INFORMATION UNDER SECTION 4(1)(b) of RTI ACT, 2005.


POWERS AND DUTIES OF OFFICERS AND EMPLOYEES

The Department disposes its business allotted to it in accordance with the authority, responsibility and obligations as defined in the Government of India (Transaction of Business) Rules. Formulation, execution and review of policies in relation to business allotted to this Department is taken up under directions of the Agriculture Minister. 

2. 
The powers of the officers and the employees are derived from the various Government rules, instructions, executive orders etc. issued from time to time by the respective nodal departments. The officers and employees of this Department exercise powers and perform duties as delegated to them by various Government Departments such as Department of Personnel, Ministry of Finance and other nodal departments. An indicative list of these Rules/Manuals is attached. The nodal Ministries/Departments viz. Ministry of Personnel, Public Grievances & Pensions, and Ministry of Finance etc. are the custodian of these Rules/Manuals. These Rules/Manuals/Instructions are under the direct control of these nodal Ministries/Departments and amendments to these rules are also undertaken by these Departments from time to time. These rules guide the financial and administrative transactions in day to day processing/dealing of various cases, whereas authority/power to process a particular case is derived from the above said Rules/Manuals. Procedure for performance of secretariat work has been laid down in the Manual of Office (MOP) and the Notes on Office Procedure (NOP) which is issued and controlled by the Department of Administrative Reforms and Public Grievances. All Government Departments including Department of Animal Husbandry, Dairying and Fisheries follow the procedures strictly in accordance to the procedure as outlined in the MOP. Amendments in the MOP are also carried out by the Department of Administrative Reforms and Public Grievances from time to time. 

3. 
Financial powers to deal with any financial proposal in the Department is derived from the Delegation of Financial Power Rules which has been issued by the Ministry of Finance. However, to expedite decisions and improve efficiency, the financial powers rested with the Department have been further delegated to Head of Departments as envisaged in DFPRs. 


PROCEDURE FOLLOWED IN THE DECISION MAKING PROCESS, INCLUDING CHANNELS OF SUPERVISION AND ACCOUNTABILITY:


The cases are, generally, processed at the Section/Desk level and the  files are submitted to technical officers in the hierarchy or to  Under Secretary/Deputy Secretary/Director/Joint Secretary/ Secretary(ADF)/ Ministers, as per the requirement of each case.


NORMS SET BY DEPARTMENT OF ANIMAL HUSBANDRY, DAIRYING AND FISHERIES  FOR THE DISCHARGE OF ITS FUNCTIONS:


Efforts are made to deal with the cases as expeditiously as possible in accordance with the rules, regulations and other instructions issued from time to time. For discharge of functions, norms and provisions as laid down in the government Acts, Rules, Regulations, manuals, circulars and instructions issued from time to time are followed. 

RULES, REGULATIONS, INSTRUCTIONS, MANUALS AND RECORDS, HELD BY THE DEPARTMENT OF ANIMAL HUSBANDRY, DAIRYING AND FISHERIES OR UNDER ITS CONTROL OR USED BY ITS EMPLOYEES FOR DISCHARGE OF ITS FUNCTIONS:


The Department discharges its functions in accordance with the rules, regulations, instructions, manuals etc. issued by the Govt. of India from time to time.  Indicative list of Government Rules and Manual Rules is as under:
1. 
General Fundamental and Supplementary Rules. 

2. 
Traveling Allowance Rules. 

3. 
CCS (Leave) Rules. 

4. 
Dearness Allowance and Dearness Relief. 

5. 
HRA and CCA. 

6. 
Pensions Compilation. 

7. 
CCS (Commutation of Pension) Rules. 

8. 
CCS (Extraordinary Pension) Rules. 

9. 
Central Government Employees’ Group Insurance Schemes. 

10. 
Staff Car Rules. 

11. 
Medical Attendance Rules. 

12. 
CCS (CCA) Rules. 

13. 
CCS (Conduct) Rules. 

14. 
General Provident Fund (Central Services) Rules. 

15. 
Leave Travel Concession Rules. 

16. 
Children’s Educational Assistance. 

17. 
General Financial Rules. 

18. 
Delegation of Financial Power Rules. 

19. 
House Advance Rules. 

20. 
Suspension and Reinstatement. 

21. 
Overtime Allowance Rules. 

22. 
Contributory Provident Fund (India) Rules. 

23. 
CCS (Revised Pay) Rules, 1997 – Fifth Pay Commission. 

24. 
Central Treasury Rules. 

25. 
CCS (Temporary Service) Rules. 

26. 
Re-employment of Pensioners – Civilians and Ex-Servicemen. 

27. 
Advances to Central Government Servants. 

28. 
Central Government Account (Receipts and Payments) Rules. 

29. 
Seniority and Promotion in Central Government Service. 

30. 
Reservations and Concessions for SCs, STs and OBCs. 


MANUALS 
1. 
Manual on Office Procedure. 

