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Introduction

In order to promote transparency and accountability in the working of every Public
authority and to empower the citizens to secure access to information under the
control of each public authority, the Government of India have enacted “The Right to
Information Act, 2005”, (RTI Act) which came into Force on 15.06.2005. In
accordance with the provisions of section 4(1) (b) of this Act, Punjab State
Information Commission has brought out this manual for Information and guidance
of the stakeholders and the general public.

Section 4 of RTI Act 2005

1. Every Public Authority shall:-

a) Every Public Authority shall maintain all its records duly
catalogued and indexed in a manner

b) 17 Manuals

c)Publish all relevant facts while formulating important policies or
announcing the decisions which affect public informed

d) Provide reasons for its administrative or quasi-judicial

decisions to affected persons

2. Every Public Authority shall provide as much information suo-motu to the Public
at regular intervals through various means of communication, including the
internet (Clause b of Sub-Section 1)

3. Every Information shall be disseminated widely (Sub-Section 1)
All materials shall be disseminated taking into consideration the cost
effectiveness, local language and the most effective method of communication in
that local area and the information should be easily accessible

The purpose of this manual is to inform the general public about Authority’s

organisational set-up, functions and duties of its officers and employees, records and

documents available with it

IV.  This manual is aimed at the public in general and users of the services, and Provides
information about the schemes, projects and programmes being implemented by
the Authorities.
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1st Manual (Section 4(1)(b)(i)): Particulars of the Public Authority

1 Rz - HdI3S, T 43 &9 € 2a<
Punjab State Information Commission has been constituted under Chapter IV of the RTI Act,

2005 vide Gazette Notification dated 11™ October, 2005. The Commission's mandate is to exercise
the powers conferred on it, and to perform the functions assigned to it under the Act. The
Commission is itself a Public Authority as defined in section 2(h) of RTI Act, 2005.

UrArg AIad € die ddifeama 13t 11 »iazdgd, 2005 § Urme I HO&T AHAS ©
JEE M1 e mae, 2005 © wiftfe (v »itte o3 famr J1 S T mfomen I fa fem @
&3 wifgarat & 233 i3t 7R w3 wiae ® s fom § HO araat § Yot o3t AR w1d & wiret
e, 2005 T U 2 () feg UfISTH3 i3 »igHd Afiis YT fod 763 »Eadt J|

1.1 Name and address of the organization: - Punjab State Information Commission, Red Cross
Building, Near Rose Garden, Sector-16, Chandigarh.

HAET &7 3™ w3 U3T; UnTe I HO&T AiHAG, 93 9JH f98f3d], 33 91 ddss, Haed
-16, 931913

1.2 Head of the organization: Chief Information Commissioner, Punjab.
HAE 2 Wt HY 5T IfHHGd, Urme

1.3 Key Objectives: To promote transparency and accountability in the working of every public
authority

HY R Idd 7633 MEdE © SHATH feg UTdedH3T »3 Aerged! § 83Wd3 dd&!
1.4 Functions & duties: The main objective and functions of the organization is to deal with the
complaints and 2nd appeals as per section 18 & 19 of the RTI Act, 2005.

19 »i3 I3 AdI6a © HY B2 »13 I1gd »iadhmet wiae, 2005 < TrdT 18 W3 19
T wigAd faafest w3 gt vttt a1 afisaT J

1.5 Organization chart:
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ORGANISATION CHART OF PUNJAB STATE INFORMATION COMMISSION

Chief Information
Commissioner

State Information
Commissioner

Secretary to the
Commission
Private Secretary, Secretary, Private
Reader Secy, Reader
System Personal AGFA Legal Deputy
Administrator | | Assistant Advisor Registrar
Programmer Data Entry
Operator
| | | |
Senior Accountant Section Officer Bill Clerk Receptionist
Assistant cum
Caretaker
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2nd Manual (Section 4(1)(b)(ii)): Powers & duties of officers & employees

2 EHIFEH - MG w3 TIHTT @ wiaT M3 ST

2.1 Powers and duties of officers (administrative, financial & judicial):
Wyt © mfaTg w3 d93< (g, i3t w3 faniifea):
Powers and duties of other employees
FIHTIMT & mifgarg w3 ga3<
Sr. Designation Powers and Duties
T3 & LR WA W3 II3<
As provided under section 15(4) of the RTI Act, the general
superintendence, direction and management of the affairs of the
State Information Commission shall vest in the State Chief
Information Commissioner who shall be assisted by the State
Information Commissioners and may exercise all such powers and
do all such acts and things which may be exercised or done by the
State Information Commission autonomously without being
Chief Information subjected to directions by any other authority under this Act.
1. Commissioner Adjudication of appeal and complaint cases uvnder RTI Act.
Y s afEsg |B9e ST Wde & Tt 154) feu |3 wiaAd I Bea
- T IfHHE & W fsdiaat, gefest w3 HHfgn @ Hogs 2
fedfang I WY AEaT AfHAET A% JI&d), faA <t Aofes set
I JI& AfHHAT I3 w3 83 o wiae = »ifts fat fan 99
WEg Tt gETfest 3 wifnd A3 wiftrarat <t <93, wifad A9
I1IH M3 GH 1 HI&T AHAS B Y& Hufsndt 378 o3 A1
JT, 99 AdE JI MIANTE niae wtls Tfeg wits w3
fianfest & HHfen T SHsT 9957
Adjudication of appeal and complaint cases under RTI Act and
State Information |other administrative work as assigned by State Chief Information
2. Commissioner Commissioner.
I HUa AfHAGd [JH BO&T Ade © wtls »fist »13 firarfesi € gRs M3 I ©
Y HI&T AiHHGd <& AU 918 I Yyduet arad|
3 Secretary General Administration
' HA3d MHYIUAS
Assistant Controller
4 Finance & Accounts |[Finance & Administration
| HOTEd ded®a €3 | &3 »3 YHus
W3 B
5 Deputy Registrar  |Supervision of work of Registry Branch.
' f3uct gfaAcad  |dfmed! 9raH <t fadraat
o Establishing and maintaining IT systems in the Commission and
6 System Administrator managing website of the Commission.
' HHCH UTHHS | fi s frd wirel . 2 € HeaT #i3 Fig Ha1s w3 Sarrle
<TYgys
7. Programmer Assistance to System Administrator.

