“RIGHT TO INFORMATION ACT 2005”

INFORMATION MANUAL,

DEPARTMENT OF PENSION AND PUBLIC GRIEVANCES GOVERNMENT OF ASSAM.

(UNDER SECTION 4(1(B) OF THE RIGHT TO INFORMATION ACT’2005)

CHAPTER-1

 
PARTICULARS OF THE ORGANISATION, FUNCTIONS AND DUTIES:

1. Department  of Pension and Public Grievances of Assam, Dispur.

Dr. Bhumidhar Barman, Minister I/C Pension and Public Grievances.


Smt. Emily Choudhary, IAS, Principal Secretary, is the Head of the Department at the Official level and is assisted by

 Sri Subha Baruah, Joint Secretary, 

Sri W. Rongphar, ACS, Deputy Secretary,

Sri Anwarul Haque, ACS, Deputy Secretary,

Sri B. Choudhary, Deputy Secretary,

Smt. K. Banik, Under Secretary in the Department.

Suprintendents:

Sri G. C. Malakar, Sri J. Pathak

Sri S. Gogoi,, AFS, Financial Adviser in the Department.

The Officers are assisted by the Senior and Junior Administrative Assistants.

2. Functions of the Department of Pension and Public Grievances.

The Department administers and monitors the acts and legislations relating to Pension, Provident Fund, Group Insurance Scheme, Commutation of Pension, Special Family Pension for which purpose exercises the Financial Powers as the Administrative Department and acts as the Referral Department for interpretation of the Acts/Rules namely:

1. THE ASSAM SERVICES(PENSION) RULES’1969.

2.  THE ASSAM SERVICES EXTRAORDINARY (PENSION) RULES’1963

3. THE ASSAM SERVICES COMMUTATION OF PENSION RULES’1965.

4. THE ASSAM SERVICES(COMPASSONATE FUND) RULES’1962

5. GENERAL PROVIDENT FUND(AS) RULES.

6. STATE GOVERNMENT EMPLOYEES’ GROUP INSURANCE SCHEME.

7. SPECIAL FAMILY PENSION SCHEME

Review/amendment/relaxation of the said Rules are the responsibility of the Department.

The Department receives and monitors application from the members of the public on their individual grievances and forwards the same to the concerned authorities for suitable redressal permissible under the Acts/Rules/Guidelines/Instructions etc. of the Government. 

CHAPTER-2 & 3.
POWERS, DUTIES OF ITS OFFICERS AND EMPLOYEES;

PROCEDURES, CHANNEL OF SUPERVISION AND ACCOUNTABILITY.

Name and Designation                                                             Power and Duties.
1. Smti. Emily Choudhary, IAS,

Over all in charge of the Department.

Principal Secretary,

Phone:226130899 (O)

2.   Sri S. Baruah,



Matters relating to Pension Adalat, Public     

     Joint Secretary,


              Grievances, Pay Commission/PAC, Audit 







Objections, Assembly matters, amendments







Of Rules, Establishment matter of Directorate,







Sanction of GPF/CPF/Commutation of Pension



Districts of Nagaon/Golaghat/Hills  

                      Districts/Barak Valley.

    3.   Sri  A. Haque, ACS,


Matter relating to New Pension Scheme,

          Deputy Secretary, 


Pension Association, Standing Committee,







Amendment of any Rule, Commutation  Pension 





outside State and Districts of Morigaon, Barpeta, 

Mongaldoi, Kamrup.

4. Sri B.N. Choudhary,


All referred cases of Pension, Family Pension,

Deputy Secretary.

DCRG etc. of Education Department, all Court 

                                                                    cases, Commutation Pension of Sivasagar/

Dibrugarh/Tinsukia/Lakhimpur and Dhemaji Districts.

    45      Sri  W. Rongphar,


Any works to be allotted time to time.


Deputy Secretary.

     6      Smti. K Banik,



All referred cases of Pension, Family Pension,

            Under Secretary.


DCRG etc., other than Education Department.  

                                                                                 All Budget  matter and issue of Ceiling, 

                                                                                 Commuted Pension of  all Lower Assam Districta  

                                                                                  except Kamrup and Barpeta.

