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File No. H- 13011 I 39 12019-Estt.

Government of India
Ministry of Culture

*****
Shastri Bhawan, New Delhi

Dated the 13t November,2021

OFFICE MEMORANDUM

Subject:-'Channel of Submission'and'Level of Disposal'in various Sections/Divisions
in Ministry of Culture-regarding.

As per the guidelines issued by Cabinet Secretariat on increasing Efficiency
in Decision Making in Government vide its D.O. No. 502121212021-CA-V dated

15.03.2021 and by Department of Administrative Reforms & Public Grievances vide

its O.M. No. 3001U12/2015-O&M-ft.I(6452) dated L2.03.202t & in Manual of Office

Procedure, the channel of submission and levels of disposal shall not exceed four
level. Accordingly, all categories/levels of officers and staff in this Ministry, for the
purpose of channel of submission & level of disposal have been broadly categorised,

Z. All the Divisions/Sections of this Ministry were requested to propose the
'Channel of Submission' and 'Level of Disposal' in respect of various items of work

being dealt by them ensuring four level of submission. Divisions/Sections of this

Ministry have submitted their proposals and the same is annexed herewith.

3. All Officers in Ministry of Culture are advised to follow the channel of
submission strictly as per annexure for the disposal of work, All cases requiring

concurrence of IFD, approval/ consultation with other Ministries/Departments or
approval of Cabinet etc. shall be so routed from the appropriate level before final

disposal.

4. This channel of submission and level of disposal is within Ministry of culture.

Approval of other Ministries/Departments such as DoP&T/MoF/DoE etc. would need

to be taken, wherever necessary as per the instructions of Government of India.

5. As per the direction of Hon'ble Minister for culture, those files wherein level

of Disposal is HCM, must be routed through the concerned Hon'ble MoS as per

official work allocation to them vide this Division's order No, H-13011/1/2021-Estt'
dated 15.07.2021.

6. The Secretarial assistance for submission of files shall be provided by ASO/SO

at Section Level.

Encls: As above. #
(Sushil Kumar Tr

Deputy Secretary (Admn.)
Tel. No. 011-23381208

Contd....

i)

To

1. All Bureau Heads.
2. All Divisional Heads.
3. PS to HCM/PS to MoSs.
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4. PPS to Secretary(C),
5. All Sections,
6. NIC for uploading on website of Ministry of Culture.

Copy for information to:-

Department of Administrative Reforms and pubric Grievances lUnder
Secretary(O&M)1, Sardar patel Bhawan, Sansad Marg, New Delhi_110001.
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ESTABLISHMENT SECTION

Dis sal
Level ofChannel of SubmissionItem of Workst.

No,
Notification/Appointment orders in respect of Group 'A' Officers under

CSSS Officers & others.Central Staffin scheme and CSS
JSSO)US)DS/Dir.Taken on strength/ Notification

of Gr. A & Gr. B posts as Per
nomination of DoP&T & other
De artments

MinisterDS/Dir.+ JS ) Secretary
osts TOASO

Fresh Appointment of Group 'B'

DS/Dir.ASO) SO + USFresh Appointment of GrouP 'C'

MinisterDS/Dir.) lS +SecretaryExtension of
deputation of

the period of
officers under

SchemeCentral Staffin
MinisterDS/Dir.+ lS ) SecretaryRelieving of loint Secretary

above level officers
SecretaryUS + DS/Dir.+ JSRelieving of US & DS/Director

level Officers
JSSO + US+DS/DIr,Relieving of Group 'B' & 'C'

Officers
MinisterDS/Dir.) lS +SecretaryAppointment of Personal Staff in

Office of Minister
JSSO+USTDS/Dir'

of office Minister
Relieving
demittin

of personal staff on

SecretaryUS) DS/Dir.+lS

1

round in s ecial case
Appointment on compassionate

Pa Related Matters
JSSO)US)DS/Dir.Fixation of Pay of Group 'A' &'B'

Officers & NFSG to Group 'B'
fficers of CasesSte tn U

JSSO)US+DS/Dir.
Grantin of NFSG
Fixation of Pay of GrouP B & C/

DS/Dir.ASO)SO)USPay fixation/Granting of NFSG to
Gr. C fficials

DS Dir.ASO)SO+USReleasing of Annual Increment
JSSO+US->DS/Dir.MACP/NFSG to Gr. 'B' & 'C'

Officers

2

Internal Tra nsfer Allocation of work amon officersn
MinisterDS/Dir.) lS )SecretaASrs

SecretaryUS ) DS/Dir. +lS
Secreta Assistant Secreta
DS/Director/Under

JSSO+US+DS/Dir.SSA/ASO/ SO & Equivalent
DS/Dir.ASO-)SO)USJSA&MTS&equivalent

3

Matter relatin to r€view of Services under FR 55
SecretaryUS) DS/Dir.)JSFurnishing of comments to

DoP&T/other concerned
Departments in r/o Gr. A Officer
under FR 5
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o
Review of
B(Gazetted)

Service of
Officers

Group
under

FR56

DS/Dir.) JS )Secretary Minister

Review of Service of Group
B(Non-Gazetted) Officers under
FR56

US+ DS/Dir.)JS Secretary

Review of Service of Group C
Omcers under FR56

SO)US+DS/Dir. ls
5 reation of posts of Groupc

.A 8'and'C'
DS/Dir,) JS +Secretary Minister

6 Framing/Amendment
Recruitment Rules for

of
the

st dealt in Section

DS/Dir.) JS )Secretary Minister

7 Confirmation of Group .8.
and Grou 'c'

SO, US + DS/Dir. ls
Medical cases
Appointment of AMA so+us+DS/Dir. rs
Settlement
claims/reimbursement

of
peras

CGHSrates a roved

ASO)SO)us DS/Dir.

mergency cases (ex-post facto

beneficiaries under AMA Rul

E

ES

for CGHSapprovals)
SO)US)DS/Dir. JS

8

Permi
in Em

ssion of Cash Less Facility
nelled H ita I

SO)US)DS/Dir. JS

For ardin ofa rtmentsicat o forn De tiuta no n to eh Der
DS/Director and
officer

above level DS/Dir.) JS +Secretary Minister

Under Secretary US+ DS/Dir. ) JS Secreta

9

SO and below SO)US+DS/Dir. JS
nce of Volunta RetirementAcce

Group 'A' [Forwarding to Cadre
Controllin Authorities

US ) DS/Dir. )JS Secretary

Group 'B' DS/Dir.) JS )Secreta Minister

10.

Group'C' SO+US)DS /Dir. JS
Pension Cases
Superannuation Cases ASO)SO+US (HOO Dir./PAO
Family Pension Cases SO+US+DS lDir. JS/PAO

11.

Revision of old Pension Cases ASO+SO)US
Dir. AO

DS/

Grantin of Leave
EOL/CCL so+us+DS lDir. ]S
Study leave to Gr. )A, DS/Dir.) JS )Secreta Minister
Study leave to Gr. 'B'& Gr. .C,

officers
SO)US>DS/Dir. JS

72.

recommendation of concerned
controlling officers(online
through e-hrms)

Other Leave after ASO ) SO US
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Advances and Allowances
JSSO+US+DS/Dir.HBA & Computer Advances
lsSO)US+DS/Dir.LTC Encashment
]SSO)US+DS/Dir.GPF withdrawal /GPF Advance
lsSO)US+DS/Dir.Children Education Allowances
JSSO+US)DS/Dir,

13.