WMETGS T &1 - UATE I §O&T AIHHS

7:I’??’/ Page 7

Authority Name: - Punjab State Information Commission



Information Handbook under RTI Act, 2005

Last Updated: - 17-02-2025

YdId™Hd THHCH Ugamd € AgTE3T JgaT
8 Legal Advisor To advise the Commission on legal aspects.
' TESI ABIAG  [TES UHT 3 AfHIS & A%g 2
Secretary to CIC
9 Ha3g )-\I%i Rr Secretarial assistance to CIC.
' (2 s WY J96T AIHHG § A3d! Afgudl
Senior Assistant General Administration and legal functions relating to
enior Assistan . .
10. Administration.
HiaTS A WM YEUS M3 YITHS &' AYU3 146! d1ad
11 Section Officer To deal with RTl applications.
' HIHG MSHAd 1. ATl wigeinft 818 sffaaT
12 Persog:lc,r’-:ests;;c/ant to Secretarial assistance to Secretary to Commission
. o v ;nq J
st Harfed, Harzg |00 © Ae(3d HigUd
Private Secy/ ICs
13 ﬁ)IT\-IﬂHE‘(JBa}//El'IT-[ Secretarial Assistance to Information Commissioners
' ’ TH JI& SHHAT § A 34! AUl
HO&T AIHHST J 2
Reader/ ICs Record keeping of court cases, secretarial assistance to
q Commissioners for court work
14. | 189 THEBYST  |ymrat yetafimit @ fangn Su, wers St orgn feg Wy HeaT
Legs IHHSI/ I HI&T AHHGI § A3d! Afgwdl
To deal with Account matters, preparation of salary of officers/
15 Accountant officials.
' Byt BY &S AEU3 HHY 2T, mifTdrdtsl/ JaHaTdtmi <t 3sutg
3nitg Ida
Bill Clerk To perform miscellaneous office duties including up keeping of the
16. fom awga office work.
SIIG Tg3d! (38t fagrgaT
17 Receptionist To receive and dispatch dak and to attend the telephone calls.
' Y=t »i3 f3AUT 379 BT 3 T94 I3
18 Data eqry Operator |Data Entry and record keeping of legal cases.
| St QUded (3 wicdt v Igat At w fgaas U
19 Driver To drive the staff cars
' ERRIES) HIE J1di § gBEIT
20 Peon-cum-Messenger [Duties of class four
| ASTTd W3 IIATIT [EIH 9T TIHATIHT il 38T fegRaT
2.2 Rules/ Orders under which powers and duties are derived:

As per the provisions of the RTI Act, 2005

W AN wiae, 2005 © YreUTAT © WMEHT
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3rd Manual (Section 4(1)(b)(iii)): Procedure followed in decision making

3 TH3RH- AN 9d4 T argeTst M3 gdd
3.1 Process of decision making:
SHE B e argerdt:

e Appeals and complaints (u/s 19 and 18 of the RTI Act) are decided as per the provisions of
the RTI Act 2005, the Punjab RTI Rules 2017 and office orders of the Commission. et w3
frenfest g A niret. wiare <t Trar 19 W3 18 WiTlE) T SHBT M. MTE wiEE 2005
%mew@ammam.mzonmm@m

e The Commission functions under the supervision and directions of Chief Information

Commissioner, Punjab. fog sfrs );m HAAT JAHHSd, UA™e <t foaragrat w3 fom fogemt

J& IH FITT I

3.2 Final decision making authority: Chief Information Commissioner, Punjab
W3H SHBT B T WHS WEIS: WY §& AiHmsd, UArg

3.3 Related provisions, acts, rules etc:
HEU3 YEu 1 »13 fom wife

e RTIAct, 2005 MTd. 3t »el, Wi, 2005
e Punjab RTI Rules, 2017 UATg »1d e, fowH 2017
e Circulars/ office orders of the Commission IHAS = Hdd&d/ T3 »eH

3.4  Time limit for taking a decision, if any:
SHY B B gt M & Hhv, A9 9=

Appeals and Complaints u/s 19 and 18 received under RTI Act, decided as per the
provisions of the RTI Act.

WUt w3 frafest eng Anret. wige & UraT 19 W3 18 WUls) T SABT Mg A e
W 2005 TPt TTITet WA 13T AT J

3.5 Channels of supervision and accountability:

fal n AN A

[SdTaTRl W3 ATERd! © U6 s:
Refer to the organization chart as given in Manual 1.5.

