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Introduction (3fHam)

I In order to promote transparency and accountability in the working of every Public authority and to
empower the citizens to secure access to information under the control of each public authority, the
Government of India have enacted “The Right to Information Act, 2005”, (RTI Act) which came into
Force on 15.06.2005. In accordance with the provisions of section 4(1) (b) of this Act, Punjab info-tech

has brought out this manual for Information and guidance of the stakeholders and the general public.

93 AIT & HOe' © e wide, 2005 fH3t 5.06.2005 § I A I | fog Wae IS
HE3d WEIS © AHIH €9 Udedns' W3 Aeedl 8393 I96 W3 IS He3d WEIS!
T forizge wlls Aeardt § aelfos’ 39 Btz udos & 396 38 FIS Y6 FIT J
OrIE. nae) & g9 u(1) (F) T Gudy © wigAg, UAY fraedd & R Ao §
AIIBIT W3 WH B T earat W HIFEIHS J8 At 3T J|

II. Section 4 of RTI Act 2005
1. Every Public Authority shall: -
a)  Every Public Authority shall maintain all its records duly catalogued and indexed in a
manner.
b) 17 Manuals
c)  Publish all relevant facts while formulating important policies or announcing the
decisions which affect public informed.

d) Provide reasons for its administrative or quasi-judicial decisions to affected persons

11. IS wige 2005 & Oar 4 WEHg
1. I9 AG3d HEII: -
a) IIF AG3 MEIS WUE HS f[Igst § €91 &6 Hols g Heear |
b) 17 Aews
c) HIZIUIS JIEMi f3nrg a9T AN A Aa3a § HiT3 396 T8 <A & UHe a9 AN A9
d) ygrfe3 fonadmit § fere yduat At wigg-fonifed Srfgn © 396 Yoo J9dr

2. Every Public Authority shall provide as much information Suo -motu to the Public at regular intervals

through various means of communication, including the internet (Clause b of Sub-Section 1)

IS FAS3d eSS (T 1 & QuU-Tg =t wiits) ffegd'c AN3 AT © 2Y-89 s Irdt
fom3 W398 3 He3™ § §E-A Aeadt YTre 4|
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3. Every Information shall be disseminated widely (Sub-Section 1)
I3 ArEadt § femus 39 3 YAfa3 St wr=ar (QU-T9 1)
4, All materials shall be disseminated taking into consideration the cost effectiveness, local language and

the most effective method of communication in that local area and the information should be easily

accessible

& fimrs &9 Jue I8 BT © YA Ji3T A=ar W3 FEardl WHG &8 Udoudl It grdiet I

M. The purpose of this manual is to inform the general public about Authority’s organisational set-up,
functions and duties of its officers and employees, records and documents available with it.
for Ao © Ger wH Bt § WEadl & Aasa3Hd HaeT, fore wiftard w3 sgHard
T SN W3 I3, for I8 Gumey fgads W3 TA3RH U9 AEdd e I

IV.  This manual is aimed at the public in general and users of the services, and Provides information about
the schemes, projects and programmes being implemented by the Authorities.
o Ao T GTH WH 39 "3 763" W3 ATT T QUSIIS 88 I, W3 wEICH e 8
I3t 7 II A, JRde W3 J[ISTH I3 Aedal YTIs S9T I
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3.5 Channels of supervision and accountability 65
foaarat w3 FerEedt © 968

4 4" Manual: Norms for discharge of functions
4th Wows: SSHG © fSHT9H 88 four 66

4.1 Nature of functions/services offered 66
Uy &3 Ie SIS /AT & YfagSt

4.2 Norms/standards for functions / service delivery 66
SaHS /AT f3sed 58 fouH / HuE3

4.3 Time-limits for achieving the targets 66

4.4 Reference document prescribing the norms 66-68

5 5" Manual: Rules, regulations, instructions, manuals and records under its
control/ used by employees while discharging functions

53 Heni®: ITHTIM 2T IH JI6 ©J'6 TI93 A / ferA © forsas
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63 NEMSB: WEIS TN I I8 TH3=H S e 7 o e fsuisas | 4

S IS
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aiF gT8E / A § BY II6 K9 73" © Aud' &8 ABT-HHRS # | 75
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8=t Ners: Ao @ IR =71 a1fs3 993, dRt, S w3 J9 Hmeer | 1©
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TS, R W3 Ens e S
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g 86
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e @ T ik 3 fore fowndt i€ Y st I 9
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112 AOYS: A Ure=, YASTE3 Hdfom 3 dli3 918 €3 99 falde’ | o4

A3 I3 BT § BT Sl famr SHe)
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13T AoWS: Ao3a WEGS erg' fe 3 fanrfest, uafiet A wiftiarg 97
Y3 JI6 < 8 29=
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A&3d MEddt ed i3t fanrfest, ugfie = wifaarg
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I fonrfes s, &3 I8 ydfie A witag

13.3 Eligibility criteria 97
U3 © HUES
13.4 Procedure for getting the concession/grant and/or permits or authorizations 97

fanrfes /3fe w3 /At udfie | viftarg Yyu3 96 & Yfsfanr

135 Name and address of the recipients given concessions/ permits or authorizations | 97
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LT Aows: fedderfoa gu € Aedard Gusen J
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fedacfoa gu €9 GuseT Areadl © 9=
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s A8 Qussg J=
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B oo WSl € &H W3 wge', AIRS Bd oo Hiberdt (7) W3
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17.6 Details of all contracts entered into including name of the contractor, amount of | 119
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SdTd T oH, fEdagem & g W3 feaadga™ © yar It & fimre i3

TS i3 918 Ad feagrgatin € 29=
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g J9 eIt
17.7.1 | Service Rules/Regulations

A fouH 120-132
17.7.2 | RTI Blank Formats

RTI ud a9H 133-141
18 Reasons for administrative or quasi-judicial decisions taken; communicated to

affected persons
ygrfes fenadit § &8 a1 YrrAel At waT-fonifed A € ads Bfe3 | 145
CIEY
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HII2YIS JIEMi 7 eFS 1 Aa3 § Y13 J9< I 142
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1st Manual: Particulars of the Public Authority

U8 Nons: USfEs WErget € 2d=

1.1 Name and address of the Organization:
Punjab Information and Communication Technology Corporation Limited (PICTCL)
5th & 6th floor, Udyog Bhawan, Himalaya Marg, Sector 17, Chandigarh-160017.

1.1 FAE T &H N3 U3"

A §O&" W3 Ho'd 39631 agUdns HifH3 (PICTCL)
53 w3 61 Hfis, Geudiges, fonfenr Hadl, Ades 17, BINE-1600171

1.2 Head of the organization: Managing Director
12 HAE T H: s foerd

13 Key Objectives:
1.3 Hy gen:

The Government of Punjab has assigned the following objectives for PICTC:
1. Executing agency for IT and e-Governance Projects.
2. Nodal agency for Investment Promotion Campaign.

3. Infrastructure development and creation for knowledge Industry.
4. Human Resource development for knowledge industry.

A" AJad & PICTC 3¢ I3 81 8en foguas o3 I&:

1. 8. & w3 -IeISA Yrae S8 IIraa Er Al
2. fo=m U3HIS HiGH B8 &35 et
3. famrs Geudr B8 gfenr<t gigr feam W3 fAgae
L. faMres Geuiar S8 HeHt AI3 feam|

1.4 Functions and duties:
1.4 A W3 II3 <

The main activities/functions of the public authority:

0 Executing agency for IT and e-Governance Projects.

o Facilitation of domain specific consultancy for end to end solutions for computerization to
departments & organisations.

o0 Nodal Agency responsible for overall coordination of the Investment Promotion Campaign on
behalf of Govt. of Punjab and arrange for investors summits/meets.

0 Providing Software as well as Hardware courses and trainings to employees of Government
Departments/organisations through CAL-C Franchisee Centres.

o Infrastructure creation and development for knowledge industry.

o Start-up Cell in Punjab Infotech provides necessary support to create Start up ecosystem in the
State.

0 Outsourced work of Punjab Bureau of Investment Promotion
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A&3d MEISt et HY JiStfedf /argH:
o WEA W3 B-IRISH Jriac B FIAAS S|
o fegar w3 Hrget 2 dfugcdiags B8 ig 3 13 I I3 BEl 3NG fTRH ASI-HERS ©f AgS3|
o HIFI T 3¢ 62T USHIS HJH T AHT IBNS B8 fiieg 638 er Uae 23 fosrma
T FABS/ HiIfEr T ysu s3a|
o IBH ITITUH ded’ Il AIAS feIr/HAEE T IIHTEM § AECNT © BB
IISMI IIA W3 THESTE Yors S35

o fimrs Geud B8 gfeowrt g fAgns »3 feam|
Ye's gae JI
o Uy f983 ne fessrAeie YRS T WETHIAS oH

These functions are performed by different divisions of the public authority as per details given below:

It i3 Ifeft WigHg fod Igr AG3d HEIS © Y-8 fegar engr |i3 Ae I&:

Functions of ITEG Division

g g g f3siae € 6

E-Governance

=  Preparation of Project Proposals.

=  Bid Process Management and Selection of consultants / implementing agencies.

=  Management of e-Governance Project — Implementation and Operate & Maintain Phase.
B-IeIEH

» ree YA & f3nrdh

= B Yfdfonr YSus W3 ASTId /B d96 THM eHAMT & 9T

= B-IRISH rac T YSUS - B I9%, HISG a9 W3 JuIHe I IHT|

IT Services

=  Preparation of project proposals.

=  Procurement of IT equipment’s for various departments / agencies.
= Management of IT Projects including AMC, Maintenance etc.

=  Technical support for website development & maintenance.

e At

= JRde YRST STgT

= TY-JY fegar/EHAM S vl & Guads € Hdtel

= WEE Jrdet T ydus AR €8 AMC, JH-9umi wife THS Il
»  JgAEE © fedm W3 JY-gumi E 3k AT

Functions of the Investors Relations Division

e g f3eds 8 aH

= Overall coordination of the Progressive Punjab Investment Promotion campaign on behalf of Govt.
of Punjab.

= Organizing Industry Meets/Domestic and International Outreach visits including roadshows and
Investors Summits.

=  Engagement, Management and Coordination with Knowledge Partner, Institutional Partner,
Design agency, Travel Agency, Social Media Partner for the Investment Promotion Campaign
activities.

" Preparation of Corporate Film, Business Brochures and other investment promotion material.

" Updation of website of Corporation, Deptt of Industries & Commerce and Invest Punjab.
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= UAY A9ad © YEofHe UAe feasAere Yyins HidH T AT 38R3I |

»  IZ I3 foRHx HNSst NS GRUfg HifEar /u3g w3 W3daHed WEedio Y3t &
WAS IS

»  fo2H Y3AIS HidH St ISifet B8 o8H U'deod HREWS A, f3uds enrt, 298
BAAT, ﬁﬂsmmém USHTS W3 IBAS

. snailé—c'famr wm@%mmms f3nrg ag&

. IIUIAS, @m@mﬁ@m@mmémsn@ml

Functions of Accounts Division

WIgeH f3Hs © oH

»  Receipt of payments from various sources

=  Processing various payments, salaries & wages etc.

= Meeting statutory obligations for the corporation like Income tax, GST, PF, ESI, Gratuity Acts etc..,
filling of returns etc.

= Preparation of final A/c’s of Corporation i.e. Balance sheet & Profit & loss

» Internal & statutory audits for the corporation

»=  Monitoring cost / depreciation of fixed assets

= Reconciliation of payables, receivables, cash etc., Budget.

=  Follow up for Grant-in-Aid from Government.

= Cash management- Books & Accounts, Cash and Banking

= Government Communication

= Qutsourced work of Accounts & Finance of PBIP

»  TY-Y AI3 3 I3 & AT

» PHFY I, eI W3 I&ET e T Yfdfanr sge
ZE Frgat finedt S yar Ida|

»  FIUSHS © S8H Hie M3 B'Y 73 GIHG T BH
= AfEg AUSh & 8913 / Wt & fadadt

= o, yuSh, sae e, gre ©F Ag-THEI
. W?WQSQBEQWWW|

. ﬂa@aﬁuﬁaﬁ@a

Qo qt R urfam w3 €3 T W8THIHS o

Functions of Secretarial Division

A 393 f3<ids © aH

= Secretarial Work of Punjab Infotech.

= Complete Work of Punjab Recorders Limited, a wholly owned subsidiary of Punjab Infotech.

= Assist in secretarial work of Joint/ Subsidiary Companies like PUNCOM, SMEs

» Investment Companies as Care taker- Punjab Venture Capital Ltd and Punjab Venture Investors
Trust Ltd along with Punjab Infotech Venture Fund. Cash and Bank Transaction

» Ay fT5edd T A 393 © &l

= Ay feaedd & Yt W3 Tt /Aaes dud Ay faaraaan fanfes & yar ai

= PUNCOM, SMEs =JdMf Aud3 / AJTed duUdhi © A 393 © aH g AgfesT
cIAe forfez W3 Uae fraecd 29d €31 aae M3 5 -8
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Functions of CAL-C Division

I A f3das 8 9

=  Opening and management of Franchise centres (Computer Software &Hardware)

= Short term and long term courses

= CAL-C Admissions- Enrolment of candidates, issue of course material, Conduct of examinations and
issue of certificate under CAL-C Regular courses

= Conducting training program for faculties and counsellors appointed at CAL-C Centre.

= Joint PDGCA with PSBTE

= DOGR Trainings—2120 Hours free Computer Training for the employees of Punjab Government as
per the list shared by Department of Governance Reforms, GoP.

= Special Central Assistance Programme (SCAP)-Free Computer training on National Skill
Qualification Frame work to SCBPL candidates.

= 32 SJTEH A (AfUGTT Aecana W3 I9INE) § HSE W3 YIus

= 2273 3N fimie @ 39A

« B A deg fo Oiicea’ T eus, JIIA AHIE! Al I3&, iftmiet & Aorss W3 IS
o3 Jant © 3fg3 AT feae Adl ag&T

= B A Jed o fouas S W3 ASOad B8 S YEeH T WG I3

» PSBTE © &S W3 PDGCA JIA
AIASt SIHTSM Bl 120 W2 & Y3 dfugeg s

= fenm Jedl AgTfe3T YaieH (SCAP)- SCBPL @¥iieedl § Il god W™ &9 29d "2
Wils He3 sfuSeg s

Functions of the Administration Division

YrAe f3<ids € oH

=  Purchase of goods and services

= Publishing of Advertisements through DPR for the Corporation

=  Asset management and Facility Management

=  Diary & Dispatch

=  Facilitating organization of events and functions of the corporation

= Investment Promotion Campaign

=  Designing and printing of Collaterals/Brochures/Reports etc. and acquisition of promotional
material

=  Coordination with PBIP for all logistic arrangements pertaining to Road Shows/Investor
Meets/Summits etc.

= Qutsourced administration work of PBIP.

»  THIM N3 AT Tyt

IS 3 el

» FIUIHG T AHTH W3 I © WUHG € Ags3

= f52m Y3AIS Hidn

- I¥cgn/aIng/faiget e & femdfsar w3 Alfdar w3 yorg Mgt & vt

. am/mm/mw@mmmmmwmw
ER2ALE

= i ot o Ut & WETHIAS YHTHS T o
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Defend & file legal cases on behalf of corporation

Provide legal opinion

Monitoring and disposal of cases

Vetting of legal documents
IIUIHG T IIS TGS A § Tfed TTo W3 AR T FO
FEA T8 TS IIH
A Tt foIgdt W3 fsuear
TES THI = ©f g

HR related activities

Recruitment, work allocation

Payroll and attendance

Complaints, enquiries, disciplinary actions
Leaves, office orders

LTC, Loans,

Performance Review

Government Communication

nog &8 AEg3 JIStfedmt

I3, IHE I

35T W3 I

NS AR T390

YTIHG HAHI e

LECICIRIESASOIS

OMPR Related Activities

HOD meetings — compiling agenda, organizing meeting, minutes

Review meetings of divisions, implementation of decisions & monitoring the same
Circulation and compilation of information received/to be sent to Government
Organizing training and induction programs for the employees of the corporation

QMPR HefG3 Jitfedm

HOD fEar - s sfufes sgar, Hifdar & WiHs 36", Tawemit
f3dima & miifemr Wifar, A § 8g s9o W3 I & faaa! aJar
Y3 Aol € AIISHEG W3 HaSe/AId § Sy 7

TIUIHG © FIHTIM BE TegTel W3 RFSHS YEiaH & WUHG I9e
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Functions of Startup Cell
AEIeY RS © aH

To create an ecosystem where youth of the Punjab State can attain optimum potential of their
skills and enterprises.

To ensure necessary convergence and synergy in various Central and State Programs promoting
innovation, entrepreneurship.

Create linkages and partnerships with Academic institutions, entrepreneurs and network of
investors (VC and angel networks).

Implementation of State Policy for StartUp — Registration of StartUp & Incubation Centres, Process
cases for incentives.

Organize and participate in events that promote entrepreneurship. Example: Invest Punjab
Summit (StartUp session), Tiecon, Startup Punjab Yatras, Boot Camps, Hackathons, Startup
Masterclass etc.