Night Duty Allowance
Administrative matteE of relatin to CSS csss cscs Gen. Civil Servic€s

MinisterDS/Dir.+ JS +SecretaGroup 'A' officers
SecretaUS) DS/Dir.+JSGroup 'B' officers

JSSO)US)DS/Dir.

14.

Group 'C' officials

Issuin of No Ob ection for fo n visit
MinisterDS/Dir.) JS )SecretaryJS & Above level officers

SecretaUS ) DS/Dir. +lSUS/DS/Director & equivalent
JSSO+US+DS/Dir.

15.

Up to SO level & equivalent
Trainin related matters

MinisterDS/Dir.) JS )SecretaryMid Career Training Programme
of IAS Officer

MinisterDS/Dir.) JS +Secretary
Traini
Domestic Funding of Foreign

MinisterDS/Dir,+ JS )Secretary
tum d utation abroad

Nomination for training/seminar/

SecretaryUS+ DS/Dir.+lS
m utation Domesticstum de

Nomination for training/seminar/

JSSO+US)DS/Dir.JSA/SSA/ASO/SO/US/DS/Di rector
Level Officer (Mandatory
training) for which nomlnation is
made DoP&T

SecretaryUS) DS/Dir.+JSForwarding of application to
NIFM

16.

Generation of APARs online/Issuing of 'No Report Ceftificate/
Re resentation Closure of APARs etc,

JSSO)US>DS/Dir.APAR of US and above level
officers

DS/
Dir.

ASO+SO)USUpto the level of Section
Officer & equivalent

t7.

NOC for a uln Hi her Education ualification
SecretaUS ) DS/Dir. +JSFrom IJS level & above

]SSO+US+DS/Dir.Upto SO level or equivalent

18.

Swachh Bharat Mission
SecretaryUS) DS/Dir.+lsof

Swachhta Action Plan SAP
Formulation/implementation

SecretaryUS + DS/Dir. )JSof SwachhtaCelebration
Pakhwada

]SSO)US)DS/Dir.

19.

Procurement of Items related to
Swachhta
Miscellaneous ltems

SecretaryUS+ DS/Dir,)JS
20.

Appointment of
Consultants/Young Professionals
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O
Verification of Character &
antecedents

ASO+SO)US DS/Dir.

Monthly remuneration
Consultants

to ASO+SO+US DS/D|r.

Appointment of Caretaker &
Parliament Assistant

SO>US)DS/Dir. JS

Appointment of Night Duty Clerk so)us)Ds lDit. JS
Updation of Service

eHRMS Records
Book

records
ASO + SO US

Passport Custody Matters ASO +SO USIssue of
Certificates

NOCIdentity
acquiringfor

Pass ort

ASO ) SO US

Disposal of RTI Cases/First
A peal

ASO -> SO

DS Dir.
US/

Updation of various portals
(Probity/AVMS/CSCMS/E-

Delhi Official DirectoSamikha

SO)US)DS/Dir. JS

Fresh Engagement Outsourced
stafr(DEo/DW)

ASO+SO+US DS/
Dir.

Revision of Sanctioned Strength of
DEO DW

so)us)DS/Dir. JS

Election Commission Matters so+us+DslDir. ls
COVID 19 related matters SO)US)DS/Dir. JS/

Secreta
Honorarium of Staff of MoC US+ DS Dir. + lS Secreta
Monitoring/Disposal of Grievances
PGPORTAL

ASO)SO)US DS/Dir.

VIP References (Reply thereon ) DS/Dir.) JS )Secreta Minister
Updation of data on LIMBS porta I ASO)SO)us DS/Dir.
Re-constitution in Committee on
Prevention of Sexual Harassment
Cases

US) DS/Dir.+JS Secretary

Yearly data/report on Sexual
Harassment cases to CDN

SO+US+DS/Dir. JS

Quarterly Report to Hindi unit ASO+SO-)us DS/Dir.
Annual/Half Yearly report of

Ex-servicemen to CDNo
so+us)DS/Dir. ]S

Parliament Questions/ Assurances so)us)Ds lDir. ]S
Promotion of Digital Transactions SO)US)DS lDir. JS
Requests to Ministry of Defence
for Republic Day/Independence
Passes

so+us)DS/Dir. JS

JCM Matters SO)US)DS/Dir. JS
Audit Paras SO)US)DS/Dir. JS
Forwarding of
clearance to Cadre
Authorities

Vigilance
Controlling

SO+US+DS/Dir. JS

NOC/Permission for competitive
Examination ASO O&e

SO+US+DS/Dir. JS
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ilotc:- The subject matter where file is to be initiated at the level of
US/DS/Director, the secretarial assistance will be provided by the Section.

All representation from officers
to DoP&T

US+ DS/Dir.)JS Secretary

Repof/request of Vacancies to
DoP&T/SSC/Cadre C.ontrolling
Authorities

SO)US+DS/Dir. JS

Creation/Merger of Cel l/Section US+ DS/Dir.rJS Secretary

Distribution/re-distribution of
work among Divisions/Bu reau

US+ DS/Dir.)JS Secretary



6

o
GA Section

o.
ms of work Channel of submission

dis osal
Level of

1 Files involve expenditure below Rs.
2000 in RE and Rs 5000 in Non-RE

ASO ) SO US

2 Files involve expenditure upto
.5 Lakhs

ASO+SO)US DS/D|r.

3 le involve expenditure beyond
2.5 Lakhs but less than Rs 10 lakhs

SO)US+DS/Dir. JS

4 File involve expenditure beyond
10 lakhs

US+ DS/Dir.+JS Secretary

5 e involve monthly expenditu
beyond Rs 10 lakhs but less than
Rs 20 lakhs i.r.o. already approved

Fil

nnual tender

so+us)DS/Dir. ls

6 File involve monthly expenditur
eyond Rs 20 lakhs i.r.o. alread

roved annual tender

US + DS/Dir. )lS Secretary

'7 Purchase of new laptops/noteboo
etc. for entitled officers

US + DS/Dir. )JS Secretary

I dering for Hiring of vehicles fo
ntitled officers
en US)DS/Dir.)JS Secretary

9 dering for Hiring of seruices foen
Man r

US) DS/Dir.+JS Secretary

10. NoC to
Employees

retired/ transferred ASO ) SO US

11. D Cards to employees of othe
omces of Ministry

SO)US+DS/Dir. JS

72. Forwarding of E-Awas/CGHS Card
quests

ASO SO

13. sue of vehicle parking label to th
ff and other offices of Ministry

ASO -> so US

74. Ilotment of official vehicles to staff ASO+SO)us DS/D|r

15. New ro a finy rst metip fopos ( )
h r n fo se rV cesg rerocu em np
act litation to staff

SO+US+DS/Dir. JS

16. ing of already approved
nditure and issue of san

Bill

ctions
ASO + SO US

ASO + SO US CPIO
L7, matters (RTI/F|rst Appeal)

ASO + SO DSiDir. (FAA)
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18. rect Grievances SO US

lsSO+US+DS/Dir.19. Condemnation/Auction of staff car,
IT items and other Scrap items

DS/D|rASO)SO+US20, Reimbursement claim i.r.o
Hospitality Bills/ Newspaper bills/
Briefcase Bills/ Telephone bills/
Contingency Bills
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a
CASH SECTION

sl.
No.

