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CITIZEN'S CHARTER

PANCHAYAT AND RURAL DEVELOPMENT DEPARTMENT

CONTEXT
Spirit behind the Citizen Charter:

A customer is the most impartant visifor on our premises. He s not dependent on us; we ore dependent on him. He 15 not an
interruption on our work; he is the purpose of it. He is not an outsider on our business; he is part of it. We are not doing him o fovour by
serving him; he is doing o favour by giving us an opportunity ta do sa -—— Mahatma Gondhi

VISION
Sustainable and inclusive growth of rural India
MISSION

Sustainable and inclusive growth of rural India through a multi pronged strategy for eradication of poverty by increasing livelihood opportunities, providing
social safety net and developing infrastructure for growth and improvement of quality of Iife in rural India.

The Department has published this first citizen charter with an objective to provide information which will be helpful for the implementation

af the schemes. As amendments are made in the guidelines and procedure of scheme and sometimes new ichemes are launched by
Government of India or the State Govt. Hence regular updation of the Citzen Charter will be essential.

The main objective of various poverty alleviation and employment generation programme are as follows:

1. Reduction of Rural Poverty 2. Removal of Regional Imbalance 3. Employment Generation in Rural Areas

4. Development of Rural Infrastructure 5. Housing for Rural Poor Community Participation




Business Transacted

Preparation of Annual Financial Statement

Organization of review meetings.
Organization of State level Vigilance and Monitoring Committee meetings

Holding Departmental Promotion Committee meetings,

Holding State Level Committee meeting for Compassionate appointment.
Holding of Panchayat Election, constitution/ Delimitation of GP/AP/ ZP .
Amendment of Panchayat Act/ Rules/

Drafting of Service Rules.

Lo~ O U & b b

5. Holding of Assam 5tate Employment Guarantee Council Meetings under MGNREGA.

10.Holding of State Level Empowered Committee Meetings for Selection of Ombudsman under MGNREGA.
11.Holding of State Level Empowered Committee Meetings under Shyama Prasad Mukherjee RURBAN Mission.
12 Holding of State Level Empowered Committee Meetings under MGMNREGA

13.Devolution of Fund/ function and functionaries.




CLIENTS.

B

Commissionerate of Panchayat & Rural development.
SIRD

ASRLMS

CEQ,ZP

D.C.

P.D.

B.D.O.

APJGP.

Citizens.

s

STAKEHOLDERS

1. Rural development functionaries from state to Gram Panchayat level including line
department functionaries

2. NABARD

3. Banks

4. PlAs

5. Elected represantatives of Panchayats, representatives of NGOs, .




Services Rendered by the department

slNo Services Conditions/documents reguired to Timeline | Fees Name/ Designation/contact of section dealing
Be submitled by clients for disposal within Officer with the subject
timeframe B
Issue of Administrative | a) Progosal along with Budget provizion.
Agprawal k) Intimation) authenticetion of professional Sil PLK. Buragohain, ACS
autharity that proposals are structurally Commiskioner & Secretary Section A, C
sound & prefiminary Plan/ estimate is 135098792
sufficiently oomect. 10 days il
1 €} Technizal sanction where subject matter is
of project B construction,
A5 per rule 9 of Assam Financial Rele 1939 &
the power delegatad under DFPR with
concurrence of Finance Deptt
fszue of Finandal Complete prasosal cantaining;
sanction 1. Sanction letier of the Govt. of India Gk Pegu, ACS Hection A,C
2. Appropriste Head of Account under Jnint Secretany with NDO posser
hudgetany provision 10 days il B4 ARRETEE
] 3. Utilization Cetificatas for previous Jsecyh.prrd @ govin
sanction as por prescribed format |
4, Fhotographic evidence where
MECESEY.
lscue of Ceil ™l al _u_.m.m_n_.mm_
B! Copy ol Sanction Sri . Pegu, ACS | Section 8,0
e Chack fist as per formatf budget alistment. | 10 days Ml Joint Secretary with 300 power
d) Duly filled Form C-1 as amended from BA3S0RETLE
3 {ime to fime countarsigned by the | jesecyB.pnrdEgov.in
appropriate authority
gl FOC from respestive branch of Finance

[hepll




&1 Mo

Lenvices

Izzue of erder of
Annual Increment

Issue of order of
financial benafit under
AL PA

nm:n_m_u_._m____n.mn_._ ments required Lo
Be submitted by clients for disposal within
H.,_.:E.E.En| —

