
2 Addl. Dir. Genl.  Smt. Sujata Saunik Govt. of India (IAS) 10.11.2005 * 39816
3 Consultant Shri Pramod Mane IAS,Retd.,Contract 23.01.2006 * 8000
4 Professor & DDG Smt. Rajivlochan M. Govt. of India (IAS) 30.12.2004 * 33493
5 Asso. Professor Smt. V. Radha Govt. of India (IAS) 23.01.2004 * 28546
6 DDG (Research) Dr. K. S. Nair  Contract 03.07.2005 * 30200
7 Professor & F.A. Shri A. B. Sawant  Director, A & T 20.07.2004 * 46340
8 Professor & DDG Dr. Bharat Bhushan Yashada Regular 01.11.2004 * 30823
9 Asso. Prof. &  Shri. S.E. Jadhav Dy.Director, A & T 07.05.2002 * 36714
  OIC, CIT           

10 Asso. Professor Shri. P. S. Wankhede  Addl. Collector 10.07.2001 * 30768
11 Asso. Professor Dr.  Ashok D. Kolhe  MD Services 23.09.2004 * 25944
12 Asso. Professor Shri. R. L. Chavan  Yashada Regular 13.02.2004 * 26377
13 Asso. Professor Smt. N. A. Siddiqui  Yashada Regular 01.11.2004 * 33415
14 Asso. Professor Shri. VW Deshpande  Contract 21.01.2006 * 27200
15 Consultant Dr. D. B.  Rane  Contract 22.08.2005 * 20000
16 Consultant Shri. Anil Borkar  Contract 15.02.2006 * 20000
17 Director (MDC) Shri. B. K. Padhi  Contract 16.06.2005 * 30000
18 Accounts Officer Shri. I. B. Bagwan  Asst. Director 10.08.2004 * 24593
19 Estate Manager Shri N. R. Deshmukh Contract 27.02.2006 * 20000
  (Projects)           

20 Estate Manager Shri A. Y. Mattiwad Contract 16.02.2006 * 20000
  (Maintenance)           

21 Proj. Coordinator Shri. Ravindra Patil  MD Services 11.04.2005 * 31013
22 CEO, Jalswaraj Shri Anand Pusawale MD Services 07.10.2005 * 27257
23 Senior Librarian Shri. M. K. Kulkarni  Yashada Regular 01.05.1997 * 21893
24 Librarian Shri. M. M. Dhadphale  Yashada Regular 21.03.1988 * 20165
25 Asst. Professor Shri. M.M. Rathi Dy. Collector 30.05.2003 * 26636
26 Asst. Professor Shri. K.H. Kulkarni Dy. Collector 01.09.2004 * 26636
27 Asst. Professor Smt. K. J. Gadre  Dy. Collector 12.07.1999 * 25389
28 Asst. Professor Smt. Kavita Dwivedi  Dy. Collector 18.02.2005 * 25389
29 Asst. Professor Smt. P. Mehata Dy. Collector 23.02.2005 * 22274
30 Asst. Professor Smt. S. P. Dhote  MD Services 09.06.2005 * 18984
31 Asst. Professor Smt. N. B. Ghanekar  MD Services 08.06.2005 * 18984
32 Asst. Professor Dr. R. P.  Pawar  Yashada Regular 19.12.2003 * 17360
33 Asst. Professor Shri. S. Gurjar Yashada Regular 01.01.2004 * 17360
34 Asst. Professor Shri. R. M. Vaswani  Yashada Regular 16.02.2005 * 18482
35 Asst. Professor Shri. S. G. Waidande  Yashada Regular 16.02.2005 * 18482
36 Asst. Professor Smt. Minal Narawane  Yashada Regular 11.10.2005 * 17360
37 Asst. Professor Shri D. Y. Murumkar Contract 25.11.2005 * 8000
38 Consultant Shri. V. V. Jagtap  Contract 31.12.2005 * 8000
39 Stenographer,SG Smt. K. A. Thorat  Yashada Regular 26.02.2002 * 22724
40 Manager (MDC) Shri. M. M. Madaki  Yashada Regular 11.04.1990 * 16621
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Section 4 (1)(b) (ix) 
Directory of the employees and their monthly remuneration in the office of YASHADA   
Sr. Designation Name of the Cadre Date of  Contact Gross 
No.   officers/employee   Joining the Details Salary 
        Post Ph /Fax /   
          E-mail   

41 Audio Visual Off. Shri. Abhay Kate  Yashada Regular 12.06.1989 * 17981
42 Stenographer,HG Smt. Y. Y. Naik  Yashada Regular 26.02.2002 * 18797
43 Registrar & R.O Dr.  S. R. Dhapte  Asst. R. T. O.  23.03.2004 * 19934
44 Research Officer Shri. R. S. Ghodichor  Technical Officer 09.08.2004 * 16765
45 Research Officer Smt. J. D. Murudkar  Yashada Regular 20.02.2003 * 15125
46 Research Officer Shri. C.K. Patil Contract 08.11.2005 * 12935
47 Programmer /R.O. Smt. U. Udgaonkar  Yashada Regular 22.01.2004 * 14717
48 Programmer /R.O. Shri. S. B. Teke  Yashada Regular 22.01.2004 * 12764
49 Research Officer Smt. Anita Jadhav  Contract 14.06.2005 * 11700
50 Research Officer Smt. P. Daraswar  Contract 20.12.2005 * 6000
51 Res.Off.,Pub. Shri. B. P. Jogdand  Contract 04.06.2005 * 11700
52 Research Officer Smt. Bhavna Choudhary Deputation 24.11.2005 * 17175
53 Research Officer Shri. N. N. Gaikwad Deputation 10.11.2005 * 18889
54 Asst. Registrar Shri. Y. D. Bhosale  Yashada Regular 25.03.2003 * 17573
55 Consultant Shri Pradeep Garole Contract (per visit) 19.04.2005 * 700
56 Consultant Shri. S. S. Kulgod Contract (per visit) 17.03.2005 * 550
57 Consultant Shri Suresh Kakade Contract 21.10.2005 * 20000
58 Consultant Shri S Venkteshan Contract  01.02.2006 * 15000
59 Training Manager Shri. S. S. Supekar  Yashada Regular 01.11.2004 * 14309
60 Hostel Manager Shri. Prasad Acharya  Yashada Regular 01.05.2005 * 13901
61 Coar Team Member Smt. Medha Joshi  Contract 14.06.2005 * 8000
62 Training Manager Shri. Ajay Pithe  Contract 01.07.2005 * 12900
63 Asst. Librarian Shri. S. D. Choudhary  Yashada Regular 28.12.1992 * 15125
64 Asst. Accounts Smt. S. B. Phapale  Asst. Accounts 28.06.2004 * 15737
  Officer   Officer       

65 Steno (LG) Smt. S. S. Kulkarni  Yashada Regular 01.10.1998 * 14774
66 Steno (LG) Smt. V. S. Salve  Yashada Regular 31.12.2003 * 12274
67 Steno (LG) Smt. S. K. Kachare  Yashada Regular 28.09.2004 * 11917
68 Steno  Shri. S. S. Nikum  Contract 17.02.2005 * 9690
69 Assistant Shir. K. R. Kadam  Yashada Regular 11.06.2002 * 11658
70 Assistant Shri. V. Katakdhond  Yashada Regular 01.11.2004 * 10846
71 Assistant Shri. A. S. Diwate  Yashada Regular 28.07.2005 * 9315
72 Audio Visual Asst. Shri. Satish Visal  Yashada Regular 01.04.1985 * 12580
73 Audio Visual Asst. Shri. Sanjay Kadam  Yashada Regular 04.04.1988 * 12070
74 Senior Clerk Smt. S. C. Randive  Yashada Regular 20.02.2003 * 9113
75 Senior Clerk Shri. Y. B. Kadam  Yashada Regular 19.08.1996 * 13114
76 Senior Clerk Shri. A. A. Nikam  Yashada Regular 19.08.1996 * 10537
77 Senior Clerk Shri. Mangalwedhekar Yashada Regular 01.11.2005 * 7882
78 Jr. Engr., Elect. Shri. R. K. Bhise  Contract 09.06.2005 * 10000
79 Jr. Engineer Civil Shri. N. D. Bhosale  Contract 16.11.2005 * 7500
80 Dy. Engr., Maint. Shri M. K. Shitole Contract 27.02.2006 * 10000
81 Apprentice Jr.  Shri S. B. Shinde Contract 03.02.2006 * 3500
  Engr., Civil           



 

 

Section 4 (1)(b) (ix) 
Directory of the employees & their monthly remuneration in the office of YASHADA   
Sr. Designation Name of the Cadre Date of  Contact Gross 
No.   officers/employee   Joining the Details Salary 
        Post Ph /Fax /   
          E-mail   

82 Plumber Shri. S. M. Yeole  Yashada Regular 01.12.1987 * 8589
83 Tele. Operator Smt Shobha Gaikwad  Yashada Regular 15.02.1991 * 9058
84 Tele. Operator Smt. Meena Shitole  Yashada Regular 15.06.1996 * 7111
85 Wireman Shri. A. G. Gaikwad  Yashada Regular 03.06.2000 * 6367
86 Accounts Asst. Shri. S. M. Mahalank  Contract 11.04.2005 * 5000
87 Accounts Asst. Smt. Anita Pailwan  Contract 11.07.2005 * 5000
88 Accounts Asst. Shri. Swapnil Suray  Contract 02.05.2005 * 5000
89 Research Asso. Smt. Seema Gujarati Contract 05.09.2005 * 12500
90 Research Asso. Shri Vishal Kulkarni Contract 01.09.2005 * 10000
91 Research Asso. Shri Jivan Bodhani Contract 01.09.2005 * 10000
92 Research Asso. Smt. Dipti Sawarkar Contract 01.09.2005 * 10000
93 Research Asso. Smt. Renuka Gadkari Contract 05.09.2005 * 10000
94 Research Asso. Shri Nandadip Palshetkar Contract 01.09.2005 * 10000
95 Research Asso. Smt. Sandhya Pandit Contract 01.09.2005 * 10000
96 Research Asso. Smt. Amita Naigaonkar Contract 05.09.2005 * 10000
97 Research Asst. Smt. R. S. Sawant  Yashada Regular 01.11.2004 * 9587
98 Research Asst. Smt. Swati Kulkarni  Yashada Regular 01.11.2004 * 12201
99 Research Asst. Shri. Dadu Bule  Yashada Regular 28.07.2005 * 9315