Item of Work Channel of Submission
Dis osal
Level of

Related MatterPa
Transfer and Entry of New
Em in PFMS

ASO DDO

Pay Bills of Gazetted Officer
Pay Bills of ASO/HTISCDISA
Pay Bills of SSA/Steno/MTS

Bills of Co-terminus StaffPa

ASO DDO

Arrear Bill of Sala ACP MACP ASO DDO
of Tuitions Fee BillsPre arin ASO DDO

Pre nn bills of Bonus ASO DDO
nn bills of HonorariumP ASO DDO

CertificateIssue of LPC Last Pa ASO DDO
Bill related to Pensions
retired death cases

ASO DDO

7

Bill related to Festival Advance ASO DDO
nI mco Te ax G Ts a dn TD Res a dte Ma rtte

Annual Contract to filing the
Income TaxlGSTfiDS by the
Charted Accountant

File of SO)US)DS/Dir. JS

Income tax Calculati on ASO DDO
Income Tax Quarterly return
wor rou hCA

ASO DDO

Issue of form 16 ASO DDO
Calculation of GST ASO DDO
Monthly return work of GST

rou hCA
ASO DDO

P-TaxCalculation of TDS C-Ta ASO DDO
C-Ta{P-Tax Quarterly return

work
TDS/

rou hcA
ASO DDO

2

Issue of form 15A ASO DDO
GPF Related Matter
Preparing bills of GpF Advance/
withdrawal

ASO DDO

Transfer and GPF Received inGPF
PFMS

ASO DDO

3

Issue of GPF Statemen ts ASO DDO
nReco G ta on re ated ow kr

Maintaining of Contingency
ister

ASO DDO

Maintainin ofTA and LTC Re ister ASO DDO
Maintainin of Sala isterR ASO DDO

4

Maintaining of Expenditure Control
ister

ASO DDO
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DDOASOPreparing various type of
statements and re orts for Audit

DDOASOPreparing various type of
statements and reports for
Chartered Accountant

DDOASOPreparing various type of
statements and re rts for Bud et

DDOASOPreparing various type of
statements and reports for Pay &
Accounts Offlce
Other Misc. Bills

DDOASOPreparing of Contingency Bills
( Purchase/Services/Adva nce/Settle
ment

DDOASOPreparing of Medical
Reimbursement bills

]SSO) US) DS/Dir.Outward Claims Bills/Air Fare bills
(Domestic and
International anctions

USASO ) SOTA/DA Bills
USASO ) SOLTC (Advance and Settlement )

Bills
DDOASOAdvance bills

H uter etc.Scooter Com
DDOASOPreparing Salary bills of Contract

ees of this MiniEm
DSASO ) SO+ USConveyance Charges

Sanctions Bills
DSASO + SO) USMMIS (Manpower Monitoring

Information S stem
us(cPlo)/

FAA
ASO ) SO) USRTI Matter (RTI/First Appeal)

DSASO + SO) USRe-a ro riation of bud et/fund
DSASO ) SO+ US

5

of Audit ParaRe

Work Related to Cashier
DDOCashierMaintenance of Cash Book
DDOCashierRemittance of Cash/Cheque into

account
DDOCashierPreparation out remittance of

income tax challan amount into the
bank under res ve IT Head.

DDOCashierReconciliation of receipt and
expenditure with Pay and Account
Office.

DDOCashier

6

Electronic crediting of salaries of
officersand staff of the Ministry of
Culture
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Viqilance Section

st.
No.

Items of work Channel of submission Level of
disposal

Vigilance Clearance in respect of an officer

(i) upto the level of Director/DS
and equivalent

SO+US)DS/Dir. CVO

(ii) in level of Joint Secretary,
Additional Secretary and equivalent

US+DS/Dir.+CVO Secretary

1

(iii)for Secretary US+DS/Dir.+CVO Minister

mation under rule 13, lg of CCS(Conduct) Rules for an officerInti

(i) upto the level of Director and
equivalent

SO)US+DS/Dir. cvo

(ii) in level of Joint Secretary,
Additional Secretary and equivalent

so)us)cvo Secretary

2

(iii) for Secretary US)DS/Dtr.)CVO Minister

3 Examination/Forwarding of
receipts/complaints

SO+US)DS/Dir. cvo

Proposal rnr obtaining CVC Ist Stage advice in case of DisciplinaryAuthority is

(i) Secretary SO)US)CVO Secretary

(ii) Hon'ble Minister DS/Dir. + CVO)
Secretary

Minister

4

(iii) other than mentioned at sl. no.
4(i) and 4 (ii).

SO)US)DS/Dir. CVO

5 consideration of lst stage advice received from cvc in case ofdisciplinary authority is

(i) upto the level ofSecretary SO+US)CVO Disciplinary
Authority

(ii) Hon'ble Minister DS/Dir. ) CVO+
Secretary

Minister

(iii)other than mentioned at Sl. no.
s(i) and (ii)

so+us+DS/Dir. cvo
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Initiating Disciplinary proceeding in a case having vigilance angle
in respect of an Officer of

Secretaryso+us)cvo(i) Main Secretariat of this Ministry
and its attached and subordinate
organisation whose disciPlinary
authority is Secretary

Minister
DS/Dir. + CVO+

Secretary
(ii) Officer of Main Secretariat of
this Ministry and its attached and
subordinate organisation
whose disciplinary authority is

Hon'ble Minister

DS/Dir.
(Disciplinary
Authority)

ASO+SO)US
(iii) Main Secretariat whose
disciplinary authority is other than
mentioned at sl. no. 6(i) and
6(ii).

cvoSO)US)DS/Dir.

5

(iv) Officer of its organization
whose disciplinary authority is

other than mentioned at sl. no.6(i)
and (ii)

CVOSO)US)DS/Dir.7 Decision on Repoft/ComPlaint
for Initiating DisciPlinary
Proceeding in a case having
non vigilance angle

cvoSO)US+DS/Dir.8 For proposal for CVC IInd
Stage Advice after obtaining
the views of disciPlinary
authority.

CVOSO)US+DS/Dir,9 Proposal for reconsideration of
CVC's advice after obtaining

the views of DisciPlinarY
Authority

The matter pertaining to UPSC advice

(i) For referring the matter
UPSC for deciding quantum
penalty

to
of

MinisterDS/Dir. ) CVO)
Secretary

10.

(ii) Referring proposal to
Disciplinary Authority after UPSC's

advice/ recommendation and
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For consideration of appeal on
appellate authority is

imposing penalties in case of

(i) Secretary SO)US+CVO Secretary

(ii) Hon'ble Minister DS/Dir. ) CVO)
Secretary

Minister

11.

(iii)other than mentioned at Sl. no,
11(i) and (ii)

so)us+DS/Dir. Appellate
Authority

12, Referring the matter to CBI for
Preliminary Enquiry

so)us+DS/Dir. cvo

13. Information furnishing under
RTI Act, 2OO5

ASO + so us(cPro)

14. RTI lst Appeal ASO ) SO DS/Dir.
(FAA)

15. Annual Immovabte
Return

Property SO+US)DS/Dir. cvo

16. Appointment of CVO in
Organization

so+us)DS/Dir. CVO

t7. Annual Return of
Complaint/Cases furnished to
cvc

SO)US+DS/Dir. cvo

18. Public Grievances received
from PG portal

SO)US+DS/Dir. cvo

19. Report related to official
Language

ASO ) SO US

Sanction of prosecution

(i) The matter pertaining to
officer in which sanction
prosecution is required to
accorded in the name of
President.

an
for
be

the

DS/Dir. ) CVO)
Secretary

Minister

20.