   7.   Sri B.C. Malakar,


Supervises the work of the Assistants in respect 

          Superintendent.
Of Commutation Pension of Districts/ Department, Family Pension, referred cases, GIS matter etc.

   8    . Sri J. Pathak, 
Supervises the work of the Assistants in respect

         Superintendent. 
Of Commutation Pension of Districts/ Department,  referred cases of Education Deptt., matter relating to PAC, Audit, Pension Adalat,


Pension Rules, Budget etc.

   9      Sri B.C. Devsarma,
Pension referred cases, Commutation Pension,

         Sr. Admn. Asstt.
cases of Goalpara/Dibrugarh/Jorhat/Golaghat, amendment of Pension Rules etc.

   10     Sri L.M. Singh,
Budget, referred Pension cases, New Pension

          Sr. A.A. 
Scheme, Commutation Pension of Darrang/Barpeta/Nalbari Districts.

   11    Sri T. Bora, 
Commutation Pension cases of Dhemaji/Morigaon/Darrang/Nagaon/Bongaigaon

         
           Sr. A.A.




 Pension Adalat

                                     12.   Sri K. Kalita,
                                          GIS, Pensioners’ Association, Commutation  

                                             Sr. A.A.
 Pension of School teachers of Kamrup/Goalpara/Tinsukia/Bongaigaon/


Dhubri/Kokrajhar/Barpeta and Nalbari Districts,


High Power committee.

13. Smti. P. Hazarika,,



All Public Grievances matters, Commutation

      Sr. A. A.




Pension cases of Kokrajhar, Dhubri Districts.

14.  Sri H. Roy, 




PAC matter, Audit objection, Commutation 

       Jr. A. A.




Pension cases of Kamrup(M) and kamrup(R )

Districts.

15.   Sri A. Rajbangshi,



NRA and GPF, Assembly, Standing Committee

         Jr. A.A.




matter, Commutation Pension cases of Provincialized 







School teachers.

16.   Sri A. Pathak,



Est. matter, Commutation Pension cases of Provincialized 







School teachers.

17.  Sri. T. Talukdar, 



Commutation Pension cases, Special Family  Pension,







Family Pension.

18.  Sri  K. Bordoloi,



Diarising  of receipts, commutation cases of Tinsikia Dist.

       Jr. A. A.



19.  All Grade-IV Staff.



As per direction of the officers with whom the person is

 attached.

CHAPTE-4

NORMS OF DISCHARGE FOR  DUTIES  AND FUNCTIONS:

          ALL CASES OF COMMUTATION OF PENSIONS ARE PROCESSED IN, IN A CHRONOLOGICAL MANNER DEPENDING ON THE DATE OF RECEIPT OF AUTHORITY FROM THE OFFICE OF THE ACCOUNTANT GENERAL AND DIRECTOR OF PENSION OR ON  APPLICATION FROM THE INDIVIDUAL PENSIONERS. REGISTERS ARE MAINTAINED FOR THIS PURPOSE.

INDIVIDUAL CASES OF PENSION REFERRED TO THIS DEPARTMENT FOR INTERPRETATION OF RULES, VIEWS AND ADVICE BY THE OTHER DEPARTMENTS ARE DISPOSED AT THE EARLIEST. INDIVIDUAL COURT CASES/DOCUMENTS PERTAINING TO PENSION MATTERS OF OTHER ADMINISTRATIVE DEPARTMENTS ARE FORWARDED PROMTLY FOR NECESSARY ACTION. THE DEPARTMENT DOES NOT SANCTION PENSION OF INDIVIDUAL GOVERNMENT SERVANTS. IT IS THE JOB OF THE CONCERNED ADMINISTRATIVE DEPARTMENT.

REGISTERS ON PUBLIC GRIEVANCES ARE MAINTAINED.

RULES ARE AMENDED ONLY ON COMPLETION OF THE LEGAL REQUIREMENTS AND NECESSARY ADVICE FROM THE CONCERNED DEPARTMENTS AS REQUIRED UNDER THE RULES OF EXECUTIVE BUSINESS. 

CHAPTE-5.

