(Manual V) Rules, Regulations, Instructions, Manuals and Records for Discharging

Functions:

Administration and Account Sections of the Department are functioning on the basis of the prescribed
rules and proceduresas approved by the General Body/ Gol from time to time.
In so far as issuance of report etc. /providing information is concerned to general public,

the procedure is dependent upon which the visitor meets. If the visitor meets senior officers in the first
instance,  then the request with comments of  the senior officer is received by the dealing officer/
dealing hand for actual supply of the information. On the other hand, if the request is received in the
section, then it is put up to senior officers for obtaining the approval before passing on the information/

documents to the visitors.