100 Research Asst. Shri. Amol Bhamishte  Contract 25.10.2005 * 4000
101 Research Asst. Shri. B. S. Mahiras  Contract 16.03.2005 * 4000
102 Research Asst. Smt. R. V. Pole  Contract 16.03.2005 * 4000
103 Research Asst. Shri. Ajit Karpe  Contract 16.03.2005 * 4000
104 Research Asst. Shri. P. D. Bhat  Contract 17.02.2006 * 4000
105 Research Asst. Shri. B. P. Bahirat  Contract 17.02.2006 * 4000
106 Research Asst. Shri. P. A. Gadekar  Contract 04.11.2005 * 8700
107 Research Asst. Shri. S. S. Kamat  Contract 04.11.2005 * 8700
108 Research Asst. Shri. V. S. Kulkarni  Contract 20.05.2005 * 8700
109 Research Asst. Smt. Alka Somvanshi  Contract 21.05.2005 * 8700
110 Research Asst. Shri Vijay Silevan Contract 05.09.2005 * 10000
111 Research Asst. Smt. Shakari Shinde Contract 25.08.2005 * 4000
112 Asst. Planner Smt. Swapna Dahake  Contract 02.05.2005 * 9000
113 Asst. Planner Smt. S. Khambalkar  Contract 02.05.2005 * 9000
114 Asst. Planner Shri. Mahesh Harhare  Contract 02.05.2005 * 9000
115 Course Asso. Smt. Rajani  Gholap  Yashada Regular 11.09.2003 * 7863
116 Course Asso. Smt. S. Chimbalkar  Yashada Regular 01.11.2004 * 8705
117 Course Asso. Shri. N. B. Agalave  Yashada Regular 22.09.2005 * 8705
118 Cou. Asso.,Com. Shri. Sameer Pandya  Yashada Regular 22.01.2004 * 8500
119 Course Asso. Smt. Vaishali Gosavi  Contract 08.04.2005 * 3500
120 Course Asst Shri. Anant Pore  Yashada Regular 03.01.2004 * 6778
121 Course Asst Shri. Atul Shinde  Contract 20.03.2005 * 3000
122 Network Asst.  Shri. S. B. Chavan  Contract 02.07.2005 * 3000
123 Course Asst Smt. S. Choudhary  Contract 25.08.2005 * 3000
124 Course Asst Shri. S. C. Bhapkar  Contract 30.08.2005 * 3000
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Directory of the employees & their monthly remuneration in the office of YASHADA   
Sr. Designation Name of the Cadre Date of  Contact Gross 
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        Post Ph /Fax /   
          E-mail   
125 Programmer Shri. Vrushali Chaskar  Contract 17.05.2005 * 5000
126 Programmer Shri. Ravnish Saien  Contract 17.05.2005 * 5000
127 Cou. Asst/lab Tutor Shri. P. Kulkarni  Contract 17.05.2005 * 3000
128 Cou. Asst/lab Tutor Shri. Yogesh Rawal  Contract 17.05.2005 * 3000
129 GIS Programmer Smt. Deepa Moghe  Contract 29.06.2005 * 10000
130 GIS Programmer Shri. Pranav Pandya  Contract 29.06.2005 * 12000
131 Administrativ Asst Smt. Nilima Hurgudkar  Contract 11.07.2005 * 5000
132 Project Asst. Shri. Milind Vaidya  Contract 02.04.2005 * 3000
133 Research Asst. Smt. S.  Madikunt  Contract 01.09.2005 * 10000
134 Data Entry Opetr. Shri Sudhakar Sutar Contract 02.09.2005 * 7500
135 Data Entry Opetr. Smt. U. Salegaonkar Contract 07.11.2005 * 7500
136 Data Entry Opetr. Smt. Ruta Vaidya Contract 21.11.2005 * 5000
137 Clerk-Typist Smt. Tanuja Naikodi  Contract 18.06.2005 * 5500
138 Consultant Shri Ghanekar Contract 06.12.2005 * 3000
139 Consultant Shri Dilip Limble Contract 06.12.2005 * 3000
140 Sahyogini Smt. Sharadatai More Contract 08.11.2005 * 4000
141 Sahyogini Smt. Hemlata Gajarmal Contract 08.11.2005 * 4000
142 Sahyogini Smt. Usha Borawake Contract 08.11.2005 * 4000
143 Driver Shri. J.D. Jadhav Yashada Regular 23.02.1987 * 9784
144 Driver Shri. G. R. Tiwari  Yashada Regular 11.03.1987 * 9784
145 Driver Shri. S. A. Hogale  Yashada Regular 16.05.1987 * 4810
146 Driver Shri. R.G. Mahadik Yashada Regular 16.11.1992 * 8742
147 Driver Shri. M. H. Chavan  Yashada Regular 01.01.2001 * 6564
148 Driver Shri. N.G. Zurange Contract 20.05.2005 * 5400
149 Driver/Cleaner Shri. D. S. Shinde  Yashada Regular 07.03.1994 * 5909
150 Naik Shri. R. S. Pathan  Yashada Regular 04.09.2003 * 6581
151 Ranio Operator Shri. B. I. Phullaiya  Yashada Regular 19.08.1996 * 7471
152 Ranio Operator Shri. B. D. Awale  Yashada Regular 19.08.1996 * 6604
153 Genl. Attendent Shri. R. G. Bhandari  Yashada Regular 16.05.1987 * 6454
154 Genl. Attendent Shri. E. B. Parkhee  Yashada Regular 28.06.1996 * 6593
155 Genl. Attendent Shri. J. D. More  Yashada Regular 01.07.1996 * 6593
156 Genl. Attendent Shri. K. S. Pailwan  Yashada Regular 01.07.1998 * 5527
157 Genl. Attendent Shri. Shrikant Pokale  Yashada Regular 01.07.1998 * 6593
158 Genl. Attendent Shri. B. U. Kasabe  Yashada Regular 01.01.2004 * 5622
159 Genl. Attendent Shri. Usha Shelar  Yashada Regular 14.06.2005 * 4783

* Phone No.25608000; Fax No.25608100; Email :yashada@vsnl.com    
Updated 02.03.2006      



 

 

DG Office 
Shri Ratnakar Y. Gaikwad, IAS 
Director General 
200 (Direct) 
111 /117 
112 
25653268 
9823338222 
PA to DG (Kanchan Thorat) 163 25675080 9823338300 
 

Administration 
Capt. AV Deshpande, DDG-Admn 130/174 27293889 9823338238 
PA DDG-Admn 118 
Dr. Sunil Dhapte, Registrar 123 9823338228 
Yogesh Bhosale, Asstt. Registrar 120 27455118/27462665 9823338271 
Administration:- 
VU Katakdhond 
Diwate, Asst. (Purchase)/ 
(Est), S.Randive (Leave) 
175 
119 
9823338250 
Yuvraj Kadam, Campus Manager 237 9823338253 
Shobha Gaikwad, Tel. Operator 249/9 56263278 
Meena Shitole, Tel. Operator 159 
 

Accounts 
A B Sawant, Prof. & FA 124 25538647 9823338230 
I.B. Bagwan, AO 121 25530107 9422011173 
Smt S.B.Phapale/Mr.KR Kadam 122 56243981 
Accounts Wing 176 
 

State Institute of Rural Development (SIRD) 
Meeta Rajivlochan,IAS, Dir.SIRD 125 294 9823338225 
PA to Dir-SIRD (Mrs.Varsha Salve) 126 Sunita Chimbalkar & SIRD Fax- 134 
Dr. A.D. Kolhe, Asso Prof 127 9823338236 
Dr. D. B. Rane, Consultant 129 24222058 9823338259 
Anil Borkar, Consultant (SHG Cell) 
& Hostel Warden 
169 25652038 9823338252 
Smt. Shalini Dhote, Asstt.Prof. 128 9823338242 
Smt. Jayashree Tadelkar, R.O. 142 9823338263 
Netaji Aglave, CA/Amol Bamiste 141 
 

Watershed Development Project 
Dr. Rajendra Pawar, Asst. Prof. 
Mr. Pradeep Garole 
137 
137 
27454592 9823338239 

 
Special Cell for Co-operation 
Vijay Suryavanshi, Asstt.Prof. 138 
CK Patil, Research Officer 177 
COOP-FAX139 
26253265-Mumbai 9823338255 
Netaji Aglave/Thorat 141 
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DIRECTORY OF YASHADA EMPLOYEES 
Name of the Employee Office Residence Mobile No. 

DG Office 
Shri Ratnakar Y. Gaikwad, IAS 
Director General 

300 (Direct) 
111 /117  

112 
25653268 

9823338222 

PA to DG  (Kanchan Thorat) 163 25675080 9823338300 

Administration 
 Mrs. Sujata Saunik, IAS, 
Additional Director General 

170 110 
25608110 

9823333468 

PA to ADG  (Shri. Nikum) 178  9823338285 
Dr. Sunil Dhapte, Registrar 123/223 9822493366  9823338228 
Yogesh Bhosale, Asst. Registrar 120 27455118/27462665 9823338271 
VU Katakdhond, Assistant, Admn. I  175  9823338250 
Diwate, Asst. (Purchase) 
 S.Randive, Sr. Clerk  (Leave) 

119 
119 

 9823333384 
- 

Yuvraj Kadam, Campus & Hostel 
Manager 

230  9823338253 

Shobha Gaikwad, Tel. Operator  249/9 56263278   
Meena Shitole, Telephone Operator 159   
Shri G. R. Tiwari, Driver 249  9923108672 
Shri J. D. Jadhav, Driver 249  9923108671 
Shri M. H. Chavan, Driver 249  9823389777 
Shri Deepak Shinde, Driver-cum-
Cleaner 

249  982338277 

Shri Maruti Jagtap, Driver 249  9923108673 
Shri Nana Garje, Driver 249  9923108676 
Shri Namdeo Zurange, Driver 249  9923108675 
Shri Raosaheb Bhosale, Driver 249  9923108674 

Accounts   
A B Sawant, Prof. & FA 124 25538647 9823338230 
I.B. Bagwan, Accounts Officer  121 25530107 9823078990 
Smt S.B.Phapale, Asst. Acc. Off.  122 56243981 9923108679 
Accounts Wing 176   

State Institute of Rural Development (SIRD) 
Meeta Rajivlochan,IAS, Dir.SIRD 125 294  9823338225 
PA to Dir-SIRD (Mrs.Varsha Salve) 126  9923108668 

Dr. A.D. Kolhe, Asso Prof 127  9823338236 

Dr. D. B. Rane, Consultant 129 24222058 9823338259 



 

 

Anil Borkar, Consultant (SHG Cell) 
& Hostel Warden 

169 25652038 9823338252 

Smt. Shalini Dhote, Asst. Prof. 128  9823338242 
Smt. Jayashree Tadelkar, R.O. 142  9823338263 
Shri Pusawale, CEO, Jalswaraj  143   

Watershed Development Project  
Dr. Rajendra Pawar, Asst. Prof.  
Mr. Pradeep Garole, Consultant 

137 
135 

27454592 9823338239 

Name of the Employee Office Residence Mobile No. 

Special Cell for Co-operation  
Vijay Suryavanshi, Asst. Prof. 138    
CK Patil, Research Officer 177 

COOP-FAX 139 
26253265-Mumbai 9823338255 

Shri Netaji Aglave/Shri Thorat 141   

Centre for Equity & Social Justice  (CESJ) 
R.L. Chavan, Associate Professor  131 26810870 9823338237 
Smt Anita Jadhav, RO 276  9823338291 
Dadu Bule/Sharifa 136 Shri Kakade 132 
Shri Ravikant Ghodichor, RO  132  9823338260 
Jagtap/Annasaheb Mhaske 135 Jagtap 9823904618 Mhaske 9823904619 

Administrative Training Institute (ATI) 
Mrs. Sujata Saunik, Addl. DG & 
Director-ATI  

170 110 9823333468 

Mrs. Kishori Gadre, Asst. Prof. & 
Addl. Dir. (ATI) 

147 25446862 9823338241 

Smt. Nandini Ghanekar, Asst.Prof. 224  9423033379 
Smt. Bhavna Choudhary, Res. Off.  225 - 9823900252 
Shri Navnath Gaikwad, Res. Officer  - 9823900253 

Research & Documentation Centre (R&DC)  
Dr. K. S. Nair, DDG-(Res.) 150 25720485 9823338226 
PA to DDG-R (Ms.Sheetal Kachare) 232  9923108669 
Dr. Meenal Narvane, Asstt.Prof. 152 25677151 9823338247 
Sumedh Gurjar, Asstt. Prof.  149  9823338244 
S.G. Waidande, Asstt.Prof. 151 27280353 9823338245 
Smt. Pradnya Dasarwar 231  9890162599 
Suryakant Kulkarni, Consultant 151  9823338262 
Ravindra Patil, Project Coordinator 148  9823338267 
Nidhi Mallik, Research Associate 153 Manish/Ruta Vaidya  156 
Ajay Pithe, Training Manager 221  9823338295 
Vinay Kulkarni, Research Asst. 221  9823338287 
Alka Somvanshi, Research Asst. 154  9823333467 

Centre for Environment & Development (CED) & Planning Division 
Dr.Bharat Bhushan, Prof & OIC 155/212 25659559/25678735 9823338227 
Shraddha Kulkarni, Steno 165  9923108670 
Swati Kamat, RA   168  9822083275 
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PA Gadekar, RA 167   
Sanjay Kadam, Audio Visual Asst. 
Satish Visal, Audio Visual Asst. 

 24454453 
25381255 

9422001084 
9822002245 

GIS Lab Planning 161   

Course Cell 
Sudhir Supekar, Training Manager 157  9823338257 

Training Monitoring Cell 
Ms. Kavita Dwivedi, Asst. Prof. 166  9823338249 

ISO Cell 
Ms. Kavita Dwivedi, Asst. Prof. 166  9823338249 

Name of the Employee Office Residence Mobile No. 
PRO 
Mr. Mohan Dhadphale 244 952135-232862  9823338264 

Centre for Information Technology (CIT) 
Shilanath Jadhav, Asso. Professor 158 26819213 9823338235 
Smt. U. Udgaonkar, R.O./Programer 
S. B. Teke, R.O./ Programmer 
S. Pandya, Course Asso. (Computer) 

277 24228128 
25670946 

 

E-Governance Lab 243/226 Sandip Chavan 260 

Centre for Disaster Management (CDM)   
P. S. Wankhede, Associate Prof. 214 25897630  9823338234 
 
(CDM Fax 25608269) 

 Control Room 
Sonali Thange 

Srinath Dhomase 

235 

State Institute of Urban Development (SIUD) 
Mrs. V Radha, IAS, DDG-ATI & 
Dev. 