NS 1.5 <9 Ades 91de fid3 wighg
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4th Manual (Section 4(1)(b)(iv)): Norms for discharge of functions

4.1 Nature of functions/services offered:

4 THA3RH- SIHG < fSHYIH Jd6 et fagurd3s feum
The Appeals and Complaints u/s 18 and 19 of RTI Act are decided.

WIS W13 faafest o SAST wirg . Amet. wiae € UrdT 19 W3 18 © WGH i3 AeT J

4.2 Norms/standards for functions / service delivery:

fstH/ AR fiptg <t AYdedit
The norms followed are prescribed in the RTI Act, 2005, Punjab RTI Rules 2017 and Circulars/
office orders of the Commission.

femH T UTsE wig A mtet. W, 2005, UATg »ird e, fowH 2017 W3 SfHms ©
AIgSd/ TS3 WeH WMEH I

4.2 Time-limits for achieving the targets:
Br Yyt Bt AN < Hi
As per provisions of the RTI Act, 2005.

W AN wiae, 2005 © YreUTHT © WMEHT

4.4 Reference document prescribing the norms:

IIHT TH3T_H

1. RTI Act, 2005 /J. 3 MTE e, 2005
2. Punjab RTI Rules, 2017 U8 W13 2w, foTH, 2017
3. Circulars/ office orders of the Commission. IS = Hdd&d/ T3l »ieH
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5th Manual (Section 4(1)(b)(v)): Rules, regulations, instructions, manuals and
records under its control/ used by employees while discharging functions

5 eHgey- eoHs © siongan g sfoguas sfuw, Sads wrgew w3 ofvags / dans
st raan st goETE DT =g
5.1 Title and nature of the record / manual / instruction Gist of contents:

faaras/Mem@a w3 Jefes! € Yfagst w3 8n € Hou fom g4

Sr. Title Nature Gist of Content
T3t | HISy Yfgast fem gt
&:
1) Right to Information Act, 2005 Act RTI Act
HI&T 1 T Wee, 2005 e W1 AN, wiae
2) Punjab Right to Information Rules 2017 Rules Rules
UHg J9&' € wiUaTd foTH, 2017 fouH fouH
3) Various Rules of the Govt. of Punjab Rules Rules
U AJITd ¥ <H-<Y fauH f&TH f&TH
4) Office orders of the Commission Orders Orders
IfHAS < Teg3dt veH Wy Wy

6th Manual (Section 4(1)(b)(vi)): Categories of documents held by the
Authority or which are under its control

6 THI'TH- THYed 1 [ foH © dods feg 94 I8 I8

6.1 Title of the document: Mentioned in table below

TASRH ¥ &™H: 96 Ag3 feg faag 13T d

6.2 Category of document: Mentioned in table below

TH3RH § Y3 JIa BEt et I& At feg faaa a3 d

6.3 Custodian of the document: Mentioned in table below
JB3/AIS © Uls TH3RH: J6 Aa! fed fddd ai3Td
Category of Custodian of the
Title of the Document (6.1) Document(6.2) document(6.3)
THSRA T &M (6.1) THIRA G YUS JI6 | IB3/AIB © »ilts
el et (6.2) TH3SH (6.3)
1. Personal/ administration Files Administration files Administration Branch
&+ Yyars Siest YHTHE STeisT YHTHS HHT
2. Accounts Record (e.g. Cash Book, Ledger, | Accounts File Accounts Branch
etc.) By et YT HHT
3y {3193 (BT, oA 4, B9, »ifo)
3. Record relating to appeal / complaint Legal files Registry Branch
cases It et IfAedt HT
Wi/ faafe3 € dAT 678 AYU3 (99793
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7th Manual (Section 4(1)(b)(vii)): Arrangement for consultation with or

representation by the members of the public in relation to the formulation of

policy or implementation thereof

7 TH3SH- ISt © STIHBHA/ BT A6 © HYY 9 HE3T €t AT/ SHTEEdl et

7.1 Relevant rule, circular etc: As per RTI Act.

T3 fowH, Agg®d mife: w1 e, wiae © »igrd

7.2 Arrangements for consultation with or representation by the members of the publicin

policy formulation / policy implementation:
I3 € ST9HBHS / BT Ida © HEY fSg 7&3T ©f HBT / gHidedi &€t 3931E:

The hearings of complaint/ appeal cases are open to the general public. Wherever the

respondents/ applicants have number of cases, efforts may be made to club such cases so that they
could be heard on a single day.

fianfes/ »is © ot & Beere W S B Y8t J| frg & G3geset / fadarat 35
T3 AJ AH IR I6, M HHIgHT § 989 9d6 < afiid o131 Afet J 3t 7 891 <t e frd
fes I Al

Video conference facility in all the 22 districts of Punjab to enable the general public to plead
their cases. Hearing of the cases through Video Conference facility is conducted in the office of the
respective Deputy Commissioner.

W Bt & MU AT T HETE 996 T Wdl 9T BE YA © ATd 22 fafenr &g
A3NC Taedn <t 7gs3 I A6 Taedn Ags3 Il At & gEerst Ay us f3udt afHned ©
Tg3d feg o3t At J1
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8th Manual (Section 4(1)(b)(viii)): Boards, Councils, Committees and Other

Bodies constituted as part of the Public
8 THIH- §93, IHS IHt M3 Jd Adlad 7634 34 3 farss It

8.1 Name of the Board, Council, committee etc.:

¥J3 T &, IS, Nt »ife

Sub-committees consisting of SICs/officers of the Commission are also constituted by the
CIC as and when their need is felt.

