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Right to Information Act, 2005

Manual –I 

The particulars of its organization, functions and duties

Assam Secretariat Training School Guwahati

Manual – I

1. Introduction –

· Secretariat Training Institute was established in the year 1954 to impart training to the Lower Division Assistants (LDAs) and Upper Division Assistants (UDAs) now re-designated as Junior Administrative Assistants (Jr. A.A) and Senior Administrative Assistants (Sr. AA) respectively of the Assam Secretariat. Training is mandatory and only those come out successful after the written examination becomes eligible for further promotion. Presently the institute is functioning from Assam Administrative Staff College building at Jwahar Nagar, Khanapara, Guwahati – 22.

2. Mission – 

· To help Secretariat Assistants to improve their performance by means of quality training

3. Vision – 

· Our vision is to become a Centre of excellence in the field of training so that secretariat assistants become efficient and effective in discharge of their duties and responsibilities 

4. Goal -  
· To assists secretariat assistants to realize their potential and to meet their expectations in terms of training activities for development of human resources.

5. Values –

· We adhere to the following values-

i. Integrity in thought and action

ii. Honesty and transparency

iii. Commitment to our goal and

iv. Continuous improvement and innovation 

6. Objectives –

· To enhance capacity at the base level of secretariat administration

· To develop new training modules

· To innovate to keep pace with change

· To upgrade to sustain change

7.  Organizational Structure – 

· Administrative and financial decision making of the organization rests with the Commissioner & Secretary, Administrative Reforms and Training Department. Deputy Secretary is the head of the institute and looks after the routine administration and training Programmes. Deputy Secretary is assisted by two Under Secretaries. Clerical works is looked after by one Jr. Administrative Assistant and one Typist. Besides these there are 5 numbers of Gr. IV staff to help the institute to run smoothly. 

· Deputy / Under Secretary of the Secretariat Accounts Branch function as Drawing Disbursing Officer in respect of the Institute.    

Right to Information Act, 2005

Manual –II 

The powers and duties of its officers and employees

Assam Secretariat Training School Guwahati

Manual II

	Sl. No
	Name and Designation 
	Duties and responsibilities

	1.
	Sri S. Khare, IAS, Commissioner & Secretary, AR&T Department


	Administrative and Financial decision, Planning, Monitoring and supervision

	2.
	Sri Nabin Chancre Taye, Deputy Secretary


	 Immediate supervising officer, looks after routine administration, act as faculty

	3.
	Sri Krishnadhan Singh, Under Secretary, 


	Coordinator of training programmes and faculty

	4.
	Sri      (Vacant), Under Secretary


	Coordinator of training programmes and faculty

	5.
	Sri Kailash Chetri, Jr. A.A
	Clerical Works, store accounts, library works

	6.
	Smt. Monika Baruah, Typist
	Typing of correspondence, question paper etc

	7.
	Smt. Arati Deb., Peon


	Attached to Deputy Secretary

	8.
	Sri Raju Rohang, Peon 


	Attached to Under Secretary - I

	9.
	Sri Rajendra Roy, Peon 


	Attached to Under Secretary - II

	10.
	Md. Islam, Peon


	Office Chowkider 

	11.
	Sri Patit paban Dutta, Peon


	Cyclostyle Machine operator 

	12.
	Smt. Juli Pegu, Peon
	Office Peon


Right to Information Act, 2005

Manual –III 

The procedure followed in decision making process, including channel of supervision and accountability

Assam Secretariat Training School Guwahati

Manual III

1. Administrative Decision – 
· Manpower posting – Secretariat Administrative Department is responsible for posting of sanctioned staff of the institute and deals with all kinds of establishment matter.

· Functional decision – Functional decision of the institute rests with Administrative Reforms and Training Department.

2. Financial Decision – 
· Sanction of expenditure of all training related activities is accorded by Administrative Reforms and Training Department. Sanction of expenditure is accorded keeping in view the provisions of the Delegation of Financial Power Rules’99 and in consultation with the Financial Advisor of the Department. In some cases, expenditure sanction is accorded after inter departmental consultation with P&D deptt and Finance Department as the case may be.  Budget of the institute is controlled of AR&T Deptt. Except in case of pay and allowances of the staff posted at ASTS, Secretariat Administration (Accounts) Department can incur expenditure only on receipt of sanction and ceiling from AR&T Deptt. Besides the above arrangement, Secretariat Nazareth Branch provides office stationery as and when indented from the institute.