144 140 
25676211 

9823338224 

PA to DDG, Development 145 24251928 9923108667 
VW Deshpande, Addl. Dir-SIUD & 
Asso. Professor  

278 25671045 9823338232 

Smt Nasrin Siddiqui, Asso Prof 210 25898182 9890065044 

Shri Mukund Rathi, Asstt. Prof.  270 24330297 9823338240 

Mrs. Poonam Mehta, Asstt.Prof. 172 56230244 9823338248 
Smt. Medha Joshi 173  9823192109 

YASHADA Media & Resource Centre (YMRC)   
Ramesh Vaswani,  Asst. Prof. 234 27450255 9823338246 
BP Jogdand, Research Officer 227  9823338266 
Abhay Kate, Audio Visual Officer 242 25384906   9823338272 

Library 
Manoj Kulkarni, Sr. Librarian 245 27650785 9823338256 
Mohan Dhadphale, Librarian & PRO 244 9521-3532862 9823338264 



 

 

Shashikant Chaudhary, Asst. 
Librarian 

246 26960239  

Management Development Centre (MDC) 
BK Padhi, Director 130   9823338231 
Moin Madki, Manager 8007   9823338254 

Right to Information Cell 
Shri Pramod Mane, Advisor 236 25885444 9823904616 
Kiran Kulkarni, Asstt.Prof. 241  9823338243 
Swati Kulkarni, Research Asst. 243  9823228281 
RTI Staff 146 Shri Venkatesan 239 

Estate   
Shri N. R. Deshmukh, Estate 
Manager  (Projects) 

228   9823338250 

Shri M. Y. Mattiwad, Estate 
Manager  (Maintenance) 

228   

Shri R. K. Bhise, Electrical Engineer  228   9823338265 
Shri Mahendra Shitole, Dy. 
Engineer, Maintenance 

228   9923108678 

Bhosale/Ashok Nikam/Chaugule 229           

Class Room 
Lezim Hall 211  C-1/C-2/S-1/S-2 242 

Hostel 
Shri Anil Borkar, Hostel Warden 169  9823338252 
Yuvraj Kadam, Hostel Manager 230  9823338253 
Hostel Counter (Reception) 271    
VIP Room No. 12 251 VIP Room No.13 252 
VIP Room No. 14 253 VIP Room No. 15 254 
VIP Room No. 16 255 VIP Room No. 17 256 
VIP Room No. 18 257 VIP Room No. 19 258 
Shami Hostel 238    
Main Gate 250 Saraswat Bank 237 
Kojagiri  (Mess) 240   
Mess - Shri Pramod Sonawane 240/25671978   9823338269 
Dr. N.G. Tambolkar, Physician 222  9823338251 

EPABX Board 25608000, Fax (DG Office) 
25808100, (coop.) 25608137  

 
Note:- Direct contact from outside YASHADA– Dial 25608 then 3 digit intercom  No. 



  PROACTIVE DISCLOSER UNDER SECTION 4 OF RIGHT TO INFORMATION ACT, 2005 

Section 4(1)(b)(xv) 

 

777

 

INTERNAL TEL. NOS. 
3rd Floor - DG's Office & Administration/Accounts Department/Estate 
 Director General 300 (dir) 

111/ 
117 

DG's 
residence 

112   DG's Bungalow 
Guard 

116 

DGO PA to DG 163    
Addl. 
DG 

Sujata Saunik 170 PA to ADG 178   

 Registrar 123 YD Bhosale 120 Admn.Wing 119 
Accts. AB Sawant 124 IB Bagwan 121 Phaphale/Kadam 122 
Estate N. Deshmukh  228 MY Mattiwad 228 Mahendra Shitole 228 
2nd Floor - SIRD/CESJ/WDP/COOPERATION 
SIRD Meeta Rajiv Lochan 125 PA to Dir.SIRD 126 Dr.AD Kolhe 127 
  Shalini Dhote 128 Dr. DB Rane 129 J. Tadelkar 142 
 Pusawale 143 Anil Borkar 169   
 Fax 25608134                   Smt. Chimbalkar 134 
CESJ RL Chavan 131 Dadu Bule 136   
 Anita Jadhav 276 R. Ghodichor 132   
WDP Dr.RP Pawar 137 Pradeep Garole 135   
Coop 
Cell 

V.Suryavanshi 
Coop.Fax 

138 
139 

CK Patil  
 

177 Aglave/Thorat 141 

1st Floor - SIUD/RDC 
SIUD V. Radha 144 PA to DDG 145 VW Deshpande 278 
 M.Rathi  270  171  Poonam Mehta 172 
 Medha Joshi 173     
 R&DC Dr. KS Nair 150 PA to DDG 232 Dr. M Narvane 152 
 S. Gurjar 149 SG Waidande 151   
 Pradnya Dasarwar 231 S. Kulkarni 151 Ravindra Patil 148 
 Nidhi Mallik 153 Ajay Pithe 221 Vinay Kulkarni 221 
 Ruta Vaidya 156 Alka Somvanshi 154   

Ground Floor �RTI/ Course Cell/TMC/PRO/Dispatch/Telephone Operator/Cafeteria/ATI/CIT/CDM/YMRC/LIBRARY 

RTI Pramod Mane 236 Kiran Kulkarni 241 Swati Kulkarni 243 
 Venkatesan 239 RTI Staff 146   
CC/CED DDG-Trg. 

(B.Bhushan) 
155 Sudhir Supekar 

PA Gadekar 
157 
167 

Shradda Kulkarni 
Swati Kamat 

165 
168 

TMC S. Jadhav 158 Kavita Dwivedi 166 GIS Lab Planning 161 
Telephone Operator Smt. Shobha Gaikwad 249/9 Reception Admn. 162 
Dispatch Meena Shitole 159 Cafeteria 160 PRO 244 
 Sanjay Kadam 161 Satish Visal 161   
ATI Dr. K. S. Nair, Dir.  150 Kishori Gadre 147 Nandini Ghanekar  224 
 Smt. Bhavna 

Chaudhari 
225 Shri Navnath 

Gaikwad 
   

CIT Shri S.Jadhav 158 CIT staff 
 

277 E Governance Lab 226/ 
243 

 Sandeep Chavan 260     
Estate Ashok Nikam 229     
CDM PS Wankhede 214   Milind Vaidya 208 
SIUD Nasrin Siddiqui 210   



 

 

YMRC Dr. R. P. Pawar 137 Vaswani R 234 BP Jogdand 227 
 Abhay Kate 242     
LIB Manoj Kulkarni 245 M.Dhadphale 244 Library Counter 246 
Hostel Yuvraj Kadam 230 Lezim Hall 236 Hostel Reception 271 
 Shamee Hostel  238 Bank 237 Mess 240 
 VIP NO.12 251 VIP No.13 252 VIP No.14 253 
 VIP NO. 15 254 VIP NO. 16 255 VIP NO. 17 256 
 VIP NO. 18 257 VIP NO. 19 258 Main Gate 250 
MDC BK Padhi, Director 130 Moin Madki, 

Manager 
8007 MDC Reception 8001 

updated on 14.3.2006 
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Details of remuneration of officers & employees  
in the office of  YASHADA  

 
Sr. 
No. 

Cadre 
& Class 

Pay 
scale 

Admissible allowances in Rs. 

   Regular 
(included in the 

salary) like DA 

Occasional
(Like TA 
Bill) 

Special like 
(project 
allowance, 
training 
allowance, 
any other.) 

 See List 
 
 
 



 

 

 
Section 4 (1)(b) (x)        

Details of remuneration of officers & employees in the office of  YASHADA 
 

           
Admissible allowance in Rs. 

Regular  
(included in the salary)like D.A.

Sr. 
No. 

Cadre 
&  
Class 

Pay  
Scale 

D.A. CCA SPL.PA
Y 

Trs. 
Allow 

TOTAL 

Occasion
al 
(Like T.A.
Bill) 

Special like 
(Project 
allowance, 
training 
allowance, 
any other.) 

   HRA/wash 
1 1 22400-525-24500 6114 240 125 6479 5394
2 1 15100-400-18300 4055 240 0 4295 3578
3 1 12750-375-16500 3443 240 0 3683 3038
4 1 16400-450-22400 4182 240 0 4422 0
5 1 28800 0 0 0 0 0
6 1 30200 0 0 0 0 0
7 1 16400-20000 4985 240 4399 9624 4399
8 1 12000-375-16500 3251 240 2869 800 7160 2869
9 1 12000-375-16500 4016 240 3544 800 8600 3544

10 1 12000-420-18300 3167 240 2795 800 7002 0
11 1 12000-420-18300 3917 240 3456 800 8413 0
12  27200 0 0 0 0 0 0
13  13226 0 0 0 0 0 0
14  10000 0 0 0 0 0 0
15 1 10650-325-15800 3213 240 0 800 4253 2835
16 1 12000-375-16500 3729 240 3291 800 8060 3291
17 1 8000-275-13500 2741 240 2419 800 6200 2419
18 1 10650-325-15850 2882 240 2543 800 6465 2543
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Admissible allowance in Rs. 
Regular  

(included in the salary)like D.A.

Sr. 
No. 

Cadre 
&  
Class 

Pay  
Scale 

D.A. CCA SPL.PA
Y 

Trs. 
Allow 

TOTAL 

Occasion
al 
(Like T.A.
Bill) 

Special like 
(Project 
allowance, 
training 
allowance, 
any other.) 

19  8000-275-13500 2882 240 2543 800 6465 2543
20  8000-275-13500 2040 240 1800 800 4880 0
21  8000-13500 2040 240 1800 800 4880 0
22  8000-13500 1053 240 929 800 3022 0
23  8000-13500 1053 240 929 800 3022 0
24  8000 0 0 0 0 0 0
25  8000-275-13500 2671 240 2357 800 6068 2357
26  8000-225-13500 2321 240 2048 800 5409 2048
27   2110 240 1862 0 4212 1862
28   2110 240 1862 0 4212 1862
29  6500-200-10500 2117 240 1868+4

0 
400 4665 1868

30  6500200-10500 1760 240 1553 400 3953 0
31  11000 0 0 0 0 0 0
32  6500-200-10500 2066 240 0 0 2306 1823
33  6500-200-10500 1709 240 1508 400 3857 0
34  6500-200-10500 1709 240 0 0 1949 0
35  11700 0 0 0 0 0 0
36  6000 0 0 0 0 0 0
37  11700 0 0 0 0 0 0
38  20000 0 0 0 0 0 0
39  22000 0 0 0 0 0 0
40  0 0 0
41  8000-13500 2741 240 2419 800 6200 7419 Trg +Project 

Allw 
42  0 0 0



 

 

Admissible allowance in Rs. 
Regular  

(included in the salary)like D.A.

Sr. 
No. 

Cadre 
&  
Class 

Pay  
Scale 

D.A. CCA SPL.PA
Y 

Trs. 
Allow 

TOTAL 

Occasion
al 
(Like T.A.
Bill) 

Special like 
(Project 
allowance, 
training 
allowance, 
any other.) 

43  8000-275-13500 2601 240 2295 800 5936 0
44  8000-275-13500 2321 240 2048 800 5409 0
45  6500-200-10500 2066 240 1823 400 4529 0
46  25000 0 0 0 0 0 0
47 1 8500-275-13500 2882 240 2543 800 6465 500
48  7450-225-11500 2187 240 0 0 2427 0
49  6500-200-10500 2117 240 1868 400 4625 0
50  7450-225-11050 2646 240 2334 400 5620 0
51  6500-200-10500 2168 240 1913 400 4721 0
52  6500-200-10500 1658 240 1463 400 3761 0
53  6500-200-10500 1658 240 1463 400 3761 0
54  0 0 0
55  12900 0 0 0 0 0 0
56  5500-175-9000 1849 240 1631 100 3820 363
57  5500-175-9000 1670 240 1474 100 3484 0
58  5500-175-9000 1447 240 1277 100 3064 0
59  5500-175-9000 1403 240 1238 100 2981 0
60  9690 0 0 0 0 0 0
61  6500-200-10500 1760 240 1553 400 3953 0
62  4500-125-7000 1530 240 1350 100 3220 0
63  4500-125-7000 1434 240 1266 100 3040 0
64  5000-150-8000 1390 240 1266+1

25 
100 3121 0

65  5000-150-8000 1275 240 1125 100 2740 0
66  4000-100-6000 1275 240 0 0 1515 0
67  4000-100-6000 1071 240 0 0 1311 0
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Admissible allowance in Rs. 
Regular  

(included in the salary)like D.A.

Sr. 
No. 

Cadre 
&  
Class 

Pay  
Scale 

D.A. CCA SPL.PA
Y 

Trs. 
Allow 

TOTAL 

Occasion
al 
(Like T.A.
Bill) 

Special like 
(Project 
allowance, 
training 
allowance, 
any other.) 