RULES, REGULATIONS INSTRUCTIONS, MANUALS, RECORDS HELD BY ITS EMPLOYEES FOR DISCHARGING ITS FUNCTION.

1.    THE ASSAM SERVICES(PENSION) RULES’1969.

       2        THE ASSAM SERVICES EXTRAORDINARY (PENSION) RULES’1963

3.      THE ASSAM SERVICES COMMUTATION OF PENSION RULES’1965.

       4.      THE ASSAM SERVICES(COMPASSONATE FUND) RULES’1962

5.      GENERAL PROVIDENT FUND(AS) RULES.

6.      STATE GOVERNMENT EMPLOYEES’ GROUP INSURANCE SCHEME.

7.     SPECIAL FAMILY PENSION TO THE FAMILIES OF OFFICERS KILLED WHILE IN DUTY.

CHAPTER-6

CATEGORIES OF DOCUMENTS UNDER  ITS  CONTROL

1. REGISTERS ON:

COMMUTATION OF PENSION 

PUBLIC GRIEVANCES.

2. BUFFSHEETS ON:

    

PENSION CASES REFERRED TO THE DEPARTMENT.



RELEASE OF GENERAL  PROVIDENT FUND.



GENERAL INSURANCE SCHEME.

3. BUDGET OF THE CURRENT YEAR.

4. MONTHLY EXPENDITURE STATEMENTS OF TREASURIES ON PENSION.

CHAPTER-7

PARTICULARS OF ARRANGEMENTS THAT EXIST FOR CONSULTATION WITH THE REPRESENTATIVES OF THE MEMBERS OF THE PUBLIC IN RELATION WITH THE FORMULATION OF POLICY OR IMPLEMENTATION THEREOF:

NO SUCH ARRANGEMENTS EXIST.

CHAPTER-8

BOARDS, COUNCILS COMMITTEES, OTHER BODIES COSTITUTED FOR THE PURPOSE OF ADVISING WHETHER THE MEETINGS OF THESE COUNCILS, BOARDS ARE OPEN TO OR ACCEMBLE FOR DEPARTMENTS OF THE STATE GOVERNMENT.



THERE IS A STANDING COMMITTEE CONSTITUTED BY THE DEPARTEMENT WITH THE ACCOUNTANT GENERAL, ASSAM TO REVIEW AND MONITOR THE PENSION CASES PENDING WITH THE ADMINISTRATIVE DEPARTMENTS OF THE STATE GOVERNMENT.



PENSION ADALATS ARE HELD FROM TIME TO TIME TO EXPEDITE FINALISATION OF PENDING PENSION CASES.

CHAPTER-9

DIRECTORY OF  ITS OFFICERS AND EMPLOYEES.



AS GIVEN IN CHAPTER  2 & 3.

CHAPTE-10

MONTHLY REMUNERATION RECEIVED  BY EACH OF ITS OFFICERS.

EMPLOYEES INCLUDING THE SYSTEM OF COMPENSATION PROVIDED IN ITS REGULATION.

MONTHLY  REMUNERATION RECEIVED BY EACH OF ITS OFFICERS/STAFF MEMBER AS PER THE PAY SCALES SHOWN AGAINST THEIR NAMES.

1. Smti. Emily Choudhary, IAS,

 Rs.22,400-525-24,500/-

Principal Secretary,
2. Sri S. Baruah,



Rs.10,050-15,575/-


      

             Joint Secretary,


 .

3. Sri  A. Haque, ACS,


Rs.90,25-14,000/-

 

       Deputy Secretary, 


 .

4. Sri B.N. Choudhary,


 ,Rs.8750-13,825/-

             Deputy Secretary.

 

        6.      Sri  W. Rongphar,


Rs.90,25-14,000/-

 


Deputy Secretary.

        7.    Smti. K Banik,



Rs.81000-13,025/-


 

              Under Secretary.


 .

         8.   Sri B.C. Malakar,


Rs.5,375-10,700/-

  

               Superintendent.
 

        9.  Sri J. Pathak, 
      -Do-

               Superintendent. 

       10.  Sri S. Gogoi,                                                   -Do-

                Sr. F.A.
 