(ii) The matter pertaining to an
officer in which an authority other
than the President is competent to
sanction prosecution

SO)US)DS/Dir. CVO
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ASI Section

sl.
No.

tems of work Channel of submission Level of
disposal

1

Administrative matters of ASI viz.
RRs, Appointment to the post of
Director & above level officers,
Vigilance matters etc. received in
the Ministry with the approval of
DG, ASI

US)DS/Dir.+JS
retaryl

Minister

2
Matters relating to Foreign
deputation of Officers of ASI/MoC

US)DS/Dir.)lS cretary

3 World Heritage Matters
US+DS/Dir.)JS ryl

Minister

4 Policy Matters of ASI
US)DS/Dir.+JS ecretary/

inister

5 Cabinet Notes
US+DS/D|r.)JS Secretary/

Minister

6
Matters relating to
0uestion/ Assurance

Parliament US)DS/D|r.)JS Secretary/
Minister

7

Public Grievances/representation/
petition/ letters received from
general public and through PMO,

President Secretariat, Cabinet
Secretariat etc.

SO)US)DS/DIr. ]S/AS

8
Annual Report/ Outcome Budget &
other budqetary matters

SO+US+DS/D|r. rs/As

9 PSC Report SO+US+DS/Dir. ]S/AS

10. Audit Paras SO+US)DS/Dir. ]S/AS

11. AVMS poftal updating SO)US)DS/Dir. ls

t2. Reply to VIP Reference
US)DS/D|r,)IS/AS Secretary/

Minister

13. Policy matters relating to NMMA
US)DS/D|r.+lS/AS Secretary/

Minister

14. Work related to INTACH SO)US;DS/D|r. ]S/AS

15, Court Cases SO+US)DS/D|r, rs/As

16. RTI ApplicationiAppeal ASO)SO
us(cPro)/
DS/Dir.(FAA)

t7.
Forwarding of VIP/ Coutt judgment/
complaints/ parliamentary matters/
miscellaneous issues etc. to ASI

ASO)SO US

18. Crisis/Sensitive issues US+DS/D|r. ) JS/AS Secretary

19. Specifi ed(instructed) issues US+DS/D|r. ) JS/AS Secretary
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AKADEMI DIVISION

A, AdministrativeMatters

dis osal
Level ofChannel of submissionItems of worksl.

No.
SecretaryUS+DS/Dir.)JS

Akademi Divisiont o nisations
MoU between Ministry and1

SecretaUS>D Dir.)JS2 Cout Case Writ Petitions
SecretaUS)DS Dir.)JSAudit Para

re resentative

Senior most
Ministry's

US)DS/Dir.)JS4 Approval of Minutes of various
Meetings held in organisations

MinisterDS/Dir.)JS)Secretary5 Nomlnation of outside experts in
various expeft committees of
o anisations

MinisterDS/Dir.)JS)Secretary6 Amendments of RRs
MinisterDS/Dir.tJS)SecretaryAmendment of bye law/MoAs

B. Financial Matters

of
dis osal
LevelChannel of submissionsl.

I{o.
Items of work

JSSO)US)DS/Dir.1 forRelease of Grants
Autonomous Bodies

JSSO+US'DS Dir.Bud et Matters2

C. NewSchemes/Proiects

ofLeve!
dis

Channel of submissionsl.
No.

Items of work

MinisterDS/Dir.+JS)Secreta1 Rs. 500 CroreProject u
SecretaUS)DS Dir.)JS2 Rs. 100 Croreect uP

D. ParliamentaryMatters

dis sal
Level ofChannel of submissionsl.

No.
ltems of work

MinisterDS/Dir.)lS)SecretaStarred)Parliament Question1
MinisterUS)DS/Dir)JS2 Parliament Question (Unstarred)
MinisterDS/Dir.>JS)SecretaryLaying of Annual Repot of

Autonomous Bodies
3

MinisterDS/Dir.+lS+SecretaryLok Sabha/Rajya
Parliamentary
Matters

Sabha
Assurances

?

MinisterDS/Dir.)JS)SecretaryMatter raised under rule 3774
laints received throu h cvcE Com

dis osal
Level ofChannel of submissionsl.

No.
Items of work

MinisterDS/Dir.)JS)Secretary
o anization
Complaints against head of1

SecretaryUS)DS/Dir.)iSComplaint against all employees
except against head of
or anization

2
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F. Miscellaneous

sl.
No.

Items of work Channel of submission
al

olLevel
disI Monthl D.O, so)us)DS Dir. JS2 RTI ASO+SO US CPIO3 RTI ASO,so DS Dir.4 MPs/r'IPs references DS/Dir.)JS)Secreta ry Minister5 AVMS E- Samikha so->ustDs Dir. JS7 sc. References from CDN

Section/ Other Sections/ Various
Returns

Mi SO)US)DS/Dir. JS
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Museum Division

A. AdministrativematErs

dis sal
Levet ofChannel of submissionItems of worksl.

No
SecretaryUS)DS/Dir.)JS1

anization
Signing of MoU between MoC &

SecretaUS)DS Dir.)JS2 Audit Para
SecretaUS+DS Dir.)lS5 Cout Cases Writ Petitions

B. Financial Matters

dis osal
Level ofChannel of submissionItems of worksl.

No.
JSSO)US)DS/Dir1

Or anizations
Release of GIA to Autonomous

SecretaUS+DS Dir.)JS2 Bud et Matters
C. NewSchemes/Projects

dis sal
Level ofChannel of submissionsl.

No.
Items of work

MinisterDS/D|r.)JS )Secretary1

of Science sPocs
Scheme for promotion of Culture

MinisterDS/Dir.)JS )SecretaMuseum Grant Schemes2

D. Parliamentary Matters

dis osal
Level ofChannel of submissionItems of worksl,

No.
MinisterDS/Dir.)lS )SecretaryLaying of Annual Repoft

Account Statement
Autonomous Bodies
Parliament

&
of
to

1

MinisterDS/D|r.)JS )SecretaryParliament Question
Unstarred

2

MinisterDS/Dir.)JS )Secretary3 Parliament Question
Starred

MinisterDS/Dir.)lS )SecretaryParliament Assurance4

E, Complaints received through CVC

dis
Level ofChannel of submissionsl.

No.
Items of work

MinisterDS/Dir.)JS )Secretary1

ofo anization
Complaint received against head

F, Miscellaneous

d sal
Level ofChannel of submissionItems of worksl.

No.
SecretaUS)DS ir.)JS1 GrievancesCom lain
SecretaUS)DS Dir.)JS2 Grant of MACP

CPIOUASOTSO3 RTI
DS Dir. FAAASO)SO)US4 First A



20 o
G. Any Other

st.
No.