68  4000-100-6000 1121 240 1099 0 2460 0
69  4000-100-6000 1250 240 1103+2

00 
100 2893 0

70  4000-100-6000 1020 240 200 0 2563 0
71  0 0 0
72  9290 0 0 0 0 0 0
73 3 4000-100-6000 1046 240 923+15

0 
100 2459 0

74 3 3050-75-3950-80-
4590 

950 150 200 0 2403 0

75 3 4000-100-6000 1148 240 0 0 2691 0
76 3 3050-75-3590-80-

4590 
873 15 0 0 2191 0

77 3 5000 0 0 0 0 0 0
78 3 5000 0 0 0 0 0 0
79 3 5000 0 0 0 0 0 0
80   
81  9000 0 0 0 0 0 0
82   
83  5000-150-8000 1275 240 0 0 1515 0
84  5000-150-8000 1275 1125 240 100 2740 0
85 3 4000 0 0 0 0 0 0
86 3 4000 0 0 0 0 0 0
87 3 4000 0 0 0 0 0 0
88 3 4000 0 0 0 0 0 0
89 3 4000 0 0 0 0 0 0



 

 

Admissible allowance in Rs. 
Regular  

(included in the salary)like D.A.

Sr. 
No. 

Cadre 
&  
Class 

Pay  
Scale 

D.A. CCA SPL.PA
Y 

Trs. 
Allow 

TOTAL 

Occasion
al 
(Like T.A.
Bill) 

Special like 
(Project 
allowance, 
training 
allowance, 
any other.) 

90 3 4000 0 0 0 0 0 0
91  5000-150-8000 1275 240 0 0 0 0
92  8700 0 0 0 0 0 0
93  8700 0 0 0 0 0 0
94 3 4000 0 0 0 0 0 0
95  8700 0 0 0 0 0 0
96  8700 0 0 0 0 0 0
97  9000 0 0 0 0 0 0
98  9000 0 0 0 0 0 0
99  9000 0 0 0 0 0 0

100  4000-100-6000 1046 240 0 0 0 0
101  4000-100-6000 1020 900 240 100 2260 0
102  4000-100-6000 1020 900 240 100 2260 0
103  4000-100-6000 1020 900 240 100 2260 0
104 3 3500 0 0 0 0 0 0
105  3050-75-3950-80-

4590 
797 150 703 100 1750 0

106 3 3000 0 0 0 0 0 0
107 3 3000 0 0 0 0 0 0
108 3 3000 0 0 0 0 0 0
109 3 3000 0 0 0 0 0 0
110 3 3000 0 0 0 0 0 0
111 3 3000 0 0 0 0 0 0
112   
113   
114   
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Admissible allowance in Rs. 
Regular  

(included in the salary)like D.A.

Sr. 
No. 

Cadre 
&  
Class 

Pay  
Scale 

D.A. CCA SPL.PA
Y 

Trs. 
Allow 

TOTAL 

Occasion
al 
(Like T.A.
Bill) 

Special like 
(Project 
allowance, 
training 
allowance, 
any other.) 

115 3 5000 0 0 0 0 0 0
116 3 5000 0 0 0 0 0 0
117 3 5000 0 0 0 0 0 0
118 3 5400 0 0 0 0 0 0
119 3 3000 0 0 0 0 0 0
120 3 3000 0 0 0 0 0 0
121 3 10000 0 0 0 0 0 0
122 3 12800 0 0 0 0 0 0
123 3 5000 0 0 0 0 0 0
124 3 3000 0 0 0 0 0 0
125 3 3000 0 0 0 0 0 0
126 3 3000 0 0 0 0 0 0
127 3 5000 0 0 0 0 0 0
128 3 5500 0 0 0 0 0 0
129 3 4000-100-6000 1148 240 1013+6

0 
100 2561 0

130 3 4000-100-6000 1173 240 1035+6
0 

100 2608 0

131 3 4000-100-6000 587 240 518+60 0 1405 0
132 3 4000-100-6000 1020 240 60 0 1320 1000 Veh.Maint. 

Allow 
133 3 3050-75-3950-80-

4590 
873 150 60 0 1083 0

134 3 5400 0 0 0 0 0 0
135 3 2550-55-2600-60-

3200 
801 150 60 0 1011 0



 

 

Admissible allowance in Rs. 
Regular  

(included in the salary)like D.A.

Sr. 
No. 

Cadre 
&  
Class 

Pay  
Scale 

D.A. CCA SPL.PA
Y 

Trs. 
Allow 

TOTAL 

Occasion
al 
(Like T.A.
Bill) 

Special like 
(Project 
allowance, 
training 
allowance, 
any other.) 

136 4 2610-60-2910-65-
3300-70-4000 

877 150 60 0 1087 0

137 4 2610-60-2910-65-
3300-70-4000 

895 150 790+60 0 1895 0

138 4 2610-60-2910-65-
3300-70-4000 

877 150 0 0 1027 0

139 4 2610-60-2910-65-
3300-70-4000 

877 150 0 60 1087 0

140 4 2550-55-2660-60-
3200 

785 150 693+60 100 1788 0

141 4 2550-55-2660-60-
3200 

785 150 693+60 100 1788 0

142 4 2550-55-2660-60-
3200 

755 95 60 0 910 0

143 4 2550-55-2660-60-
3200 

755 95 666+60 100 1676 0

144 4 2550-55-2660-60-
3200 

663 95 0 100 1611 0

145 4 2250-3200 650 95 0 0 745 0
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Section 4 (1)(b) (x)    
Directory of the  employees & their monthly remuneration in the office of YASHADA     
Sr.             Training Other 
No. Name and Designation Basic D.P. D.A. HRA CLA Allow. Allow. A

1 Shri R.Y. Gaikwad, IAS, Director General 23975 11988 7552 0 240 5394 125
2 Smt. Sujata Saunik, IAS, Addl. Dir. Genl. 19400 9700 6111 0 240 4365 0
3 Shri Pramod Mane, IAS(Retd.) Consultant 8000 0 0 0 0 0 0
4 Smt. Meeta Rajivlochan, IAS,  DDG &  16300 8150 5135 0 240 3668  
  Director, SIRD                  
5 Smt. V. Radha, IAS,  DDG & 13875 6938 4371 0 240 3122  
  Director, SIUD                  
6 Dr.  K. S. Nair  - DDG (Research) 30200 0  0  0  
7 Shri. A. B. Sawant  - Professor  and 20000 10000 6300 4500 240 4500 800
  Financial Advisor                 
8 Dr. Bharat Bhushan - DDG (Planning)  16850 8425 5308 0 240 0  
  Director, ATI                  
9 Shri. S.E. Jadhav - Asso. Professor & 15750 7875 4961 3544 240 3544 800
  O. I. C. - CIT                  

10 Shri. P. S. Wankhede  - Asso. Prof., CDM 13125 6563 4134 2953 240 2953 800
11 Dr. Ashok  Kolhe  - Asso. Professor 12600 6300 3969 0 240 2835 0
12 Shri. R. L. Chavan  - Asso. Professor 12420 6210 3912 2795 240 0 800
13 Smt. N. A. Siddiqui  - Asso. Professor 15870 7935 4999 3571 240 0 800
14 Shri. V. W. Deshpande V.W. - Asso. Prof. 27200 0 0 0 0 0 0
  &  Addl. Director, SIUD                 

15 Shri. D. B. Rane  - Consultant 20000 0 0 0 0 0 0
16 Shri. Anil Borkar  - Consultant 10000 0 0 0 0 0 0
17 Shri. B. K. Padhi  - Director (MDC) 30000 0 0 0 0 0 0
18 Shri. I. B. Bagwan  - Accounts Officer 11300 5650 3560 2543 240 0800+500 
19 Shri. N. R. Deshmukh  - Estate Manager 20000 0 0 0 0 0 0
  (Projects)                 

Section 4 (1)(b) (x)    
Directory of the  employees & their monthly remuneration in the office of YASHADA     

20 Shri. A. Y. Mattiwad  - Estate Manager 20000 0 0 0 0 0 0
  (Maintenance)                 

21 Shri. Ravindra Patil  - Project Co ordinator 11025 5513 3473 2481 240 2481800+5000 
22 Shri Anand Pusawale, CEO, Jalswaraj Proj 11575 5788 3646 2604 240 2604 800
23 Shri. M. K. Kulkarni  - Senior Librarian 10200 5100 3213 2295 240 0 800
24 Shri. M. M. Dhadphale  - Librarian 9375 4688 2953 2109 240 0 800
25 Shri. M.M. Rathi. - Asst. Professor 11300 5650 3560 2543 240 2543 800
26 Shri. K.H. Kulkarni - Asst. Professor 11300 5650 3560 2543 240 2543 800
27 Smt. Kishori Gadre  - Asst. Professor & 10750 5375 3386 2419 240 2419 800
  Addl. Director, ATI                  

28 Smt. Kavita Dwivedi - Asst. Professor 10750 5375 3386 2419 240 2419 800
29 Smt. Poonam Mehta - Asst. Professor 9375 4688 2953 2109 240 2109 800
30 Smt. S. P. Dhote  - Asst. Professor 8275 4138 2607 1862 240 1862 0
31 Smt. N. B. Ghanekar  - Asst. Professor 8275 4138 2607 1862 240 1862 0



 

 

32 Dr. R. P. Pawar - Asst. Professor 8000 4000 2520 1800 240 0 800
33 Shri. Sumedh Gurjar - Asst. Professor 8000 4000 2520 1800 240 0 800
34 Shri. R. M. Vaswani  - Asst. Professor 8550 4275 2693 1924 240 0 800
35 Shri. S. G. Waidande  - Asst. Professor 8550 4275 2693 1924 240 0 800
36 Dr. Smt. Minal Narawane  - Asst. Prof. 8000 4000 2520 1800 240 0 800
37 Shri D. Y. Murumkar - Asst. Professor 8000 0 0 0 0 0 0
38 Shri. V. V. Jagtap  - Consultant 8000 0 0 0 0 0 0
39 Smt. K. A.Thorat  - Stenographer (SG) & 10825 5413 3410 2436 240 0 400

  PA to Director General                 
40 Shri. M. M. Madki  - Manager (MDC) 9025 4513 2843 0 240 0 0
41 Shri. Abhay Kate  - Audio Visual Officer 8500 4250 2678 1913 240 0 400
42 Smt. Y. Y. Naik  - Stenographer (HG) 8900 4450 2804 2003 240 0 400
43 Dr. S. R. Dhapte  - Registrar & Res. Off. 8500 4250 2678 1913 240 1913 440
44 Shri. R. S. Ghodichor  - Research Officer 8100 4050 2552 0 240 0 1823
45 Smt. J. D. Murudkar  - Research Officer 7100 3550 2237 1598 240 0 400
46 Shri. C.K. Patil - Research Officer 6000 0 0 0 0 0 6935

 Section 4 (1)(b) (x)   
Directory of the employees & their monthly remuneration in the office of YASHADA     
Sr.             Training Other 
No. Name and Designation Basic D.P. D.A. HRA CLA Allow. Allow. A

  O. I. C. - CCTR                  
47 Smt. U. Udgaonkar  - Programmer /R.O. 6900 3450 2174 1553 240 0 400
48 Shri. S. B. Teke  - Programmer /R.O. 6900 3450 2174 0 240 0  
49 Smt. Anita Jadhav  - Research Officer 11700 0 0 0 0 0 0
50 Smt. P. Daraswar  - Research Officer 6000 0 0 0 0 0 0
51 Shri. B. P. Jogdand  - Research Officer (P) 11700 0 0 0 0 0 0
52 Shri N. N. Gaikwad, Research Officer 8700 4350 2741 1958 240 500 400
53 Smt. Bhavna Choudhary, Research Officer 7300 3650 2300 1643 240 1643 400
54 Shri. Y. D. Bhosale  - Asst. Registrar 8300 4150 2615 1868 240 0 400
55 Shri. Pradeep Garole  - Consultant 700per visit 0 0 0 0
56 Shri S. S. Kulgod, Consultant 550per visit 0 0 0 0
57 Shri. Suresh Kakade  - Consultant 20000 0 0 0 0 0 0
58 Shri S. Venktesan, Consultant 15000 0 0 0 0 0 0
59 Shri. S. S. Supekar  -Training Manager 6700 3350 2111 1508 240 0 400
60 Shri. Prasad Acharya  - Hostel Manager 6500 3250 2048 1463 240 0 400
61 Smt. Medha Joshi  - Coar Team Member 8000 0 0 0 0 0 0
62 Shri. Ajay Pithe  -  Training Manager 12900 0 0 0 0 0 0
63 Shri. S. D. Choudhary S.D. - Asst. Librarian 7100 3550 2237 1598 240 0 400
64 Smt. S. B. Phapale  - Asst. Accounts Off. 7425 3713 2339 1671 240 0 350
65 Smt. S. S. Kulkarni  - Steno (LG) 7075 3538 2229 1592 240 0 100
66 Smt. V. S. Salve   - Steno (LG) 5850 2925 1843 1316 240 0 100
67 Smt. S. K. Kachare  - Steno (LG) 5675 2838 1788 1277 240 0 100
68 Shri. S. S. Nikum  - Steno  9690 0 0 0 0 0 0
69 Shir. K. R. Kadam  - Assistant 5450 2725 1717 1226 240 0200+100 
70 Shri. V. U. Katakdhond  - Assistant 5150 2575 1622 1159 240 0 100
71 Shri. A. S. Diwate  - Assistant 5000 2500 1575 0 240 0 0
72 Shri. Satish Visal  - Audio Visual Asst. 6000 3000 1890 1350 240 0 100
73 Shri. Sanjay Kadam  - Audio Visual Asst. 5750 2875 1811 1294 240 0 100