IfHHE Ehoff I JO&T IHAGTY/ WEHT! B HE-JHIMT S HY HOaT AfHIHSd
AT 163 3t ATt I w13 A< B&1 <t 7ga3 Higgn sitst A<t J1
8.2 Composition Powers & functions: As decided time to time by the CIC
At w3 g €t Albamen: méfa}juawaﬁmmwﬂﬂﬂﬂééﬂwél?wwé
8.3 Whether their meetings are open to the public? Depends upon time to time.
oft viefsar =fo o T wmi Tes 3 B et 3 oTe wt » AN AN 3 fedgd e J
8.4 Whether the minutes of the meeting are open to the public: Yes (Full Commission).
oft viefo Jar & Hi e nin wa3T Bt U8 g8 A0Te a5t ? I (YD dfHES €t Hifda)
8.5 Place where the minutes if: Chamber of CIC.
g ucls alba vl e wd o g Agg 2 30T HY HIaT SfHAAY T e
8.6 Open to the public is available? : Yes, on the website.

i 7153 B e 3?2 I, SEATElC 13

9th Manual (Section 4(1)(b)(ix)): Directory of Officers and employees
9 oHzr2g- mufoardt w3 Fouerdt ot 3fiedaedt

9.1 Name and designation
FIHTT T BT w3 wigeT
9.2 Telephone, fax and email ID
JIHT T 2BIE S, eIH W3 S wmret Fh
Sr Office
= Name Designation Telephone Email.
A & wge Te3d bip¥ ey
- FLAET
Sh. Inderpal Singh Chief Information 0172- pcic20@punjab
)f-ﬂ fEr!'E'ENT&S ﬁw Commissioner 2864101 mail.gov.in
1. o
WY H9&T AfHHEd
Sh. Sandeep Singh State Information 0172- psic23@punjab
o | Dhaliwal Commissioner 2864112 mail.gov.in
H A fAW T8es | I 96T AiHAGd
Sh. Virinderjit Singh State Information 0172- psic22@punjab
Billing Commissioner 2864113 mail.gov.in
3. | Hi <fdeais fiw I 59T IfHAGT
fafarn
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Dr. Bhupinder S Batth | State Information 0172- psic25@punjab
4. 3T gﬁfeaﬂﬂ% Commissioner 2864120 mail.gov.in
I 96" IHAGT
Sh. Harpreet Sandhu State Information 0172- psic26@punjab
5 Filaalﬂgﬁg Commissioner 2864115 mail.gov.in
' I §U&T AiHHST
Ms. Pooja Gupta State Information 0172- psic21@punjab
6. ﬁ-rF[ QFITBJLBT Commissioner 2864116 mail.gov.in
I 96" AHAGT
Ms. Ritu Aggarwal, IAS | Secretary 0172-2864102 | secy.psic@punj
7. | fHA. ﬁlé’»m (Addl. Charge) abmail.gov.in
RIRED Ad3d (€] T7IH)
Sh. Navjot Singh Asstt Controller 0172-2864103 | acfa.psic@punj
(Addl. Charge) Finance & Accounts ab.gov.in
8| aenz it FIfed dedsq i3
(S1Y 919 KEKE
Sh. Ashwani Kumar Secretary, CIC 0172-2864101 | pcic20@punjab
(On deputation) Ao 3d, Hd 59&T mail.gov.in
ERE: Wzbw ahmeg
10 Sh. thingaranSingh Deputy Registrar 0172-2864104 | dr.psic@punjab
| i famar iy f3u<t gfeag mail.gov.in
11 ¥irest Senior Assistant 0172-2864107 | srast.psic@punj
| Vacant Hioa Aafed abmail.gov.in
12 Sh. Sudhir Kumar Section Officer 0172-2864108 | so.psic@punjab
) FﬂF_[tﬂElS_D—FE[ ﬂa'ﬂ?'im_g’ﬂa mail.gov.in
Sh. Raj Kumar Accountant 0172-2864108 | act.psic@punja
13.| Chauhan BYITJ bmail.gov.in
T I IHd SIS
Sh. Virender Singh Programmer 0172-2864106 | scic@punjabma
14. Fﬂ@ﬁ?ﬁﬁw QEIETFIH il.gov.in
Sh.Sourav Likhi Bill Clerk T9& 0172-2864109 | blck.psic@punj
15. Fﬂﬁa_g’w &I abmail.gov.in
16 Sh. Jagdish Kumar Reader di3d 0172-2864101 | -
| T HartE IHd
17 Ms. Sukhbeer“Kaur Private §ecretary 0172-2864102 | secy.psic@punj
' ﬁ-l'HElHé]HHH fodt 734 abmail.gov.in
18 Ms.Ravneet Kgur Private §ecretary 0172-2864115 | pcic20@punjab
| fHA. I3 A9 ILCIREER] mail.gov.in
19 Ms.Poonam Saini Reader EﬂBE[ 0172-2864111 | psic21@punjab
’ ﬁmg?)‘)-[ﬁﬁ mail.gov.in
20 Ms. Reema Sharma Private §ecretary 0172-2864116 | psic21@punjab
| A, S Eg ILCIREER] mail.gov.in
21 Ms. Gayatri PrivateUSecretary 0172- pcic20@punjab
| fHA. arfesd IGGIRCES] 2864113 mail.gov.in
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22 Sh. Vijay Bhatia Reader 9139 0172- -
| #t fen 3o 2864113
53, | Ms-Prity L RIIE] Private Secretary 0172-2864112 | psic23@punjab
' ﬁ';T-ﬂFlB(S’H mail.gov.in
24 Sh. Vish“u Chaudhry Reader 9139 0172-2864112 | psic22@punjab
) FﬂﬁHHﬂEﬁ mail.gov.in
)t Sh. Vijay Kumar Reader di3d 0172-2864112 | psic23@punjab
’ Fﬂf?ﬁ@-ﬂﬂ mail.gov.in
26 Ms. Ranju Sood Private §ecretary 0172-2864115 | psic25@punjab
| fHA. Jg e ICRIRCES) mail.gov.in
97 Ms. Neha Reader di3d 0172-2864115 | psic25@punjab
| A AT mail.gov.in
Ms. Meena Rani Receptionist 0172-2864105 | -
28.| fA. HiwT gt famumfare
29 Ms. Anita Rani Data E‘ntry Operator | 0172-2864124 | dr.psic@punjab
| HA. »iat3T It e niedt Guded mail.gov.in
Sh. Sandeep Singh Data Entry Operator | 0172-2864124 | dr.psic@punjab
30. H He fHy 3 iedt Guded mail.gov.in
31 Ms. Anisha Chawla Data E‘ntry Operator | 0172-2864124 | dr.psic@punjab
| HA. »iata gres 321 wiedt Gudeg mail.gov.in
37 Sh. KherPa Nand Data E‘ntry Operator | 0172-2864124 | dr.psic@punjab
| T aH & e wiedt Buded mail.gov.in
Sh. Ramesh Kumar Data Entry Operator | 0172-2864124 | dr.psic@punjab
33. H INH IHd 31 niedt Guded mail.gov.in
34 %_/I;S;}inr:a Clerk 9&dd 0172-2864100 | -