Items of work Channel of submission
dis sal
Level of

1 Amendment of RRs DS/Dir.)JS )Secretary Minister
2 Amendment bye Laws/Acb DS/Dir.)JS )Secreta Minister
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UNESCO/NMA/NCF Cell

A. Administrative Matters

o
dis osal
LevelChannel of submission

No,
Items of work

MinisterDS/Dir.+lS +Secretary1 Constitution/Re-constitution
NCF Council

o

MinisterDS/D|r.)lS )SecretaryApproval of the Minutes of the
NCF Council

z

MinisterDS/D|r,)JS )SecretaryConstitution/Re-constitution
Executive Committee

o

MinisterDS/Dir.)JS )Secretaryproval of the Minutes of the
Executive Committee

MinisterDS/Dir.)JS )Secretary5 Nomination of members to the
NCF Council and Executive
Committee

MinisterDS/Dir.)JS )Secretarypointment of Chairperson
NMA

MinisterDS/Dir.)JS )SecretaryAppointment of Whole llme
Members and Part'I]me Members

of NMA

B. New Schemes/Proiects

sal
Level
dis

Channel of submissionItems of work

MinisterDS/D|r.)JS ,SecretaPro ect u to Rs. 500 Crore
SecretaryUS)DS/Dir.)JSRs. 100 CroreuPro

C. Parliamentary Matters

o
dis osal
LevelChannel of submissionItems of worksl.

No.
MinisterDS/D|r.)JS ,SecretaryParliament Question relating to

NMA and NCF
1

MinisterDS/Dir.)JS )Secretaryrt of NCFofAnnual ReLa2
MinisterDS/Dir.tlS )SecretaryLok Sabha / Rajya Sabha

Parliamentary Assurances/
Matters for Parliamentary
Standin Committee

3

D. Complaints received through CVC

Level of
dis

Channel of submissionItems of worksl.
No.

SecretaryUS)DS/Dir.tJS1 Complaints/ Public Grievances/
Court Cases

L
T

LI
tiltt
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E Miscellaneous

Note : The subject matter where file is to be initiated at the level of us/DS/Director,
the secretariat assistance will be provided by the Section.

st.
No.

Items of work Channel of submission Level of
disposal

1 Monthl e-SamikshaD.O AVMS so)us) DS/Dir. JS
2 RTI ASO)SO US (CPIO)
3 alARTI 1 ASO)SO ir.(FAA)
4 MPs VIPs References DS/D|r.)JS )Secreta ry Minister
5 CAG Audit Reports/ Other Audit

Paras
US)DS/Dir.)JS Secretary

6 Misc. References from CDN
Section/ Other Sections/ Various
Re Returns

SO)US)DS/Dir. JS
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A&A Section

Note:- The subject matter where file is to be initiated at the level of
US/DS/Director, the secretarial assistance will be provided by the Section.

sl.
No.

Item of Work Channel of Submission
Level of
disposal

I Financial Matters
Release of Grant to Autonomous
Bodies/Grantee Bodies

SO)US)DS/Dir. JS/AS

Budgetary proposals
RE/Supplementary
Circular etc.

related to
Grant/Budget

SO)US+DS/D|r, ]S/AS

Administrative Matters
Signing of MoU
Culture and
Orqanizations

between M/o
Autonomous

So+US)DS/Dir. JS/AS

Appointment
orqanization

of Head of
DS/Di r. )JS/AS) Secreta ry

Minister

Framing/amendment
Recruitment Rules

of DS/Dir. )JS/AS)Secretary Minister

Constitution/Re-constitution ol
Com m ittees/Boards/Counci USoci ety

DS/Dir. )lS/AS) Secreta ry Minister

3. New Schemes/Projects

Upto Rs.100 crore US)DS/Dir.)JS/AS Secreta

From Rs.100 crore to Rs.500 crore DS/Dir. ) JS/AS)Secretary Minister

4. Parliamentary Matters

Parliament Questions/
Parliamentary Assurances/ Matters
for Parliamentary Standing
Committee/Laying of Annual
Reports

DS/Dlr. ) JS/AS) Secretary Minister

5. Complaints received through CVC

Complaints received through CVC US)DS/D|r,)IS/AS Secretary

6. Miscellaneous

Monthly D.O /CAG/PAC Audit ParAS SO)US+DS/Dir. ls AS

RTI Application ASO)SO us(cPlo)
RTI (Ist Appeal) ASO+SO DS/Dir.(FAA)

VIP References DS/Dir. >JS/AS) Secreta ry Minister
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Library Division

A. Administrativematters

sl.
No.

Item of work Channel of Submission of
dis osal
Level

1 Frami
i. r.o
of Lib

nglAmendment of RRs
Autonomous Organization
ra Section

DS/Dir. )JSiAS)Secretary Minister

2 Appointment to the post of
HoDs (Except Central
Secretariat Library and Central
Reference Libra

DS/DI r. )JS/AS)Secreta ry
Minister

3 MoU signed b/w Ministry and
Autonomous Or anization

US)DS/D|r. )JS/AS Secretary

4 Framing/Amendment of MoA,
Rules & Re ulationsB -laws

DS/D| r, )JS/AS) Secreta ry Minister

5 Fonwarding proposal to
SSC/UPSC for direct recruitment
or romotion

SO)US>DS/Dir. JS/AS

6 Accepting the recommendation
of DPC for promotion or
appointment through Direct
Recruitment in Group A post,
General Central Service

DS/D| r. )JS/AS)Secreta ry Minister

7 Accepting the recommendation
of DPC for promotion or
appointment through Direct
Recruitment in Group B post,
General Central Service

US)DS/Dir.)JS/AS Secretary

8 pting the recommendation
of DPC for promotion or
appointment through Direct
Recruitment in Group C post,
General Central Servi

Acce

ce

ASO )SO)US DS/Dir.

9

shoft term contract

vertisement for filling up the
post on deputation (including

basis

Ad SO)US)DS/Dir, JS/AS

10. Fonararding of Applications of
employee in deputation case

SO+US)DS/Dir. is/AS

B. Financia! Matters

st.
No,

Item of work Channel of Submission of
dis osal
Level

1 Concurrence for releasing of
ra nts

SO)US)DS/D|r. JS/AS
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2 Grant of financial upgradation
under MACPs to employees of
CSL

US+DS/D|r.)JS/AS Secretary

3 Pay Fixation on Promotion/MAcP ASO)SO US

4 Reimbursement of Medical
Claims and Children Education
Allowances of employees of CSL

SOrUS)DS/D|r. JS/AS

5 Processing of pensionary
benefits ( through Bhavishya
Portal)

ASO+SO US

6 Grant of Annual Increment to
CSL Employees

ASO)SO US

C. New Schemes/Matters

sl.
No.

Item of work Channel of Submission Level of
dis

1 Upto Rs.100 crore US)DS Dir.)JS Secretary

2 From Rs.100 crore to Rs.500
crores(after obtaining the
aPProval of MoF)

DS/Di r. + JS/AS) Secretary

Minister

D Parliamentary Matters

sl.
No.

Item of work Channel of Submission Level of
dis osal

1 Laying of Annual Repofts in the
both the houses of Parliament

DS/D|r.)IS/AS )Secretary Minister

2 Parliament Assurance
Extension of time

US) DS/Dir.)lS/AS Minister

3 Replv to Parliament Question DS ir.)J AS )Secreta Minister

E. Complaints received through CVC

sl.
No.

Item of work Channel of Submission Level of
dis osal

1 Complaints received through
CVC

SO) USrDS/DIr. rs/As

F. Miscellaneous

st.
No.