Development and management of Website, Social Media platforms

YA 9 © 3t sd g e3eds Yol o8 fi 8 89 WuE gad W3 g € HIR3H
Ageae Y3 o9d AAE|

IENG § Tl gEgT

waefidg Arge’, o 23 foerar € dcead (i W3 A% &T<dd) &8 AYg W3
FETE TG

U3HIS BE aAt & Yt

goHz § E30TI3 I96 T8 AR § HAIfS3 a9 w3 83 €9 fIw 8= fis ot : foasne
Urg Afe (Aegeny ARG), <dids, ATPewY UdY W3d', §C Ju, JI9ES,
AT HHSISSH el

SEAde, HAS HEhT udcean T feam W3 ydus

Functions of Infrastructure Division
Infrastructure f3&iHa © aH

ELTOP (Electronics Town of Punjab) spread over an area of 289 acres was conceptualized in the
year 1976-77 in Phase VIII, Industrial area, Mohali largely to meet the requirement of electronic
production & manufacturing companies. Till date, the Corporation has developed a total of 380.72
acres’ land for IT, ITES, Telecommunication and manufacturing industrial units in Phase-VIII, Phase-
VIII-A, Phase-IX and Sector-67 in Mohali and Railmajra (near Ropar). A total of more than 200
industrial /IT units have been setup on this land with a view to provide better services to its
allottees.

ELTOP (dFe T fedacfaa 8a) A 1976-77 fRg e VI, Geufd 839, HI&
fod 289 oz @ U39 9 m@w@mwww?swmw
Ae "y 3T famr /i gE 349, mxm@m(méua)meqs 27-8-8,
29-1X Aaeg-67 o wdd, wrademA, TIFTI W3 fearTs GTufaE feareh B8t 55
380.72 897 Mit® fear3 i3t J1 . f@néwﬁwamﬂwmmé@éﬂw
for s ?wzoo?m@eﬁﬁmm@—amﬁr@ﬂa@gaﬁ?m@aﬁl
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= As per Notification no. CC/Addl. Dir/ Industrial & Business Development /2017/1934 dated
22.12.2017 of Government of Punjab, Department of Industries and Commerce. Infrastructure
Division — Records of all Industrial estates/industrial parks/Industrial sheds etc. of the Corporation
have been transferred to PSIEC.

» A" AIId, GTudr W3 TEd fegdr © &dfaams &. CC/AddI . Ifegded,/ Genfds »3
ewaﬁarn/zo17/193uﬁ43’1‘22122017@%@3@%@@2&8@9‘6’%@% T HI
@WW/@WW/@W%WW@WP&EC SCUESEIES
e Ia|

=  Coordinate with PSIEC for Queries and requests received from allottees, for transferred records.

»  C'HS |13 foadgst B8, w@eh 3 YUz YEe W3 963 g PSIEC &8 3I8N8
FIoT

=  Coordinating with PSIEC for fresh allotment of plots as allotment is to be carried out by PSIEC
through e-auction.

» AR YT T BTeHT BE PSIEC &8 IBNG JI6 fA8f ni@rene PSIEC e B-fasndt
It AF 7 I

Authority Name: - Punjab Information and Communication Technology Corporation Limited Page 17
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Organisation Chart as on 31.01.2024

Chairman

Assistant Executive 1
( Contractual)

Executive 1
(Outsourced)

Managing Director

PA on outsourced)

Outsourced)

e  Dual Charge

[Regular, Contractual &

1 1
Hoo nfal® HoD (Admn)* HOD (3/Cs) HOD (ITeG)* HOD (Legal* HOD (IR)* HOD (QMPR)* HOD (Secth)* HoD (cALc)* HOD (startup)
g} (contractual) (Regular) (Regular) (Contractual) (Contractual) (Regular) (Contractual] (Regular) (Regular)
DGM1* Manager 1 AGM1 AGM1 Manager Manager DGM1 AGM1 Manager 1 —
(contractual) (contractual) (contractual) (contractual) 1*(Contractual) 4*(Contracutal) (Regular) (contractual) [Contractual) (conractal)
9 1(8P) Manager3 Manager 5 office Asistant 1¢ Manager - 1{c AGM1* office Assistant® Executive 3 Joint Managers 2
= EA1(Contractual) (Contractual) (1 Regular2 P Regua] OFFICE} . ] 4 L i 0and 1™ 0
Contractual) (contracutal) office Assistant 1*
(Outsourced)
Asstt, Exec., Assistant Officer Office Assistant Engineer Project- 1 Executive Office Assistant 3¢ EA Cum SUCH
1(Contractual) 1(Regular) 1(Outsourced) {cm office} 1(Outsourced) (1Regular& 2 1T Asstt, 1 (Contractual)
Contractual) & ( )
Executive 1
*(outsourced)
office Assistant 1 ) FOE CUM SUCHI
Joint Manager 1
| fousourced) & o — {contractual)
Executive (on deputation)
3(Outsourced)
Receptionist cum Executive2
| Attendant1 ( contractual)
(Outsourced)
IT Assistant 1
Helpers/Drivers (contractual)
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2nd Manual: Powers & duties of officers & employees
A Homis: wiftard w3 SIHTr &Mt St 73 aa37 T 23T
2.1 Powers and duties of officers (administrative, financial & judicial):

21 fgerdyt S HE w3 Sa3 < (YIrHer, &3 w3 fanifed):

S.no Designation Powers (administrative, | Duties
BHNS | niger financial & judicial) o9
AISM (e, R3S i3
fonifes)
1. | HoD - ITeG Administrative and Financial: | e To monitor control & Facilitate project
fegar et - | e As detailed below in sub- implementation by Punjab InfoTech,
delegated powers of MD nomination of nodal officer and project
LA A evaluation/monitoring committee (PEMC)
qg"usﬁ w3 &3 and payment of advance to Punjab InfoTech.

. fA? f& "3 & Gu- | e Examine and review EOI/RFP/DPR/Contract
AYde di3mi wI3Mi ©r agreement and other documents for
g J& i3 fapr 9 selection of IA/PMC.

e Requirement analysis and consultation
services for IT services

¢ Monitoring and Control of procurement of IT
resources.

o Processing of payments and utilization

o YA fosecd e YRde § B 996
<l Ags3 W3 fou39E W3 foaadl| 38
WSHI & et DEES
HatgE /fsaaddt IRt (PEMCY)™E UrAe
fesecd § Undtt 393 B

« EOI/RFP/DPR/&4 © AHE3 T A9 M3
T 935 | 1A/PMC & T 39 99
TH3=d € 7Y W3 AHIfET aga |

o wE I AT 3T fTEdHE W3 A%J-
HAET

e W F AIS D HdE & feagd w3
ISSECT|

o FIEES W3 QUUIET € YfIfanr

2. | HoD - QMPR and | Administrative and Financial: | e Policy formulation for Human Resource

HR

. . . Management.
ﬁ@?iiwm - | ot w3 i3t e Overall supervision of Recruitment,
(IeTg MH.HLPS) Advertisement, Interview & Selection, Job

"3 (g .nra) e As detailed below in sub-
delegated powers of MD
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offer and joining, Job allocation and
induction.

Processing of all cases relating to HRM
including contract signing, extensions,
Information to Govt., Statutory requirements
Agenda Items for BoD meetings

Replies to RTI queries

Implementing and maintaining performance
management and improvement system

HoD meetings — Collating of agenda,
Conducting the meetings, Preparation of
minutes and circulation after approval.

HoH! AI3 Ydus 6 a1t gegE

o 3331, fumfzgg, ffeafe@ 3 dT,

dagt S Unen w3 gfeféar, oW &
33 & AHOI ot

e MWOWIMIH &F AEO3 A IR o

yfefanr A2 st feagge™ "3 TA3H3
BF HHE To|

e BoD WfEar set gda nrdteHt
e RTI A& T HSY
o IIIHS YHUuS W3 HUS YT § B

II& N3 I JyET

e HoD MIfqr - @3 § feder a9,

HHET © Aoss adar, fHe & fawdt
W3 YIS 3 IMiE AISSHG

= v e
AYIE S HaSmf e
g I&' fiI3T famr I
3. HoD — | Administrative and Financial:
Secretarial YTl w3 &3
fesmar HHl-
(Ha393) o As detailed below in
sub-delegated
powers of MD
o AR fI"H.F. S
BU-AYIE St
HISM & 2I< IS
@3 famr 3

Preparation of Agenda & MoM of Board
Meetings

Agenda & MoM of AGM

Ensure execution of the decisions and
Corporate governance

Filing of statutory returns with MCA.
Handling of affairs of companies: Puncom,
PRL & other associated companies and as
care taker of PIVF, PVCL & PVITL.

23 T f3nrdt 73 993 Hifdar 8@ fHee
AGM T 83 W3 MoM

welar gErgEr

MCA &8 I4at fgeds IT&

Sus  HHfE & Agse fie &t
Puncom, PRL W3 I3 ASfO3 uash |
YIS gJ& @3 @ - PIVF, PVCL
"3 PVITL
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4. | HoD —CAL-C
fegar et (
JB-Hi)

Administrative and Financial:

e As detailed in sub-
delegated powers of MD

o 72 for it S Qu-
IEEESCACELIA )

e Opening of new franchisee centres.

e Renewal of franchisee centres.

e Enrolment of students

e Conduct of CAL-C Exams

e |ssue of certificates to students

e Introduction of new courses and revision in

existing courses

¢ Conduct of Departmental Trainings
¢ Conduct of training programs for faculty and

counsellor of CAL-C Centres

o &< TJTER ded' § FETUS S9F

o IJTEH degt T SREEIs|

o fefenrgdmi e e

o TBH et T wuHG

o feferrgst § Aadifede Adt 9
o & JIA T HIWI3 W3 Hge oA K9

Ag

o feamalt fiymeMit T Hoss
e CAL-C 3Ed' B 2B W3 TERST B8

e JaaH & Ho'ss

5. HoD - Accounts
fesar  yd-
(BH)

Administrative and Financial:
YTl w3 &3

e As detailed below in sub-
delegated powers of MD

e fa "F. & Gu-
AYIE SiSht mEst =
g I&' fiI3T famr I

e Balance Sheet and consolidated Financial
Statement

e AG audit and balance sheet audit.

¢ Handling Income Tax/ Service Tax Cases

¢ Providing information to various
Departments

o Balance Sheets of subsidiary companies

e Overall control and Functions of Accounts &
Finance Division

¢ Accounts & Finance work including Balance
Sheet of PBIP

o SBH M3 &3 Adede =g

o 2l wifge »3 98A i wrfsel

o fo&aH SIA/AIfeR SIA AR § HIwe
o Y- fIIar § AEaI YT'S SIS

o By 3 &3 fegmr T AHT fatisge w3

Jdrad

o WSl & 9¥F e Mz U3 W3

f@g e aH

6. HoD - Investor
Relations

fesmar Y-
( M)

Administrative and Financial:

e As detailed below in sub-
delegated powers of MD

¢ Arranging

Investor Relation (f&=nd A=)

for Investors
Summit/Meets/Roadshows as part of
Investment Promotion Campaign, Punjab

Authority Name: - Punjab Information and Communication Technology Corporation Limited Page 21
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e fa "3 S Qu-
AYde St AaSht e
g I& fiI3T famr I

e Branding & Preparation of Business

Brochures, Sector Specific Collaterals, District
Profiles, Quarterly Newsletters and other
Investment Promotional Material

¢ Engagement, Management and Coordination
with  Partners  Knowledge  Partner,
Institutional Partner, Social Media Partner
for the Campaign and Investors Summit

e Content Management of the websites of
Deptt of Ind & Commerce & Invest Punjab

¢ Management and Coordination with Social
Media Team of Deptt of Industries and
Commerce

o Uy foon Y3HIs HfidH = foenx

HABE /et /Igim T Y&u a9 |

o fad®er  HoWa, AIcg-mifAfed

? 1 4 ’ lE jl
fsEmdea W3 I3 fasm yg9 mHIet &
ga e st

o foRAMSBE W3 HIJH T8 a8 Udeag,

< 9%, ydus w3 foIgs WA &8
IBHS

o Ur"g AIAT, GTUEI W3 = o3 W3

oere Uag S 29mde © AHde
Udos

. uwgﬂa@a@mw@&—ﬂfe@mér

7. | HoD -
(Administration)
fesmar Hut
(Hs)

Administrative and Financial:

As detailed below in sub-
delegated powers of MD

¢ To get the resource requirement for capital
item approved by the competent authority.

e To approve stationary / consumable
requirements.

¢ To release advertisements in newspapers.

e Maintenance of infrastructure

o AHIEWETS I8 Ut TAZ § yu3

IS SE Hgd

. TRHSI / HUSTHI B § Hog S

re3sil|

o WuuT ST R399 At II&
o gfoW<l T0 T Jy-gu™

Authority Name: - Punjab Information and Communication Technology Corporation Limited Page 22

Ure §oo W3 Ho'9 3AeSH foan Hifls




Information Handbook under RTI Act, 2005

Last Updated: -31.01.2024

Wi S wige, 2005 WG Hoo IS8 S gt WU3e: - 31.01.2024
8 HOD- Administrative and Infrastructure
Infrastructure Financial: e To execute allotment of plots and sheds.
yeoat w3 3 e Execution of lease deeds and conveyance
deeds.
As detailed below in sub- | e To take action as per letter of allotment /
delegated powers of MD land allotment policy in case of non-
compliance of terms and conditions of
2 fa it S Gu- | on
: ~"aea;|3:|v )E. 3 3 < | To review cases related to mortgage,
change of constitution, conversion and
transfer of plots/sheds etc.
9. PIO As per RTI Act
Ugfsd HOet g el Wee © WaHd
KCE)
10. | APIO As per RTI Act
Aofea  ydfEa g el Wae © WaHd
HI& WSHAI

SUB-DELEGATED Powers of MD ("H.31. € AY 38aifes uegr )

The following powers are delegated to various Functional Heads for smooth functioning of work and this sub
delegation is in supersession of all such powers as sub-delegated earlier to various officers.

AMD - Sub-delegated Financial and Administrative Powers:
AVD - FHY-38Ie i3 3 yduat urest

Sr. Nature of Power Extent of powers Delegated

No. | ¥ggwe ueg T e uregt S Jh

X

&

1 Approval of expenditure/payments - for recurring and | Beyond Rs. 1,00,000/- and Up to Rs.10.00
routine expenses (water, electricity, telephone bills, | Lacs at one time
insurance, general office expenses etc..

i/ ' S ayeresat - At v guél,qo%??go?a‘;@ﬁgué

wafon B8t (U, famel, 28 R, she, | 000 BHTEIAL )
"TH TS3Jt Ha™Y M|

2 Approval of  purchase order/payments to | From 1,50,001/- to Rs. 10,00,000/-
suppliers/vendors ~ for  stationery, —maintenance | 1,50,001/- 3 J. 10,00,000- 3
consumables, printing, designing etc.. -
BT /feadae & Hale MI3d/3913's ©f
yTadt e ot FeHGd!, NodaH IgHTS,
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Approval for Purchase of capital items

afes TAg & v 38 YTodht

From Rs. 2,00,001/- to Rs 10,00,000/-

Jue 3 2,00,001/- 3 10,00,000/-
Jue 39

To Sanction payment of medical bills of employees

FHEEM © NI 9% & nietfedlt & Hoga
g

From Rs 50,001/- and above
U 50,001/- "3 TAR3 ST

Sanction of LTC/ HTC/ Leave Encashment of 10 days
Earned Leave, to the employees of Corporation as per
rules of the Punjab Govt.

LTC/HTC/&= nisdmiie & Yyaradlt W3 UAe
AT © fEWH WEHS IIUIHG © IIHTIM §
10 foat & sl g &t & Hagdll

Full Powers for DGM and above

FFh 3 oA 3 QU B8y

yredr

Release of Retirement benefits to the legal heirs of the
deceased employees.

i3S IoHTEMT & T$S TIH § REHSST € B8
A II& |

Full Powers for DGM and above

FHH 3 for 3 Gl B8 yIhr
yregr

Benefits under Assured Career Progression Scheme as
per Punjab Government rules.