 Section 4 (1)(b) (x)   
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Directory of the employees & their monthly remuneration in the office of YASHADA     
74 Shri. Y. B. Kadam  - Senior Clerk 4900 2450 1544 0 240 01175+2000 
75 Shri. A. A. Nikam  - Senior Clerk 4900 2450 1544 1103 240 0200+100 
76 Smt. S. C. Randive  - Senior Clerk 4300 2150 1355 968 240 0 100
77 Shri. K. V. Mangalwedhekar - Senior Clerk 4100 2050 1292 0 240 0 200
78 Shri. N. D. Bhosale  - Jr. Engr. (Civil)  7500 0 0 0 0 0 0
79 Shri. R. K. Bhise  - Jr.  Engr. (Elec.) 10000 0 0 0 0 0 0
80 Shri. M. K. Shitole  -  Dy.Engr., Maint. 10000 0 0 0 0 0 0
81 Shri S. B. Shinde, Apprentice  3500 0 0 0 0 0 0
  Jr. Engineer, Civil                 

82 Shri. S. M. Yeole  - Plumber 4600 2300 1449 0 240 0 0
83 Smt Shobha Gaikwad  - Tele. Operator 4200 2100 1323 945 240 0150+100 
84 Smt. Meena Shitole  - Tele. Operator 3725 1863 1173 0 150 0 200
85 Shri. A. G. Gaikwad  - Wireman 3425 1713 1079 0 150 0 0
86 Shri. K. M. Mahalank  - Accounts Asst. 5000 0 0 0 0 0 0
87 Smt. Anita Pailwan  - Accounts Asst. 5000 0 0 0 0 0 0
88 Shri. Swapnil Suray  - Accounts Asst. 5000 0 0 0 0 0 0
89 Smt. Seema Gujarati  - Research Asso. 12500 0 0 0 0 0 0
90 Shri Vishal Kulkarni  - Research Asso. 10000 0 0 0 0 0 0
91 Shri Jivan Bodhani  - Research Asso. 10000 0 0 0 0 0 0
92 Smt. Dipti Sawarkar  - Research Asso. 10000 0 0 0 0 0 0
93 Smt. Renuka Gadkari  - Research Asso. 10000 0 0 0 0 0 0
94 Shri Nandadip Palshetkar, Research Asso. 10000 0 0 0 0 0 0
95 Smt. Amita Naigaonkar, Research Asso. 10000 0 0 0 0 0 0
96 Smt. Sandhya Pandit  - Research Asso. 10000 0 0 0 0 0 0
97 Smt. R. S. Sawant  - Research Assistant 5150 2575 1622 0 240 0 0
98 Smt. Swati Kulkarni  - Research Assistant 5150 2575 1622 1159 240 0 100
99 Shri. Dadu Bule  - Research Assistant 5000 2500 1575 0 240 0 0
100 Shri. Amol Bamishte  - Research Assistant. 4000 0 0 0 0 0 0
101 Shri. B. S. Mahiras  - Research Assistant 4000 0 0 0 0 0 0
102 Smt. R. V. Pole  - Research Assistant 4000 0 0 0 0 0 0

Section 4 (1)(b) (x)    
Directory of the employees & their monthly remuneration in the office of YASHADA     
Sr.             Trainging Other 
No. Name and Designation Basic D.P. D.A. HRA CLA Allow. Allow. A

103 Shri. Ajit Karpe  - Research Assistant 4000 0 0 0 0 0 0
104 Shri. P. D. Bhat - Research Assistant 8700 0 0 0 0 0 0
105 Shri. B. P. Bahirat  - Research Assistant 8700 0 0 0 0 0 0
106 Shri. PA Gadekar  - Research Assistant 8700 0 0 0 0 0 0
107 Shri. S. S. Kamat  - Research Assistant 8700 0 0 0 0 0 0
108 Shri. V. S. Kulkarni  - Research Assistant 8700 0 0 0 0 0 0
109 Smt. Alka Somvanshi - Research Assistant. 8700 0 0 0 0 0 0
110 Shri Vijay Silewan - Research Assistant. 10000 0 0 0 0 0 0
111 Smt. Shankari Shinde - Research Asst. 4000 0 0 0 0 0 0
112 Smt.Swapna Dahake  - Assistant Planner 9000 0 0 0 0 0 0
113 Smt. S. Khambalkar  - Assistant Planner 9000 0 0 0 0 0 0
114 Shri. Mahesh Harhare  - Assistant Planner 9000 0 0 0 0 0 0
115 Smt. Rajani  Gholap  - Course Associate 4200 2100 1323 0 240 0 0
116 Smt. S. Chimbalkar  - Course Associate. 4100 2050 1292 923 240 0 100



 

 

117 Shri. N. B. Agalave  - Course Associate 4100 2050 1292 923 240 0 100
118 Shri. Sameer Pandya  - Cou. Asso. (Com) 4000 2000 1260 900 240 0 100
119 Smt. Vaishali Gosavi  - Course Associate 3500 0 0 0 0 0 0
120 Shri. Anant Pore  - Course Assistant 3200 1600 1008 720 150 0 100
121 Shri. Atul Shinde  - Course Assistant 3000 0 0 0 0 0 0
122 Shri. S. B. Chavan  - Network Assistant 3000 0 0 0 0 0 0
123 Smt. S. Choudhary  -Course Assistant 3000 0 0 0 0 0 0
124 Shri. S. C. Bhapkar  - Course Assistant 3000 0 0 0 0 0 0
125 Shri. Vrushali Chaskar   - Programmer 5000 0 0 0 0 0 0
126 Shri. Ravnish Saien  - Programmer 5000 0 0 0 0 0 0
127 Shri. P. Kulkarni  -Course Asst/lab Tutor 3000 0 0 0 0 0 0
128 Shri. Yogesh Rawal - Course Asst/lab Tutor 3000 0 0 0 0 0 0
129 Smt. Deepa Moghe  - GIS Programmer 10000 0 0 0 0 0 0
130 Shri. Pranav Pandya  - GIS Programmer 12000 0 0 0 0 0 0

Section 4 (1)(b) (x)    
Directory of the employees & their monthly remuneration in the office of YASHADA     

131 Smt. Nilima Hurgudkar  -Administrativ Asst 5000 0 0 0 0 0 0
132 Shri. Milind Vaidya  - Project Assistant 3000 0 0 0 0 0 0
133 Smt. S. Madikunt  - Research Assistant 10000 0 0 0 0 0 0
134 Shri. S. Sutar -  Data Entry Operator 7500 0 0 0 0 0 0
135 Smt. U. Salegaonkar, Data Entry Opetr. 7500 0 0 0 0 0 0
136 Smt. Ruta Vaidya, Data Entry Opetr. 5000 0 0 0 0 0 0
137 Smt. Tanuja Naikodi   - Clerk-Typist 5500 0 0 0 0 0 0
138 Shri Ghanekar, Consultant 3000 0 0 0 0 0 0
139 Shri Dilip  Limble, Consultant 3000 0 0 0 0 0 0
140 Smt. Sharadatai More, Sahyogini 4000 0 0 0 0 0 0
141 Smt. Hemlata Gajarmal, Sahyogini 4000 0 0 0 0 0 0
142 Smt. Usha Borawake, Sahyogini 4000 0 0 0 0 0 0
143 Shri. J.D. Jadhav - Driver 4600 2300 1449 1035 240 060+100 
144 Shri. G. R. Tiwari  - Driver 4600 2300 1449 1035 240 060+100 
145 Shri. S. A. Hogale  - Driver 2300 1150 725 518 95 060+100 
146 Shri. R.G. Mahadik - Driver 4100 2050 1292 0 240 01000+60 
147 Shri. M. H. Chavan  - Driver 3500 1750 1103 0 150 0 60
148 Shri. N.G. Zurange - Driver 5400 0 0 0 0 0 0
149 Shri. D. S. Shinde  - Driver 3140 1570 989 0 150 0 60
150 Shri. R. S. Pathan  - Naik 3510 1755 1106 0 150 0 60
151 Shri. B. I. Phulaiyaa  - Ronio Operator 3510 1755 1106 790 150 060+100 
152 Shri. B. D. Awale  - Ronio Operator 3440 1720 1084 0 150 0 210
153 Shri. R. G. Bhandari  - General Attendent 3440 1720 1084 0 150 0 60
154 Shri. E. B. Parkhee  - General Attendent 3080 1540 970 693 150 060+100 
155 Shri. J.D. More  - General Attendent 3080 1540 970 693 150 060+100 
156 Shri. K. S. Pailwan  - General Attendent 2960 1480 932 0 95 060+100 
157 Shri. Shrikant Pokale  - General Attendent 3080 1540 970 693 95 060+100 
158 Shri. B. U. Kasabe  - General Attendent 2600 1300 819 585 95 0 100
159 Smt. Usha Shelar - General Attendent 2550 1275 803 60 95 0 0

Updated on 02.03.2006         
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Details of allocation of budget & disbursement made  
in the office of YASHADA at Pune for the year 2005-06 

  
 

• Publish copy of budget 
• Publish copy of grant distribution 
 

Sr 
No 

Budget head 
description  

Grants 
received 

Planned use 
(Give details area 
wise or work wise in 
a separate form) 

If more 
grants 
expected 
then in Rs  

Remarks 

See Statement 
 
 
 

Note – Since most of the department publishes this information in one from or the other, 
it is advisable that they use their own format. 

 
 
 
 

                             Details of allocation of budget and disbursement made in the office of 
Director General, Yashwantrao Chavan Development Administration, at Pune for the year 2005-
2006 
 
* Published Copy of budget     
* published Copy of grant distribution    
      

Sr. 
No. 

Budget head 
description 

Grants 
received 

(Sanctioned)

Planned used 
(give details areawise

or workwise in a 
separate form) 

If more grants 
are expected 
then in Rs. Remarks 

1 A-4,2070 109.52Training 64.42
Grant reced. till 
todate 

  other Administrative       45.10
  services (003)Trg.         
  (00)(06) G.I.A.         
  (Non-Plan)         
            

2 A-4,2070 35.00Training 20.44
Grant reced. till 
todate 

  other Administrative       14.56
  services (003)Trg.         
  (00)(03), 41  G.I.A.         
  (Plan)         
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3 L-3,2415,Agri.Research 55.37Training 36.92
Grant reced. till 
todate 

  & Edu.,01,crop       18.45
  conservation         
  (03)(01), 41  G.I.A.         
  (Non-Plan)         
            

4 L-3,2415,Agri.Research 50.00Training 16.68
Grant reced. till 
todate 

  & Edu.,01,crop       33.32
  conservation         
  (03)(03), 41  G.I.A.         
  (Plan)         
            

5 L-3,2415,Agri.Research 150.00Training 116.65
Grant reced. till 
todate 

  & Edu.,01,crop       33.35
  conservation         
  (03)(03), 41  G.I.A.         
  (Plan)(Central-Recurring)         
          Total grant received
          till todate. 
    399.89  255.11 144.78

 



 

 

 
 

 
 

Manner of execution of subsidy program 
in the office of  YASHADA at Pune 

 
This is not applicable to YASHADA 

 
� Name of the Program –  

� 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 Annexure. (Certificates/ documents) 

� Format of Annexure. 

� Where to contact in case of process related complaints 

� Details of the available fund (At various levels like District Level, Block Level 

etc) 

� List of beneficiaries in the format given below 
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Details of beneficiaries of subsidy program  
in the office of  YASHADA at Pune  

 
This is not applicable to YASHADA 

 
 

 
Name of the scheme/program -  
 

Sr. No.  Beneficiary of 
Name & 
Address 

Amount of 
subsidy/ 
concession 

Criteria of 
selection 

Remarks 

     
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note – Separate list should be published for every scheme / programme. 

  
 
 
 
 
 
 
 



 

 

 
 
 
 
 

Particulars of recipients of concession permits or authorisation granted 
in the office of  YASHADA at Pune  

 
 

This is not applicable to YASHADA 
 
Type of license / permission / concession -   
  

Sr. 
No. 