10th Manual (Section 4(1)(b)(x)): Monthly Remuneration received by officers

& employees including system of compensation

10 TH3Ted- MOt W3 FIHATHE AT Y3 HITHS THIS3TET

10.1
10.2
10.3

fowHt feg fe3 ed Uz 935 <t fedt

WMETGS T &1 - UATE I §O&T AIHHS

Authority Name: - Punjab State Information Commission

Name and designation of the employee SaHgTd! &7 Solem3 MJar
Monthly remuneration HiHd fHI&3T&T

System of compensation as provided by in its regulations
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kgl %

Name

Designation

T

=

Monthly
Remuneration

HIte=d IS

Basic Total

Hesgt |98

ELs1 10

Compensation/
Compensatory
Allowance
W I3

The
Procedure to
determine
the
Remuneratio
n as given in
the
Regulations

feafHzaas
T WEH
Horeer

foguas
qd& ©f feut

Sh. Inderpal Singh

T feeaurs fiw

Chief
Information
Commissioner
HY FIoT
IfHHAT

2,25,000
(Fixed)

Basic +
Allowances

As per the
terms and
conditions
fixed by the
Government.
HJJATd £HTdT
faguras
e »3
S ELS)
MAHTd

Sh. Sandeep Singh
Dhaliwal

T A fRw
TES

State
Information
Commissioner
S

2,25,000 | Basic+

(Fixed) Allowances

As per the
terms and
conditions
fixed by the
Government.
HJJATd gHTdT
faguras
fawni w3
SELRS
WMAHTd

Sh. Virinderjit Singh
Billing

T <fdeaHis fHw
fafdarn

State
Information
Commissioner
d'H HIAT
IS

2,25,000 | Basic+

(Fixed) Allowances

As per the
terms and
conditions
fixed by the
Government.
HJJATd EHTdT
faguras
fawni »3
SELRS
MAHTd

WMETGS T &1 - UATE I §O&T AIHHS

Authority Name: - Punjab State Information Commission
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4, Dr. Bhupinder S Batth | State 2,25,000 | Basic+ - As per the
3 gﬁfeavﬁﬂ% Information (Fixed) Allowances terms and
Commissioner conditions
ad W 2xed by the
overnment.
HJJATd gHTdT
IRELIGES
faemi»3
SEARS
MEHd
5. Sh. Harpreet Sandhu | State 2,25,000 | Basic+ - As per the
Fﬁamﬂs'ﬁg Information (Fixed) Allowances terms and
Commissioner conditions
E”T"ﬁ Yo fixed by the
) Government.
HJJATd £HTdT
IGELIGES
e »3
SELRS
MGHTd
6. Ms. Pooja Gupta State 2,25,000 | Basic+ - As per the
fHA. Yy qu3 Information (Fixed) Allowances terms and
Commissioner conditions
d' BIAT fixed by the
B(ﬁ-[)?l?')_d’ Government.
HJJATd gHTdT
faguras
fewHi w3
ESELS,
MGHTd
7. Ms. Ritu Aggarwal, Secretary As per the terms and conditions fixed by the Government.
IAS (Addl. Charge) | HgqTd ©MTaT f6gUTd3 fawHi %3 WIS € nigHAd
fiH fag »ges, | Aa3d @Y ] )
e B TI)
8. Sh. Navjot Singh Asstt As per the terms and conditions fixed by the Government.
(Addl. Charge) Controller HISTd AT {5dUTd3 faTHT w3 HI3T & MEHd
T—ﬂ ET:IE ﬁiﬂ Finance & - -
Accounts
@Y T
ded%d &3
M3 B
9. Sh. Ashwani Kumar Secretary to 60,700/- | Basic + Allowances
(On deputation) ac As per the terms and conditions fixed by the
Hel3d, vy Government.
zgy?—ﬂ“?) B9 HITS AT f5aud3 fswHi w13 731 @ wigHd
10. | Sh. Shingara Singh Deputy - 51,244/- | - | D.C. Rate