UAe AJa © &t Waad WEg3 Jamig
YNISHS AH Wis &3

Full Powers for DGM and above

m@ﬁniemww
yregr

To Sanction of all kinds of Leaves of all HoDs and
employees beyond 10 working days except Ex India
Leave

o g g€t 3 fewe 719 HoDs W3 JaHgam
@it 10 feos' 3 frmmer S gt & vigdh

Full Powers

yIht yragt

Repeat order against requirement received from any
Department / Organization

oA & fegmr/Argr 3 yuz dhfie %39 © gaH

From Rs. 2,00,001/- to Rs 10,00,000/-
Jue 3 2,00,001/- 3 10,00,000/-

Jue 39
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10

Purchase of IT Equipment/ Services through limited
tenders

HH3 8337 It 1T Quads /A< & yale

From Rs. 4,00,001/- to Rs 10,00,000/-
Jue 3 4,00,001/-3

10,00,000/- gug 34

11

Procurement of books for CAL-C Centres

CAL-C dedt &g fa3rgt ©f yaie

From Rs. 4,00,001/- to Rs 10,00,000/-
Jue 3 4,00,001/- 3 10,00,000/-

Jue

12

For providing approval to place the Purchase order and
release of payment to suppliers/vendors for
maintenance, consumables, printing, designing,
procurement of souvenirs related to Punjab Infotech as
well as Investment Promotion Campaign
AUSTagt/fegg3et § udieedl © Wa3d W3 8J&
T W3S & LIE’?%TT o= # fa Tesdt u-gue
famréifaar, Bfeorer & Yyt 9 I

From 1,50,001/- to Rs. 10,00,000/-
1,50,001/- 3 3. 10,00,000/- 3

13

Business Promotion Expenses on official meetings of
Punjab Infotech and expenses on meetings arranged in
office and at Hotels for Investment Promotion
Campaign

e fiaecd © fareon Yyis © Ha9 o fJ eesdt
mwmwmmmw
m@mmmmgmw

(1) Full powers Rs.50,001 to 2,00,000/-
(2) Rs.2,00,001/- to Rs 10,00,000/- with
principal approval from competent
authority

(1) yst y=gf 50,001 3 2,00,000/-
gue 39

) 2,00,001/- ue 3
10,00,000/- JUE AHIE WEI 3

14

Investment Promotion Fund
Purchase of Fixed Assests

foen U3ras HidH €3 3193 feans winet &
ydedt

Campaign

Rs.2,00,001/- to Rs 10,00,000/-

2,00,001/- 3ug 3 10,00, 000/-
Jue 39

15

Investment Promotion Campaign Fund
Release of payment for the advertisement bills (Punjab
Infotech & Investment Promotion Campaign) duly
verified by DPR

oo Y3ATIs HidH 23 »idlte (A feaedd W13
fesereie yRms Hidy) ferfsas gt 36 ga3s
A fa g ewg fedies 3rSd a3 A 96

Full Powers Rs.1,00,001/- to

Rs10,00,000/-

yImit uregt gue 1,00,001/- 3
10,00,000/- gu2

16

Operation of Bank Accounts (signing of cheques and
transaction through RTGS/NEFT):

S Yt T Agss (B4 "3 TH3YS W3
RTGS/NEFT Idl &=-Tc):
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1. Managing Director

Withount any limit
faet fan fafie 3

* The above powers shall be applicable in case of post of Additional Managing Director is filled

otherwise all above powers shall vest with Managing Director

* QUIFI HFSMI T H&fHaT edded & wimdt 39 7 & AfESt €9 &g J=am &t 3t Gudas
A HESt NS 3fedaed as Jsdim|

(A) The following powers are sub-delegated to ED(HR):

foHafEEs uegt ED (HR) & Qu-AydE SIS i Ia:

Financial Powers: ED (HR)

1

Approval and Release of salary w.r.t Regular/
Contractual / Job work assignees/ Daily wagers /
Outsourcing resources of the Corporation

fead  ®  JgBIssa/AE wARE/S
fegrdieg’/EehafHal faRafi & 3aug &
Hegdt 73 fadia sger

Full Powers.

yIht yregt

Payment of 10% salary in case of regular and
contractual employees for performing outsourced
work of PBIP.

Ut tordtall. @ WETHIAS dH & 596 T8 feuHs
W3 & "3 I FIHTGM § 10% ISHT T IS

Full Powers

yIht yregt

Approval of expenditure/payments - for recurring and
routine expenses (water, electricity, telephone bills,
insurance, general office expenses etc..

HIfg/FI3S & YIodit - IIGa w3 Ita
yIfor B8t (Urst, a8, Jdies 55, i,
WH TE3J! HIY el

Beyond Rs. 25,000/- and Up to Rs.1.00
Lacs at one time

Jue 3 U3 25,000/- »3 g =9 &9
1.00 8 gue 34 (F9 979 Z&t)

To place the Purchase Order to suppliers/vendors for
stationery, maintenance consumables, printing,
designing etc..

e B8 AUETeg/fegds=t § ydle WIs9 B¢
|

Replaced as: @ S famr

Approval  of

purchase  order/payments to

Up to Rs. 50,000/-

gue 39 50,000/-
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suppliers/vendors  for  stationery, maintenance
consumables, printing, designing etc.. Up to Rs. 1,50,000/0
ACHG, Ju-Iumi © Qusdl, fijfdar, feadiféar | gu? 3 1,50,000/ 39
wfe B8 mgid/fadset §  Hdie
WIZI/ I3 T HEg|

Amendment No. 1:To place the Purchase order and | Full powers up to Rs.1,50,000/-
release of payment to suppliers/vendors for
maintenance, consumables, printing, designing,

procurement of souvenirs related to Punjab Infotechas | 1,50, 000/- 3 €M Yyt uegr
well as Investment Promotion Campaign -

Higs &99 1: UAe faeca w3 fosm Y3A9s
Aefegd & Yyust @ wigd 2 w3 GJ © 8%

At FIE |

Amendment No. 1. {(1) Full powers Rs.10,001 to 50,000/-
Business Promotion Expenses on official meetings of (2) Rs.50,001 to 2,00,000/- with
Punjab Infotech and expenses on meetings arranged in principal approval from competent
office and at Hotels for Investment Promotion authority

Campaign

A1 (1) Yt U<3t 10,001 3 50,000/~

. gue 39
U feseds @ fomsn s @ w99 HITES | ()50, 001 3 2,00,000/- U T

TE3dt W3 Jes &g wifas Hifdar 3 uas st ) )

5 Purchase of capital items after in principal approval | Up to Rs.2.00 lac per item
from competent authority.
Y3 wEler 2.00 3 gUE 3
AHI E wEg 3 AfAS Yyeredit 3 e Ut @R
SIRCEICH
6 To Sanction payment of medical bills of employees Up to Rs. 50,000/-
FIHEEM © NI 5% & wietfedlt & Hoga gue 39 50,000/-
=3

7 Sanction of LTC/ HTC/ Leave Encashment of 10 days | Full Powers up to the level of AGM.
Earned Leave, to the employees of Corporation as per

rules of the Punjab Govt. AGM © YTg 39 ydt uedt

LTC/HTC/&= nisdmie o yaodt w3 A
AIST © fouH WgAg IIUIHG © SIHTIM & 10
fost & aHdt g1 & Hogdt

Authority Name: - Punjab Information and Communication Technology Corporation Limited Page 27

Ure §oo W3 Ho'9 3AeSH foan Hifls



Information Handbook under RTI Act, 2005 Last Updated: -31.01.2024

g Lo, nlae, 2005 Wie Hoe JSEd et WUZe: - 31.01.2024
8 Release of Retirement benefits to the legal heirs of the | Full Powers up to the level of AGM
deceased employees. AGM T Ugg 39 Uudt y=gt
fiEs govTSMit @ I¢d IR § ATHSSt © B N
GCIECEH
9 Benefits under Assured Career Progression Scheme as | Up to the level of AGM

per Punjab Government rules.

Urrs A © fouh wigAg weldt soMig Jeers | AGM © UTg 39 ydi uredt
HeH wities &3

10 To release Retirement benefits like Gratuity, Leave | Full Powers
Encashment, Arrears of Pay etc. after in principle
approval from competent authority

FHS B ETS 3 TS yeredlt 3 5 f9efiane | g yrag
&3 e Jgdl, deadmie, Iaude sTenfe | =
7ol SI6 TE

11 Release of Ex-gratia to the legal heirs of deceased | Full Powers
employees after in principle approval from competent | yJt yregi
authority =
I E wiftgardt 3 a3 yeradh 3 gmie fif3d

12 Payment of bills of Conveyance, Travel, Logistics etc. for | Full Powers
domestic travel from Investment Promotion Campaign | yJt yregr
Fund =

&0 USAIS HH 23 3 Wdg w39 88 vewd,
3T, Bfarafean wrfe © 9% T 3

13 Addition: (S131H®) (1)  Full Powers up to Rs.50,000/-

Investment Promotion Campaign Fund 50,000/- 3& &M W U

(2) Rs.50,001/- to Rs.2,00,000/- with
principal approval from Competent

i Authority
A )
Purchaseofflgd ssests 50,001/~ e ¥ 2.00,000/-
ATES WHAC & Heteed que AHdE wEgd 3 s
YTadlt 5%
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14 Addition: (WSHES) Full Powers up to Rs.50,001/- to
Investment Promotion Campaign Fund Rs.1,00,000/-
Release of payment for the advertisement bills (Punjab 50,001/- g€ 3 1,00,000/- 3
Infotech & Investment Promotion Campaign) duly | Epyf yght yregt
verified by DPR -
HidH) & Fa3s & d8ia Shinrg enrgr fedies
ELEIC
15 | Addition: (W3HE®) Full Powers
Authorized to approve and release of payment to the ‘JEW Uy
respective Charatered Accountants as recommended
by the concerned General Manager District Industries
Centre
Hoga! 2 w3 e Adl s9
Administrative Powers: ED (HR) 1{Eltlsﬁ y=d'ED (HR)
1 Sanction of Leaves i.e. Sick Leave, Casual Leave, Earned | Full Powers
Leave, R.H.. Leave without pay yIht yregt
Sty 3 . — . . To Sanction Leave up to 10 working days in
= s ¥ fr< & . s 5_3“*?@37 case of HODs, DGM except Ex-India Leave.
g4, aHd g, wans. fast 3aag 3 gt
nan s g3 § 83 3 e,
M § 10 e fes' & 8¢ Hogs
JJoT|
To sanction leaves above 10 working days
w.r.t Staff of the Corporation except Ex-
India Leave.
WA g g § 83 3 ITUIHG ©
Ace $ 10 st fest 3 2o it
g <M Hogd J9&|
2. Allotment of big/small work station Full Powers
<3/8C TII ACHS T MBTHS yImit uregt
Administrative Powers: HOD (HR) L[EPZIBﬂ Yrgdt HOD (HR)
1. To issue NOC for Indian passport /experience | Full Powers
certificate/NOCs for specific purpose to all the
categories of officers/ officials of the Corporation (YISt g
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IOUSHS © witad/agngrdmit Emif gt
Tt & I93 UHUGS /Migge AISHede ™3 HH

HarE B8 MG 7ot I9e |
2. Signing of contracts agreement of Contractual | Full Powers
employees/ job work assignees
. (CSIKRNESY!
Sd/ A" WHRES  IIHTOMT B fagdgeH 3
TH3YI JdJoT |
3. Accepting authority for ACRs of Class-IV employees Full Powers.

HE-1V SIHTEM feoft AES qus fauet  &d | (udh urea)

EIECERLIECIS]

4, To release advertisement in newspapers and schedule | Full Powers
interviews for new recruitments after in principle
approval from competent authority. (Uit ureg)

AHIE Mgt 3 WY Y=radit 3 gmie & 393t

T AH 3fJ I35
5. To grant annual increment and issue office order. Full Powers
AZTS ST B W3 ©E3dl JIH A<l II6 B (CSIKRNESY!
6. Reimbursement of telephone /mobile bills to the | Assistant General Manager (HR)

employees of the Corporation as per the fixed limit
) AIfes ASIS NeAd (HR)
fSHTS A & weRg IIUIHS € STgHTOM §
Bes/NTas 5 & nerfedt

(B) The following powers are sub-delegated to HOD (ITeG):
Js fedt uedt HOD (1TeG) & QuU-AUIE SSMi IrEny Ia:

Sr. Nature of Power (589 W'e U<3) Extent of powers Delegated
No Fio réogt yregt & Hhr
sEt

&

1 Repeat order against requirement received from any | Up to Rs. 2.00 Lacs.

Department / Organization
) gue 39 2.00 B4
foA & fegmr/Ara 3 yuz 83 © nigAg dhiie

RS

2. Purchase of IT Equipment/ Services through limited | Up to Rs. 4.00 Lacs.
tenders after in principle approval from competent
authority.
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gue 39 4.00 BY
AHIE WESS 3 HY yTradt 3 Ime A3 339
It RS Guags /AT © ydiel

3. To issue Utilization certificate to concerned Agency/ | Full Powers
Organisations/ Department and refund as per UC

yIht yragt
AYO3 SH A/ AT /fegd] § QuUersT AItieae
Al IS W3 UC WEHT faes aaaT

4, Routine correspondence with respect to projects, | Full Powers
pending payments from Departments/Organisations.
ydht yregt
Jraet © ey €9, fegar/Arae a8 gaac © |
Aag €9 gafen 937 36t gis U3d feag

© The following powers are sub-delegated to HOD (Secretarial):

I e FaSh wle.8.3t (F39) § Qu-AuST S Ireh Ja:

Sr. Nature of Power (%83 W' U<3) Extent of powers Delegated
No Aot greiet uregt & Fha
Ei]

[}

1. Power to make payment of fee etc. on statutory returns | Full Powers.

and application to be made to the Registrar of | (yIt g
Companies, Company and other authorities under the |
Companies Act

Fudt Mae © 3fg3 6 f[aedat W3 Ifreag
A wfe T 36 i ure gt

2. Filing of annual return of Punjab Infotech and | Full Powers
Joint/subsidiary companies
(Uit yreg)
Urre fesedd W3 Aua3/Afgust dush & raer |
facas TEs Saa
3. Filing of Documents in respect of Change/addition of | Full Powers
director on the Board of Corporation
(Uit yreg)
993 g Joudns €9 3fegdes @ |
ITSE/MIHS € A9 9 TAged oftd a9&
4, Correspondence with Joint/Subsidiary companies Full Powers
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AY3 /AfJUdt SUSh &1 1’39 fegg (g U=y
5. Correspondence with Ministry of Corporate Affairs/ | Full Powers
ROC
FIUIE HHIE B HITS/WI8H &8 U39 fegg | (ydh urea)

(D) The following powers are sub-delegated to HOD (CAL-C):

J& fEdit uedt HOD (CAL-C) & Qu-AyUIE SiShi Jreh Ia:

Sr. Nature of Power (699 W€ U'<J) Extent of powers Delegated

No

Ei] UM IrEt uregt & A

[}

1. Procurement of books for CAL-C Centres after in | Full Powers up to Rs.4.00 lacs.
principle approval from competent authority.

L.00 Bd gUE o EMif ygmit uregt

AHIE gt 3 WY Yyaradht 3 amie IB-H dedt
B8 fazra & vdiel

2. To implement the activities detailed in the CAL-C | Full Powers

Division budget as per requirement / schedule after in | ygt yregt
principle approval from competent authority. -

I E a3 a3 yeradh 3 amie 83 /8f388
weHd IB-H 3d9s @ Sde &9 T‘aﬂﬁg

TSt & & B II&|
3. Closing of Centres as per laid down procedure Full Powers
yIht yregt
foaurfas fetit wigA'g ded’ § He S9e
4, To release payments to CAL-C centres for conducting | Full Powers

training on various schemes as approved by competent
authority on approval of scheme as per approved terms | yght yregr
and conditions. -

YTfa3 ot W3 HI3T € WEAT HellH & AHdE
WWW?WE’H—%’HW "3
ﬁqHBTE’Té?:‘EE’TWﬁT o{dd'?swl:s'oﬂ?ﬂo(do'

5. To issue Utilization certificate to concerned Department | Full Powers
against Grant-in-Aid

o .
J[e-fes-23 © fedu AET3 fegal § Qv -
HAICH G Al SIS
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6. Routine expenses for exam activities like paper setting, | Full Powers

checking of answer sheets as per approved budget.
yIht yregt

Yfa3 grc WoAd Uiftmr Jistfed @ gdts uds
fid fa dug Afar, €59 Usdi S g

7. Expenses for Annual CAL-C Centre Head Meet /training | Full Powers
programmes as per budget approved by competent | ygmt yregt
authority. =
A& CAL-C Hedt © Aeg I3 Wifear /finsh
JEIeH B HI9 A g A E wEad 3 yTrias
g € WeH'I It |

8. Payments to Punjab State Board of Technical Education | Full Powers

as per agreement with PSBTE.
PSBTE &% AHE3 WaHY YA I 3a&iel fifamr | yd yreat
993 § I3

(E) The following powers are sub-delegated to HOD (Accounts & Finance):

I faddit HISh HOD (B4 W3 1€3) § Qu-AydE SIS e Ia:

Sr. Nature of Power (99 W'E U'<J) Extent of powers Delegated
No AU IE yregt €t Jh
LEi]
5
Financial Powers: f&3t ueat
1 Payment of Statutory dues like PF, ESI, Income Tax, | Full power

Service Tax, GST, etc. ydht yregt

PF, ESI, fosend 9m, Wafen &aH, GST,
nife 294! feurfaa garfomr & F937a|

2 Approval of expenditure/payments upto an amount of | Upto Rs.25,000/-
Rs.10,000/- for recurring and routine expenses (water,
electricity, telephone bills, TA/DA, local conveyance, tea | 25, 000/- 39
expenses, insurance, general office expenses etc.