Name of 
the 
licensee  

Nature * Licens
e No 

Issued 
on 

Valid up 
to  

General 
Conditions 

Details of 
the 
license** 

        
 
 
* Nature – If it is NA permission whether commercial/ residential / industrial 
 If it is vehicle license nature will be 2-wheeler/4 wheeler/ heavy vehicles etc. 
**Details of the license – The Subject matter of the license should be mentioned. If it 
NA permission then survey no. or part thereof.   
 
 
 
 
 
 
 
 
Note – separate lists for each type of license / concession etc. 
 
 
 

Section 4(1)(b)(xiii) 
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Details of information available in electronic form 

in the office of YASHADA at Pune  
 
 

 
 

Sr. 
No. 

Type of 
Document 

Sub Topic In which 
electronic 
format it 
is kept 

Mode of 
retrieval 

Person in 
charge 

01. List of Films 
 
 
i) Tape 
ii) Film 
iii) CD 
iv) Floppy 
v) Any other 
 
 

Section 4(1)(b)(xiv) 



 

 

List of Films available with YASHADA 
 
Sr. 
No 

Type of 
Document 

Sub-topics In which    
electronics 
formats it 

is kept 

Mode of 
Retrieval 

Personal 
In 

charge 

1. Video µÖ¿Ö¤üÖ ¾Ö¬ÖÖÔ¯Ö−Ö ×±ú»´Ö VHS format VCR/ 
VCP 

AVO/ 
YMRC  

2. Video  Audio Track  
(Recording)  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

3. Video Presentations at class room 
 Shri Shyam Joshi  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

4. Video  Role of manager Copy  
Smt. Sharyu Ragnekar   

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

5. Video Seminar on Challenges 
Strategies Sanitations  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

6. Video Casp and 
YASHADA(Sponsored 
Seminar on Leprosy )  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

7. Video Maharashtra Sates 
Electricity Rural Electricity 
& fourth Foundations  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

8. Video Workshop on Social 
Justices  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

9. Video Workshop (IG) police 
Woman’s empowerment  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

10. Video Satara Project  
Role Play ,Games,   

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

11. Video World Habited Day. 
Meeting Board Room 
Class room presentations  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

12. Video Class room Presentations 
Bhanatiya Lectures Along 
with Faculty Members  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

13. Video Provisions of City wide 
Universal Sanitations 
Challenges. 
Participants presentations 
Questions & answers    

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

14. Video Opening Seminary of Co-
op Department  
Pratapshing Mohite Patil 
(Minister) Visit to 
YASHADA  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

15. Video Blank   VHS format VCR/ 
VCP 

AVO/ 
YMRC  
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Sr. 
No 

Type of 
Document 

Sub-topics In which    
electronics 
formats it 

is kept 

Mode of 
Retrieval 

Personal 
In 

charge 

16. Video Provisions of City wide 
Universal Sanitations 
Managerial Function  
Shri Chatopadhay, 
Principal Secretary  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

17. Video Blank  VHS format VCR/ 
VCP 

AVO/ 
YMRC  

18. Video Rename of MIDA  
New Hostel Opening  
Serimany  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

19. Video Earthquake Information 
Regarding The Koyan Dam 
Class room Presentations 
Prob. Tahasiladar    

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

20. Video Relief Commissioner 
Annual Conference at NIA  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

21. Video Presentations (Participant 
Micro Lap Sessions  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

22. Video Foundation day 2nd   
YASHADA  
Late Sunil Dutt visit to 
CDM YASHADA  
Participants Presentations 
at class rooms  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

23. Video Handicap Woman 
(Documentary)  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

24. Video Workshop on Panchayat 
Gramin Vikas Samanvay  
Jayraj Pathak Presentations 

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

25. Video Presentations on ZP  
Panchayat Raj  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

26. Video Workshop on Rural 
Development & Panchayat 
Raj  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

27. Video Administrative  Building 
Opening Ceremony  
By Chief Minister of 
Maharashra  
Workshop on Mahatma 
Phule Jal Abhiyan  
 
 

VHS format VCR/ 
VCP 

AVO/ 
YMRC  



 

 

Sr. 
No 

Type of 
Document 

Sub-topics In which    
electronics 
formats it 

is kept 

Mode of 
Retrieval 

Personal 
In 

charge 

 
 
Sr. 
No  

 
 
Type of 
Document  

 
 
 
Sub-topics  

 In which    
electronics 
formats it is 
kept   

 
 
Mode of  
Retrieval 

 
 
Personal  
In charge  

28. Video Sawand Programme  
Sharad Kulkarni ETV  
International Tribal 
Cultural  Expert  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

29. Video Annual Conference Relief 
Commissioner (2000) at 
NIA, Pune  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

30. Video Annual Conference Relief 
Commissioner (2000) at 
NIA, Pune 
Minister of Agricultural, 
Govt. of India  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

31. Video Annual Conference Relief 
Commissioner (2000) at 
NIA, Pune 
Minister of Agricultural, 
Govt. of India 

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

32. Video Annual Conference Relief 
Commissioner (2000) at 
NIA, Pune 
Minister of Agricultural, 
Govt. of India 

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

33. Video Center of Equity Justices 
Seminar on Social Justices 
Responsibility at Board 
room  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

34. Video C.M. Visit at YASHADA 
Group Discussions RTI 
Act’s 
Meeting at Board room 

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

35. Video ´Ö×Æü»ÖÖ ´ÖêôûÖ¾ÖÖ  VHS format VCR/ 
VCP 

AVO/ 
YMRC  

36. Video “Human rights” Shri.P.N. 
Dixit  
 

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

37. Video  ´Ö×Æü»ÖÖ ´ÖêôûÖ¾ÖÖ (²Ö“ÖŸÖ �Ö™) VHS format VCR/ 
VCP 

AVO/ 
YMRC  

38. Video Presentation of  VHS format VCR/ AVO/ 
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Sr. 
No 

Type of 
Document 

Sub-topics In which    
electronics 
formats it 

is kept 

Mode of 
Retrieval 

Personal 
In 

charge 

Shri Yashwant Shitole  VCP YMRC  
39. Video Function Review 

Workshop for Irrigation 
Dept. Offices  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

40. Video Shri Ajit Pawar, H’bel 
Minister’s  YASHADA 
visit  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

 
 
Sr. 
No  

 
 
Type of 
Document  

 
 
 
Sub-topics  

 In which    
electronics 
formats it is 
kept   

 
 
Mode of  
Retrieval 

 
 
Personal  
In charge  

41. Video Workshop on Team 
Building Pragati Learning 
System mera   

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

42. Video Casp & YASHADA TLC 
& MOU  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

43. Video CASP & Yashada Smt. 
Dubhashi Madam  
(TLC)-MOD 
Time –11to 2.00 P.M  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

44. Video ÁÖß »ÖÖê£Öê ÃÖ¸ü  
›üÖò ¯Öß  ´Ö ´ÖãÓœêü 
ÁÖß ¯Öß  �ÖÖµÖ�ú¾ÖÖ›ü  
DG sir  
Workshop  participants 
ÃÖÓ¯Ö�úÖÔ ÃÖÖšüß  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

45. Video Shri Anand Kulkarni  
Cassette Documentary 
DDK Bombay  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

46. Video Picture Guide metro 
Recording  
Blank 

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

47. Video 1st & 2nd section Smt. 
Meeran Borwankar, 
DG/Sandhu sir  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

48. Video Tahasildar prob. CD Smt. 
Kishori Gadre  
Cultural Programmer  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

49. Video Participant presentation 
(micro lab ) session  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  



 

 

Sr. 
No 

Type of 
Document 

Sub-topics In which    
electronics 
formats it 

is kept 

Mode of 
Retrieval 

Personal 
In 

charge 

CD Shri Thombre sir  
50. Video Shri Anand Kukarni ITS  

†Ö¸Óü³Ö  
¤ãü¸ü¤ü¿ÖÔ−Ö 

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

51. Video Shri. P.E. Gaikwad  
Validation Session 
DG Smt. Borwankar   
Selling of a participant 
regarding crime  
 
 

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

 
 
Sr. 
No  

 
 
Type of 
Document  

 
 
 
Sub-topics  

 In which    
electronics 
formats it is 
kept   

 
 
Mode of  
Retrieval 

 
 
Personal  
In charge  

52. Video Shri D.G. Deshpande (sex) 
Mahad DG , Borwankar 
adremo Ford foundation 
participants & faculty 
members of Yashada  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

53. Video Madam Kishori Gadre  
Shri. Sudhakar Joshi  
CD J. Tadelkar & course 
Participant  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

54. Video Shri. R.C. Sinha 
DG/ Shri.Girish Pradhan 
Shri. Devendranath  
Shri. P.N. Dixit  
 

 VHS 
format 

VCR/ 
VCP 

AVO/ 
YMRC  

55. Video Presentation in clam 
Rooms no Account & 
Audit Govt. funding 
Budgeting CD Shifting   
Shri. Tangsale Sir  
(Account Dept. regarding 
Audit ) 

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

56. Video Terminator II (English 
Film ) 

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

57. Video Shri. M.D. Jokhe sir  
CD micro lab session 
Presention of participant at 

VHS format VCR/ 
VCP 

AVO/ 
YMRC  
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Sr. 
No 

Type of 
Document 

Sub-topics In which    
electronics 
formats it 

is kept 

Mode of 
Retrieval 

Personal 
In 

charge 

class room  
58. Video CD R. L. Chavan  

Poornim Hall , H’ble 
Minister Shri R.R. Patil  
Shri Arun Bhatiya  
Discussion on ¯ÖÖ�Öß ¯Öã̧ ü¾ÖšÖü 
water Supply  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

59. Video Presentation Clam Room 
No  for Accounts matter 
Shri. M.D. Jokhe sir. & 
Participants  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

60. Video ´ÖÆüß»ÖÖ ´Öêô¾ÖÖ CD Smt. Jayshri 
Tadelkar  
´ÖÆüß»ÖÖ ÃÖ³ÖÖ¯ÖŸÖß  Parmini 
discussion  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

 
 
 
Sr. 
No  

 
 
Type of 
Document  

 
 
 
Sub-topics  

 In which    
electronics 
formats it is 
kept   

 
 
Mode of  
Retrieval 

 
 
Personal  
In charge  

61. Video Action in Good faith  
´ÖÖ×ÆüŸÖß“ÖÖ †Ö×¬Ö�úÖ¸ü  
1923 Act financial servant  
(principal of law Collage )  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

62. Video English picture (Axn) 
Cassette Scratching lines 
Satara Faulty  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

63. Video CD Satara Project  
Shri. Gaikwad Group 
Presention at class Room No. 
1 ( Ingral Function)  
DG , Mukund Rathi , Dr. 
Nair Sir  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

64. Video CD Smt. Jayshree Tadelkar  
Presentation  
Madam Gadre  
Shri. S.Joshi  
At class room participants 
experience sharing  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

65. Video Year 93 Hindi Songs  
K93/for participants  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  



 

 

66. Video †Ó¬Öê¸üÖ ‰ú•ÖÖ»ÖÖ (×±Ìú»´Ö) 
   

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

67. Video Visual Aids  
Min 72  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

68. Video Time Youer hig  
20 min Duration  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

69. Video †Ö−ÖÖê�ÖÖ ´ÖÖ�ÖÔ  
20 Min  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

70. Video The flow process  
Chart how to use it  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

71. Video When I am calling you  VHS format VCR/ 
VCP 

AVO/ 
YMRC  

72. Video Flower of Listing  VHS format VCR/ 
VCP 

AVO/ 
YMRC  

73. Video How to co ordinate  meeting  VHS format VCR/ 
VCP 

AVO/ 
YMRC  

74. Video Get with it  VHS format VCR/ 
VCP 

AVO/ 
YMRC  

 
 
Sr. 
No  

 
 
Type of 
Document  

 
 
 
Sub-topics  

 In which    
electronics 
formats it is 
kept   

 
 
Mode of  
Retrieval 

 
 
Personal  
In charge  

75. Video The Eye of the Beholder  VHS format VCR/ 
VCP 

AVO/ 
YMRC  

76. Video Successful staff selection  VHS format VCR/ 
VCP 

AVO/ 
YMRC  

77. Video ¾Ö¸ü¤üÖ−Ö  VHS format VCR/ 
VCP 

AVO/ 
YMRC  

78. Video Introduction to System 
Of lay out planning     

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

79. Video Critical  path  VHS format VCR/ 
VCP 

AVO/ 
YMRC  

80. Video The A frame  VHS format VCR/ 
VCP 

AVO/ 
YMRC  

81. Video Gramayan  
Faulty  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

82. Video Value of Ethics  
Mr. Amita Chandra, Mishra 
madam  
Workshop India Shad kate  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