WMETGS T &1 - UATE I §O&T AIHHS

Authority Name: - Punjab State Information Commission
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H fHamar fHw Registrar Eik: L
f3uct
CIGLGEL)
11. |yt Senior 35,473/- -do-
Vacant Assistant
Hiatd
HITES
12. | Sh. Sudhir Kumar Section Officer 40,494/- -do-
T gl gHg AIHS MEHd
13. | Sh. Raj Kumar Accountant 35,473/- -do-
Chauhan BYTIT
T I T 9IS
14. | Sh. Virender Singh Programmer 42,478/- -do-
T <fdeg fHw
15. | Sh.Sourav Likhi Clerk I&dd 26,902/- -do-
7 Age st
16. | Sh. Jagdish Kumar Reader di3d 35,473/- _do-
T I H Hd
17. | Ms. Sukhbeer Kaur Private 43,994/- -do-
FﬂHBOIEIHEﬁEI EGl Secretaryﬁ'ﬁ-ﬂ
HA3d
18. | Sh. Vijay Kumar Reader 9134 35,473/- -do-
T fer g
19. | Ms.Ravneet Kaur Private 43,994/- -do-
fim. Ieai3 94 Secretary
f&Hit A3
20. | Ms.Poonam Saini Reader di3d 35,473/- _do-
I yaH At
21. Ms. Reema Sharma Private 43,994/- -do-
fHA. It I Secretary
f&Hit A3
22. | Ms. Gayatri Private 43,994/- -do-
fim. arfesdt Secretary
ICRIRCES)
23. | Sh. Vijay Bhatia Reader 35,473/- -do-
T fer Ireon GIES)
24. | Ms.prity THA. Yf3 Private 43,994/- do-
Secretary
IERIRCES)
25. | Sh. Vishu Chaudhry | Reader 9139 35,473/- do-
7 feg Judt
26. | Ms. Ranju Sood Private 43,994/- -do-
i, E(]’ﬂ bilS) Secretary
IERIRICES)
27. | Ms. Neha Reader Ji3d 35,473/- -do-
fHA. &1
28. Ms. Meena Rani Receptionist 25,791/- -do-
WETGE T & - AT I BI&T SHIHS UaT/Page 18
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fHA. Higr gt farunieHe
29. | Ms. Anita Rani Data Entry 29,663/- -do-
THA. vz It Operator
3T niedt
Qudad
30. | Sh. Sandeep Singh Data Entry 29,663/- -do-
Fj] ﬁﬁu ﬁfl’w Operator
3T niedt
Qudad
31. | Ms. Anisha Chawla Data Entry 29,663/- -do-
THA. vty gres Operator
et niedt
Qudcg
32. | Sh. Khema Nand Data Entry 29,663/- -do-
Fﬁ gHT '('"Fc.' Operator
et niedt
Qudcg
33. | Sh. Ramesh Kumar Data Entry 29,663/- -do-
Operator
H IHH IHg g% e
Qudcg
34. | Ms.Seema Clerk I&dd 29,663/- -do-
THA. HtT
35. | Sh.Baswa Nand Driver 28,203/- -do-
H A dT ECURSIES|
36. | Sh. Jasbir Singh Driver 28,203/- -do-
T Artg EGURSIES|
37. | Sh. Sandeep Kumar Driver 28,203/- -do-
H He gHg ELRIES)
38. | Sh. Baljinder Singh Driver 28,203/- -do-
T gsfiieg fitw ECRIES!
39. | Sh. Dinesh Pathania Driver 28,203/- -do-
T fedn uara | SIEET
40. | Sh.Jasvir Singh Driver 28,203/- -do-
w7 i Saeied
41. | Sh. Pappu Kumar Peon HITJ 21,600/~ -do-
H Uy g
42. | Sh. Jagdish Chand Peon HSXTg 21,600/- -do-
H HaretE de
43. | Sh. Anil Chauhan Peon AT 21,600/- ~do-
e Sas
WMETGS T &1 - UATE I §O&T AIHHS U&T/Page 19
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44, | Sh. Agarwant Singh Peon AT | - 21,600/- - do-
H farg<e3 fRw

45. | Sh. Gaurav Kaushik | peon A@™d | - 21,600/- - _do-
Tt dige Jfid

46. | Sh. Gajinder Pal Peon HEXd | - 21,600/- - -do-
T ifieg U

47. | Sh. Amandeep Peon HE®d | - 21,600/- |- ~do-
H &Y

48. | Sh. Ajay Sharma Peon AS®XT | - 21,600/- |- -do-
IR RE G

49. | sh.Neeraj HI &IdH | Peon HE®Wd | - 21,600/ - - _do-

50. | Sh. Gurvinder Peon AETd | - 21,600/- - _do-
iGIGIESS)

51. [ Sh.Jugal Kishore Peon HEd | - 21,600/- _ “do-
T 991 fond

52. | fHA. ferrst Peon HE®WTd | - 21,600/- - -do-
Ms.Vishali

Note: Legal Advisor draws a fixed retainership fee of Rs.25,000/- per month.