Tirmeling

Foesg

Marme/ Designation/contact of
Officer

Section dealing
with the subject

1. Dutyfleave raport covering the Date of
Annual Increment from concerned DDO,

2. DP clearance report.

3. Updatedfauthenticated Service Sonk,

4. Lalary drawn statement in respect of
Aflncrement pending for more tham a year.

5. Performance Report of previous year

6. Last pay certificate.

20 days

Hil

Cr. Bijoya Choudbury, ACS
Joint Secretany
854085183
jtsecyd.pned@gay.in

Smti A Chakrabarty, ACS
foint Sacretary
9435337707

ftsecyd pordi® powin

Srmiti D, Jerme, ACS

Joint Secretany
S1350-54459
jtzecy 3. prrd (@ gein

Section & R,C

1. Recemmendation of Screenlng
Cammittee of ACPS

2. Duty feport frem concarned 00000,

3. Updatedfauthenticated Service Book

4. Salary statement [in case of panding
annual Incremeants

5. Reparl an pending D._u_.____u.m..__._n.m.

2 davs

il

Gi. Bijoya Choudhury, ACS
Iaint Secretary
S8 54065183

jtsecy? pnrd@goyin

Smti A Chakrabarty, ACS
Jolnt Secretary
43533707

itsecyd. pordi@poyin

smiti O, Jeme, ACS
Jolnt Secretany
S43E0-54455
jEecy3 pard@pov.in

section AB,C




5l Na SEMVicEs Conditions/documents required Lo Tirmeline | Fees Mame/ Designation/contact of mm_“.:__”_:.nmm_.:m
Be submitted by clients for disposal within Officer with the subject
......... tirmeframe
lssue of order of grant 1 Prescribad Leave application elialy ri Bhogeswar Shyam _____1_nm
of E.L. tecomnmendedd by the Controlting Officer. 15 days Addl. Secratary
| 9435273025 Section AB,C
2. Charge Handing & Taking-over report. Mid | (ForZifa Parishads , PRis-Section A}
A.Medical Certificate [in case ol leawe on Oir. Bijoye Choudhury, AZS
medical grovend) Joint Secretary
QESL0GLIED
jtzacy 2 pnrd @gov.in
7 4. Medical fitness certificate [in_caze of laava
on meadical around) Smtl & Chakraborty, ACS
5. laining report Joknt secretary
. Updaled keave account statement. mnwmww.._..._.n_w )
jtsecpd pord@Eov.in
et O, Jeme, ACS
Joint Secretary
S4350-54455
— Jrsacyd pnrd @Eov.in
Issue of arder of grant Lapplication for Study Leave (Scheduled — Sri Bhogeswar Shyam AC 5
of Study Leave 1 | 15days Agdl. Becretarny
2 Justification from contralling officer aleng Q4RI To0Tl Section A, B,C
with recommendation. [For Zila Parizhads , FRIs-Section A)
3, Undertaking. _ hil
4. Bond as per Appendix — A of FR: & Crr. Bijoya Choudhury, ACS
SR Details of COUFSE indicating Joint Secretary
4 tenurescheduls SEEADE61E3
jmecyd pard@gov.in
[ Smiti D, Jeme, ACS
nint Seeretary
QA350-54455
immacyd.prrd@gonin




Canditions documents reguired to
Be submitted by clients for disposal within
timeframe

Timeline

Feas

1. Application foerwarded through the
controlling offizer,

2. Birth certificate of the child below
18 wears  fer wham CCL is appliod
for

Sl Mo Services
Issuie of arder of grant
of CCL

9
Issue ot tresh
appolntrment ordars
i

10 days

Ml

Mame) Dmuﬁ.._mz_u_._____nn.:r.p_._.”._,.. of

Dfficer

| S Bhogeswar Shyarm 8.0.5

Add!. Secretary
9435275028
tFor Zila Parishads , PRIS-Sacticn Al

Cr. Bijova Choudhurg, ACS
Inint Secratary
SESADREIRT
jrecy 2 prrd @povin

S, A Chakraborty ACS
Izint sooretary
94353-37707
IFar CORD, PEAD Estt-Section B.)