It w3 Iéts wdfon (urst, faast, 28ies
a5, d2/38, AFsd W, Ud e HIo,
HShHr, W EE3dt HaO wfe) H 4 10,000/- Jug
J=J 3 © HIfot/FI3S & HET
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3 Payment of Audit Fee of Punjab Infotech, Punjab | Upto Rs.50,000/-
Recorders Ltd., PVCL/PVITL. 50,000/- 3

WS /derddhls & wifge @7 © s98s|

4 To forward the Forms to P.F. Authority/LIC/banks in | Full power
respect of all employees regarding advance and full and | ygt yregt
final settlements etc. in case of retiring employees -

AT Y3 IT T8 STHTOM © YJ T3S I3 i3
S IgHgaMt 8 Omat @ 9 € T9H Uinle
wETIS /NS e /99 wife & 3

Administrative Powers Ysgst yedt

1 Signing of Balance Sheet of Punjab Infotech Full power
Ure feaels € 98H Hie "3 TAsu3 yJmit yregt
2. Signing of Form 16, 16-A for Punjab Infotech, filing of | Full power

monthly/quarterly/annual Returns under the Income
Tax, GST Act, PF and ESI Act.

ydht yregt
Uy feseca B @ 9H 16, 16-8 "3 TA3UI JIST, |
fosaH San , FES Wlge, Uhie w3 Emiarst
nige wife 8 3fa3 Hdteea/fandt /Ao faeas
ESIeH

3. To execute the power of attorney to advocates/CA for | Full power
appearing before competent authority of Income Tax,
GST/Service Tax/PF and ESI cases.

ydht yregt
fose 2sH, AMAA/AIfeR dan/die w3 |
el AR @ AHSE WESS! © FIHE UH JT SE

TSNS/ HIE § Ued Ve WITS! B
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4, Replies of queries/ information to PF/ESI/Income Tax / | HoD &yr
GST / AG Audit and other Departments Forwarding of
replies of AG Audit para to AG Audit after its receipt
from concerned Division.

PF/ES1/feaaH SaH/GST/AG Wifse w3 I3 fegar
S AT /AEadt © A9 | AEu3 f3dhs 3 yus
Iz 3 gmie et wifse Afanr @ Aerer § ot wfse &
Efaral

(F The following powers are sub-delegated to HoD (Admn):
J& fedit uedt HoD (Admn) & QuU-AUIE SSM IrEny Ia:

Sr. Nature of Power (89 W'e U'<d) Extent of powers Delegated
No bt rEi uregt St b
LEi]

)

1 To Approve payments of water, Electricity Charges, | Full Powers

Govt. Dues / Levies / taxes /Utility/ property tax as per | yght yegr
actual. =

B3, A, QUL YUISl <FH © WHS WS o
YTt |

2. To approve full service Management Agreement with | Full Powers
M/s Xerox India Ltd. for the documentation printer of | ygt yregt
the Corporation -

3 To Approve Renewal of Insurance of Vehicles and Repair | Full Powers
and Maintenance of Corporation vehicles. yJhit yregt

TIVIAS T TIS T 91N T s SIIS, TIS °f
HIH3 W3 Te-Ju™ § Hagd! el

4 To approve the Hiring charges of Vehicles / Taxi services | Up to Rs.15,000/- in one instance.

from approved vendors as per approval of competent | f&'g @79 &9 15,000/- 34|
authority

AHI 8 wfaardt € Yeradh © wond Y=re3 fesase
3 TIe / o AR © fage © wafonrt § Hagdt
&l
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5 To place the Purchase Order to suppliers/vendors for | Up to Rs. 20,000/-
stationery, maintenance consumables, printing,
designing etc. Ju? 20,000/- 35
Replaced as : Approval of purchase order/payments to |
suppliers/vendors ~ for  stationery, = maintenance
consumables, printing, designing etc..

ACHG, Jy-gum™ € Quzar, fijfdar, faadif&ar
wife 58 RUEhT/feaaae & ydie nrgzg 2 o8 Up to Rs. 50,000/-
at—:ﬁtw'ﬁmrrﬂéﬂm’r a%r-awméruugmmérn u® 50,000/- 3

6 Expenditure on purchase of newspapers, Periodical | Up toRs. 5,000/- at a time
from the news agencies
) . fga =9 €9 5,000/- FUE 34
AHOY B 3 UiKiE3es, »Hegt & Hale

T3
7 Allocation of vehicles to Officials/ Officers and others | Full Powers
for local use against the approved tour programme yIhit yregt

Y53 o9 YAI9H © WEHD AESS 293 B8
WWW@@@SW@Q

8 Powers to reallot intercom telephones. Full Powers

9 Approval for Expenses on purchase of stationery / | Up toRs. 5,000/-
consumable items/ Repair & maintenance of Telephonic
instruments/ day to day requirements like
entertainment/ printing of visiting cards and other | gug 5,000/- 39
contingent expenses.

AT/ QU eAgw & vdie/C8ies W3 &
HoH3 W3 Jy-gum/ITe ¥ AR
HoEIAs/fefaféq I3z & sud W3 I3 Adeasis
HIfont TEl Hegdl|

10 To approve payment of Bills for Broad band/ all | Full Powers up to Rs.15,000/- in single

telephones/ Mobile Phone Bills case.
993 ¥3/A9 e/ Neds 3 e e ffgie | fHIw an €9 15,000/ I S
3G & Hegdt 2 w8 yImit yregt

11 | Addition: MFtHE®) Up to Rs. 10,000/-

Business Promotion Expenses on official meetings of
Punjab Infotech and expenses on meetings arranged in
office and at Hotels for Investment Promotion
Campaign

gue 39 10,000/-
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T "9 W3 f62H Y3HIS HJH B8 Te33 ™3 I
&8 a3 Hiféar =3 oo

12 | Addition: (WSHE®) Full Powers up to Rs.50,000/-

Release of payment for the advertisement bills (Punjab
Infotech & Investment Promotion Campaign) duly
verified by DPR

foraf3ag fast (Uay fteecd W3 fraernene
YRHS HidH) 38 39135 €t diEgiE (g eargr
fedtes 3rE)

50,000/- 3 &Mt ydnt uragt

(G) The following powers are sub-delegated in Legal Division :

Sr. Nature of Power (3wWg8d We Ued) Extent of powers Delegated
No AU IE yregt €t Jh

X

[}

1 To execute the lease deed/ conveyance deed As delegated by BOD

B HA3/T620A I3 § IHfIEE I36 B8
fA< fa BOD ©wrar Aftmr famr I3

Mr. Raman Kant, DGM (Legal)
v a3, St (Fes)

Mr. Sukhdev Singh, Asstt. Executive
H guee fiw, Aofed Srodsrdt

2 To sign /verify plaints /written statements and other | As delegated by BOD
required documents in any Court of law.
o & ES wEw3 B8 Ad & B TAsRH "3 | A< fa BOD gnrgr Rt famr 3
TA3H3/YAS d9& fBu3 fawe 3 I9 33

TH3=d! 3 TH3YS 36" |
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(H) The Common powers delegated to All HODs :
H'J HODs & Pt bt At uregt

Sr. Nature of Power (&MTd W'e U'<J) Extent of powers Delegated
No AU IrE yregt €t Jh
i)
[}
1 To issue performance certificate concerned Agency/ | Full Powers
Organisations/Department. yJdht yregt
U3 e/ AAEEt/fegar § I9gmat Aadifese |
RCIECHY!
2 To sign contract agreement pertaining to their divisions | Full Powers
on behalf of the Corporation after approval of | ygm yegt
competent authority. =

AHIE WEIS & Hogsl 3 EMIT IIUIHG T 333
g fadHet 8 HHO3 fagge "3 IAS™HT

dJdaor |

3 To approve and send the information to Government as | Full Powers
per record. yJht yregt
993 & wigHd Aga9 § 3+ AT <% Feadt §

HSFI AT
4 To sanction tour programmes of subordinate staff. Full Powers
yIht yregt
WIS ACE © ¢ YEIITH § Haga! 2 &

5 To sanction Sick Leave/Casual Leave/ Earned Leave/ RH | Full Powers
leave/ Leave without pay up to 10 working days to staff | ygt yregt
in the division. -
f3€ims © Ace & 10 sva fest 39 faat
g/ MH gSt/aHE gl /I gl /faet 3eEa
3 g Houd I3

6 To refund Earnest Money/ security Deposit of | Full Powers
unsuccessful bidders/ cancelled bidders. yIhit yregt

WHSS SElagt /e SISt SEiargt & e
JH/H e T I TUH 36 SE
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7 Addition (M3TH6S) Full Powers
The Summons received from Hon’ble Courts for usél MU=
producing the documents/record in Court. No
Permission shall henceforth be required to comply with
lawful orders of Courts. All necessary assistance be
given by all divisions to all courts.

HEWA WeB3 3 yu3 I8 His @4 3 &
TAgRA/fga3gt & dgc €9 UH a9
2.2 Powers and duties of other employees:

JI IIHTIM S yegt W3 FIS <

ACCOUNTS & FINANCE
dy w3 ez

S.no

LXK

Designation

nJcr

Duties
edd

1

Mr. Sandeep Kumar
AGM —cum-CFO

A Ay gHg
AGM-3TH-CFO

1
2.

Preparation and finalization of Balance Sheet of PBIP
Preparation of Budget proposal, Processing of sanctions of
Grant in Aid (Salary, Non-Salary, Creation of Capital Assets,
Investment Promotion Campaign, Startups) and its
approval from competent authority. Follow up with Udyog
Shakha (1&C) regarding issuance of sanctions and Treasury
for withdrawal of funds.

Preparation of proposal of revised budget as required after
consulting with concerned department and submitting it for
approval. After submission follow up with Department of
Industries & Commerce & Department of Finance.
Coordination with CAG regarding all audit work of PBIP
Filling of Income Tax returns & TDS returns within
prescribed time frame

Reconciliation of accounts like Bank account. Fees recd
from investors.

Checking & processing of payments of vendors & issuance
of cheques to vendors and concerned departments
Transfer of deduction of salary cheques to concern
departments

Providing Information to government department
regarding letters recd from them time to time for seeking
information

earendt & 987 Hie & f3nrg sgeT

2. 9Hc YyAS= § T8, wﬁﬁéswmrérw

@WM?WU@WMW J9-35Hg
Uit AUy €t fgme, ﬁﬁﬂmﬂﬁm ﬂamz)azﬁ
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<t foart B8 HogIMT treasury 3 3 HEGT AT S96 © AU
&9 ETUar 7 (18C) &S USE I35 |

3. AIU3 fesWl 58 ASJ HART' 36 3 9™ 33 WEH'I R
@Wéﬁﬁ@ﬂm@@namwuﬂ
W|Wméw@eﬁm@mmw&3
fesar &5 TB-NY I3 |

L. Wt Sordadt, @ A9 wifse anf © Aeg @9 2.4 wfse &5
NS

5. foRfg3 AH AH @ wiegd fesdH 29H fdeds w3 ASMHA
fgeds 3a&"

6. S '3 TII Hfp T NB-THe| faemar 3 3 © fgaras.

7. fea3d3= 8 Fus & Ag W3 Yfdfa »3 fesds=i w3
A3 feggr § 99 At F9&

8. Ioug @ T (& I3 & AYT3 99T § TSI S

9. AN-AN ?ﬂa@aﬁﬁ@ms@we@ HE!TTE!TE?THE?S’E‘@
HESS YT'S IS |

10.| Mr. Harmeet Singh
Manager

H g9z fify
N&Ag

1. Salary processing

. Deposit of TDS

3. Deposit of Pb. Development Tax, PF, ESI, Returns,
Generation of ESI Numbers. Deposit of GST. Monitoring of
fixed deposits, fixed assets etc.

. Group Health Insurance Policy for the staff

. Coordination with Auditors, Propriety Audit

. Providing of Information/ record to other Departments.

. Filing of reply during course of Income Tax Assessment /
Scrutiny & Filing of Income Tax Return.

8. Placement of surplus funds into FDR

9. Processing of employee payments of PBIP

10. Providing of information under RTI Act for PBIP

11. Delegation of tasks & co-ordination among the  Division

1. 3&ud T Yfdfanr

2. TDS ™ II&

3. Umg Utsh. feorm < d9F s9&7, Wile, St
facas, @A, S99t @ f5gHEl GST T—D—FE{E@?S'
Eaﬂsfswf‘?rc' Afag AUt wfe & foaradt

N

~N O 01 b

4, ﬂ?asérmfﬂazsﬁwum

5. WEed &5 IBNS, yygel wrfge -

6. %MEW@/WWWI

7. foaaH 29H HEEE / UFIE W3 fEaaH SaH faeds bs
96 © BTG Ay Teg I35

8. Tg<3 T FDR €9 udmieal
9. WEhEhl @ SoHTSt & FI3TS Yfafanr
10. Wwwmﬁazéﬁzm TS I

11. @éﬂaﬁe@amw@@awgﬁu?
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11.| Ms.  Deepika  Arora, 1. GST compliances of Punjab Infotech and PBIP
Manager 2. Checking of payments i.e.ITeG, Investor relations and
Admin etc.
fHA S 9T, ysud 3. Estate Accounting and coordination with PSIEC
) regarding realization of outstanding dues from allottees
4. Coordination in preparation of Balance Sheet and Notes
of Accounts of Punjab Infotech, PBIP and Consolidated
Financial Statement (CFS)
5. Preparation of Annual Budget
6. Coordination in preparation of Annual Budget of Grant-
in-Aid in respect of PBIP
7. Coordination in preparation of reply of questionnaire
during course of scrutiny by Income Tax Department
8. Coordination in preparation of reply of questionnaire
during course of scrutiny by GST Department
1. UAre fosecd 3 UeahwEndt S dmiAd user
2. I3 T A9 fAc fa wa. A g ., foend Aeg »3
YA Wirfe
3. W?WW@@WWPSIEC &S IBAS
3 HfeTT SUSTdt
4. YAy foseca, Udmmendt w3 g6ifg3 S Acene
(H'T*ﬂa*ﬂﬂ) émééﬁnﬁl—c’@méwﬁﬁ
5. Wsﬂ—c’érﬁwaﬁ‘, BoD Wféar 3 ufgst uSmie »3
WHS 58 35S
6. Wémﬁ?mﬁﬁ%émwé
gt iS'g Iens
7. WHES I R4 g UFIFE € B9 YHGRY © A"
& ot i 3oNs
8. TMIAS fegar endr UF3™S € 96 YAGRH! © Ae'd
& ot i 3OS
12 ms:g,;y verma 1. Processing of daily payments (Cash & Bank) and its
accounting activities.
0 Ao 2. Preparation of Balance Sheet
H*’T H =, 3. Day to day monitoring of accounts of PICTC & PBIP
4. Looking after the work of Group Gratuity, Leave
encashment, Group Superannuation and Group
Insurance with LIC of India
5. Processing of claim of Pension and other & submission
to PF/LIC Office in respect of Punjab Infotech and PRL
6. Arranging foreign currency and its distribution during
the course of Investment Tours of delegation of Govt. Of
Punjab and scrutiny and adjustment of Investor
Promotion Campaign Bills.
7. Providing of Information under RTI Act & Submission of

record on time to time.
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wnn

Assisting to others division for providing information,
record and its reconciliation.

. IS IS (et M3 5) W3 for St Sy Stfedv &
yfsfamy

93H Hie gT8F |

UorE A 3 Uidmrgndt © wrfant & Iaer fodrardt
FI3 T LIC T &S IGY JIdt, ¥ Moamie, Igy
Io5Hs W3 I S8H & I |

e fesecd w3 Uhyaiis © mEg 9 dons w3
Ule /et €39t § ofH 3R AT |

U foen Sfan T9s Urd Agad © S8HIeH 38 W3
feerl yeor T ydu aga 3 fore €3 w3 Sfan E96
3 {52 YIATs HidH fF8 & uz38 W3 AuHs|
I W © 3103 Aeaat YTr s S50 W3 AN-AA
"3 {9938 A 9|

AN A § Hedol T ©f AT, f9aas w3 frr
T NG fHeu

5. Mr. Mukesh Mittal
Office Assistant

Aty 38
TI3JI AT

g b wWN P

as N e

o

. Record Keeping.

. Updation of data in Tally Software

. Bank Reconciliation

. Monthly updation / maintenance of record of GST

. Processing payments & maintenance of record of CA
Empanelment under FCI

. Assisting in preparation of Balance Sheet and CFS of PICTC
and Subsidiary Companies

. Balance Sheet Printing of Punjab Infotech and Subsidiary
Companies including comparison both in English &
Punjabi

ISEICEASEE IS

28 Aecang &g 3T T ule

a9 NB-fHey

. GST = fgara3g < HfAd Wu3d<e / Jy-gu™
WEHME @ WIS CA UaBHc © faarazg & wierfedl w3
CEESEES RYCISUY

. PICTC "3 AIfea Suah & 981 Hie W3 CFS fawg
II& RO AT &

. foouas i3 wieAg It I3 I
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ADMINISTRATION
i *
S.no Designation Duties
BHSE | waer e
1 Mr. Pargat Singh 1. Publishing of Advertisement.
Manager 2. Tenders related with Admin Division.
3. AMC/ FSMA related work.
)q:T ygare iy 4. Fixed Asset Management.
X 5. Designing and printing.
6. Purchase of items used by Corporation
1. ferf399 yarfas sa&|
2. W3S f3d7a &% ATz 39
3. AMC/FSMA HEU3 M|
4. AfEI AUt ydua
5. famraféar »i3 fijfdan
6. FIUIHG ©HT =TI HEM THZN T Hde
2. Mr. Sandeep Sharma 1. PBIP Administration work
IPC Uit yrrAe © o
7 A mr
et Ut A
3. Mr.Vijay Kumar 1. Receiving of Inward DAK.
Assistant Officer 2. Keep track of courier.
1. SSYUS
Tt fer g 2. IImg T fimrs Jue
HITed Wigardt
4, Mr. Sandeep Grewal 1. Travel arrangements for PBIP
Office Assistant 2. Arrangements for official meetings
3. Management of official vehicles
H‘T Aoy J9e 8 4. Stationery distribution and purchase
T3t AIfed .
1. PBIP 3¢t r3d" Y=g
2. Migag3 Hifdar St ydu Agardt @9t T ydas
3. ACHGD! € €3 w3 Hdle
5. Mr. Harvinder Singh 1. Drafting Noting’s, Letters, bill payments.
Executive (1) 2. Assisting Manager in day to day activities.
3. Coordination in printing/billing.
H‘T gaféeg fiy 4. File managements.
et (1) 1. sféam, fIdmi, st T gz 3mg aga
2. I et Irdtfedt &9 ydud & Aofes daa|
3. fifdar/ fafdqr i'g 3snss
4. TEG YHTS
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10.