Item of work Channel of Submission Level of
dis al

1 Monthly D.O /CAG/PAC Audit
Paras

SO)US)DS/Dir. rs/As

2 RTI Application
(For furnishing information or

transferring application)

ASO)SO us(cPro)
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3 RTI ASO)SO FAADS Dir.4 References

ment
VIP
Acknowl

DS/Dir. )JS/AS )Secretary
Minister

5 Public Grievances
(for transferring to organization
concerned for taking necessary
action

ASO)SO

US
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PARLIAMENT UNIT

S

No.
Items of work Channel of submission Level of

disposal
1 Monitoring of Pending Assurances SO)US)DS/D|r. JS/AS

2 Legislative Proposals during Session DS/D| r. ) JS/AS)Secreta ry Minister

3 mportant issues during Sessions DSi Dir. )lS/AS+Secreta Minister

4 Matters raised under Rule 377 in Lo

bha
SO)US)DS/DIr. JS/AS

5 Matters raised as Special Mention i

Rajya Sabha

SO)US)DS/Dir. rs/As

6 onsultative Committee Meetin S DS Dir.)JS AS)Secreta Minister

SO)US)DS/Dir. JS/AS7 atters raised during Zero Hour in Lo

bha Ra a Sabha
ASO)SO)US DS/D|r.I sue of Passes for Session and meeting

the Committees
ASO'SO US9 Circulation of guidelines received from

Lok Sabha/Rajya Sabha and Ministry of
Parliamentary Affairs
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CDN Section

o

s.
No.

Subject Channel of Submission
Dis
Level of

1 oordination
ulture

work for the Ministry of ASO)SO)US DS/Dir.

2 onthly D.O for Cabinet Secretary
(except e-Samiksha)

US)DS/Dir.)JS/AS Secretary

3 net matters (except e-Samiksha)bi DSiDir. )JS/AS)Secreta Minister

4 Officers/Officials
of MoC (Other

of
than

rcretariat ro
rganizations
raining of ASO)SO)US DS/Dir.

5
*

adma Awards/ Other Awards SO)US)DS/Dir. JS/eS

6 nnual Reports/ Samarthan US)DS/Dir.)JS/AS Secretary
7 nation work of Memorandum of

Understanding
rdi SO)US)DS/Dir. JS/eS

8 of Direct recruitment to
ivilian posts
ptimization SO)US)DS/Dir. JS/AS

9 ntral Advisory Board on Culture DS/Di r. )lS/AS)Secreta Minister
10 National Culture policy DS/Di r. )JS/AS)Secreta Minister
11 llocation of Business Rules ASO)SO US

12 PM's 15 point programme
ruitment of Minorities

on SO)US)DS/Dir. JS/AS

13 Representation of SC/SI/OBC SO)US)DS/Dir. JS/nS

l4
it

oo rd an t no rkwo fo RSR na d a nca cy
ofon o an az t no s Mpos n rto nrg ofs

caa ncreS ot H ae d of o na zat no sr9
h AVMSnder MoC exce throu

SO)US)DS/Dir. ]S/AS

15 on of data on all matters formpilati
n S of uc tu re nc du ntry attach de( s
bou dr n tea a nuto mo Uo s o an tza o snrg )
dn a SO rfo r U Soa

inistries De ftments.

SO)US>DS/Dir. JS/AS

16 ination of SFC/EFC/Cabinet Notes
received from other Ministries.

rd DS/D| r. )JS/AS)Secreta Minister

17 amentary Standing Committee
Reports pertaining to more than two

ivisions

Parli DS/Dir. )JS/AS)Secreta Minister

1B mplementation/monitoring
cisions.

of Cabinet SO)US)DS/Dir, JS/AS
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19 Maintenance of List of Organizations lsA/Aso)so US

nder MoC and publication of diary of
resses of various organizations

nder MoC

* Padma Awards will be dealt by the Award cell. CDN section will compile the list of
nominations for the Padma award and forward it to the Award cell for further
necessary action at their end.

Note: The subject matter where file is to be initiated at the level of US/DS, the

secretarial assistance will be provided by the Section.

JS/ASSO)US)DS/Dir.20 Coordination of Court Cases of MoC and
it organizations except monitoring
throuqh LIMBS

DSSO+US2t My Gov matters

DSASO)SO)US22 VIP Reference Monitoring System

JS/ASSO)US)DS/DIr.23 RTI, Public
pertaining to

VlPl PMO references,
Grievance, Audit Paras
CDN Section

JS/ASSO)US)DS/D|r.24 Matters relating to Parliament Question/
Assurance, Court cases, Annual Repofts,
RFD, Outcome Budget etc. concerning
the Section.
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GHSM Section:-

Administrative matters

L No. tems of work Channel of
ubmission ls al

Level of

1 Payment to Hiring of Vehicle, monthly
basis

SO)US)DS/Dir. JS/AS

2 of Vehicleender for Hirin SO)US)DS tr. JS AS
3 Payment to Hiring of outsourcing staff,

monthl basis
SO)UStDS/Dir. JS/AS

4 der for Hiring of manpoweren
hrou h GeM

US)DS/Dir. )JS/AS Secretary

5 Pa ment to MTNL so)us)Ds Dir. JS AS
5 ment to Charted AccountantP ASO)SO USB. Financial Matterc

Sl. No. tems of work
ubmission
hanne! of

ls al
Level of

1 atters related to Bud et SO)US)DS Dir. JS
2 Payment to Gandhi Smriti and

rshan Samiti GSDS
SO)US)DS/D|r. JS/ns

3 und release for execution of variou
h GHSMro ects throu

SO)US)DS/Dir. JS/AS

4 per delegation of financial powe
pproved by AS & FA (Cutture) an

Hon'ble Minister of State (Independe
arge) vide Order No. 17-4l20tB-tFD

ated 07.06.2018, the Joint Secretary,
oC can incur an expenditure of Rs.

10.00 lakh for Contin nditure.nt ex

SO)US)DS/D|r. ls/As

5 per Schedule - V of D.F.p.R.,
nder Secretary in the Department o
e Central Government declared a

Head of Office (HOO) can incur an
diture of Rs.2000/- per month i

ch of recurring expenditure and Rs.
000/- in each case on non
curnn

ASO)SO US

New Schemes / Projects

l. No. tems of work Channel of
ubmission ts osal

lof
1 Project related to Gandhi Heritage

ites Mission
SO)US)DS/Dir. JS/es
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Parliamentary matters

lof
sal

hannel of submission
No.