2. 
Manual on Establishment and Administration. 

3. 
Manual on Disciplinary Proceedings. 

4. 
Manual for DDOs and Heads of Offices – Part I & Part II Finance, Account and 
Establishment. 


STATEMENT OF THE CATEGORIES OF DOCUMENTS THAT ARE HELD BY THE  DEPARTMENT OF ANIMAL HUSBANDRY, DAIRYING AND FISHERIES OR UNDER ITS CONTROL:


The documents held by the Department include relevant files on subjects dealt with in this Department and service documents of its officials in addition to Annual Reports, Annual Plan documents and other technical reports generated during the course of its activities.

PARTICULARS OF ANY ARRANGEMENT THAT EXISTS FOR CONSULTATION WITH, OR REPRESENTATION BY THE MEMBERS OF THE PUBLIC IN RELATION TO THE FORMULATION OF DEPARTMENT OF ANIMAL HUSBANDRY, DAIRYING AND FISHERIES POLICY OR IMPLEMENTATION THEREOF; AND STATEMENT OF THE BOARDS, COUNCILS, COMMITTEES AND OTHER BODIES CONSISTING OF TWO OR MORE PERSONS CONSTITUTED AS DEPARTMENT OF ANIMAL HUSBANDRY, DAIRYING AND FISHERIES’S PART OR FOR THE PURPOSE OF ITS ADVICE:


The Department’s website www.dahd.nic.in acts as an information tool for the general public, which facilitates in the implementation of its policies and programmes.

1. ADMINISTRATION - I SECTION

Subjects being dealt with:

1. All cadre matters relating to Section Officers (CSS) in this Ministry and its

attached offices.

2. Established matters relating to the posts of Section Officer (CSS) in the

Secretariat.

3. Establishment matters relating to the posts of Secretary/ Addl. Secy., Joint

Secretary, Director/Deputy Secretary and Under Secretary which are manned

by officers belonging to organized services viz. IAS/CSS/other Central

Services.

4. Matters relating to the appointment of Desk Officers.

5. Matters relating to the appointments to the posts of Director (OL), Deputy

Director (Monitoring) , Senor Analyst , Junior Analyst, Account Officer,

Deputy Director (OL) and other isolated posts.

6. UPSC/SSC invigilation duty.

7. All cadre and establishment matters of Group ‘A’ officers of Central Public

Health and Environmental Engineering Organization of the Ministry.

8. Disciplinary cases of staff /officers of the Sectt.

9. Training matters in India and Abroad (of administrative nature) of all

Gazetted and Non- Gazetted officers in this Ministry.

10. All establishment matters relating to personal staff of UDM and MOS (UD).

11. All cadre matters relating to the posts of Sr. Principal Private Secretary,

Principal Private Secretary and Private Secretary in this Ministry and its

attached offices.

12. Establishment matters relating to the posts of Sr. Principal Private Secretary,

Principal Private Secretary and Private Secretary in the Sectt. of this Ministry.

13. Maintenance of Punctually in the Sectt. of this Ministry.

14. Forwarding of application of Gazetted Officers belonging to IAS/CSS/CSSS

to different Ministries/ Departments for deputation posts.

15. Processing of application for foreign assignment of officer belonging to

IAS/CSS in the Sectt. of this Ministry and its attached offices.

16. All matters under the CCS (Conduct) Rules, 1964 in respect of all officers,

including deputations viz., intimation under Rule 18(3), examination of cases

coming under Rule 18(2) and Rule 13 etc.

17. All matters under the AIS (Conduct) Rules, 1968 in respect of all officers in

this Ministry.

18. Review of cases of all CSS/CSSS (Gazetted ) Officers in this Ministry under

FR 56(j).

19. Distribution of works among various officers in this Ministry.

20. Scrutiny and examination of proposals for grant of honorarium to officers and

staff working in the Sectt.