11.

8.

6. Mr. Parminder  Singh, 1. Assist IPC for PBIP Administration work.
Executive (2) et YiAs € ofH 8 IPC & ATTEsT I3
At ugfieg fiw,
gt (2
7. Mr. Ashwani Dwivedi 1.  File Managements.
Executive (3) 2. To coordinate with travel agency for organizing Logistic
);Ir WHES faegt arrangements for GoP delegations.
3. Assisting Manager in day to day activities.
Jrgrarat (3) | : d d
1. <8 ydus|
2. GoP IBRMG &8 BfrAfed Yda' T mirs S8
TITT BHH I IBNG IS
3. Iee it giEtfedh & ydux & AT a9
CAL-C
I5-Ft
S.no Designation Duties
WS | wiger ead
1. Mr. Rakesh Lakhani 1. Opening of New Franchise
Manager 2. Discontinuation of Franchisee Centres.
H:T IAH BHE 3. Cal-C Exams (Budget preparation) & smooth conduct of exam
N9 4.  Departmental Training Sponsored Govt. Schemes: Making

proposals and overall coordination for smooth conduct of
training.

Joint PGDCA: overall coordination with PSBTE.

Website Updation.

Introduction of New Courses/ Revision of existing Courses and
customization of study material.

Coordination in Procurement of Study Material.

Conduct of Franchisee Meeting & Co-ordination for Training
Programs

Advertisement: Budget Approval & Co-ordination for
designing & Release of advertisement

Co-ordination & Liaoning with External Departments (DoGR,
FD, Welfare Department etc.)

a8 AeBs -H ftmiet (gre & faurdt) w3 Jftmr &

feswait fasdl Agerd AURIS| Felh: fde © 5o
HO'8& B8 AH T T8RS W3 YASE 9578

HEa3 PGDCA: PSBTE &5 AHTT IBNS|

TgArde wu3el

&< JIA T A&aSt ag& W3 Ho< JIA ©f 7O 3
ACE AHIST § HEgEl i

wftmis IHIE & ydle €9 330
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10.

11.

12.

frreal Yarant B8 STa Wee 3 ToNG =

AERCTS)
fEH3T9: Sre & yadl W3 fenf3aa < fsareéar i3
sl o8t 3ons

faaen gAc Uges: fadaH ere Udes &9 Agdifade
Jd9H $ &Y II6 KU IBAB

I3t {391 (DoGR, FD, & fegq Wife) 5% 3RS

2. Mr. Rakesh Saini
Executive 1

I Iom ARt
FIAdSt 1

Opening of New Franchisee

Preparation of new agreements

Pre Exams activities

Post exams Activities

Short term exams on Monthly basis.

Procurement of study material

Issue of Study Material/Prospectus

Certificate: Preparation of Certficates

Verification of certificate’s for Departments/Agencies
0. Departmental Training; Coordination with Centre,
Compilation of training records.

ROo~NoaM~®N R

&<l eJuE & 53

&2 AHEfI €t {3t

i 3 ufgst @ arf3fedm

iy 3 gmie St ISt

HTRE g =3 8¢t fimre & fifemr

. wiftmles ST < Yt

A AHIE /yAdder Adt 9o

AI<ifede: Aadifaaet € fanrat

. AIcHede g ada W3 fegwar el A JJ6"
10. fegdit gl ; deg &8 3ong, fHusE faargst ©
HIBS|

o P N R W NE

3. Mrs. Vinita Bhardwaj
Executive 2

HH3! feal3T graeeH
SIASS! 2

1. Verification & Signing of Certificates

Registration of Students

3. Departmental Training; Checking of Application forms
received from the centres related to training

4. Renewal of Agreements

5. Examinations: Paper Setting & Evaluation (Includes
payment Processing)

n

1. YH'E Y33 < IAC W3 THIES

2.. fefenrggyt <& Ifarcrs

3. fegmatt findsel; fRuse &8 A9U3 degt 3 Yu3 v
TIH & Bfdar

L. AHSI T sE18Idds

6. Jfmie’; ug Ada W3 HaaE (I3 JATHI TS

)
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4, Ms Neeraj Sharda
Office Assistant

HA &fgA Tae
TI3JI AT

[

2.
3.

MIS preparation of the payments received from the Centre
related to Advertisement, Licence Fee etc

Intimation of pending dues to the centres.

Verification of GST Invoices, and all the payments received
from the centres.

Departmental Training; Checking of Application forms
received from the centres related to training and relese of
payments to the centres

Maintaining the expenses related to the Grant in Aid
received for conduct of training

Co-ordination of SCAP committee meetings for carrying out
expenses under the scheme

Issue of letters to Departments for release of pending
payments related to the trainings.

Preparation of replies to the observations of the Auditors

ferfzarg, sfern dn e ded 3 yus 9= S MIS
39 s9e

eIt § " FIBS © gueT B

GST feafert w3 ded’ 3 Yyu3 J2 AT F=3s <
ELSICS

4. fegraht st
5.

Tl @ WiFs 88 U3 Jfc fos 83 &% AeT uafomt
T fore 9uE

6. HellH ile udfont & YT SI6 &E SCAP anct e

HHETT T 3B

7. frugrdit &% HEO3 g 9P § Al 96 B

fesar $ U39 Adt I3

8. wrEtegt ¢ fadst © meet & f3nrg agee

5. Mrs. Navjit Kaur
Executive 3

o3 =3 a9
SgASST 3

o

1. Preparation of receipts of the payments received on account of
Royalty, Licence fee, Advertisement etc from CAL-C Centres in
form of Cash. Draft & Online payments.

Preparation of GST Invoices against the received payments
Departmental Training; Checking of Application forms received
from the centres related to training

Preparation of Paper setter/evaluator panel

Introduction of new courses/ revision in cal-c courses
Preparation of question papers if required Advertisement : Co-
ordination with centres for updation of contact details

1. st © gu €9 CAL-C ded’ 3 Ifesd, ®feAn dn,
ferfzgg »rfe © 3 €9 Yyu3 i3 93 S gAie &
2t 39ee W3 MasEs IS

2. yU3 I WIS © fedu GST feafort & f3nrdt

3. fegatt frugel; fHuse &% AYU3 dedt 3 Yyu3 wiae
TIH & ofdaT

L. NI ASI/HBIE 96 @8 Uas of f3wdt
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5. 3B-H I €Y &= AT & HIW3 /AT
6. Add 83 I< 3" YIs U39 39 a9 fenfaos: Auga
6. Mr. Amit Bansal, 1. Coordination with CAL-C Centres for Departmental
IT Assistant Trainings/ Sponsored Schemes
2. Co-ordination of faculty training programs under the
0t w3 9Hs, sponsored schemes
WS BT 3. Er_1try of Adm|55|_on forms in the Royalty Master Data
4. Dispatch of certicates
5. Rechecking of admission forms
6. Monitoring of CCTV installed at centres for smooth conduct
of courses/ training
1. fegaft frugmem/yuifaz Aeitit 86 CAL-C ded’ &8
ITNG
2. FUTASS A Wilis 2asc! sl YA+ & 3BHS
3. IS HACT 37 &9 TeT ggHt & wiedt
L. AgSfeaet & famg
5. TH® IH ©f HF HY
6. IR /fHUEE T AU HU'SS B¢ dedt "3 e 9
HIHAEET € faargrat
Investor Relations ( WTEt. W)
S.no Designation Duties
BH S | wger ead
1 Mr. Chander Jyoti 1. Liaison work with all Government Departments and offices
Manager (Liaison) assigned by MD/ HoDs, follow up for grants from Punjab
A geg 733t Government and tracking of legal files.
. 2. Keeping track of Movements/ approvals for all divisions
HorS (Bfems) going to CM, ICM and CS officer.
3. Tofollow up legal cases in the o/o Advocate General, Punjab
& Haryana High Court, Police Department etc.
4. Legal work i.e Notary Attestation, vetting of legal
Documents
1. MD/HODs ©MJ fagurg3 Ad Agddt fegdr W3 ea3dt
&8 IBAS T AN, UAg AIIT 3 It B aB-uU 3
SEA TEBT T U BIMGE )
8 IFIS/ T3 T fmires FuE|
3. nig<ae A6I8, UAd W3 Ifgws I dde, ufsH
fegq1 nife €9 TGS A 8 I8 U AT
L. SES SH R fd St 3RS, gl TSR € Ay
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2. Ms. Harleen Chhabra
Manager

A I98I® gaF"
N&Ag

w

To assist and coordinate for the activities related to Investor
Summits/ Meets and Roadshows

To ensure preparation and content updation of the
Corporation website.

Preparation of the information related to the
achievements/CM Speech/FM Speech, SDG Goals and supply
of the information as required by Govt from time to time.
Engagement, Management and Coordination with Knowledge
Partner and Institutional Partner for IPC and Summit.
Maintenance of the Records related to Budget and Expenses
for Investment Promotion Campaign

1. foord FRSGs /et w3 33 PN &5 FYU3 JiSifedmi 58t

A3 M3 IBHS IS

2. FIUIHS < SHAEC & WU JIS |
3. W/wmm/ﬁaﬁﬂm SDG S w3

FIEISFHEM{‘EFFMFM ?@aﬁéﬁwér?s AUSTE 95
O3 AEardt 3 aga

L. WERRAR W3 ANSs 38 famMis A" W3 HREa3 Afgsan

T AHSMNZ, YHUs W3 IBAS|

5, mmmww@w@w%m

foarggt & Ag-Hos

3. Mrs. Nitika Sharma
Manager

REE]

To assist and coordinate for the activities related to Investor
Summits/Meets and Roadshows.

Coordination for the release of salary etc for Social Media
Team for Deptt of Industries and Commerce

Content Updation of Department of Industries & Invest
Punjab website

Engagement, Management and Coordination with Travel
Partner for logistics arrangement and Institutional Partner
for IPC and Summit.

Assistance in preparation and updation of the promotional
materials(sector specific collaterals and district profiles) and
quarterly Newsletter for Invest Punjab

Maintenance of the Records related to Budget and Expenses
for Investment Promotion Campaign

1. fomd ARG/ /Hie W3 I3 I &8 AYT3 JiStfedt 8

ATTE3 W3 3BNS JI& |

2. GTUaI W3 T fesql 58 ARG HiShT S S8 3aug

g 73 9d6 B8 IBHS

3. faugenc g fBsredia W3 feaere Uay & S9Ade

WYUI< SIS

4. 3BfaAfed ydu 88 <38 uead v3 Bfarfed uesd

& IPC W3 ANSS B8 IEM3, YHU6 W3 SBHSI

5. mmmmm<mmm

@WW)@MWWW@
wWUZe aJs £ AT 99|
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6. fo=H YSHIS HiJH B8 Src W3 HIfo &8 A3
ISECERS RIERIER]

Mr. Venay Kumar
Executive

7 e Hg Fgraat

4,

5.

1. Assisting in preparation and distribution of quarterly news
letters of Invest Punjab.

2. Assisting in collecting deliverables on timely basis from KPMG
(knowledge partner) and organizing review meetings

3. Assistance for the Punjabi translation of the requisite
information like speeches for Governor/Finance Minister and
Vidhan Sabha session replies etc.

4. Coordination for collating information/calling for content
required for preparation of collaterals/sector profiles

5. Filing & Record Management and Record of Inward and
Outward Dak of IR Division

6. Assisting Managers in IR Division for day to day activities

feesere Urre © fanrdt mrgrg U3st § g ad6 w3 d3¢
&g AgfesT aga
NN (78H Uead) 3 AN g f3dieoys frds™ a9
3 MR ST © Wirs I96 €9 AT age
SFS ArEarat fAR IAUs /23 H3St © s w3 fegs
S AHG © A wWife @ UArst waee S8 Ao
AU/ Aees Yeast & fanrd 38 341 aHae 38
Aedat /I3 BE 3BTRS
WEMg f3iHa © wied W3 IJd1 39 © S8 Bdl W3
fgargz ysdus »3 f9aas

6. I it ISt B8t IR f3diHs &9 ydua & morfesr

EIe

ITEG
RG]

S.no
bVh

Designation
njdk

Duties
col

Mrs. Shweta Trehan
AGM

8.

1. Overall management of IT procurement and e-gov. projects
undertaken by the Corporation.

2. Procurement of IT equipment to various departments of
Government of Punjab

3. Procurement of Smart Phones for the Department of Social
Security

4. Supply, Installation, Commissioning and Maintenance of
CCTV Surveillance System at Punjab Vidhan Sabha

5. Web-streaming of Audio and Video Elections

6. Comprehensive Annual Maintenance Contract (CAMC) of
Digital Conferencing System DCS) for Punjab Vidhan Sabha (PVS):
7. Supply, Installation, Commissioning and Maintenance of
CCTV Surveillance System at 459 Police Stations in Punjab
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8. Business First & EODB related works of PIU

9. Open Network for Digital Commerce’ (ONDC)

10. Digital Signature Certificates

11.  Co-ordination with Govt. user Deptts.

12. Website related work

13.  IFMS (Integrated Financial Management System) & IWDMS
(Integrated Workflow & Document Management System)

14.  PWIMS (Public Works Information & Management System)
project

15.  Pending issues of PGPMS

16.  Any other work being assigned from time to time.

1 W& Quads T Hdteed W3 IIUSHS ed’ H A3
JE 8-I= Yriac T AT YIus|

2. UrAg AJd © fY-2Y fegar © & T Qudds & vdle

3. AR g fipr fegrar B8 Avge 2o & e

4. e fegs Ao fod MACS fodiaat y=rat B8 afantt &
UGS, BACSHS W3 JH-IuMi|

5. 9T & WG 3 AAE F-ASHA

6. Urrg fegrs AT (PVS) Bet ferles IraedHal fHACH DCS &
fenyg AsTET FH-gum feagrga™ (CAMC):

7. drre © 459 UfBH AeHS &9 AR foaardt yerdt €t
S T AUSTE, HEUE, T8 W3 JH-IH™

8. PIU® fad&H @Ac W3 EODB ASU3 aH

9. fartes aHan BE Gus &eeax’ (ONDC)

10. fsvite® eA3H3 AIfede (DSC)

11. A9a9 € @Y Y fesqr € QU3 &5 IBAS|

12. TIAEIC % AYU3 SH

13. IFMS (8slife3 RSt ysus fAreH) w3 IWDMS (8sifa3
TISESH W3 THS=H YHUe THACH)

14. PWIMS (USfSd =9aH fraganme M3 Heare fHreH)
Jrde

15. PGPMS © S He

16 . 7H-AX "3 i3 7 fgar 38 I3 aHl

2. | Mr. Ashish Puri
Manager-I

A TR
NEAI-1

1. Supply, Installation, Commissioning and Maintenance of CCTV
Surveillance System at Punjab Vidhan Sabha

2. Supply, Installation and Maintenance of Additional
Networking Point in Assembly Hall of PVS, Chandigarh

3. Installation of video wall in the assembly hall of Punjab Vidhan
Sabha

4. Redesigning, Redeveloping, Content Management for Website
and Mobile app for Punjab Bureau of Investment Promotion
(Invest Punjab)

5. Procurement of IT equipment to various departments of
Government of Punjab

6. Study and evaluate RFPs/Govt documents from different
Departments/ Organizations

7. Websites and IT
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1. Redevelopment of Punjab Infotech website
Punjab Infotech Employee email Management

3. Management of Registrations and renewals of
domain names

4. Management of Punjab Infotech Website,
Purchase/renewals of VPS servers

5. Delegated Administrator for managing Punjab

Infotech email accounts on NIC
8. Other Activities
(i) Member - Technical committee for tender evaluation
(ii) Guide Tech Executive in PICTC Network Troubleshooting
and maintenance
(iif) Comply with various directions of Govt of India regarding
Digital India Initiative
9.  Any other work being assigned from time to time