3. Channel of supervision –
· Deputy Secretary is responsible for routine administration and supervision of the institute. As far as training activities are concerned, Deputy Secretary and both the Under Secretaries are under the Supervision of the Commissioner & Secretary, AR&T Department.

4. Accountability –
· Deputy Secretary and both the Under Secretaries are jointly and severally responsible to the Commissioner & Secretary, AR&T Deptt for smooth running of training programmes and training related activities of the institute. Other ministerial Gr. III and Gr. IV staffs are responsible to Dy Secretary for discharge of their assigned duties. For breach of conduct staffs are accountable to the Secretary, S.A.Deptt.
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Manual –IV 

The norms set by it for discharge of its function

Assam Secretariat Training School Guwahati

Manual IV

1. Faculty Norms – 
· In house faculties are required to take 300 hours of training annually.
· Each faculty is required to develop 4 handouts/ reading materials related to classes taken by them.
2. Staff norms –
· Staff norms are regulated by ‘Manual of office procedure, Secretariat 1981. Details may be seen in web site http: //www.aasc.nic.in.

· Faculties should be trained in training methodology

3. Quality norms – 
· Training courses should be conducted with the best faculties available

· Participatory method should be used during training sessions

· There should not be any compromise to bring out the best of the participants in conduct of written examination

· Evaluation of answer script should reflect the standard set by the institute in imparting training.

· There should not be any deviation from the training calendar in conduct of the training courses. 

4. Training norms –

·  Jr. A A should be given Group “A” training for 132 hours covering 66 working days.

· Sr. A.A should be given Group “B” training for 180 hours covering 90 working days.

· Relevant Books for each Group should be landed to the trainees in addition to reading materials circulated by the faculties

· Syllabus for Group “A” consists of Manual of office procedure of Secretariat, Assam Rules of Executive Business, Leave Rules 1934, Budget Manual, Assam civil service conduct rules, 1965, the rules of procedure and conduct of Business of Assam Legislative Assembly.

· Syllabus for Group “B” consists of The Constitution of India: The Assam Rules of Executive Business: The Assam Public Service Commission Regulation: the rules of procedure and conduct of Business of Assam Legislative Assembly: The Assam Services (Discipline & Appeal) Rules, 1964: Manual of Executive Rules and Orders: Treasury Rules and S.O: AFR: DFPR,99: Budget Manual Volume I: Assam Services Pension Rules, 1969: Assam Services(GPF) Rules: Assam Contingency Manual:  Assam SC&ST (Reservation of vacancies in services and posts) Act & Rules 1978: Group Insurance Scheme

5. Examination norms – 

· The Group “A” training for Jr. A.A and Group “B” training for Sr. A.A of the secretariat is mandatory.

· Examination comprises separate paper for theory and practical

· Pass Mark for each Paper is 45%; 1st Division 60% and above; Pass with Credit is 75% and above

· Trainees in each group securing more than 75% marks are given cash award of Rs. 1000/. Rs. 700/ and Rs. 500/ in order of merit  

Right to Information Act, 2005

Manual –V 

The Rules, regulations, manuals and records held by it or under its control or used by its employees for discharge of its function

Assam Secretariat Training School Guwahati

Manual - V

The following rules, regulation, manual and instructions are used by its employees in discharge of its functions.