Section dealing
with the subject

Section A.8,C

al Completion of due procedure of
apzointment like advertizsing, examination,
result, APSCY Selection Commites’s
approval .

kb Compliance of conditions as per AFREM
Act, 2005,

C) Approval of competent authaority.

as
per
advi,

Ari Bhogeswar Shyam ACS,

Addl. Seoretary

435270028

(Far Zila Farishads , PRIs-Section &)

Q. Bijoya Chowdhury, ACE
lzink Secretary

854065183
Jtsecyd pardi@acy.in

Smit, & Chakrabory 405

Jpist secratary

QLI5TZTTOT

(For CPRO, PERD Estt-5ection B.)

Soction &,6,C




[ 5I NG Services

Conditions/docurments required Lo Timeline | Feey Mame/ Designation/contact of Zection dealing
Bz submitted by clients for disposal within Officer with the subject
. timeframe
_ Accard of _H_E.,,.m.nn__.wn_: 3 ah _“.,mw_n_n_wmm fram concerned authariiy. 0r, Bifooga Choudiury, ACS
sanclion _ bl Grounds! authenticiey of the offence & | 30 davs Bl Jaint Secretary Secthon A8,C
_ subject te  satisfacHon) acceptance of 954066183
campetant authariny. jtsecy? pnrdiEgow.in
| == Smt, A Chakrabarty A.CS
loint zecretary
94353-37707
{For CPAD, PEAD Estt-Section B
Halding Farchayat a} Proposal of concerned DCs, As ficed Al _ i Bhogeswar Shyam &.C.5.
Electian, constitutcn/ b) As per Assam Fanchayat Act, 1994, by Gowt. | Addl. Secretary section A
| [For Ziia Parishads . PRIs-Saction A}
A Mormal Pensian:
Submission of PFansion _ Sri Bhagoswar Shyam &.C5
Fuapers o &G, 1. Form Ne. 19 Addl. Secretary
2. Form Ne. 1 | 9435279024
3. Farm Ne. 2 | {For Zila Parishads , PRIs Section &)
4, Farm Me. 10A) _
5. Nomination Farm for DCRG Or. Bljoya Choudhuwry, ACS Section A, 5,C
E. Spacimen signature _ leint Secretary
7, Deseriptive Roll 9554066183
13 8. Joint passport size photographs of husband JtEecyd pried @@ go.in
& wife duly attesled 2 manths | Mil

. Last Pay Certiticate (LFC)

10, Last 10 months awerage  Basic  Pay
Statement

11, Leawe Afc statement from beginnlng te
ending af Govt service

12, Updated Service Book

13, Undertaking of retired officer declaring ne
objestion to refund or recover overdrasal
amaunt duly cornter signed by Head of Office

smti A Chakraborly, ACS
lgint Secretary
QERLFF Y

Lol pnediE poy in

Smiti [ leme, &C5
Jzint Secretary
B4350-54459
jtaecyd.presdiE genin




o]

Services

Canditions/documents required to Timeline
Be submitted by dients for disposal within
H.m q.._._mﬁﬂm_._._m

Subrrission of Pension
Papers to A5,

| B. Passport size photographs of applicart of

14. Certificate to the extent of pending
ludicial fOF against the retired employes from
Head of Cffice

15. Wo dermand/MNaon-liability cortificats from
Hesied af Cfice

16, Commutaticn of Pension Formy, if devired
17. Single passpost size phatograph of retired
employpes for Commutation of Pension

18 Artested copy of GRE Afc statermen

19, Bask &/e detalls

. Mem-draresal certificate of
retirement/pension benefits from Head of
Oifize

21, Declhration of recelipt/non-receipt of
retirement/pension  benefits  from  retired
ermployes

22, Departmental Dame  Sheern duly
counlersigned by the Head of Office.

E. Family Pension:

1. Form Mo 19

A FormMo. 21

3 Form Mo, 3

4, Form Na. 10

L. Foem Ma. 20

G, Specimen signature
!, Descriptive Roll

Famity Pepsion duly attested by Head of Offica
9. Last Fay Certificate [LPC)