        11.   Sri B.C. Devsarma,
 Rs.3760-9400/- ,

               Sr. Admn. Asstt.
 

        12    Sri L.M. Singh,
         -Do-
 

                Sr. A.A. 
 

        13  Sri T. Bora, 
          -Do-

         
               Sr. A.A.




  

                                         14   Sri K. Kalita,
                                                   -Do-             

                                                 Sr. A.A.


      15.   Smti. P. Hazarika,,

                       -Do-

             Sr. A. A.




 .

16. Sri H. Roy, 



Rs.3490-8100/-

      Jr. A. A.




 

      17.   Sri A. Rajbangshi,



-Do-





 

             Jr. A.A.




 

18. Sri A. Pathak,




-Do-

Jr. A.A.


 

19. Sri. T. Talukdar, 



-Do-

Jr. a.A.



 .

      20.  Sri  K. Bordoloi,



 
-Do-.

             Jr. A. A.


       21. Sri B. Chetia,           


Rs.3850-7350/-

              Sr. Grade typist.

      22.  Sri T. K. Das. 



         
-Do-


Typist.

      23. Sri R. Talukdar, Duftry


Rs.2530-4390/-

      24.  Sri S. Joshi, Duftry.



-Do-

      25.   K. Pathak, Peon.



Rs.2450-3670/-

  26.  Smti. S. Begum, Peon.



-Do-

  27.  Sri M.R. Das, Peon.



-Do-

  28.   Sri H. Sarma, Peon.



-Do-

  19.  Sri. J. Srama, Peon.



-Do-.

CHAPTER-11.

BUDGET ALLOCATIED TO EACH OF ITS AGENCY INDICATING  PARTICULARS OF ALL PLANS, PROPOSED EXPENDITURES AND REPORTS ON DISBURSEMENTS MADE.:



DIRECTOR OF PENSION IS RELEASED FUND FROM THE ANNUAL BUDGET OF THE DEPARTMENT AS AND WHEN CEILING IS RECEIVED FROM THE FINANCE DEPARTMENT FOR TAKING UP THE WORKS PROPOSED FOR DURING THE YEAR.

CHAPTER-12

MANNER OF EXECUTION OF THE SUBSIDY PROGRAMMS, INCLUDING THE AMOUNT ALLOCATED AND DETAILS OF THE BENEFICIARIES OF SUCH PROGRAMMES:



NO SUCH SUBSIDY PROGRAMES IS EXECUTED IN THE DEPARTMENT.

CHAPTER-13.

PARTICULARS OF RECEIPTS OF CONCESSIONS, PERMITS AND AUTHORISATION GRANTED BY IT.



NO CONCESSIONS, PERMITS OR AUTHORISATION ARE ISSUED. HOWEVER SANCTIONS FOR COMMUTATION OF PENSION ARE ISSUED FROM THIS DEPARTMENT.

CHAPTER-14.

DETAILS OF INFORMATION REDUCED IN AN ELECTRONIC FORM.

NO SUCH INFORMATIONS IS AVAILABLE.

CHAPTER-15

PARTICULARS OF FACILITIES AVAILABLE TO CITIZENS FOR ATTAINING INFORMATION INCLUDING THE WORKING HOURS LIBRARY OR READING  ROMM IF MAINTAINED FOR THE PUBLIC.



THE STATE PUBLIC INFORMATION OFFICER OF THIS DEPARTMENT IS AVAILABLE DURING OFFICE HOURS ON WORKING DAYS.

CHAPTER-16.

 NAMES, DESIGNATION AND OTHER  PARTICULARS OF THE PUBLIC INFORMATION OFFICERS:

1. SRI ANWARUL HAQUE, ACS,



STATE PUBLIC INFORMATION

DEPUTY SECRETARY, PENSION &


OFFICER.

PUBLIC GRIEVANCES DEPARTMENT.

       2.   SMTI EMILY CHOWDHARY, IAS,


FIRST APPELLATE AUTHORITY,


PRINCIPAL SECRETARY, PENSION


AND PUBLIC GRIEVANCES DEPARTMENT.

CHAPTER-17.