1. g feos A9 el AR faaramat yedt & Ause,
AEUST, T W3 JH-Iu™|

2. f" feos AT, G3NTF @ wiAEE! 5 Rg g esafdar
yrfie S AUSTE, AETUST W3 JY-gu™|

3. A feos AT @ wATE! o3 9 d316 @3 sarge

4. Ume f9@3 we feashade Yins (feasne Urme) 58

Fart e

5. UA™ AT © SH-2Y fesar @ s T Quadst ©f udle

6. =H-IY fegarAAE 3 RFPs/AIATS TA3=HT T wiftms
W3 HBIE aI&T

7. <THAEE w3 wEtd

() Ure fesddd TgATEE T T feaw

(i) Ure feadlda € FovTIM € 8 yHus

(i) IfTACITS' T Ysus w3 306 & € SEISlads

(v) Urg feseds Tamdic T ydus, PS AIeS @
HIle/aISidas

6. NIC '3 UAg feaedd €his wisw € ysus s fean

ysog

8. JI ISt

() 333 yoiaE BH IS DS T HEg

(i) PICTC &'cega A=t Mifimrr T fauerar w3 Ju-gum &g
IS FrgAarat § IET TI5T

(i) feviies & Ufgsaeit 99 393 Agagd © SH-=H
fogem & use wdlat g ger

9. MA-AA '3 &3 7 fgor adt Ig
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3. | Mr. Raghuneesh Rattan 1 Web Streaming of Video and Audio for Elections in State of
Manager- Il Punjab.
2. Study and evaluate RFPs/Govt documents from different
H JWSH I35 Departments/ Organizations
N 3. Member of Technical Committee for evaluation of Tenders
NSHI- 2
1. Jre g7 &9 I @) o 3d d36 w3 A6 & <9
AGHHIT |
2. Y- fegar/HAE< 3 RFPs/AIASt e & Mfitis
W3 HBFE IS
3. 23T T HBaE B Ikl Nt © Heg
4. | Mr. Inder Sethi 1. Web Streaming and Recording of Video & Audio for Elections
Manager- 1l Deptt.
2. Procurement of 28,515 smart phones under Poshan Abhiyan
0 ffeg 738t 3. Preparation of Agenda & MoM for Steering Committee , Issue
N Resolution Authority, Project Review & Monitoring
N&TI-3 Committee for IFMS-IWDMS, Management of Funds flow
Statement
4. Tender opening & Evaluation committee member
a. Creating -e-tender ,Corrigendum

b. Opening of e-bids (PQ , Technical &Financial)
5.  New Cal-C center opening committee member

1. T fegar &8 6 "3 wIAE & <9 ASfHa 3
faerafsan

2. UmE Mf$s 33 28,515 AHTE 2 ©f HaIle

3. AIfda i, ﬁnéﬁf%s@ﬂ?swa—a IFMS-IWDMS &gt
Jae Mifmr w3 fagigral anidt © B8 fiaeH 62 Hifd
o fanrst g, 357 @ Y=g ATl T YHUs a9

4. ésaﬂww@waﬂééﬂga
a 8-239 Corrigendum T=8=
b. E-Bid &= (PQ, 3dieh w3 &)

5. fo@ as-H Aca Guféda st & Hae

5. | Mr. Hemesh Gupta a) CAMC of Digital Conferencing System (DCS) at Punjab Vidhan
Sr. Manager IV Sabha.
H IH\ Jus (b) Supply, Installation, Commissioning and Maintenance of
&I N&HI-4 CCTV Surveillance System at 459 Police Stations (PS) in Punjab.

e fegrs 73T fe f3rile® draadfrar fiAeH (DCS) <
CAMC

(b) A= T 459 YfSH ACHS (PS) fou AAd< faaarat
YTE & AU, AEUS, I8 W3 JH-IHM|
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Mr. Gagan Sharma
Manager- V
H IETS HIH

N&Ag

Project as assigned like

1. Digital Signature Certificate Class Il

2. Implementation of various works of Department of Industries &
Commerce — ease of doing business work related to KPMG, NIC &
web hosting etc.

3. Member of Tender opening & Evaluation committee

4. Member of Technical committee

5. Procurement of Smart Phones for the Department of Social
Security

6. PWIMS (Public Works Information & Management System) project
7. Open Network for Digital Commerce (ONDC)

fsguras a3 wighg Yrde e @

1. f3Hc® eA3y3 AIcfcade a&H 1,

2. BTud W3 T=A fegW @ Su-2Y S § &g J3& 8 e
381 faadA- KPMG, NIC W3 29 IAféd »rfe &5 Adu3
Jract 3 o1 nrfal

. 339 38z w3 yoiaE et © Neg

. 3k NS © A9

. AHAS B fesar o8 AHde @& < 5T

PWIMS (Uafsa e9an fesganms Wz Horre fAreH)
Jrae

[o2 ¢ I S OV]

) %ﬁwww@%m(ONDC)

\‘

Mr. Gaurav Bhargav , Joint
Manager ( on Deputation )

A dige I9qe, Hyas
HEFT (3YCHS *3)

. Open Network for Digital Commerce’ (ONDC)
2. Comprehensive Annual Maintenance Contract (CAMC) of Digital
Conferencing System DCS) for Punjab Vidhan Sabha (PVS)
New Digital Conference system for Punjab Vidhan Sabha (PVS)
4. Involvement in other IT related projects time to time

w

. Bys dcegd 9 f3dies IHIA" (ONDC)
2. Ude fegs Az (W) 58 ferites draedfHal fAreH
DCS T feoud ASTaT JH-Iu™ feagrga ™ (CAMC)
3. Ume feos AgT (EMA) 58 o< f3riies daedn Yt
4. RN 3 e o AYOS 99 e T M

Mr. Ashish Vijan
Executive -

o o fers
FgdaII- 1

Coordinate with Manager on Projects assigned

fsguas Jrge 3 NoEAd &8 IBNS IS

Mr. Munish Kumar Executive -
Il

T HAH SH'I IgHSSI-2

Coordinate with Manager on Project assigned

f59ua3 Yrde 3 N&Ad &8 IBHS II&

10.

Mr. Nitin Sharma
IT Assistant

Coordinate with Manager on Project assigned

f5aua3 Yrde 3 N&Ad &8 IBHS II&
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i faf36 mawr
gl AT
LEGAL
(Bers)
S.no | Designation Duties
GEIRCCEY CLL]
&
1. | Mr. Raman Kant 1. Toattend court proceedings in person as per requirement.
DGM(Legal) 2. To get the eviction orders from the competent court, of an
H 9Hs 93 unauthorized allottee from the plot after cancellation of
*ﬂ o 24 allotment.
(FQa) 3. To engage a counsel to contest the suit for any legal issues
pertaining to PICTC after approval from MD.
4. To vet legal agreements to be entered into with various
entrepreneurs.
5. Filing of documents in the courts of law.
6. Give legal opinions as and when required.
7.  Dealing with Advocate General Office.
8. Legal notices to defaulters.
9. Legal work related to PBIP
1. &I WA fendIe3 39 "3 "EES ageEm g Iwa

=

2. MBTTHE IT JT 3 ¥MIT UB'E 3 Wanfaargs Wa'dt & AN E

3.

WETB3 3 STHE © gSH Y3 936 S|
MD 3 Hagsl 3 ™ PICTC &8 AEO3 foan & rdat Hient
BE YT T HA'HST II6 B8 S TET § AHS SI&|

L. -2 G &8 13 AE T8 gl s € Hie S5
5. G WSt (€Y TRz Ted SI6

6. 837 Oz 3 el ge e |

7. 32T HGIG TE3I &' AEUS M IIS|

8. fgT®ed & Idal Sfenl

9L Sl 58 A3 g o |

2. | Mr. Harpreet Singh, Office
Assistant-1l|

0 I3 fHw, TIsdt
AIfeS-111

n

No gl w

2.

3.

Put-up noting & drafting w.r.t to court cases.

Deal day to day PUC’s received from Department of Industries
& Commerce.

Deal fee bhills of Legal retainer and other Advocates.

Deals RTI related to Legal Division.

Typing /filing Documentation work

Updation of court cases monitoring system.

Custody of Legal Files.

WSS AR B S M3 HIF IINT II&F |

@Tud W3 IHIA fegar 3 YUz J2 PUC & I S8
I35

BII% fadad W3 I M3 ol SR © 55 § S a3
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N o oA

IS f38T6 &% ASO3 Wid. AW IS I36 |
2EUd /T EfEd e A= o |

eSS € foeaTdt yergl § wuge s9a|
Fal TEE & IHSS

QMPR (fa€ whi it nra)

Designation

(=)

Duties
edd

- T az

Mrs. Neeta Walia,
DGM (QMPR & HR)

HHST a3 g

NERNEANEC)!

Ftftohy ( 9@ whi W wrg

®

2.

3.
4.

=

New Recruitments activities,

Service matters of regular employees such as promotion,

ACP, LTC, Ex-India Leave etc.

Exit formalities, Relieving, No dues etc. of employees

Payroll attendance.

Inquiry Cases /Complaints cases.

Providing Information to government departments

regarding letters recd from them time to time for seeking

information

7. Contract renewals activities, dealing personal cases/
representations of contractual employee’s

8. Show Cause, Explanations, Appreciation Letters, Warning

Letters, Relieving, No dues etc.

n

o gk w

KEANG

IJAH; &R AHS JIT oo & Ufen, wiarefia W3 mmedt
EECICSERS LS

fouH3 FoHTOMT © AT HHS fi< fa 33at, ACP, LTC,
Ex-India g<l el
JIHTSIM St IR 3 II9 feassr, I3 B, o8
garfen &t wrfe

OIS THIA

T © HHS /fiiarfest @ 3|

eSS YT IIS

7. fEITIEN T sldads o JiStfedmf, ST dIHIIM

B fod e/ yStifetm &% sff s
I3, AT g wifa)

QMPR
1.

Organizing HoD meetings including preparation of agenda and
circulation of MoM

Issue of Govt. circulars to the concerned divisions/collating
information and send to Govt.

Member of various committee of Punjab Infotech

Schedule trainings for employees
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QMPR

1. 83 & f3nrdt w3 MoM © AIIBHG AAS HoD Hifdar =
WUHAS II&

2. A T Y AEU3 f3Sine § AIS®d / Areard fed &t 536
W3 HIST & 3

3. YAy fiaeed & @4-dy INdl © iag

L. IIHTIM B fags T AH fogags a9

2. | Mrs. Dimple Bansal, AGM
(Sectl.)-cum-CS

(AI393.)-aH-FAt A W3
76 FE& wigardt

Assisting DGM and supervisory starff for the following:-

1. New Recruitments activities,

2. Service matters of regular employees such as promotion,

ACP, LTC, Ex-India Leave etc.

Exit formalities, Relieving, No dues etc. of employees

Payroll attendance.

Inquiry Cases /Complaints cases.

Providing Information to government departments

regarding letters recd from them time to time for seeking

information

7. Contract renewals activities, dealing personal cases/
representations of contractual employee’s

8. Show Cause, Explanations, Appreciation Letters, Warning
Letters, Relieving, No dues etc.

ISESAEE e

+

% A3 S96" W3 I&' e 3 S el Hee < foaTrat

:

1. &< 33 S JISifed, &< IIHTIM © ATHS Js o
IJAH; &R AHS JIT oo & UfeH, wiaefia W3 mmdt
EECICSERS ICLSC!

2. fouH3 IoHoIM © AT HHS fA< fd 394, ACP, LTC,
Ex-India g<l el

3. JIHTOM St gRH 3 999 feassr, II3 B, Jd9

garfen &t wrfe

L. OIS THIAN

5. #g e HHY/fafest @ HHS|

6. FH-AY "3 AIASI fegqr § 85 €8 et It gust w9
AESI YT's AIST

7. oI ga™ © aaldas e JiSifedf, da e IaHgaMi
© for S /St &% sfiee

8. d95 TH, WUHAEIs, YA U39, I3wE U3,
II3, JE gafanr wifal

PIO

1. Dealing RTI applications, 1% appeals, 2" appeals, Supply of
Information to Govt., RTI Manual etc.

RIS

1. WI.AE. g, Ufgd sadis, Tl slls, AId9 §
oo & AUSE, Wa.Awd. Agns wife T fsuear S|
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3. | Mrs. Sarita Kondal
Office Assistant-Il and APIO

Te3dt AgfEaE-11 W3
AP10

HR

1. Putup all types of cases of Contractual and Regular Employees
( Office Orders, Circulars, complete cases of annual and Special
Confidential Reports, Annual Increments, retirement cases,
including, No dues, Full and final Payment)etc.

2. Maintance of service books of Regular employees.

To Maintain Leave record of Regular employees.

4. Custody of (i) personal files of contractual employees and
regular employees (ii) closed files of Contractual employees,
Regular employees and General Files and (iv) Current General
Files

REASIS]

1. dadgde W3 fEm3 SaHTaM € A aAT § IR S9'
(T3S RN, AIIBY, AES W3 feRH U3 fouget € U3
an, Ase @, faefeane an ) wfe

2. ITYBI IIHTIMT Bt HIfeA o & AS-HIS|

3. JYBI AIHTIMT € g © f9arad § arfer Jum

4. (i) 34 "3 I8 FIHgIM W3 fauH3 ggHTImit S fe T
TES (i1) 3d T IIHTIM EMf e IS, fSuH3
SIHTIM W3 HGIS TES W3 (iv) e AGdS TEs &
HI e

w

API0

1. To putupRTI Notes and replies of applicants.

2. Follow up with Divisions for Information.

3. Filling, Record of RTI files and other day to day works of RTI.

1. fasarat @ Wi, @t el Ser W3 e UgE 39|

2. AEddt B8 38T o8 Use J3|

3. 9. AN TES $ 33, 9aIg d9% W3 w9 dord ©
J9 I B Sl

4. | Mr. Mahesh Rawal
Office Assistant-I|

T HIH IS
Te3dt ATfEa-11

Assisting HoD in day to day activities

DAK Management

Coordinating for HoD level divisional meetings

Procurement of stationary, Stationery & Stock register for PBIP
Typing work

Maintaining biometric daily attendance

ok wh R

1. 3T e IrSifedg €9 HoD < AIfesT ag&"

2. DAK Y&

3. HoD UTdt f3siaas HIfSar St 38ns aJ&"

4. PBIP IE ACHGS!, ACHGS! W3 ACE IfHACT ©f Hale
5. 2TEIfiar T &

6. I Ffetifed owdt § gerdt FuT
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5. | Mr. Rohit Sharma
Executive

Tt I3 HIH
EACREIS

Leave Record of contractual employees
Telephone Bills entry

Attendance for salary

English Typing and filling work

PBIP work

arwdPE

3 "3 I8 FIHTIM T gl T f9da3
2Tes fFE & wiedt

36U BE It

NIFH eafiiar w3 fafSar & aH

PBIP T aH

M=

6. | Mr. Harpreet Singh, Office
Assistant-1l|

0 I3 fHw, Tasdt
AIfeS-111

1. Dealing with HTC and LTC cases of Officers and Officials
of the Corporation and maintaining record of HTC and LTC.

2. Dealing with the contract renewal of outsource employees
and maintain their service record.

3. Provide RTI information of HR Division to PIO.

4. Dealing letters related to invitation for
training/seminar/workshops.

5. Dealing representations received from contractual
employees of Corporation.

6. Verifying & check the telephone bills of all contractual
employees at Level 2.

7. To deal all requests received from Outsource employees.

8. To put up PUC's received from Government Department
regarding various types of letters.

9. To put up monthly information to employees to Department
of Employment Generation and Training.

10. To put up PUC’s related to complaints.

11. To provide quarterly return information of the employees to
the State Employment exchange.

12. To maintain record and data updation in iIHRMS of all

employees i.e. Regular, Contractual and Outsources

1. TIUTHS © HGIIM B HTC W3 LTC HHEW &8 sfise
W3 HTC W3 LTC & foaras & s Sz

2. MGTHIHA FIHTIM B feddda™ € SRdiaas &3 aid e
"3 GI& € AT 998 & Ifer Jue|

3. M€ & e f3dims & wadhrd Areardt Yers I3

L. g/ mieg/egemut B8 AT &8 AEU3 U3ad ©
fouea

5. IIUIAS © & *3 I¥ FIHTLOM 3 YUz YEifeus< §
foyege

6. UTd 2 "3 A &d T8 JIHTOM T Hles 98 & Ag w3
A8 J9o'

7. MGTAIH JIHTTIM 3 Y3 A 9a3Mf § o o S|

8. Ty-2 famt © Y3I* 93 AIaa fegrar 3 yuz g
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9. I G3U W3 fiwd fegar § IoHeaM § Hdla=a
BRECIESS
10. st &% AeTs LG A,
1. AT fugfede Warsn § sgxoa & faurdt eudt &
eSS YT AIS
12. H'S SIgHTIMI € iHRMS 29 foaras w3 3 wuge § afed
JuE B8 = & fomz, fodgge™ w3 W@cHaA

Assistant Executive

HHST I IHSt
AIfed gt

SECRETARIAL
AS 333
S.No Designation Duties
BHS | niger ead
1 Mrs. Dimple Bansal, AGM | prepare agenda, MOM of Board Meetings, Ensure execution of the
(Sectl.)-cﬂu m-CS. decisions and Corporate governance , filing of periodical returns
4 with Registar of companies, handling of affairs of subsidiary
Bt (3 S393.)-aH- companies PRL, SME, PVCL & PVITL and other secretarial
A compliance.
993 Hiféar & 2H3™ 3 MOM 3 ggaT, A w3 Frglde
JRISH § T II& Wl Heger, IUsh T IfTAcII &8
M-AN "3 fdeds I9&7, Agfed duat PRL, SME, PVCL
W3 PVITL & HHIE § Agwe w3 I9 A 393 & Use|
2. Ms. Neeraj Sharda, Office 1. To Assist HOD in day to day work related to Secretarial
Assistant Division.
1A S0 I, T©e3g | AA 393 3916 &% AYU3 Ia& © JH i[9 HOD w3 AGM
Sectl) T AJEI II&'|
AIed ( )
CHAIRMAN STAFF
IWONs ATS
S.No | Designation Duties
BE | wiger ead
)
1 Mrs. Raj Kumari Drafting/Filing Letters and Documents for Chairman.