1. Assam Rules of Executive Business

2.  Manual of Office Procedure, Secretariat, 1981 

3. Assam Fundamental Rules and Subsidiary Rules    

4. Assam Financial Rules   

5. Treasury Rules and Subsidiary Orders  

6. Delegation of Financial Power Rules, 1999  

7. Assam Contingency Manual  

8. Assam Services Pension Rules 1969  

9. Assam Services (Discipline and Appeal) Rules, 1964 

10.   Hand Book of General Circular (a to Y) 

11.  Assam (Civil Services) Conduct Rule

12.  Revision Of Pay Rule, 1998

13. Finance Department Not6ification and Office Memorandum

14. Assam Services (GPF) Rules

15. Assam S.C & S.T (Reservation of vacancies and post) Act & Rules1978

16. Assam Services Group Insurance Scheme, 1983

17. Assam Public Service Commission Regulation

18.  Accounts Code Volume I

19. The Rules of procedure and conduct of business of Assam legislative Assembly

The above rules and regulations are available in the Website of Assam Administrative Staff College (http://www.aasc.nic.in) 
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Manual –VI 

A statement of the categories of documents that are held by it or under its control

Assam Secretariat Training School Guwahati

Manual – VI

Following documents are held by the school in performance of its function –

1. Training documents:

· Syllabus of Group “A” and Group “B” trainees

· Training Modules

· Training hand out

· Reading material 

· Acts, Rules, Manuals

· Question papers of previous examinations

· Subject wise List of guest faculty

· Programme schedule

2. Office Documents – 

· Attendance Register

· Correspondence files

· Stock Register

· Circular Guard file

Right to Information Act, 2005

Manual –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 implementation thereof

Assam Secretariat Training School Guwahati

Manual VII

The school does not have any direct mechanism for consultation with, or representation by the members of the public in relation to the formulation of its policy or implementation thereof.

Right to Information Act, 2005

Manual –VIII

A statement of the boards, councils, committees and other bodies consisting of two or more persons constituted as its part etc

Assam Secretariat Training School Guwahati

Manual – Viii

Secretariat Training School does not have any boards, councils, committees for discharge of its function.
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Manual –IX

A Directory of its officers and employees

Assam Secretariat Training School Guwahati

Manual – IX

Directory of officer and employee

	Sl

No
	Name
	Designation
	Address
	Phone No.

	1
	Sri S.K Khare, IAS 
	Commissioner & Secretary
	Assam Sachivalaya

AR&T Deptt, Dispur, Guwahati 6 
	

	2
	Sri Nabin Chandra Taye, Secretariat Service
	Deputy Secy
	Assam Administrative Staff College, Guwahati - 22
	2363325

2266773 ®

	3
	Sri Krishnadhan Singha
	Under Secretary
	 -do-
	2363325

	4
	 Vacant 
	-do-
	 -do-
	2363325

	5
	Sri Kailash Chetri, Sectt Ministerial Service
	Jr. Adm. Asstt
	 -do-
	2363325

	6
	Smt. Monika Baruah, Sectt Ministerial Service
	Typist
	-do-
	2363325

	7
	Smt. Arati Deb, Peon


	Gr IV
	-do-
	2363325

	8
	Sri Raju Rohang, Peon 


	Gr IV
	-do-
	2363325

	9
	Sri Rajendra Roy, Peon 


	Gr IV
	-do-
	2363325

	10
	Md. Islam, Peon


	Gr IV
	-do-
	2363325

	11
	Sri Patit paban Dutta, Peon


	Gr IV
	-do-
	2363325

	12
	Smt. Juli Pegu, Peon
	Gr IV
	-do-
	2363325
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The monthly remuneration received by each of its officers and employees including the system of compensation

Assam Secretariat Training School Guwahati

Manual – X

	Sl 

No
	Name 
	Scale of pay
	Basic pay as on 9/2005
	DA, HRA, MA. CCA **
	Gross pay

	1
	Sri S.K Khare, IAS 


	
	
	
	

	2
	Sri Nabin Chandra Taye, Secretariat Service
	
	
	
	

	3
	Sri Krishnadhan Singha
	
	
	
	

	4
	 Vacant 


	
	
	
	

	5
	Sri Kailash Chetri, Sectt Ministerial Service
	
	
	
	

	6
	Smt. Monika Baruah, Sectt Ministerial Service
	
	
	
	

	7
	Smt. Arati Deb, Peon


	
	
	
	

	8
	Sri Raju Rohang, Peon 


	
	
	
	

	9
	Sri Rajendra Roy, Peon 


	
	
	
	

	10
	Md. Islam, Peon


	
	
	
	