10. Leave Afc statement from beginning to
ending af Govt service .
11, Updated Service Book

Feps

Mame/ Designation/contact of
Officer

Section d _mmu:._m
with the subject

s Bhageswar Shyam A L5

Addl, Secretary

0435279028

{For Zile Parishads | Fhls-Section A}

. Blgoya Choudhury, ACS
Jaint Sacretary
GREAGER1RT

jtaecy 2 pardi@goin

it AL Chakraborty, ACS
Jaind Secretary
S435337707

Jrzecyd. pnrd@gov.in

Smti 0o larme, ACs
Idint Secretiry
04350-54454
jteecy3 pnrdEgoy.in

10




Date of birth procf

5l No Services Conditions/documents requirad ta Timeling | Fees
Be submitted by clients for disposal within
timeframs
12, Undertaking of applicant of Family Pension |
Submission of Pensicn declaring no ebhjection to refund or recover
Faperss to AG. | overdrawal amount duly counter signed by
| Head of Cffice
13, Mo demand/Mon-liability certificate fram
Head of Cffice
14, Commutation of Pension Farm, IF desired
15. Altasted cogies of Ape Cerlificate of mach
child of the deceased employes
16. Attested copy of Death Certificats
17, Altested copy of GPF A/c statement
18, Seccession  certficate for  Leave
Encashment Benefits & DCRG
19, Bank & datalks
20, MNon-drawal cortificate of
retirement/pension benefits from Head of
Cffice
21, Declarafion of receipl/non-receipt  of
reticement/pension benefits  from the
applicant of Famify Pension
22, Departmental  Date Sheet  duly
countersigred by the Head of Office
Order of appointment | 1. Prescribed proforma regarding
an Compassionate employment of dependence of God,
Ground servant dying while in 2ervicefretired on
imvalld penslian.
| OLC recommendation mimutes
14 Lieath certificata
| Highest educational certificate _ 3 months
m Econorpic condition declaration certificate il
1

Identity prool
Legal heir proot

. et b e R M

Name/ ﬂmmi:wﬂ_miﬁnﬂmnmﬁ
Officer

Sri Bhogeswear Shyam ACS,

Al Secretary

2435270028

{For Zila Barishacs |, FRIs-5ectlon A)

Crr. Bijoya Choudhury, ACS
Inint Seerebary
SES40EGLED
jesecyd pnrd @ e in

Smith AL Chakraborty, ACS
laint Seretary
2435337707
Iseced pard @Eov.in

amiti [, Jemae, ACS
Ioint Seoretary
HA3R0-E44 55
Itsecyd anrd fDgovin

Section deaiing
with the subject

Cr. Bijoya Choudhury, ACS
Jpint Secretary
GEEMDRLIED

jracy 2 pnrd @gov.in

ami, A, Chakraborty 8.0.5

Jolnt secretary

QIISE-ITTOT

[For CPRD, PRRD Estt-Section B.}

Section A,8,C

11




5l Mo Senvices Conditinns/docurnents required to Timeline | Fees Mamef Designation/oontact of Section dealing
Be submitted by clients for disposal within Officer | with the subject
timeframe = |
9. I adopied than proper adegtion . Sei K. Pegu, ACS
certflcate [ Jaint Secrerary with DDO power _
10. Phatos S4350RETLZ
11, As per provisions laid down in varicus Ok s _ jtsecys. prd@gov.in
and Gowt. motification issued from time to |
tima
12. Recommendation of SLC. _ _.
13, Appraval of CA of the dept. for issee of _
appeintment order.
_ |
_
=l
Cr. Bijoya Choudhury, ACE |
1. Recommendation of OLE forwarded _ Jaint Secretary
through Commissinner P&RD, _ CRSA0G6183
lssuie of order of 2, Driginal Propasal a0 days jtsecy 2 pard@gowin
apoointrment wndar AFS 3. Approval of compatent authority of |
kulas PERD Dept. for sswe of appointment Mil Smt. &, Chakraborty &.C.5
list e boy CPRO, Joint secretary
L4353-37707
[For CRRD, PARD Estt-Section B
15