Dealing with walk in visitors at Chairman Office.

Attending and exchanging Phone Calls and Web based mails.

Arranging Appointment, Accommodation and Tour Programs

for Chairman.

5. Preparing Attendance, Dak and Dispatch work as and when
required

6. Maintaining petty cash and routine day to day

7. Punjabi Typing as directed by others divisions.

1. ONING B fgah W3 THI=T © HIF 3 I367 /TS
I3

PO
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ING Te3d oY T o feded o8 afd o

NG B He a3, f9ofen W3 g3 JeH & Ydd I35
370 "3 g, m@@nﬂaéawsﬁwaaaw
WWWWWWWW?;S
e gHEr

7. I3 fegr gvgr fagefis Unrdr erdififan

wn

oo s

INFRASTRUCTURE
(fEsea)
S.no Designation Duties
BH S | wiger ead
1. Mr. Raman Kant 1. To execute allotment of plots and sheds.
DGM(Legal & Infra) 2. Execution of lease deeds and conveyance deeds.
H:T JHG '3 3. To take action as per letter of allotment / land allotment
TN (TS 3 policy in case of non-compliance of terms and conditions
g - of LOA.
) 4, To review cases related to mortgage, change of
constitution, conversion and transfer of plots/sheds etc.
1. yget W3 13 & wiiene § 388
2. B Si3d W3 A Fi3d § & d9
3. LOA T fouH W3 HIS' ©f USe & JJ6 ©f AfESt €9
wIrede / s weTeHe A3 ©® U339 - WA I9es I35
L. ¥99m, HAfers € 39, uzgTel/A3t & 3ESe M3
3ITEY e &% AEU3 HHE & mitfemr agaT
2. Mr. Yogesh Kumar 1. putting up the files related to infrastructure division.
Executive Assistant Eaea Ay A9g3 fest & ye " I3 |
q ueE g agAadt
AJfeq
3. Mr. Sukhdev Singh 1. Infrastructure division file works.

Assistant Executive
i guee iy,
AIfed Srgaarat

ogg Ay A9u3 ofest T aH
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STARTUP PUNJAB CELL
S.no Designation Duties
BH S | wger ead
1 Mrs. Dimple Bansal, AGM Scrutinizing and forwarding startup and incubator
(Sectl.)-cum-CS applications, overall in charge of SRF and related
Hnist fus Ss, S work/coordination, I$udget (_)f Startup C(_all, Cogro_llnatlon
(ﬁ“asa) and work related with Punjab Innovation Mission and
Fund, Scheme.
Aegen 73 fesfageed "hudians & Ag W3 4 3AE,
SRF © AHOT ffogn W3 AEfU3 dH/3BNS d3a7,
&% HEO3 aH|
2. Mr. Shyam Sunder Arora, Outreach events and financial accounting/ cell budget.
Joint Manager wEedg frden w3 £ duadt,/ 78 gvel
;7o Heg waT
. .
3. Mr .Amar Pal singh e Qutreach events Market  access

Joint Manager

i wiHg us friy
AEa3 YsOd

including
programmes. Will assist AGM in work related to PIM
&PIF.

e Formulation & Associations with institutions
/organizations engaged in Startup Eco-System.

e Social media and publicity.

e Running various incubator
incubator networking.

e Coordination with mentors and review.

e Access to physical infrastructure/incubators R&D
centers ,innovation hubs etc.

programmes and

o HIHE UJT JIEH AN WETIY AHEM| Uiy w3
Uhdhie &% AE03 9H &9 AGM & A3 aga|

o FATIMY Ha-THACH &9 39 e/ il 578

o HES HFh w3 yg9

o Y foalageea Yot 3 feafageca seeafdar §
Ereuseall

o FEIAI FF IBNS M3 HAHTEM|

o 33 glemel T8/ fgdca’ @ 9A w3 feaA ded, aeios
gt wfe 39 ugal
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Mr. Salil Kaplash, Executive
Assistant, Startup Coordinatot
-1

1 Afss qusT™,
Jrgrardt Aed,
ASgeNY IMISI&eI-1

All outreach and events related work.

Coordination with institutions / organizations,
Startup  programs/boot camps, hackathons,
workshops, interface with incubators, MOUs and
connecting with mentors.

A WETTY W3 AT &8 HEO3 oM

HAES /HAES &8 IBNG, ASgeHY JIITH/ g A,
JarEs, 9aHY, foafagecd’ &8 fegen, Mou »3
ST 8 g3

Mrs. Gurpreet Kaur, FOE,
Startup Coordinator -2

Will work with Assistant Director for all Govt
Department interface/work.

Startup Registration, fiscal incentives and initial
scrutiny and forwarding of application, Support to
women-led startups, Budding Entrepreneur support.
Incubator registration and incentives.

A AT fegar © fBcger/dH B8 Agfes Ifeddcd
T aH IS

HIES, 8338 ol migaEs| feafagacg Ifancns w3
YIAIS|
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2.3 Rules/orders under which powers and duties are derived:
Sr. No. | Name/Title of the Documents Scope
BH S | T3 T FH/ AT Y
1 Service Rules of the Corporation | Posts under the Corporation, Recruitment and
FTIUIHS © B fotH Retrenchment, Termination, Seniority and Promotion,
Retirement, Pay and Allowances, Penalties, Suspension,
Leave Rules, PF Rules, Bonus, Medical Rules, LTC, Gratuity,
Advances, Delegations etc.
faa, 3T M3 &dt, TS, HeMIs 3 3
g<t © fou, Uhle fsur, S&A, AIEs fou,
2 All the volumes of Punjab Civil | Establishment matters of employees and/or where service
Services Rules, Govt. of Punjab rules of the Corporation are silent on any particular matter.
U A3 © U fHes IIHTS © HHIEW & A w3/A 8 I9Udns © AT
Fafefim g8m, 1970 S | 1O 190 T S *3 gu 96 § 7eriis 395
THEMH
3 Decisions taken by Board of | All general matters or any case in particular including
Directors in meetings delegation of powers.
S WH HHS 7 fernd 39 "3 Ut © AU AR3 38
993 Mg STedsedd end’ @ W
4 Instructions issued by the Govt. All general matters or any case in particular.
AIAd €8 A Jefe st A MH HHS 7 UH 39 "3 38 & HHS
5 Right to Information Act, 2005 Matters concerning obtaining of Information from
HO& © wigarg wge, 2005 divisions of the Corporation and supply of information to
- the applicants.
FIUIAG I 38wt 3 AEad YUz I96 5%
AHU3 HHS €9 fadard § Hos’ Yors 99|
6. Punjab Transparency & | To ensure delivery of public services (notified by Govt. of
Accountability in delivery of Public | Punjab) to the citizens in a more transparent, timely and
Services Ordinance 2017 accountable manner.
uafsd AIfer wadtsn 2017 | &EIfgS § 203 Udedrl, A fHI w3 Aeeed 29158
N H63d AT (UAg Agdd eg Witafg3) & musE
< Aygedt €9 uAy A = =
- $ weltal gEgE
YIeIH3" M3 Aer=Td
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7. Land Allotment Policies issued by | To deal cases of Land allotment and related issues for
Govt. of Punjab From time to time | plots/sheds etc. in Industrial Estate, Phase VIII, IX and
Sector 67
JAe AIdd @a AN AN 3
Tt A mis mgede A3 | BeERfad wHee, 2@ VI, IX W3 Aaed 67 &g
Ugret /A3t e 38 miis S wisTene w3 Feg3 Hient
&8 ofd oc Bet
8. Acquisition and Disposal of IT | Matters related to ITeG projects
Resources —Policy
IT 733 < Yyt »3 foues
- &St
9. Infrastructure ~ Norms,  pre- | Matters concerning CAL-C Franchise Centres For Students
requisite for running Cal-C Centre
Prospectus fefenrggm B8t CAL-C SJ0d aed’ 8% AEO3
HHS
T8 A yrlae gfen<! g9 ©
HUEZ, o3B-Hl Aed o88s
BEl yge-84ie 96
YAUdeH
10 The Punjab Transparency in Public | For procurement of products and services
Procurement Act , 2019
The Punjab Transparency in Public
Procurement Rules 2022
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3rd Manual: Procedure followed in decision making

AT Ngnis: A% Bt €9 s ardt Yfsfanr

a. Process of decision making: All the files/cases/requests etc. are dealt by the dealing hand of
the division and put up to the Head of Division, then the file is sent to the Managing Director for
decision or decision is taken by respective HOD as per delegation of Powers by Managing
Director. For Policy Decision, the cases are referred to Board of Director.
eHS BT & yfafonr . Adht gt /an/gadt vife § f3dms © S I3 enar
fsueor mer 3 73 f3dus @ Wt § 3w T 3, foo oUB & RS &8 Nafda
FTedeg & I Arer I 7t Nfa IRSTeT eaT 389Hs @ WgHS AST3 HOD evar
3w foor A 31 S 398 B9, 3R 993 e FfeSseT § 39 AR I

3.2 Final decision making authority: Yif3H2H® 3T T wftadg

3

*

Board of Directors
Administrative Secretary
Managing Director

Head of Divisions

3

*

3

*

7
000

993 g Sfedacad
< AH&fda feddeg
e [FEHE T Yt
3.3 Related provisions, acts, rules etc.:

-,

»  Service Rules of the corporation /

Policies of the Corporation

Instructions/orders received from Punjab Government from time to time
Punjab Govt. Policies/Acts

L X4

3

*

3

*

3

*

Hefgs Gusg, nlae, fou nrfe:

& FTIUIAG A 50
< FIUIFS o A3t
< UAe ASEd 3 AA-AN *3 YUz Jg gerfiest/ven
< UAg Agarg @ SIS /miae
3.4 Time limit for taking a decision, if any:

As defined in rules and Manuals

A% BT B8 AH Fh, A A8 I=:
iR fa fawn w3 Aons €9 ufgsis i3 famr I

3.5 Channels of supervision and accountability:
The work of subordinates is supervised by the next level in the hierarchy
&It W3 FerTed © 96s:

wils' @ N O foaardt B3t f£8 wa Yog e stSt Al 9
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4th Manual: Norms for discharge of functions
4th Agws: aHe' © faAgad 88 HuEs
4.1 Nature of functions/services offered
4.2 Norms/standards for functions / service delivery
4.3 Time-limits for achieving the targets
4.4 Reference document prescribing the norms
L1 A3 IR SaHet /AT € Yfagst
1.2 SIHGT /AT AYITIT BE HUSS /H&H
L3 Afo § YUz 996 BE AH-HHe
LL et § fodugs d96 T8 I9% TH3"H
S.no | 4.1) Nature of | 4.2) Norms/standards for | 4.3) Time-limits | 4.4) Reference document
B4t | functions/services functions / service delivery | for achieving the | prescribing the norms
2 offered targets
4.1) U 3 I L.2) SHS /AT AYISIt L) foenit & fogugs d9s
SIHG /AT JE HUE 3/ HES 4.3) Jifamt & TH JTB eA3eH
Yfagst Y3 I Bt
E-Governance Projects The Punjab Transparency in
& IT  Resources | The norms followed are laid Public Procurement Act , 2019
. . As per RFP / ) )
Procurement outin the PO“Cy Agreement The -Punjab Transparency in
Public Procurement Rules
33t €9 Hues fagaas 23 2022
L & greasn Urde W3 | o3 I1¢ I It €t RFP / < Acquisition and Disposal of IT
g & 73T < UBS SIS OH'S Resources Policy
ydieerdt
IT A3 Syt 3
foued € a3t
Infrastructure Norms, pre-
requisite for running Cal-C
Cal-C Franchisee
Centre Norms
2. | SB-H eSTEH AB-H Aeg THEE e - P
gfenwr<t g9 © HUEs A
YIe-BHe I8

Authority Name: - Punjab Information and Communication Technology Corporation Limited Page 66

Ure §oo W3 Ho'9 3AeSH foan Hifls




Information Handbook under RTI Act, 2005
Wi S wige, 2005 WG Hoo IS8 S

Last Updated: -31.01.2024

Wt Wuge; -

31.01.2024

Admission in Courses
at CAL-C Franchisee

Centres
Prospectus AS Per prospectus | prosnectys
CAL-C SJTdit S N yriden @ UTEEH
cHIT
Criteria for Selection of
Counsel. A PSIE
s per PSIEC norms Continuous As per PSIEC panel
PSIEC & fatH WgAg process
4. | FETES @ 9= B8 © fodsa yfafanr | psiec s @ wigHa
HUES|
The fee payable to the
Counsels engaged by the
Corporation is as per the
;?j?/ocg?e/zbelig;;e dtgs norms fixed by PSIEC or as
approved by the Managin . i
the Corporation. D?rpector y 99 | ~ontinuous 25 hde_mded by Competent
: Process uthority
. FIUIHS THTT SITE 18 . HTE 2Egd enrgr Sns
> | srams oI BJ e - fad39 yfafanr =
Aot 2 N AT G FISS i3 "igAd
o O IS @A PSIEC ©va"
' fogurg3 fouH wgAg A
NS Ifedeeg eng
yerfas 3t 7t 3
Recruitments, Job As per _Serwce rules of
. - Corporation / Gowvt. .
allocations, Trainings, instructions Service Rules and Govt.
Loans, Medical Notifications
6. | IS, Jaamit & foam @ e A foUH W3 AJaTg &
s | on /RS R fesen - i
MSHI|
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Purchasing of | 1. As per GEM PORTAL
consumables,  Assets policy

and Design & Printing | 2. Punjab transerancy in
of Publicity Materials public Procurement Act,
etc. 2019 and Rules 2022

Purchase policy

7. | BUSI IS &t 1.GEM Udes &3 2| -

ydie, AUz | wigAg yJie 313

Yod AHJST &

feads v gud 2. e cHedH usfsd

wrfa Jfsgaric nlae, 2022

Advertisements Govt. Instructions Govt. Instructions
8. : Agag Jerfest - RIS Jefes’

Participation to

As  per approval of

Seminars, Exhibitions, Managing Director

Conferences etc

9. | Mg, yeamasmr, . - -
N&fHIT Ffeddeg ©F
TeadR e fog e

I B
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5th Manual: Rules, regulations, instructions, manuals and records under its control/ used by employees while
discharging functions

sef Ngnis: fowd, fefawm, gefest, Ngws w3 for © fouiags s faaes / a9 § ges Al
JIHTIM eNTT 93 He IS

5.1 Title and nature of the record / manual / instruction Gist of contents

fem-=rA3 T foag3 / Agns / Iefes’ & edies v3 Yfaast

Title Nature Gist of Content
Sr. No.
fAady &99 I T Fy
Memorandum & Articles of Rules & regulation for the functioning of the
1. - Statutory document )
Association Corporation.
giaswweﬂﬁﬁ’r@ﬂ?sé s - &I © e B faeH W3 fotH|
2 Service Rules Rules Covering the service conditions and rules
' formulated by the Board of Directors.
A foTH fatH
993 W fedacad engT 958 I8
R HI3 3 fomt § 929 I9|
3 Punjab Civil Services Rules | Rules Service Matters
e fies Aeet foaur | foud AT HHY
4 Rules of Business of Govt. Rules Activities of Corporation
' of Punjab/Allocation of
Business Rules
AITS © I99d © feu
g /2ugd fsuH &
3
5. Norms Norms Infrastructure Norms, pre-requisite for
ft running Cal-C Centre For Students
Prospectus feu fefenrgg 36 ag-7t Aed g5 o8t
YHider éngISSeS;?H n gfenret B9 © WEs, foui 3 yge-
instruction’s 3R I&
Jofes ©
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6. Acquisition and _Dlsposal of | Policy This policy is a framework for the acquisition
;rérgsources policy 1T & disposal of Information Technology
S m 3 QE] resources which most effectively meets the
foued & aist needs of the Punjab InfoTech and
Customers.
fog &I Hoo' IFEBH AIST & YU
"3 foued s B v 9 3 UAs
feseca w3 rgat v B § A 3
YSTHE B4l &8 YJ' ST J|
7 Memorandum of | Others Memorandum of understanding is signed
' Understanding between the Corporation and the
39 Entrepreneur where the Corporation equity
ST INSSH is involved in the joint/assisted sector.
FIUIHS W3 Gt fegard AHS 3™ U39
"3 IAS™HI S13 I8 I6 Y F9UdHs
fegfed} Agas/Aofes yu3 Hacy €9
HS Il
Industrial &  Business | Policy Incentives and exemptions given to IT &
8. ; Y
Development Policy 2017 | 313t ITeS, electronics industry
and its amendments
Genfya W2 =urg fea A IT 3 1TeS, fedacfaan Gevar
B3t 2017 3 fem S '3 a8 YzHras 3 B
RO
= As per Notification no. Transfer of records of Infrastrucuture
CC/AddI. Dir/ Industrial Division
9. .
& Business
Development foargs’ o 39|
/2017/1934 dated
22.12.2017 of
Government of Punjab,
Department of
Industries and
Commerce.
Infrastructure Division —
Records of all Industrial
estates/industrial
parks/Industrial  sheds
etc. have been
transferred to PSIEC.
"3 TeA fesar ©
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CC/Addl.
Ffedacg, Seufid
"3 ug
feam/2017 /1934
3t 22.12.2017 ©
WeAd fcaaHagd
s T A9
geufa=

uga,/GenfiE A3
e  Hfeee ©
fgags PSIEC &

ERCSEERIS]