	11
	Sri Patit paban Dutta, Peon


	
	
	
	

	12
	Smt. Juli Pegu, Peon
	
	
	
	


** DA – Dearness Allowance; HRA – House Rent Allowance; MA – Medical Allowance; CCA – City Compensatory Allowance
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Manual –XI

The Budget allocated to each of its agency, indicating the particulars of all plans, proposed expenditures and reports on disbursements made

Assam Secretariat Training School Guwahati

Manual – XI

Major Head of Expenditure – 2070 – Other Administrative Service – Other state Plan and non-plan Scheme – 003 Training – (d) training scheme for Secretariat Training School – Plan General 2005-’06 

	Sl

No.
	Object head of expenditure
	Budget provision Rs. (In Lakhs) 
	Purpose in brief

	1
	04 Office Expenses
	2.00
	(i) Purchase of Books and Journals – Rs. 1.00 L (ii) Purchase of stationery etc.       _     Rs. 1.00 L
                                         Total -         Rs. 2.00 L



	2
	05 PP&SS
	1.00
	(ii)One Gr. “B” training                     - Rs. 0.45 L

(iii) One Gr. “A” training                   - Rs. 0.33 L

(iv) Refresher training Gr. A & B      - Rs. 0.10 L

(v) Conveyance allowance to guest

      faculty                                         -  Rs. 0.12 L
                                    Total -           Rs. 1.00 L



	3
	11 Hospitality Expenses
	3.50
	(I)One Group “B” Training        - Rs.0.765 L

(II) one Gr, “A” Training           - Rs.0.565 L

(III) Two refresher course         - Rs. 0.765 L

(iv) 5 day training for Direc-

torate & district esttab.              – Rs. 1.820 L

(V) fees for examination of 

answer script                              - Rs. 0.100 L
                                 Total -        Rs. 3.500 L

  

	4
	19 Machinery & Equipments
	4.50
	(i) Purchase of Photocopier      - Rs. 1.25 L

(ii) 10 nos. of Computer           - Rs. 3.00 L

(iii) 2 nos. of Printers                - Rs. 0.25 L

                                Total-          Rs. 4.50 L



	
	Grand Total
	11.00
	Grand Total                              - Rs. 11.00 L


Right to Information Act, 2005

Manual –XII

The Manner of execution of subsidy Programme, including the amounts allocated   and the details of beneficiaries of such programmes   

Assam Secretariat Training School Guwahati

Manual – XII

Secretariat Training School does not have any subsidy programmes. 
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Manual –XIII

The particulars of recipient of concessions, permits or authorization granted by it

Assam Secretariat Training School Guwahati

Manual -XIII

Secretariat Training School does not grant concessions, permits or authorization  

. 

Right to Information Act, 2005

Manual –XIV

The details in respect of the information, available to or held by it, reduced in an electronic form

Assam Secretariat Training School Guwahati

Manual – XIV

At present only the Acts, Rules, Manuals used by the Secretariat Training School are available in AASC web site http://www.aasc.nic.in.

Manual – XV

Right to Information Act, 2005

Manual –XV

The particulars of facilities available to citizens for obtaining information, including the working hours of a library or reading room, if maintained for public use

Assam Secretariat Training School Guwahati

Manual – XV

Citizen may obtain information from –

· Office notice Board,

· By appointment with Deputy Secretary of STS

There is no public library under Secretariat Training School. 
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Manual –XVI

The names, designation and other particulars of the Public Information Officer 

Assam Secretariat Training School Guwahati

Manual – XVI

· The name, designation, Address, Telephone number of Public Information Officer –

Shri P.K. Goswami,  ACS,                                    

Joint  Secretary,                                                                                                              

Administrative Reforms & Training Department

Assam Sachivalaya, Guwahati – 6

Pin - 781006 

Telephone -

· The name, designation, address, Telephone number of Appellate authority. 

Shri S. K. Khare, IAS,

Commissioner & Secretary to the Govt of Assam, 

Administrative Reforms and Training Deptt.

Dispur, Guwahati – 6

Pin – 781006

Telephone – 


2261373        (O)


2361606         ®

94350 13013 (M)