B IEG ABTIAG Y3t HAsT 25,000/~ JUR T fawH3 Trga SR Y3 J

11th Manual (Section 4(1)(b)(xii)): Budget allocated to each agency including

all plans, proposed expenditures and reports on disbursements made etc.

11 TH3Ted- 91 €3, YASE3 Ydd, WraT, HolH »3 o3t 391376 & ed<

11.1  Total Budget for the Public Authority (Current Financial year): Rs. 8,64,00,000/-
Y% METdd T 4% A Hge' fes! A% €916 - 8,64,00,000/- JUE
11.2  Budget for each agency and plan & programmes: Salary/ Non-Salary
J9 B! <t WA »i3 YIIIH T g RS ST6-REd!
11.3  Proposed expenditures: As per funds approved by FD.
YA3TE3 g &3 fegral emTar Y2is3 31 migHd
11.4  Revised budget for each agency, if any: N/A
JId BHH T AU 13T g6 Had I< 3t Bg &

11.5 Report on disbursements made and place where the related reports are available: At the

office of the Commission.

<3 013 fdUde T <9< »13 AYU3 falde Y3 9ds Bel 8 IHIAS © Te3d feg

WMETGS T &1 - UATE I §O&T AIHHS U&T/Page 20
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12th Manual (Section 4(1)(b)(xii)): Manner of execution of subsidy

programmes

Punjab State Information Commission does not implement any subsidy programme.

12.1
12.2
12.3
12.4
12.5
12.6
12.7
12.8

Name of the programme or activity : N/A

Objective of the program : N/A

Procedure to avail benefits : N/A

Duration of the programme/scheme: N/A

Physical and financial targets of the program: N/A

Nature/scale of subsidy/amount allotted : N/A

Eligibility criteria for grant of subsidy: N/A

Details of beneficiaries of subsidy program (Number, Profile etc.): N/A

13th Manual (Section 4(1)(b)(xiii)): Particulars of recipients of concessions,

permits or authorisation granted by the Public Authority

13.1

13.2
133
13.4
13.5
13.6

Concessions, permits or authorizations granted by Public Authority : No concessions/
permits/ authorizations are given by the Commission.

For each concession, permit or authorization granted : N/A

Eligibility criteria : N/A

Procedure for getting the concession/grant and/or permits or authorizations : N/A
Name and address of the recipients given concessions/ permits or authorizations : N/A
Date of award of concessions/ permits or authorizations: N/A

14th Manual (Section 4(1)(b)(xiv)): Information available in electronic form

14.1

Details of information available in electronic form: Website of the Commission:

WMETGS T &1 - UATE I §O&T AIHHS UAT/Page 21
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Record pertaining to Appeal / Complaint cases,

Record pertaining to miscellaneous applications received in the Commission.
14.2  Name/ title of the document/ record/ other information:

1. Right to Information Act, 2005;

Punjab Right to Information Rules 2017;
Details about Manuals u/s 4 of the RTI Act;
Connected website links.
All Judicial Orders of the Commission;
Cause list and status of cases before the Commission.
Proceedings of the meetings of Full Commission.

NoukwnN

14.3  Location where available: On the website of the Commission. www.infocommpunjab.com

15th Manual (Section 4(1)(b)(xv)): Particulars of facilities available to citizens

for obtaining information

15.1 Name & location of the facility: Submission of application can be done through post or by
hand at reception of Punjab State Information Commission, Red Cross Building, Near Rose
Garden, Sector- 16, Chandigarh

15.2  Details of information made available: The information listed in 14.2 above is available.

15.3  Working hours of the facility: 09:00 AM to 05:00 PM on all working days. Holidays notified
by Punjab Government are observed.

16th Manual (Section 4(1)(b)(xvi)): Names, desighations and other
particulars of public information officers

16.1  Name and designation of the Public Information Officer, Assistant Public Information Officer
(s) & Appellate Authority Address, telephone numbers and email ID of each designated official

. . ] Telephone . _
Name of Officer | Designation N Address Mobile Mail
o.
Sh. Navjot Singh, First
Asstt Contoller | Red Cross
(Finance & PP . Building, Near
Authority 0172- 76960- . ) ]
Accountsl Fﬂ (FAA) 2864103 Rose Garden, 82513 acfa.psic@punjab.gov.in
33@1_:‘3 3:|UJ, ﬂ Sector - 16,
Havll‘smaa‘é‘m & 3 Chandigarh
Public
; Red Cross
Sh. Sudhir Information .
Kumar, ) Building, Near | 94643- ' . ' .
Section Officer Officer 0172- Rose Garden 95148 so.psic@punjabmail.gov.in
Htg (P10) 2864108 ’
ﬁ HUId dH'd, Sector - 16,
HIHA MeHd g Chandigarh
Mgt
WMETGS T &1 - UATE I §O&T AIHHS UAT/Page 22
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Asstt. Public
Information Red Cross
Ms. Sukhbeer i Building, Near
Kaur, PA OAf::rgr 172- RL:)IseIGirden S sic@punjabmail.gov.in
’ , .pSI u 1. V.1
iz ueha (APIO) 1 5864102 97233 y-psicEpunl &
o= Sector - 16,
ECRRS AT Chandigarh
HO3d AT
gt
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17th Manual (Section 4(1)(b)(xvii)): Any other useful information