Items of work

Minister/Dir.)IS/AS)Secreta1 atters related to Parliament starred
uestion

]S/ASSO)US)DS/D|r.2 Matters related to Parliament
unstarred uestion

E. Miscellaneous

is osal
Leve! ofhanne! of submissionms of work

No.
]S/ASSO+US)DS/D|r.Miscellaneous matters related to

HSM Section
1

DS/DIr.ASO)SO)US2 Miscellaneous matters related to
HSM Section received from CDN

ron
US CPIOASO)SORTI matter related to GHSM Section3
DS/Dir.ASO)SO)US4 lst Appeal of RTI matter related to

GHSM SectioN
DS/Dir.ASO)SO)US5 y reference received from CIC

lated to GHSM Section
]S ASSO)US)DS Dir.6 urt Case related to GHSM Section

F. Any other Items

Level of
disposal

hannel of submissionms of work

MinisterDS/DIr. ) JS/AS) Secretarylling of Nomination Gandhi Peac

Prize & Tagore Award for Cultura
armo

tI
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AR&fT Section

Note:- * Depending on the importance of work, approval of secretary (c) will also be sought
whenever required.

s.
No

Subject matter Channel of Submission Level of
Disposal

1 Matters related to IT and e-
rnance

SO)US)DS/Dir. ls/Asx

2 zens Charter related matter US)DS/Dir. )JS/AS Secretary

3 Publ ic Grievances (PG) related matter ASO>SO)US DS/Dir.

4 RTI matters
I. RTI applications

II. RTI Appeals

ASO)SO

ASO)SO

us(cPro)

DS/Dir.(FAA)
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ICR DIVISION

sl.
No.

Subject matter/Item of work Channe! of submission Level of
Disposal

1 Cultural Agreements/ Cultural

Exchange Programmes

DS/Di r. ) JS/AS>Secretary Minister

2 Grant-in-Aid to Indo foreign
Friendship Societies

US)DS/D|r.)JS/AS Minister

3 Festival of India Abroad DS/Dir. )IS/AS)Secreta ry Minister

4 Inter-Ministerial
Consultations/Inter
Governmental Commissions

DS/D| r. )JS/AS)Secretary Minister

5 Multilateral Forums

G-20/SCO etc.

BRICS/ DS/D|r, )JS/AS)Secreta ry Minister
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Performino Arts Section

sl.
No.

Present/Proposed items of work Revised channel of
submission

l.evel of
Disposal

1 Parliament Question DS/D|r.)JS)Secreta ry Minister
2 Lok Sabha / Rajya Sabha

Parliamentary Assurances/ Matters for
Parliamenta Standi Committee

DS/Dir.)JS)Secretary Minister

3 Matters
Standin

relating to
Committee

Parliamentary DS/D|r.)JS)Secretary Minister

4 MPS/VIPS References DS ir.)JS)Secreta Minister
5 CAG Audit Report/ O,ther Audit

Paras
SO)US)DS/Dir. JS

6 Court Cases US)DS/Dir.)jS Secretary

7 Release
Fellowshi

of Grant/ Scholarship SO)US)DS/Dir. JS
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BTI Section

A. Administrative Matterc

sl.
No.

Items of work Channel of submission Level of
dis osal

1 Constitution/Re-constitution
Expert Advisory Committee
Himalayan Scheme

of
of

DS/D|r.)JS+Secretary Minister

2 Approval of the Minutes of the
Expert Advisory Committee of
Himalayan Schemes

DS/Dir.+lS)Secretary Minister

3 Constitution/Re-constitution of
Expert Advisory Committee of
Buddhist Scheme.

DS/Dir.)JS)Secretary Minister

4 Approval of the Minutes of the
Expert Advisory Committee of
Buddhist Scheme.

DS/D|r.)JS)Secretary Minister

5 Appointment of Vice-
Chancellor/Director of
Autonomous Bodies under BTI of
the three names shortlisted by the
Search-cum-Selection Committee

DS/Dir.)JS)Secretary Minister

6 Assignment/Extension
Additional Charge
Chancellor/Director
Autonomous Bodies.

of
Vice-

in
of

DS/D|r.)JS)Secretary Minister

7 Formulation of Recruitment Rules
of the Vice-Chancellor/Director in
Autonomous Bodies.

DS/Dir.)JS+Secretary Minister

B Nomination of Experts as
Members to the Boards/Societies
of the Autonomous Bodies

DS/Dir.)JS)Secretary Minister

9 Nomination of official members to
the Governing Bodies like Board,
Society, FC etc. of Autonomous
Bodies.

DS/Dir.)JS)Secretary Minister

10, Fixing the Meeting and approval
of the Minutes of the Meetings of
Society of Autonomous Bodies

US)DS/DIr.)lS Secretary

11 Signing of MoU
Culture and
Orqanizations

between M/o
Autonomous

ASO)SO)US DS/Dir.

B Financial Matterc
sl.
No.

Items of work Channel of submission Level
dis

of

1 RE/BE/ Outcome
Budqet/Supplementary Demand

5O)US)DS/DIr. ls
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2 Release of Grants for Autonomous

Bodies/Grantee Bodies/Grantees
under Schemes

SO)US)DS/D|r. ]S

New Schemes/Projectsc

sl.
No.

Items of work Channel of submission of
dis osal
Level

1 Project upto Rs. 500 Crore DS/Dir.+JS)Secretary Minister
2 Project upto Rs. 100 Crore US)DS/Dir.)JS Secretary

Parliamentary Matters,D

st.
No.

Items of work Channel of submission ofLevel
dis

1 Parliament Question DS/Dir.)JS)Secretary Minister
2 Laying ofAnnual Report of

Autonomous Bodies/Grantee
Bodies

DS/Dir.)JS)Secretary Minister

3 Lok Sabha / Rajya Sabha
Parliamentary Assurances/
Matters for Parliamentary
Standin Committee

DS/Dir.)JS)Secretary Minister

E Complaints received through CVC

sl.
No.

Items of work Channel of submission
sal

ofLevel
dis

1 Complaints/
Grievances Court Cases

Public US+DS/D|r.)JS Secretary

F Miscellaneous
sl.
No.

Items of work Channel of submission
al

ofLevel
dis

1 Monthly D.O, AVMS, e-
Samiksha

SO)US)DS/Dir. ]S

2 RTI ASO)SO CPIOU
3 RT] Ist A ASO)SO DS Dir. FAA
4 MPs/ VIPs References DS/Dir.+JS+Secretary Minister
5 CAG Audit Reports/ Other

Audit Re rts Pa ras
SO)US)DS/D|r. ]S

6 Misc. References from CDN
Section/ Other Sections/
Various Re Returns

SO+US)DS/DIr. rs
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ZCC Section

A. Administrative Matterc

Level of
disposal

Channel of submissionsl.
No

items of work

MinisterDS/Dir.)JS)Secretary1 Appointment of Director Zonal
Cultural Centre ZCCs

MinisterDS/Dir.)JS)Secretary2 Nominations of Private Members in
the Board of Governors / Governing
Bo of ZCCs

MinisterDS/Dir.)lS)Secretary3 Framing of RRs for the Post of
Director ZCCs

MinisterDS/Dir.)JS)Secretary4 Revision of Memorandum of
Association in r o ZCCs

MinisterDS/D|r.)JS)Secretary5 Meeting
Governin

of Board of Governors /
of ZCCs

JSSO+US)DS/Dir.6 Meeting of Executive Board I
Finance Committee/ Programme
Committee of ZCCs

MinisterDS/DIr.)JS)Secretary7 Review of activities of ZCCI Review
Committee Re rts

MinisterDS/Dir.)lS)SecretarySetting up of Shilpgram of ZCCsB

SecretaryUS)DS/D|r,)JSAdministrative matters relating to
ZCCs

9

B. Financial Matters

Level of
dis

Channel of submissionsl.
No.