21. All matters relating to issue of ‘No Objection Certificate’ for passport to

officers.

22. Safe custody of diplomatic /official/ordinary passport issued to Govt. officials.

23. Matters relating to Annual Confidential Reports of all officers of CSS, CSSS,

IAD and other officers including ex- cadre posts.

24. Preparation of lists of officers and distribution of invitation cards for

Independence Day, Republic Day Parade and Beating the Retreat.

25. Compilation of Annual Direct Recruitment Plan of the Ministry of UD as well

as Ministry of HUPA, attached/subordinate offices and other PSU’s and

Autonomous bodies of these Ministries.

26. All matters relating to the conduct of elections.

Documents, Files etc.

1. Personal File of Gazetted officers working in the Sectt.

2. Service Book of Gazetted officers working in the Sectt. including formal staff

working in the Personal Section of the Minister.

3. Cadre files relating to Promotion /ACP/Pay fixation of Gazetted officers working

in the Sectt. including formal staff working in the Personal Section of the

Minister.

4. Roster Registers of Gazetted officers belonging to CSS,CSSS and General Central

Services, Group ‘A’ Gazetted , Non- Ministerial (CPHEEO).

5. Recruitment Rule relating to Adviser (PHEE), Jt. Adviser (PHEE), Dy. Adviser

(PHE), Dy. Adviser (Trg.), Asstt. Adviser (PHE), Scientific Officer, Acctt.

Officer, OSD (MRTS).

6. Diary Register (English & Hindi), VIP Diary Register, File Open Register, File

Movement Register, Peon Book (Section wise/CR/Hindi/Attached Offices).

7. Guarantee Register for NDMC Water/Electricity.

8. Personal File Register /Date of Birth Register/Increment Register/Service Book

Service Movement Register.

9. Incumbency Register, Deputation Register, ACR Record Register containing the

details of officer under Central Staffing Scheme in respect of Gazetted staff

belonging to CSS/CSSS cadres.

10. Seniority List of Asstt. Adviser (PHE), CPHEEO.

List of Guard Files being Maintained:

1. Appointment of staff in the personal section of Ministries.

2. AIS (Discipline and Appeal) & DCRB.

3. AIS (Leave) – Amendment Rules.

4. AIS (Conduct) Rules.

5. Allocation of Business Rules.

6. Additional Increment – Grant of.

7. Backward Classes - Reservation regarding.

8. Confirmation / Promotion.

9. Commercial employment after retirement of Group ‘A’ officers.

10. Confidential Reports.

11. CCS Conduct Rules.

12. CGEGI Scheme, 1980.

13. CCS (CCA) Rules.

14. CCS (Revised Pay) Rules.

15. Creation of Posts.

16. Continuation of posts of Group ‘A’ and ‘B’ officers.

17. DPC – Orders.

18. Delegation of Powers.

19. Deputation /Delegation to the Govt. of India under Central Staffing Scheme.

20. Extension/ Re- employment.

21. Education Institutions - Joining of.

22. FR/SR.

23. Filling up short term vacancy in post of Under Secy. / Deputy Secretary.

24. Foreign Training /Assignment.

25. General Election.

26. CCS (Leave) Rules.

27. Leave Encashment.

28. No Objection Certificate for Passport.

29. Note for the Cabinet.

30. Official Language.

31. Office Procedure (Manual) – Instructions.

32. Ad-hoc promotion to decentralized Grade of CSS/CSCS/CSSS/Grade- I.

33. Pension benefits.

34. Punctuality.

35. Pay fixation – on promotion from Under Secretary to Deputy Secretary of CSS

officers – on promotions to S.O./Private Secretary (CSS).

36. Parliamentary Assurances/ Questions.

37. Pay Commission – 5th

38. Permanent absorption of Central Govt. Employees to the Autonomous Bodies.

39. Voluntary retirement.

40. Review Cases under FR 56 (j).

41. Resignation.

42. Recruitment Rules – Framing / Amendment of.

43. Seniority.

44. Surplus staff Re- employment.

45. Special pay to the officers of organized Group ‘A’ officers including IAS officers.

46. Verification of Character & Antecedents.

Section Officer Under Secretary Director Joint Secretary

Shri. Ravi Menon

Tele: 23062813

Internal : 2347

Room No. 219 –C

Sh. S. N. Jasra

Tele : 23061437

Internal : 2378

Room No. 201 –C

Shri. V. K. Sharma

Tele : 23061979

Internal : 3162

Room No. 235 -C

Shri. A. K. Mehta

Tele : 23062309

Internal : 2318

Room No. 140 –C

2. ADMINISTRATION II SECTION

Subjects being dealt with:

1. Preparation of Pay bills of all categories of officers/staff.

2. Drawing of Salary and Payment make through Bank.

3. Maintenance of G.P.F. account of all categories of officers including IAS cadre.

4. Maintenance of Long/Short term advance Accounts.

5. Grant of advances in respect of GPF, Car advance, Scooter advance, Cycle

advance, Festival advance, TA LTC, Fan advance and Transfer TA.

6. Periodical review of performance of Budget.

7. Reconciliation of expenditure figures.

8. Annual Audit Inspection Report of the Secretariat proper and Ministry of UEPA

and its follow –up action thereon.

9. Preparation of Budget of Secretariat and Department of UE&PA.

10. Leave Salary contribution of Pension contribution of all cadres of staff on foreign

services etc. and recording of certifications in the Service Books.

11. Parliament Question relating to the expenditure in the Secretariat (Proper) and

UE&PA.

12. Preparation of bills of TA/LTC, Honorarium, Children Education Allowance,

OTA.

13. Issue of Exchange Vouchers.

14. Reconciliation of Accounts with Indian –Airlines /Air India.

15. Preparation of all contingent bills and grants-in-aid etc.

16. Submission of Reports & Returns.

List of Guard Files being maintained:

1. TA/DA.

2. LTC.

3. Bonus.

4. Expenditure Book.

5. Dearness Allowance.

6. Orders relating to 5th Pay Commission.

Section Officer Under Secretary Director Joint Secretary

(UD&A)

Shri Roop Lal

Tele : 23061227

Internal : 2351

Room No. 214 –C

Sh. K. G. Mohanta

Tele : 23061426

Internal : 2390

Room No. 209 –C

Shri. V. K. Sharma

Tele : 23061979

Internal : 3162

Room No. 235 –C

Shri. A. K. Mehta

Tele : 23062309

Internal : 2318

Room No. 140 –C

3. ADMINISTRATION III SECTION

Subjects being dealt with :

1. House Building Advance cases.

2. Medical reimbursement /permission cases and issue of CGHS cards.

3. Pension cases of all categories of officer and staff.

4. All cadre and establishment matters relating to Group ‘D’ employees.

5. All matters relating to telephones and fax etc.

6. Office accommodation to officers and office in the Sectt.

7. Procurement and issue of Stationery and stores items.

8. Purchase and maintenance of all office equipments, furniture and fixtures.

9. Purchase, maintenance and deployment of staff cars including deployment of

staff cars drivers with various officers.

10. General Housekeeping jobs.

11. Proposals for Budget estimates under the Head O.E., O.C. Wages, etc.

12. Matters relating to security including issue of identity cards.

13. Processing of entertainment Bills reimbursement of news papers bills.

14. Issue of Central Sectt. Library cards.

15. Procurement /Issue of liveries to Group ‘C’ & ‘D’ Staff.

16. All establishment matters relating to Group ‘D’ canteen staff and issue of

liveries to them.

17. Issue of Nirman Bhawan parking labels to officers and staff of various.

18. Allocation of Budget amount to Arbitrator Office (WZ) and (EZ).

Rules, Regulations /Instructions and categories of documents held:

1. C.S.S. (MA)Rules.

2. Pensions/DCRG Rules.

3. H.B.A. Rules.

4. Telephone Rules.

5. Liveries Instructions.

6. General Orders regarding stationery, stores etc.

7. General orders regarding staff cars.

8. Circular relating to establishment matters of Group ‘D’ employees.

9. Seniority list of Group ‘D’ and canteen employees.

10. GFR, DFPRs.

Section Officer Under Secretary Director Joint Secretary

Shri. Gokul

Nagarkoti

Tele: 23061864

Internal : 2349

Room No. 206 –C

Sh. K. G. Mohanta

Tele : 23061426

Internal : 2390

Room No. 209 –C

Shri. V. K. Sharma

Tele : 23061979

Internal : 3162

Room No. 235 -C

Shri. A. K. Mehta

Tele : 23062309

Internal : 2318

Room No. 140 –