17.1  Citizen’s charter of the public authority: N/A

17.2 Grievance redressal mechanisms: “Contact Us” on website of the Commission i.e.

www.infocommpunjab.com

17.3  Details of applications received under RTI and information provided:

Period (Year)

Application
Received (Total)

Information
Provided (Disposed of)

Pending (Balance)

Available on website of the Commission i.e. www.infocommpunjab.com at “STATUS” on left side or

type “http://infocommpunjab.com/Status.aspx”

17.4  List of completed schemes / projects / programmes:

a) N/A

17.5 List of schemes/projects/programmes underway

a) N/A

17.6  Details of all contracts entered into including name of the contractor, amount of contract
and period of completion of Contract:-

S.no | Project Details of | Name of Amount of | Completion of
/Scheme/Programmes | Project Contractor Contract Contract/Duration
Name
1) N/A N/A N/A N/A N/A
17.7  Any other Information: Nil
WMETGS T &1 - UATE I §O&T AIHHS UBT/Page 24
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Form ‘A’
Form of application for seeking information under the Right to Information Act, 2005

I.D.No
Date
(For official use)
To
The Public Information Officer,
Authority Name
City

Full Name of the Applicant

Father's/Spouse’s name

Permanent Address

Correspondence Address

vk wN e

Particulars of information required
a. Subject matter of information*:

b. The period to which the information relates**

c. Specify details of information required

d. Whether information is required by post or in person
(The actual postal charges shall be included in providing information)
E. In case by post (Ordinary, Registered or Speed post.)
6. Is this information not made available by the Public Authority under voluntary disclosure?

7. Do you agree to pay the required fee?

8. Have you deposited application fee? (If yes, details of such deposit)

9. Whether belongs to Below Poverty Line category? If yes, have you furnished the proof of the
same with applicant?
Place :.cvvvieeeeenen,

Full Signature of the applicant and Address
E-mail address, if any........ccceeevieeeeennnnenn.
Tel. No. (Office)..ccoueeeeciiieeeeiee e,
(RESIAENCE)..ccvvviieerreee et

Note: - (i) Reasonable assistance can be provided by the competent authority in filling up the Form
A.

(ii) Please ensure that the Form A is complete in all respect and there is no ambiguity in providing
the details of information required.

WMETGS T &1 - UATE I §O&T AIHHS U&T/Page 25

Authority Name: - Punjab State Information Commission



Information Handbook under RTI Act, 2005 Last Updated: - 17-02-2025

[.D No

ACKNOWLEDGEMENT OF APPLICATION IN FORM -A

Dated:

Received an application in Form A from Shri/Ms. resident of
under the Right to Information Act, 2005.

2. The information is proposed to be given normally within 30 days from the date of receipt of
application and in case it is found that the information asked for cannot be supplied,
the rejection letter shall be issued stating reason thereof.

3. The applicant is advised to contact Shri. between 11 A.Mto 1P.M.

4, in case the applicant fails to turn up on the scheduled date(s), the Competent Authority shall
not be responsible for delay, if any

5. The applicant shall have to deposit the balance fee, if any, with authorized person
before collection of information.

Signature and Stamp of the
Public Information Officer
PICT

Dated.................
E-mail address:
Web-site:
Tel. No:
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Form ‘B’
TRANSFER OF APPLICATION FORM

From
Date: ..cccovvveinnnnn
To,
Sir / Madam,
Please refer to your application; I.D. No. dated addressed to the
Undersigned regarding supply of information on
2. The requested information does not fall within the jurisdiction of this Corporation and,
Therefore, your application is being referred herewith to Shri
4  This is supersession of the acknowledgement given to your on
Yours faithfully,
Public Information Officer.
E-mail address:
Web-site:
Tel. No.
WMETGS T &1 - UATE I §O&T AIHHS UBT/Page 27
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Form ‘'C’
Rejection Order
[See rule 8&9]

From
Dated: ...coovvvevreeriennns
To,
Sir/ Madam,
Please refer to your application; I.D. No. dated addressed to the
undersigned regarding supply of information on
2. The information asked for cannot be supplied due to following reasons: -
1) ettt eeree et e et e st e e e beestae e beeebeeetaeeaeeabae et be e baeaabe et eeatae e beebbeebeenteeeabeetaesraeens
11 e vt erreeeteeete e e e ettt et e e et e e b e e e be e be e be e beeetbeeabeeshaeebeeebaeebeeabaeeraeebeebeeenreennns
3. As per Section 7 (8) of Right to Information Act, 2005, you may file an appeal to the

Appellate authority within 30 days of the issue of this order.
Yours faithfully,

Public Information Officer.
E-mail address:

Web-site:
Tel. No.
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FORMAT OF REGISTER TO BE MAINTAINED BY THE COMPETENT AUTHORITY

Authority Name: - Punjab State Information Commission

I.D | Name | Dateof | Typeof | Particulars of fees deposited Status of Disposal of
N. and Receipt | Informa Application
o | Addres of tion
s of Applicat | asked
Applic ionin
ant Form A
Amt. | Recpt no. Date Informatio Application
n
Sup | Part | Rej | Returne
plie | ially | ect dto
d Sup | ed | Applican
plie t
d
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