SOME USEFUL INFORMATION.:



THE STATE INFORMATION OFFICER OF THE DEPARTMENT WILL MAINTAIN A REGISTER ON THE NUMBER OF APPLICATIONS RECEIVED FROM THE MEMBERS OF THE PUBLIC. THE REGISTER WILL BE MAINTAINED DATEWISE.



APPLICATIONS SUBMITTED WILL BE MAINTAINED CHRONOLOGICALLY  BY THE STATE INFORMATION OFFICER AND EACH APPLICATION WILL BEAR A GIVEN NUMBER AND DATE WHICH WILL BE NOTED ON THE RECEIPT, HANDED OVER TO THE APPLICANT FOR MAKING FUTURE REFERENCES.

NAMES OF

@@@@@@@@@@@@@

“RIGHT TO IFORMATION ACT 2005”
 INFORMATIOM HAND BOOK OF THE DIRECTOR OF PENSION, ASSAM

Name of the Organization:




DIRECTORATE OF PENSION.

(I) The particulars of its organization, functions and duties:

Organizational Structure:










    Name of the Directorate: Director of Pension, Assam. The Directorate has been created with a view to authorizing Pension including Family pension, Death-Cum-Retirement Gratuity and  issue of final authority of Commutation of Pension to Teaching and Non-Teaching staff of the Provincialized Schools of the State of Assam.  The Directorate has also empowered Seal Authority for transfer of Pension Payment Order of the aforesaid pensioners to different accounts  circles within India.


The responsibilities of the Directorate are to process the pension cases correctly and authorize Pension, DCRG, Commutation authorities of pension  in time. These duties and responsibilities are in addition to normal duties and responsibilities of a Directorate.


(ii) The powers and duties of its officers and employees:



Director:


The power and responsibilities of the Director is to authorize Pension, DCRG and issue of authority of  Commutation of Pension to Teaching and Non-Teaching staff of the Provincilized Schools of the State of Assam beside the codified duties and responsibilities of  the Head of Department.

Subordinate Officers(F & A O).
Besides  the codified duties and responsibilities of  a F & A O., in the Directorate of Pension they have to examine the Pension cases, Admissibility Reports of commutation of Pension, final authorities of Commutation of Pension and to advise the Director for final decision.

                  Superintendent;

The duties of the Superintendent is to supervise on the works of the office assistants. 


      Employees:




The duties of the office assistants are to process the pension cases and maintain records thereof. 

(iii) The Procedure followed in the decision making process, including channels of supervision and accountability: 
The Processing Asstt. Process the cases with reference to the existing rules and procedures in force and put up to the officials through Superintendent. The Superintendent, after further examination of the cases put up to F & A O. The F & A. Os after through observation of the cases propose for final decision to the Director and  the Director is the final authority for decision. The staff and officials are accountable for their work.

(iv) The norms set by it for discharge of its functions:

Due to shortage of staff/officials in comparison to work load  of the Directorate the norms of its function are not set at present. However, they have been discharging their duties more than norms.

(v) The rules, regulations, instructions, manuals and records held by it or its control or used by its employees for discharging its functions:

                   
The employees are consulted the following rules besides the Govt. instructions issued from time to time.

1) Assam Services (Pension) Rules, 1969.

2) Assam Services (Commutation of Pension) Rules, 1965.

3) F.Rs and SRs.

4) A.F.Rs.

5) Treasury Rules.

6) Education Manual and Acts..

(vi) A statement of categories of documents that are held by it or under its  

contral:

1)  Records of  Receipts of Pension Proposals and Applications of Commutation of Pension received from the head of Offices.

2) Issue records of Pension Payment Orders, Gratuity Payment Order and Issue of Admissibility Reports, Receipt of Sanction Order of Commutation of Pension and Issue of Final Authorities of Commutation of Pension.

3) Transfer Records of PPO to different Account Circle within India.

(vii) The particulars of any arrangement that exists for consultation with, or representation by, the members of the public to the formulation of its policy or administration thereof: 

The Directorate has heard the grievances of the Pensioners through their representatives as and when they approach and decision taken alteration/addition of the existing administration.