S K. Pegu, ACS
Joint Secretary with OO power
S4ASNERTSZ

jtsecyE. pard@gov.in




et

Sl N Services Conditions/documents required to Timeline | Fees Mame/ Designation/oontact of | Section dealing
Be submitted by clients for disposal within Dfficer wilh the subject
timeframe _
Grant ol medical 1. Treatment should be dene in Gawt, 5ri Bhogeswar Shyam ACS |
reimbursemert Haspital or Reterral Hospital as notified by | 30 days Addl. Secretary [
HEFPW Cepti Nil Q435ITONZE |
2. Autharised Medical Attendent cortificate [Far Zila Parishads , PRIs-Section &) |
| 3. Approval from OHS, Assamm _ |
_ 4. Referrsl Medical Board Certificate _ iy m...m_u.-.w Chouwdhury, AC5
5. Adrissibility report Joint Secretary |
18 6. Discharge certificate SREAOERIRT |
7. Criginal bills! voushers countersigned by jrEecy 2 pnrd@gov.in
Autharisad Medical Attendent
Bank &/C Mo, GFF/PPO Na. Smt. &, Chakraborty 8,05
Joint secretary | |
S1353-37707 |
(For CPRO, PERD Extt-Section A}
|
Sri Bhopeswar Shyam A.C5. _
Amendmeant of 3l Proposal from subordinate offices/ M_A Addl. Secretary
Fanchayat Act) Rules pubblic demand and fram referral Degtt. QALEFTANZE
_ Hil [For Zila Parishads , PRIs-Section &)
1 [
SriEL Pegu, ACE
Joint Secretary with DED power
L AEORE L2
JtsecyE.prrd @Eov.in
Te dissolve appeal/ a) Representation for appeal, Sri B K. Buragohain, ACS
dizpute ralating to k] If matter reported to the Deptl. by 45 days Commisstoner & Secretary
18 | sewtlement of Hat/ Ghat congcerned autharity f Pulblic Ml o4350-48799
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| 5l No Services Conditions/documents required to Timeline | Fees Marne/ Designation/contact of Section dealing
e submitted by clients for disposal within Dfficer with the subject
timeframe ]
Oavolution of Fund! Sri Bhageswar Shyam A5
functlon and Ax Per Sctivity Mapping and Gout, instruction Addl, Fecretary
funclionarniss. issued trom tme Lo Lime. LA, B L P
13 Ml [Far Zila Farishzds , FRIs-Secton &)
1. Updating names of officers Or. Bijoya Chowudhury, ACS
F Mew Acts/Rules/Circularsforserns Within 3 lennt Secretary.
Lpdating of the website | 3. Financial Sanctions days of il HaLA0GE1E3
4. Sanction orders of Leaves isFiEE
&0 5, Transfer/postng orders ari Abhifit Sinha , ALS,
Depuaty Secrelary
24355-04132
prrddispur@gmail .com
14 Ll Bhogeswar Shyam A0,
lssue of information 1. Agplication in format praescribed 30 days par Addl. Secretary
undar AT undear BT Act, HT! Q43527028
2. Feoas prescribed under 811 At Ack. iFor Zila Parishads , PRIs-Section &)
D, Bijoya Choudhuny, A05
Joint Secretary
QHEAOREI B
jEmeeyZ pord ©gov.in
- Smiti &, Chakraborty, ACE
laint Secretary
43I53ZTIOT7
psemyd prrdiigon.in

Emti D, leme, ACS
Joint Secretary
Gu1350-544 58
jlecy 3 pard @gov.in
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GRIEVAMNCE REDRESSAL MECHANISM

Grievances may be lodped at Website www prrdassam.nic.in

Grievance in plain paper may be submitted to Sri Adhar Bhuyan A.C.5,, loint Secretary & Modal Officer Public Grievance.

if not satisfied , citizen/complainant may approach the Commissionerf Secretary to the Govt. of Assam, P&RD Dept

Designation of the officer
Commissioner and
Secretary to Govt of Assam,
Panchayat and Rural
Development Department

Address for correspondencs

Black - ‘C’, 2" Floor, Room
No.....

Panchayat and Rural Development
Department
Dizpur, Guwahati-Ob

B

Telephone, Fax/e-mail

|m..._._.._.m..=”-_u_._ rddispuri@gmail.com
0361-2237230
9435048799 (M)

Sri Abhijit Sinha ALS,,
Deputy Secretary & Modal

Officer Public Grievance,

Black = ‘C', 1* Floor, Room Mo 110
Panchayat and Rural Development
Department

Dispur, Guwahati-06

e-mail-pnrddispur@gmail.com
5435504132

EXPECTATIONS FROM CLIENTS

1. Submission of complete, precise and factual grievances
2. Provide identification preferably by giving their proper postal address contact nofemail ids for follow up

1. Avoid anonymous grievances

REVIEW

This Citizen’s Charter will be reviewed annually. Any suggestion in this regard may be sent to Dr. Bijoya Choudhury, ACS |, Joint Secretary
Panchayat & Rural Development Dept. Dispur, Block C , First Floor e-mail:-prrddispur@gmail.com.
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