83. Video The art of listing  VHS format VCR/ 
VCP 

AVO/ 
YMRC  

84. Video Use of Balance  VHS format VCR/ 
VCP 

AVO/ 
YMRC  

85. Video Man Hunt  VHS format VCR/ AVO/ 
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(English) VCP YMRC  
86. Video Principal of stock control  VHS format VCR/ 

VCP 
AVO/ 
YMRC  

87. Video  VHS format VCR/ 
VCP 

AVO/ 
YMRC  

88. Video ÃÖ±úÖ‡Ô �úÖ´Ö�ÖÖ¸ü  
(¯ÖÖ“Ö�Ö�Öß ¿Öã™üß�ÖÌ) 

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

89. Video ÃÖÖŸÖÖ¸üÖ ¯ÖÏÖê•ÖêŒ™ü  
ÃÖ±úÖ‡Ô �úÖ´Ö�ÖÖ¸ü  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

90. Video 
(ToT) for Jagruti Project at 
Yashada  

Poonam Mehta  

Smt V. Radha madam 
Valedictory session  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

 
 
 
Sr. 
No  

 
 
 
Type of 
Document  

 
 
 
 
Sub-topics  

  
In which    
electronics 
formats it is 
kept   

 
 
 
Mode of  
Retrieval 

 
 
 
Personal  
In charge  

91. Video ´ÖÖÆüßŸÖß“ÖÖ †×¬Ö�úÖ¸ü  
�Ö¦êü ´Öò›Ëü´Ö  
(ÁÖß´ÖŸÖß •ÖÖê¿Öß) 
Board Room  
Shri Wankhede  
Fire Station at PMC – 
Building  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

92. Video ÁÖß �ú»Ö¿Öê¼üß ÃÖ¸ü 
ÁÖß´ÖŸÖß Ã¾ÖÖŸÖß �úÖ´ÖŸÖ  
Class Room Shutting  
¯Ö¸ü−ÖÖ£Ö ¬Öã́ ÖÖôû ÃÖ¸ü  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

93. Video Shri J.D. Jadhav  
Role of MV Department in 
Socio Economic 
Development 
Add. Transport 
Commissioner   
(Shri Dhapte Sir)  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

94. Video Shri Dhapte Sir Class room 
challenges of motor vehicle 
Department  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  



 

 

Principal Secretary  of 
transport Shri. Rajiv Shinha  
Presentation  of Participants 
CD Smt. J. Tadelkar  

95. Video �úÖ´ÖÖÃÖÖšüß ¬ÖÖ−µÖ ¸üÖÂ™ÒüßµÖ 
�úÖµÖÔ¿ÖÖôûÖ  
2 ´Öë 2005  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

96. Video  �úÖ´ÖÖÃÖÖšüß ¬ÖÖ−µÖ ¸üÖÂ™ÒüßµÖ 
�úÖµÖÔ¿ÖÖôûÖ  
2 ´Öë 2005 

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

97. Video Shri. P.B. Patil sir  
Lecture at Poornim Hall 

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

98. Video ¯Ö×¸ü¾ÖŸÖÔ−Ö (×Æü¾Ö¸êü ²ÖÖ•ÖÖ¸ü)  
Corrected  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

99. Video Micro – lab  
Session at class Room No –8 
CD Smt. J.Tadelkar  

VHS format VCR/ 
VCP 

AVO/ 
YMRC  

 
 
Sr. 
No  

 
 
Type of 
Document  

 
 
 
Sub-topics  

 In which    
electronics 
formats it is 
kept   

 
 
Mode of  
Retrieval 

 
 
Personal  
In charge  

100. Video Managing Primary Health 
Center Produced by Institute 
of Management  in Govt. 
Trivendruam   

VHS format VCR/VCP AVO/ 
YMRC  

101. Beta-Cam  
Sp 

Shetter  
Kamgar Putala  
Story Master  

Beta  
format 

Beta 
Recorder  

AVO/ 
YMRC  

102. Beta-Cam  
Sp 

Yashada (Eng)  
(Master –Copy )  

Beta 
format 

Beta 
Recorder  

AVO/ 
YMRC  

103. Beta-Cam  
Sp 

Jagruti  
(master Copy ) 

Beta  
format 

Beta 
Recorder  

AVO/ 
YMRC  

104. Beta-Cam  
Sp 

Tusmani Lesssion Lern  
(Master Copy) 

Beta  
format 

Beta 
Recorder  

AVO/ 
YMRC  

105. Beta-Cam  
Sp 

Yashada (Master ) 
 

Beta  
format 

Beta 
Recorder  

AVO/ 
YMRC  

106. Beta-Cam  
Sp 

Director General, Yashada 
Mr.Ratankar Gaikwad  
I/V on NDTV/India 

Beta  
format 

Beta 
Recorder  

AVO/ 
YMRC  

107. Beta-Cam  
Sp 

Making of Jagruti  Beta  
format 

Beta 
Recorder 

AVO/ 
YMRC  

108. Beta-Cam  
Sp 

µÖ¿Ö¤üÖ (´Ö¸üÖšüß) 
(¤ãüÃÖ¸üß ¯ÖÏŸÖ) 

Beta  
format 

Beta 
Recorder  

AVO/ 
YMRC  
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109. Video ÃÖÖ¸ü£Öß (µÖ¿Ö¤üÖ ¯Öã�Öê) 
Drive Film Re-Edited on 
28/02/05 

Beta  
format 

Beta 
Recorder  

AVO/ 
YMRC  

110. Beta-Cam  
Sp 

Yashada (Eng) 
(Master) 
Full Mix  

Beta  
format 

Beta 
Recorder  

AVO/ 
YMRC  

111. Beta-Cam  
Sp 

Sindhudurag District 
Collectorate   Film 
English/Hindi 

Beta  
format 

Beta 
Recorder  

AVO/ 
YMRC  

112. Beta-Cam  
Sp 

Kolhapur Distrtrict 
Collectorate   Film 
English/Hindi 

Beta  
format 

Beta 
Recorder  

AVO/ 
YMRC  

113. Beta-Cam  
Sp 

ÁÖß . ¸üŸ−ÖÖ�ú¸ü �ÖÖµÖ�ú¾ÖÖ›ü 
µÖ¿Ö¤üÖ ,¯Öã�Öê  
¯ÖÖ¸ü�ÖÖ¾Ö µÖê£Öß»Ö ˆ¤ü‘ÖÖ™Ëü−Ö ÃÖ³ÖÖ Ó̧ü³Ö 
ÃÖãË�Öß�ÖßŸÖ ²Öê¸üÖê•Ö�ÖÖ¸ü †Ö�Öß 
ˆ¬ÖÖê•Ö�úŸÖÖ ×¾Ö�úÖÃÖ     

Beta  
format 

Beta 
Recorder  

AVO/ 
YMRC  

 
 
 
Sr. 
No  

 
 
 
Type of 
Document  

 
 
 
 
Sub-topics  

  
In which    
electronics 
formats it is 
kept   

 
 
 
Mode of  
Retrieval 

 
 
 
Personal  
In charge  

114. Beta-Cam  
Sp 

ÁÖß . ¸üŸ−ÖÖ�ú¸ü �ÖÖµÖ�ú¾ÖÖ›ü 
µÖ¿Ö¤üÖ ,¯Öã�Öê  
¯ÖÖ¸ü�ÖÖ¾Ö µÖê£Öß»Ö ˆ¤ü‘ÖÖ™Ëü−Ö ÃÖ³ÖÖ Ó̧ü³Ö 
ÃÖãË�Öß�ÖßŸÖ ²Öê¸üÖê•Ö�ÖÖ¸ü †Ö�Öß 
ˆ¬ÖÖê•Ö�úŸÖÖ 
×¾Ö�úÖÃÖ     

Beta  
format 

Beta 
Recorder  

AVO/ 
YMRC  

115. Beta-Cam  
Sp 

−ÖÖ´µÖÖ ¾Ö †Ö¬Öã×−Ö�ú ˆ¯Ö�ú¸ü�ÖÖ“Öß 
ÃÖÖê²ÖŸÖ  

Beta  
format 

Beta 
Recorder  

AVO/ 
YMRC  

116. Sp Shelter shoot (original) 
Kamgar Putala  
Rehabilitation story  

Beta  
format 

Beta 
Recorder  

AVO/ 
YMRC  

117. Beta-Cam  Shelter Shooting Kamgar 
putala  

Beta  
format 

Beta 
Recorder  

AVO/ 
YMRC  

118. Beta-Cam  
Sp 

Shelter Shooting Kamgar 
putala 

Beta  
format 

Beta 
Recorder  

AVO/ 
YMRC  

119. Beta-Cam  
Sp 

Shelter Shooting Interview  
Mr. Gaikwad 
Mrs. Pratibha Joshi   
Kamgar Putala  
Rehabilitation story 

Beta  
format 

Beta 
Recorder  

AVO/ 
YMRC  



 

 

120. Beta-Cam  
Sp 

Shelter Shooting Interview  
Mr. Gaikwad 
Mrs. Pratima Joshi   
Kamgar Putala  
Rehabilitation story 

Beta  
format 

Beta 
Recorder  

AVO/ 
YMRC  

121. Beta-Cam  
Sp 

Shelter 
 Shooting Interview  
Mr. Madan  
Mr.   Harish Khane ,HDFC. 
& Hadapsar Shots  
Kamgar Putala  
Rehabilitation story 

Beta  
format 

Beta 
Recorder  

AVO/ 
YMRC  

122. Video Bangalore  
Agenda Task form (No 
Cassette ) 
 

(No 
Cassette) 
 

(No 
Cassette) 
 

AVO/ 
YMRC  

123. Video Lost world regained (Kutch 
Rehabilitation in Gujrat )   
 
 

CD format VCR/ 
DVD 

AVO/ 
YMRC  

 
 
Sr. 
No  

 
 
Type of 
Document  

 
 
 
Sub-topics  

 In which    
electronics 
formats it is 
kept   

 
 
Mode of  
Retrieval 

 
 
Personal  
In charge  

124. Video Vadodara Wins  
(One Day Governanace in 
Vadodra Gujrat) CD   

CD format VCR/ 
DVD 

AVO/ 
YMRC  

125. Video Bridging Digital Diwate 
(Akshaya Project in Kerala) 
CD  

CD format VCR/ 
DVD 

AVO/ 
YMRC  

126. Video Eco Tourism  in Himachal 
Pradesh CD  

CD format VCR/ 
DVD 

AVO/ 
YMRC  

127. Video Where there is a will there is 
a way  
(People Mollemost again 
thruways plastics in 
Tamilnadu CD 

CD format VCR/ 
DVD 

AVO/ 
YMRC  

128. Video ‘Bhoomi’ on Deliveries  of 
Land records in Karnataka 

CD format VCR/ 
DVD 

AVO/ 
YMRC  

129. Video E-seva the one stop (Andhra 
Pradesh ) CD 

CD format VCR/ 
DVD 

AVO/ 
YMRC  

130. Video Window of Joy Citizen 
facilitation centra in Kalyan 
Dombivali ,Maharashtra  CD 

CD format VCR/ 
DVD 

AVO/ 
YMRC  

131. Video Bhagidari Partnership 
redefined (Govt. of NTC of 

CD format VCR/ 
DVD 

AVO/ 
YMRC  
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Debited ) 
132. Video Braking the barriers 

(Communication of Public 
Industry and service in 
Nagaland ) 
CD  

CD format VCR/ 
DVD 

AVO/ 
YMRC  

133. Video My. Village our Kingdom a 
film by Badhaya Kumar on 
micro planning in Latur 
(Engilsh) 

Sony –mini 
–DVD  

Digital 
Video 
Player  

AVO/ 
YMRC  

134. Video My Village  our Kingdom 
(Marathi) 
Version Planning in Laur  

Sony –mini 
–DVD  

Digital 
Video 
Player  

AVO/ 
YMRC  

135. Video My village e our Kingdom ( 
Marathi) Version VCD 
Master  

VCD  VCD/ 
DVD 

AVO/ 
YMRC  

136. Video My village our Kingdom 
Marathi Version DVD  
 
 

VCD  VCD/ 
DVD 

AVO/ 
YMRC  

 
 
Sr. 
No  

 
 
Type of 
Document  

 
 
 
Sub-topics  

 In which    
electronics 
formats it is 
kept   

 
 
Mode of  
Retrieval 

 
 