Items of work

MinisterDS/Dir.)lS)Secretary1 Proposal for increasing of Corpus
Fund of ZCCs

SecretaryUS)DS/Dir.)JSRelease of Funds to ZCCs/ All
Bud et Matters

2

MinisterDS/Dir.)JS)Secretary3 Organization of Rashtriya Sanskriti
Mahotsava

MinisterDS/D|r.)lS)Secretary4 Proposal for increasing Honorarium
of Artistes

.lsSO)US)DS Dir.al of ZCCsAnnual Plan Pro5
]SSO)US)DS Dir.6 BE Outcome Bud et
JSSO)US)DS/Dir.7 Matters relating to various schemes

of ZCCs

C. New Schemes/Proiects

of
dis osal
LevelChannel of submissionItems of worksl.

No.
MinisterDS/Dir.)lS)Secretary1 Policy matters relating to ZCCs
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O
D. Parliamentarv Matters

sl.
No.

Items of work Channel of submission
dis osal
Level of

1 ng of Annual Reports of ZCCs in
Both Houses of the Parliamen

Layi

t
DS/D|r.)JS)Secretary Minister

2 Lok Sabha / Rajya Sabha Starred
uestions

DS/Dir.)JS)Secretary Minlster

3 Sabha / Rajya Sabha UnstarredLok
uestions

DS/Dir.)JS)Secretary Minister

4 Sabha / Rajya Sabha
Parliamentary Assurances/ Mattersfor Parliamentary Standing
Committee

Lok DS/DIr.)lS)Secretary Minister

5 Reports of the Ministry of
Culture
Annual SO)US)DS/D|r. ls

E

sl.
No.

Items of work channel of submission Level of
d

1 Complaints/ Public
Court Cases

Grievances/ US)DS/D|r.)JS Secretary

F. Miscellaneous

st.
No.

Items of work Channel of submission
dis sal
Level of

1 Participation of ZCCS in the
Parade FestivalRe ublic Da

SO)US)DS/D|r. JS

2 pation of Tableau of ZCCs in
Parade Festival

Partici
the Re ublic D

DS/Dir.)iS)Secretary Minister

3 MPs/ VIPs References DS/Dir.)JS)Secreta ry Minister
4 Requests for participation in

Festivals Fairs
SO)US)DS/D|r. JS

5 Audit Reports/ Other AuditCAG
Re orts Paras

SO)US)DS/DIr. JS

6 sc. References from CDN Section/
Other Sections/ Various Reports/
Returns

Mi SO)US)DS/Dir. JS

7 AII RTI Matters ASO)SO US
8 Rn (1 Appeal) ASO)SO DS/Dir.(FA

A
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S&F Section

sl.
No.

Items of work Channel of submission Level of
disposal

1 Parliament Questions
(Unstarred/Starred)

DS/Dir.)JS)Secretary Minister

2 Lok Sabha I
Parliamentary
Matters for
Standing
Committee

Rajya Sabha
Assurances/

Parliamentary

DS/Dir.)JS)Secretary Minister

3 Mafters relaUng to
Parliamentary
Committee

Standing
DS/Dir.)JS)Secretary Minister

4 MPs/ V I Ps

References
DS/Dir.tJS)Secretary Minister

5 CAG
Reports/
Paras

Audit
Other Audit Reports/

SO)US)DS/D|r. JS

6 Court Cases US)DS/Dir.)lS Secretary
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SPECIAT CEIL/C&M SECTION

st.
No.

Items of work Channel of submission Level of
disposal

1 Constitution of National
Committee/ High Level
Committee/Executive Committee
for Commemoration(referred to
PMO with the approval of
Minister

DS/DIr.+JS)Secretary M in ister

2 Constitution of National
Implementation Committee for
Commemoration (referred to pMO

with the a roval of Minister

DS/Dir.)JS)Secretary Minister

3 Approval of Minutes of NIC
meetin

DS/Dir,)JS)Secretary Minister

4 Approval of minutes of NC/HLC/EC
meetings (referred to pMO with
the a roval of Minister

DS/D|r.)JSrSecretary Minister

5 Proposals for sanction of Grant for
commemorations a roved NIC

US)DS/Dir.)AS(Com.) Secretary

5 Release of Grant for Grantee
Institutions.

US)DS/D|r.)AS(Com.) Secretary

7 Appointment of contractual staff. US)DS/Dir.)JS Secretary

8 Contingent Expenditure with in
power of HOD

Section>Under
Secretary>Director>

AS com

AS

9 Contingent Expenditure beyond
power of HOD(with the
concurrence of FA

Section>Under
Secretary> Director>

com >FA

FA

10. Fixing the Meeting and approval of
the Minutes of the Meetings of
Soci of Autonomous Bodies

US)DS/Dir.)AS(Com.) Secretary

11. RE/BEI Outcome
DemandBud e Su lementa

SO)US)DS/Dir. AS

L2. Parliament Question DS/Dir.)JS)Secreta ry Minister
13. Lok Sabha / Rajya Sabha

Parliamentary Assurances/ Mattersfor Parliamentary Standing
Committee

DS/Dir.)JS)Secretary Minister

t4. Annual Reports of the Ministry of
Culture

SO)US)DS/Dir. AS

15. Com laints Public Grievances ASO)SO)US DS/Dir.
16. Court Cases SO)US)DS Dir. AS
17. Month D.O AVMS e-Samiksha SO)US+DS Dir. AS
18. RTI ASO)SO us(cPro)
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19. RTI (Ist Appeal) ASO)SO DS/Dir.(FA
A)

20. MPs/ VIPs References SO)US)DS/Dir. AS

2L, CAG Audit Reports/ Other Audit
Repofts/ Paras

SO)US)DS/D|r. AS

22. Misc. References from CDN
Section/ Other Sections/ Various
Reports/ Returns

ASO)SO)US DS/D|r.
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Budoet Section

A. Administrativematters

sl.
No,

Item of work Channel of submission
dis
Level of

1 1.RTI
2.Grievances/Com pla ints
3.Other Daily and Weekly Routine
matters of Division

ASO)SO Deputy
Director

2 RTI First Appeal ASO)SO DS/Dir.

3 l.Coordination of Audit Matters
and CAG/PAC Paras

ASO)SO)DD DS/Dir.

B. Financial Matters

sl.
No,

Item of work Channel of submission
dis
Level of

I l,Budget Announcements
monitoring
2. SC, ST& NER Budget matters
3. Child & Gender Budgeting
matters
4. Output Outcome Monitoring
Framework(OOMF) of NITI Aayog
5. Any information sought by
MoF MoS]E and MoTA

DD)DS/D|r.)JS&FA Secretary

2 1. BE / RE Preparation
2.Supplementary Grants
3.Re-appropriation of funds
4.Appropriation Accounts related
matters
S.Savings & Surrenders Metter
6.Budget Speech
7. Budget Announcements

DD)DS/Dir.)JS&FA Secretary

C. Parliamentary Matters

st.
No.

Item of work Channel of submission Level of
di

1

2
3

l.Reports of PSC

2.PSC Meetings
3.Parliament Questions &
assurances
4.Any Meeting or Review of
Budget by Minister

DS/Dir. )JS&FA)Secretary Minister

D, Miscellaneous Matterc

sl.
No.

Item of work Channel of submission
dis sal
Level of

1 Any other matter ASO)SO)DD DS/Dir.
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Inteorated Finance Division(IFD)

sl.
No.

Item of work Channel of submission Level of
disposal

1 All matters pertainin g to IFD Us>DS/Dir. JS&FA