(viii)  A statement of the boards, councils, committees and other bodies consisting of two or more persons constituted as its part or for the purpose of its advise, and as to whether meeting of those boards, councils, committees and other bodies are open to the public, or the minutes of such meetings are accessible for public: 
Does not arise.

(ix) A Directory of its officers and employees:
Director:    S. Ahmed.  Rs.8750-325-11025-400-11425-EB-400-13825/-

F & A O.   D. Sarmah. Rs.4390-90-4480-120-5200-175-6075-EB-175-

                 D. Sonowal   6600-250-8100-325-11025-400-11425/-


     S. Chaki.

Superintendent:  P. K. Dutta. Rs.4960-120-5200-175-6250-EB-175-6600-  

                                               250-8100-325-10050/-

UDA:
     M. Ch. Kalita. Rs.3940-90-4480-120-5200-EB-

                B. Ch. Payeng. 175-6600-250-8100-325-8425/-              


    K. Bora.

LDA:
    D. Sarma. Rs.3010-60-3790-90-3850-EB-4480-120-5200-175-

                D. Paw.         6075/-


    Dipa Bairagi

Steno:
    Mira Deka.                          -Do-

           Grade-IV:M. Hazarika. Rs.2650-40-2770-60-3310-EB-60-   3490-90-

                           D. Baruah            4480-120-5200/-


   U. Uja.


    J. Kumar.

In addition of the above officials and staff there are 19 Nos  borrowed Assam Secretariat Ministerial staff who have been entrusted the processing of pension cases. 

(x)  The monthly remuneration received by each of its officers and employees, including the system of  compensation as provided in its regulation:

Scale of Pay of the Officers and staff are shown at above.
(xi) Budget Provision for the year, 2005-06.

Rs.40.97 lakhs (Non-Plan).

(xii)  The manner of execution of subsidy programmes, including the amounts allocated and the details of beneficiaries of such pragrammes:

Does not arise.

(xiii)  Particulars of recipients of concessions, authorizations granted by it:

Does not arise.

(xiv) Details in respect of the information, available to or held by it, reduced in an electronic form:

Detailed information of finalization of pension cases will be available in the Website: www.assamgovt.nic.in 
(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:
:Details records of finalized pension cases and final authority of Commutation of Pension issued from the Directorate are kept in the Registers manually and the said information may be obtained during the office hours in the time period fixed for the purpose after depositing fees as prescribed by the Govt. vide Notification No.AR.78/2005/91, dated 07/10/2005 along with petition address to the State Public Information Officer of the Directorate.

(xvi) The names, designations and other particulars of the Public Information Officers:

Sri Deben Sarma, AFS, Finance and Accounts Officer, O/o the Director of Pension, Assam, Housefed Complex, Dispur, guwahati-6

(xvii) Others information: The Directorate is proposed to be computerized and after installation of the system the information can be stored in electronic system.

SOME USEFUL INFORMATION.:



THE STATE INFORMATION OFFICER OF THE DEPARTMENT WILL MAINTAIN A REGISTER ON THE NUMBER OF APPLICATIONS RECEIVED FROM THE MEMBERS OF THE PUBLIC. THE REGISTER WILL BE MAINTAINED DATEWISE.



APPLICATIONS SUBMITTED WILL BE MAINTAINED CHRONOLOGICALLY  BY THE STATE INFORMATION OFFICER AND EACH APPLICATION WILL BEAR A GIVEN NUMBER AND DATE WHICH WILL BE NOTED ON THE RECEIPT, HANDED OVER TO THE APPLICANT FOR MAKING FUTURE REFERENCES.

NAMES AND DESIGNATION OF THE INFORMATION OFFICERS OF 

THE DIRECTORATE OF PENSION.

        1.    SRI DEBEN SARMA, 




STATE PUBLIC INFORMATION 

               FINANCE AND ACCOUNTS OFFICER.


OFFICER

2. SRI S. AHMED,





FIRST APPELLATE AUTHORITY.

DIRECTOR OF PENSION.

Director





Issue Asstt.





F & A O





F & A O.





Superintendent





Pension Processing Asstt.





Receipt  Asstt.