Personal  
In charge  

137. Video My village our Kingdom on 
with English Substitute 
(DVD) 

VCD  VCD/ 
DVD 

AVO/ 
YMRC  

138. Video My Village our Kingdom a 
film on micro Planning Latur 
(VCD) 

VCD  VCD/ 
DVD 

AVO/ 
YMRC  

139. Video My Village our Kingdom a 
film on micro Planning Latur 
(VCD) 

VCD  VCD/ 
DVD 

AVO/ 
YMRC  

140. Video My Village our Kingdom 
(Marathi Version 2005  
(VCD) 

VCD  VCD/ 
DVD 

AVO/ 
YMRC  

141. Video My Village our Kingdom 
(Marathi Version 2005  
(VCD) 

VCD  VCD/ 
DVD 

AVO/ 
YMRC  

142. Video Togather we  
Master Copy  

DV-C  VCD/ 
DVD 

AVO/ 
YMRC  

143. Video Together we  DV-C  VCD/ 
DVD 

AVO/ 
YMRC  

144. Video Together we (Marathi)  
Shabi Husain  
(Edit Room) 

DVD  VCD/ 
DVD 

AVO/ 
YMRC  



 

 

Pune DVD  
145. Video Film on  

Together We (Marathi) 
Director by Shabi Husain 
23/07/05 DVD  
 

Beta format VCR/ 
VCP 

AVO/ 
YMRC  

146. Beta-Cam  
Sp 

Film on Mayechi savali 
Anganwadi Sevika  
A.P communication  

Beta format VCR/ 
VCP 

AVO/ 
YMRC  

147. Beta-Cam  
Sp 

Chaupher  
(Gram  Sevak ) 
(A.P. Communication)  

Beta format VCR/ 
VCP 

AVO/ 
YMRC  

148. Video Ji –Sarakar Constable Shree 
films Pune ) 

Beta format VCR/ 
VCP 

AVO/ 
YMRC  

149. Video File Yatra “Clerk 
(Shree Film)   

Beta format VCR/ 
VCP 

AVO/ 
YMRC  

150. Beta-Cam  
Sp 

Krushi Nayak (Agriculture  
Assts) 
Shri Sai Film (Marathi) 
 

Beta format Beta 
Recorder 

AVO/ 
YMRC  

 
 
Sr. 
No  

 
 
Type of 
Document  

 
 
 
Sub-topics  

 In which    
electronics 
formats it is 
kept   

 
 
Mode of  
Retrieval 

 
 
Personal  
In charge  

151. Beta-Cam  
Sp 

Talathi 
 

Beta format Beta 
Recorder 

AVO/ 
YMRC  
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Particulars of facilities available for citizen to obtaining information 

in the office of  YASHADA at Pune  

 

Types of facilities –  

 

• Information about visiting hrs. : 3.00 pm To 5.00 pm on working day 

• Information about interactive website. : http://www.yashada.org/ 

• Information about call center :  Not applicable 

• Information about facilities for inspection of record. 3.00 pm To 5.00 pm on 

working day 

• Information about library.  :  

The library is situated in a very strategic place, close to all the class rooms. It is in the 

main building, surrounded by beautiful lawns and gardens. The indoor plants within the 

library give you a feeling of closeness to nature, just as the books bring you close to the 

great minds of all ages. 

  

Study Room 

An air-conditioned study room, which can quite easily accommodate about 35-40 

persons, creates an apt environment for concentrated and in-depth reading and study in 

the library. Besides this, there is a general reading and study hall where one can 

comfortably browse through newspapers and magazines. This atrium accommodates 

more than 30 persons at a time, while the large windows bathe the hall in natural light. 

  



 

 

Collection 

The library possesses a collection of 40,000 volumes on different subjects like Public 

Administration, Rural Development, Management, Gender Issues, Computers, Public 

Finance, Urban Studies, Disaster Management, Environment, Social Studies, Education, 

and Agriculture. A wide range of reference books on the various facets of art, culture 

and traditions of Maharashtra, education and other developmental issues enable the 

library staff to provide an exhaustive reference service to our users. 

  

In order to keep the user abreast of emerging areas of knowledge, the YASHADA 

Library subscribes to 131 journals on topics of immediate interest to its readers. These 

include some foreign journals of varied interests. 

  

Non Print Media 

Ever since the dawn of the information age, most documentation and reference material 

has become available on electronic media like Video Cassettes, CDs etc.  

  

Repository Library: 

Government of Maharashtra has designated YASHADA library as Repository Library 

for their publications. The work for collection of documents is in progress. 
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Details of Public Information Officers / APIOs/ Appellate authority  
in the jurisdiction of (public authority) YASHADA at Pune  

 
 
PIO  
 

Sr. 
No 

Name of 
PIO 

Designation Jurisdictio
n as PIO 

under RTI 

Address/Ph.no E-mail id for 
purpose of 

RTI 

Appellate 
authority 

1. Shri 
Yogesh 
Bhosale 

Assistant 
Registrar 

YASHADA YASHADA, 
Raj Bhavan 
Complex, 
Baner Road, 
Pune 411 007. 
Ph. 
No.25608000 

ygshbhsl@ 
yahoo.com 

Director 
General 

 
 
 
APIOs 
 

Sr. 
No. 

Name of APIO Designation Jurisdiction as APIO under 
RTI 

Address/ph.no 

Not appointed 
 
 
Appellate authority 
 

Sr. 
No. 

Name of 
Appellate 
Authority 

Designation Jurisdiction as 
Appellate 
Authority 

PIO 
reporting 

E-mail id for 
purpose of RTI

1. Shri 
Ratnakar 
Gaikwad 

Director 
General 

YASHADA Shri Yogesh 
Bhosale 

rgaikwaddg@ 
hotmail.com 

 
Note – The name & designation and location of the PIO, APIO & Appellate 
Authorities should be prominently displayed at the entrance / reception of each office. 

 
 
 
 
 
 

Section 4(1)(b)(xvi) 



 

 

 
 
 

ªÉ¶ÉnùÉ, {ÉÖhÉä ªÉÉÆSªÉÉ EòÉªÉÇIÉäjÉÉiÉÒ±É VÉxÉ ¨ÉÉÊ½þiÉÒ +ÊvÉEòÉ®úÒ/+Ê{É±ÉÒªÉ |ÉÉÊvÉEòÉ®úÒ ªÉÉÆSÉÉ iÉ{É¶ÉÒ±É   
 
VÉxÉ ¨ÉÉÊ½þiÉÒ +ÊvÉEòÉ®úÒ  
 

+.Gò. VÉxÉ 
¨ÉÉÊ½þiÉÒ 
+ÊvÉEòÉ®úÒ 
ªÉÉÆSÉä xÉÉ´É 

{ÉnùxÉÉ¨É ¨ÉÉÊ½þiÉÒSªÉÉ 
+ÊvÉEòÉ®úÉJÉÉ±ÉÒ 
VÉxÉ ¨ÉÉÊ½þiÉÒ 
+ÊvÉEòÉ®úÒ ªÉÉÆSÉä 
EòÉªÉÇIÉäjÉ  

{ÉkÉÉ/nÚù®úv´ÉxÉÒ Gò. 
 

¨ÉÉÊ½þiÉÒ 
+ÊvÉEòÉ®úÉºÉÆnù¦ÉÉÇiÉ 
<Ç-¨Éä±É +ÉªÉ.b÷Ò.   

+Ê{É±ÉÒªÉ 
|ÉÉÊvÉEòÉ®úÒ  

1. ¸ÉÒ. 
ªÉÉäMÉä¶É 
¦ÉÉäºÉ±Éä 

ºÉ½þÉªÉEò 
ÊxÉ¤ÉÆvÉEò 

ªÉ¶ÉnùÉ  ªÉ¶ÉnùÉ, ®úÉVÉ ¦É´ÉxÉ 
+É´ÉÉ®ú, ¤ÉÉhÉä®ú 
®úºiÉÉ, {ÉÖhÉä 411 
007., nÚù®úv´ÉxÉÒ 
Gò.25608120 
  

ygshbhsl@ 
yahoo.com 

¨É½þÉºÉÆSÉÉ±ÉEò 

 
 
 
ºÉ½þÉªÉEò VÉxÉ ¨ÉÉÊ½þiÉÒ |ÉÉÊvÉEòÉ®úÒ  
 

+.Gò. ºÉ½þÉªÉEò VÉxÉ 
¨ÉÉÊ½þiÉÒ +ÊvÉEòÉ®úÒ 
ªÉÉÆSÉä xÉÉ´É  

{ÉnùxÉÉ¨É ¨ÉÉÊ½þiÉÒSªÉÉ +ÊvÉEòÉ®úÉJÉÉ±ÉÒ ºÉ½þÉªÉEò VÉxÉ 
¨ÉÉÊ½þiÉÒ +ÊvÉEòÉ®úÒ ªÉÉÆSÉä EòÉªÉÇIÉäjÉ  

{ÉkÉÉ/nÚù®úv´ÉxÉÒ Gò. 

+É´É¶ªÉEòiÉÉ xÉºÉ±ªÉÉxÉä  xÉä¨ÉhÉÚEò Eäò±Éä±ÉÒ  xÉÉ½þÒ  
 
 
+Ê{É±ÉÒªÉ |ÉÉÊvÉEòÉ®úÒ 
 

+.Gò. +Ê{É±ÉÒªÉ 
|ÉÉÊvÉEòÉ®úÒ 
ªÉÉÆSÉä xÉÉ´É 

{ÉnùxÉÉ¨É +Ê{É±ÉÒªÉ |ÉÉÊvÉEòÉ®úÒ ¨½hÉÚxÉ 
EòÉªÉÇIÉäjÉ 
 

|ÉÊiÉ´ÉänùxÉ VÉxÉ 
¨ÉÉÊ½þiÉÒ +ÊvÉEòÉ®úÒ 

¨ÉÉÊ½þiÉÒSªÉÉ 
+ÊvÉEòÉ®úÉSªÉÉ 
|ÉªÉÉäVÉxÉÉlÉÇ <Ç-¨Éä±É 
+ÉªÉ.b÷Ò. 
 

1. ¸ÉÒ. 
®úixÉÉEò®ú 
MÉÉªÉEò´ÉÉb÷ 

¨É½þÉºÉÆSÉÉ±ÉEò ªÉ¶ÉnùÉ ¸ÉÒ. ªÉÉäMÉä¶É ¦ÉÉäºÉ±Éä rgaikwaddg@ 
hotmail.com 

 
Ê]õ{{ÉhÉÒ : VÉxÉ ¨ÉÊ½þiÉÒ +ÊvÉEòÉ®úÒ, +Ê{É±ÉÒªÉ |ÉÉÊvÉEòÉ®úÒ ªÉÉÆSÉä xÉÉ´É ´É {ÉnùxÉÉ¨É “iÉÉä®úhÉ” º´ÉÉMÉiÉEòIÉ, ªÉ¶ÉnùÉ, {ÉÖhÉä 
ªÉälÉä `ö³ýEò{ÉhÉä |ÉnùÌ¶ÉiÉ Eäò±Éä +É½äþ 
 

Section 4(1)(b)(xvi) 
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Such other information as may be prescribed 

 
 
 
 

Note – nothing is prescribed as on date 22 Aug. 05. 
 
 

Section 4(1)(b)(xvi) 



 

 

 
 
 
 
 
 
• List out the routine decisions / important policies which you foresee will affect 

public. Formalise the details about publications in such cases. Publish such 
information under this heading. 

 
Not applicable to YASHADA 

 
 
 
 

 
 
 
• Prepare a list of issues in which administrative & quasi-judicial decisions are 

generally taken in your office. Declare that henceforth you will provide reasons 
for such decision to affected persons. 

 
 

Not applicable to YASHADA 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Note – The Public Authority / PIO can take the recourse of Notice boards, News 
papers, Public announcements, Media, Broadcasts, the internet, inspections for the 
purpose of disseminating information. 

 

Section 4(1)(d) 
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Information about applications received and information given under Right to 
Information Act at YASHADA  : 

 
Sr. 
No 

 

Name of 
Applicant 

Date of 
application 

Details of 
Whether 

information is 
given or not 

Total pages 
of 

information 
given 

Whether 
appeal has 
been filled 

Remarks, 
if any 

01. Shri Shahid 
Raja Burani 

25.05.2004 Information is 
given vide letter 
dated 04.06.2004 

1 page No - 

02. Shri 
Rajendra 
Sahebrao 
Gawali 

24.06.2005 Since the 
information asked  
was not related to 
YASHADA , 
informed 
accordingly vide 
letter dated 
06.07.2005 

1 page No  - 

03. Shri Sopan 
Vitthal 
Jagtap 

12.07.2005 Informed vide 
letter dated 
26.07.2005 that 
information is 
ready & 
subsequently it 
was sent by post 
after receiving 
addl. charges for 
no. of copies,  as 
requested by the 
applicant 

1192 pages No  

04. Shri Vivek 
Marathe 

08.08.2005 Informed vide 
letter dated 
16.08.2005 that 
information is 
ready  & 
subsequently it 
was personally 
handed over to 
applicant on 
12.09.2005 

418 pages No  - 

05. Shri 
Mahadev 
Bajirao 
Sakore 

17.08.2005 
22.08.2005 

Information is 
given vide letter 
dated 30.08.05  

1 page No  - 

 