Punjab Transparency in For procurement of products and services
10. . Rules

Public Procurement Ac,

2019 and Rules 2022

ot
1 Corporate Social Policy
' Responsibility (CSR) Policy- | &3t
PICTCL
FIUde ANTAd feinerat

(CSR) &I3t- PICTCL
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6th Manual: Categories of documents held by the Authority or which are under its control

63 HoW®: WEGS! ©HT IH J18 TAS=H o e 7 1 o fotisgs widls I8

6.1 Title of the document
6.2 Category of document
6.3 Custodian of the document

6.1 TH3SH T fHI8Y
6.2  THISH T I
6.3 TH3od © JHTH

Title of the document Category of | Custodian of the document
TH3=d © fHISY document TH3=H T JHTS
THS<H <
1. E-Governance Projects Files HoD (ITEG)
2. Correspondence Files of E- Governance Section
3. Tender Documents & bids received
fegrar Wit (e & & 7y
1. B-I=ISH Yriae Casrey
2. B-I=IEH RIS T U39 fegrg S gt
3. 239 TA3=H W3 @it Y3 Jgmy
1. Agreements with Franchisee Centre’s Files HoD (Cal-C)
2. Receipts relating to Franchise Centre’s Files
3. Examination papers Files
4. Marks detail files Files
5. Certificate Issue Register Register
6. Course Books Books
1. SJUEHH Hed © &% AN TES
2. S9UHH dTd’ '8 FEU3 IHe Rarcy fegmar it (as-7)
3. ftfemr g CReiIcy
L. IR TEM Tt § fIfs3 sger I TEE
5. AJcifeae Al IJ& &' IfdAca CIGEIES]
6. A9H EMf fa3rat fazrt
1. Service books and Personal files of employees Files HOD (HR)
2. Loanfiles Files
3. Correspondence with various Govt. Departments | Files
4. Leave Record of Employees Registers
5. Attendance Records Biometric
6. ACRs Files
1. UIHeS TEsT W3 AIfen g
2. 35 TUE . . . fesmar Wit g nra)
3. AgJd! fegwr &8 U3d feag Cacirey
4. gt T fgargs et
5. IS U3 fauget Ifrrea

Authority Name: - Punjab Information and Communication Technology Corporation Limited Page 72

Ure §oo W3 Ho'9 3AeSH foan Hifls




Information Handbook under RTI Act, 2005 Last Updated: -31.01.2024

g Lo, nlae, 2005 Wie Hoe JSEd et WUZe: - 31.01.2024
Feefex
TS
1. Details of Release of Advertisements & Payments | Files HOD (Administration)
2. Brochures & Publicity Material CDs Etc. Registers HoD (Investor Relations)
3. Diary/ Dispatch Registers. HOD (Administration)
1. fmf3ggl W3 Fasa § Al 596 T 29 RSPl fegmar Hut (YAHS)
2. 9IHI W3 YI'd RHIISH At nrfel SN fegar vt (et )
3. Ffedt / famlo Iffeg fegmar vt (YAms)
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1. Cash Book The Books of | HoD (A&F)
2. Ledger Accounts are not
3. Vouchers of Cash, Bank and Journals public documents
4. Subsidiary Ledgers and these are not
5. Balance Sheet available to Public.
6. Salary Register However, a printed
7. Provident Fund Register copy of the Audited
8. Annual Returns Balance Sheet can
be given to the
Public.
1. a7 9 N .
2. 8Hd CHERIESILY ST (S i3 13)
3. 59€, =33 A9aS © TEEI fg3 A53x
L. AIed 3dg THA3<H &t I
5. S8H Hie w3 g Ae3 I
6. 359d IfAAea Suzeg &It IS
7. yd3e €3 Ifnes Isifa, wfse
8. IS faeas 33 S¥A He &
o3 g et 7
AaE Il
1. Minute Book (BOD) Files HoD (Sectl.)
2. Minute Book (AGM)
3. Attendance Register (Director)
4. Agenda (BOD)
1. ffe 94 (BOD) TS fegmar vt ( 3y w3 fE3)
2. fife 99 (M)
3. It IfAes (3fedaeg)
L. 8H3" (BOD)
1. Industrial Policy notified by the Government Policy HoD (Investor Relations) &
2. Notifications in regards to Industrial Policy issued | Files HoD (Infrastructure)
by the Government from time to time.
3. Files and documents related to various projects Files HoD (Investor Relations)
1. A ©9" B3 Geufdd &5t LIE] fesmar Hut ( wretwg) w3
2. Y- "3 AJaS @ A Geufda 3t 8 | erfest fesmar it ( Baea)
Aeg €9 &iifeadnsl fesmar Ht ( »rét )
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7th Manual: Arrangement for consultation with or representation by the members of the public in relation
to the formulation of policy or implementation thereof

73 Honi®: 313t gege e & 37g 996 © Hed €9 Aa3" © Aud’ ed AgI-HAeS 7 YSifsus
e ysg

7.1

7.2

Relevant rule, circular etc.

A3 fouH, AISST el

Arrangements for consultation with or representation by the members of the public in
policy formulation / policy implementation:

B3 T8z / 313 B9 J96 €9 Aa3' © Nad' &8 A%Y-HIES 7 YSifeus 88 ydu:
Formulation of Policy: Whether there is any provision to seek consultation/ participation of

public or its representatives for formulation of policies? If there is, please provide details of such policy
in following format.

ISt gEgE: 3 A3 FTT8E B8 Ho3 A oA T YSifert € g/ /INed d T dg Y€y J?

Aod 3l I, 3 fagur I9a I5 By grane e windt &5t € 29= Yers adl

Sr.
No.

o1

Subject / Topic

femr

participation (Yes / No)

HS gEgE st 9 | Y=g
(Tt /&)

Is it mandatory to | Arrangements for seeking
ensure public | public participation

dl Ae3a Idier & @amaﬁmw

NIL
fos

Implementation of Policy: Whether there is any provision to seek consultation / participation of public or its

representatives for implementation of policies? If there is, please provide

following format.

details

of  provisions in

B3 § B G ol AEIM § B I9G B 7SI 7 AT pHfefent & AgY 3 / Idie 3 @
It feerer I? A i I, 37 fIour 39d I i3 Trane R Ygut € 9= Y£rs <

Sr. Subject / Topic Is it mandatory to ensure public | Arrangements for
No. participation (Yes / No) seeking public
3t participation
TE0E s I (T /a) Aese grdfterdt
Hat 38 Y=g
NIL
fos
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8th Manual: Boards, Councils, Committees and Other Bodies constituted as part of the Public

8T AoMB: a3 © [T e JIf63 993, IAs, I w3 J9 AREe

8.1  Name of the Board, Council, committee etc.
993, dAAS, dHc e T &I
S. Name Designation Department Address & Contact Info.
No. & wiger fegmar y3™ w3 Aigd Araarat
Ei]
[}
1 Dr. Guninderijit Chairman Punjab Infotech Punia Colony, Dhuri Road,
Singh Jawandha Opposite Satsang Bhawan,
TSNS Uy fisadg Sangrur (Punjab)-148001
Contact No. 0172-5256450, 0712-
3. Jféear3 ’
o 5256497
fHy Her e-mail chair-man@punjabinfotech.in
yshr a3t gt 33,
ASHI 326 © AIHE, AAiga (UAm)
HYIS & 0172-5256450, 0712-
5256497
#-A% chair-man@punjabinfotech.in
2. Mr. Tejveer Director Additional Chief | Department of Industries & Commerce,
Singh, IAS Secretary, Udyog Bhawan, Sector 17,
Chandigarh
7 37t iy, 1. Department  of | Contact No. 0172-2704472
sfadaeg Industries & | e-mail: psic@punjab.gov.in
RIRAL Commerce,
Punjab ETuar w3 T=d fegm,
> Department . gTudr 3T, Rdcd 17,
. Departmen of | =
information m
Techno'ogy, HUJH &49d 0172-2704472
Punjab g1-1S psic@punjab.gov.in
T HY Ad39
1. BT 3 T=
fesmr, JAs
2. §O&" IA&SHT
fesmar, A
3. Mr. Ajoy Kumar Director Principal Secretary | Department of Finance,
Sinha, 1AS Finance Department of | Room No. 12, 7th Floor
Finance, Punjab Punjab Civil Secretariat -I
Chandigarh
Contact No. 0172-2745921
e-mail: psf@punjab.gov.in
fegal, YA A9 | aHT &: 12, 73 HiAS
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e g EEICIES
e, Fugd §59 0172-2745921
et 2 ate -0N%: psf@punjab.gov.in
Mr. Rahul Tiwari, | Director Secretary, Department | Department of Science, Technology &
IAS of Science, Technology | Environment, Room No. 725, 7" Floor,
& Environment, Punjab | Punjab Civil Secretariat-II.
Contact No. 0172-2743891
e-mail:secy.tcr@punjab.gov.in
;998 3o, | gfedaeg | A939, YA AIS, | fegm, gt dud 712, 79 Wk,
RIRR: fefgmrs, II&8H | Uary fifes Aa393-2
W3 TIEIE feIl | Hyge &9 0172-2743891
g-18: secy . tcr@punjab.gov.in
Mr. Mohinder Managing Punjab Infotech Punjab Infotech,
Pal, IAS Director Udyog Bhawan, 6th Floor,Sector 17,
Chandigarh
ﬁr Hfieg us uysig 1Ay fisadaa Contact No. 0172-2704717
. \ e-mail: md@punjabinfotech.in
fiy, wrdt 2w | fogena
Uy fEseda
BTUa 35, 2 HAB, Raea-17,
gz
AUI &9d 0172-2704717
#-73% md@punjabinfotech.in
Mr. Devinder Director Director, Industries & | Department of Industries & Commerce,
Pal Singh Commerce, Punjab Udyog Bhawan, 1% Floor,
Kharbanda, IAS Sector 17,
Chandigarh
T efdequs Ifedded | 3fegddeg, Gewar | Contact No. 0172-2701214
f‘;?i’uIHHE'I'E” w3 ==, LI%TH e-mail: dir.ind@punjab.gov.in
RRA Goua W3 = fegml,
AT 17,
EEICIES

HUSH &59 0172-2701214
g-A%: dir.ind@punjab.gov.in
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8.2

8.3

8.4

8.5

8.6

Composition Powers & functions: As prescribed in Memorandum and Article of Associations of the
corporation in compliance with Companies Act, 1956/ Companies Act 2013

IS T HESMH W3 I SUE Mae, 1956 /a3UdiH Mae 2013 € Uss €9 Iauans
Whether their meetings are open to the public?  No

ot Gt it MFZaT Hos3 B it T2 ot

Whether the minutes of the meeting are open to the public: No

st Hiféar © fife 7o B8 48 I6 : &t

Place where the minutes if:

Registered Office:

Punjab Information & Communication Technology Corporation Limited
5th and 6th Floor, Udyog Bhawan, Sector 17, Chandigarh.

AES fi8 fie 95
IfHeIs T23a:
53 W3 63 Hfis, GeudiIes, Hacd 17, BINE

Open to the public is available? No

H63 B8 ¥ Qussy I? &t
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9th Manual: Directory of Officers and employees

9= Hoi®s: WItaM W3 SIHTEIMT & Sfadacat

9.1

Name and designation

&TH W3 g

9.2

Telephone, fax and email ID

2Hles, A W3 8RS WS

Chairman Office

IR Te39

Mrs. Raj Kumari Asstt Executive | 5256497 | 2702423 | 9855495111 raj.kumari@punjabinfotech.in
HH3t IH SHS

- FIaIIt
Mr. Rajiv Executive 5256497 | 2702423 | 9569481194
it e FIaIIt

MD Office/AMD Office/
.3t Te3T/ anH.Ft
Mr. Mohinder Pal,| Managing
1AS Director
i Hides us, f 5256402 | 2702423 | 9463318138 | md@punjabinfotech.in
g 2N Ffedacs
Mr. Mohit chopra | Sr. Scale
(ondeputation) | stenographer
G IRISERCIEY HISM™G A% | 2776002 | 2776002 | 9465310027 | mohit.chopra@investpunjab.gov.in
(FUHS *3) ACSIEd
Mr. Ravinder Singh | PA to MD ] ) o )
Fﬁ Sféeg fity 1 @ = vhiSt 5256402 | 2702423 | 9888887073 ravinder.dhindsa@punjabinfotech.in
ITeG
wret & 8t

Mrs.  Ashooneet | ED—HoD 5256413 | 2702423 | 9316167000 ashooneet.kaur@punjabinfotech.in
Caur a3t eeH
HH3t WES3 dg
Mrs. Shweta | AGM 5256439 | 2702423 | 9988660312 shweta.trehan@punjabinfotech.in
Trehan AR
HH3 7R3 396
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Mr.  Raghuneesh | Manager 5256436 | 2702423 | 9592903680 raghuneesh.rattan@punjabinfotech.in
Rattan
AR IIs | Aorg
Mr. Inder Sethi Manager 5256422 | 2702423 | 9855409898 inder.sethi@punjabinfotech.in
A ffeg Ast &I
Mr. Ashish Puri Manager 5256417 | 2702423 | 9501230044 ashish.puri@punjabinfotech.in
i Uyt &I
Mr. Gagan Sharma | Manager 5256448 | 2702423 | 8146770033 gagan.sharma@punjabinfotech.in
H IR HIHT &I
Mr. Hemesh Gupta | Sr. Manager 2702423 | 9216502125 hemesh.gupta@punjabinfotech.in
A foim qu3T SfIHs H&Ha
Mr. Gaurav | Joint manager | 5256494 | 2702423 | 8146566849 gaurav.bhargavl@punjabinfotech. in
Bhargav
A dg8 g99e | gmrfie
GTC)
Mr. Ashish Vijan Executive 5256445 | 2702423 | 9872900815 ashish.vijan@punjabinfotech.in
oo feds | Srgderdt
Mr.Munish Kumar | Executive 5256427 | 2702423 | 9872714328 munish.kumar@punjabinfotech.in
A HAH IHT CICECIC]]
Mr.Nitin Sharma | IT Asstt. 5256437 | 2702423 | 9855080601 nitin.bansal@punjabinfotech.in
A fefss mar | et Aofed
QMPR & HR
fa@whi i nrg w3 wanrg

Mrs. Ashooneet Kaur | ED — HoD 5256413 | 2702423 | 9316167000 ashooneet.kaur@punjabinfotech.in
R wgdsds | 8dt  fegar

Hut
Mrs. Neeta Walia DGM 5256440 | 2702423 | 9872661965 neeta.walia@punjabinfotech.in
HHS ST et | Aoy
Mrs. Dimple Bansal | AGM(Sectl)- 5256438 | 2702423 | 8146760114 dimple.bansal@punjabinfotech.in
HHSt fdus grg | cum-CS

2t

(Aa39) dH

IR
Mrs. Sarita Office- Asstt- Il | 5256447 | 2702423 | 9888757576 sarita.kondal@punjabinfotech.in

AITES- 11

Authority Name: - Punjab Information and Communication Technology Corporation Limited Page 80

Ure §oo W3 Ho'9 3AeSH foan Hifls



mailto:raghuneesh.rattan@punjabinfotech.in
mailto:inder.sethi@punjabinfotech.in
mailto:ashish.puri@punjabinfotech.in
mailto:gagan.sharma@punjabinfotech.in
mailto:hemesh.gupta@punjabinfotech.in
mailto:gaurav.bhargav1@punjabinfotech
mailto:ashish.vijan@punjabinfotech.in
mailto:munish.kumar@punjabinfotech.in
mailto:nitin.bansal@punjabinfotech.in
mailto:ashooneet.kaur@punjabinfotech.in
mailto:neeta.walia@punjabinfotech.in
mailto:dimple.bansal@
mailto:sarita.kondal@punjabinfotech.in

Information Handbook under RTI Act, 2005

Last Updated: -31.01.2024

g, S el Mg, 2005 WG HEe ISES Wt W3S - 31.01.2024

Mr. Mahesh Rawal Office Asstt.-Il | 5256449 | 2702423 | 9878869693 mahesh.rawal@punjabinfotech.in
H HIH I<H SCECIE

HITES- 11
Mr. Harpreet Singh Office Asstt —IIl | 5256444 | 2702423 | 9569623938 harpreetl.singh@punjabinfotech.
0 I3 iy SEEE]] in

HITe-111
Mr.Rohit Sharma Executive 5256446 | 2702423 | 9780806911 rohit.sharma@punjabinfotech.in
7t I3 HIH CISCCIS)

Infrastructure
fSseaAgasy

Mrs. Loveleen | GM- HoD | 5256456 | 2702423 | 9815916616 loveleen.kapoor@punjabinfotech. in
Kapoor Hoh fegar
Mr. Raman Kant DGM .7t »hy | 5256412 | 2702423 | 9876717417 ramankant.chandan@punjabinfotech.in
0 IHs 13
Mr. Yogesh Kashyap | Executive 5256491 | 2702423 | 9417337224 yogesh.kumar@punjabinfotech.in
T W3 STy Assistant

CICLEIC]]

AIeS
Mr. Sukhdev Singh Assistant 5256466 | 2702423 | 9316422627 sukhdevl.singh@punjabinfotech.in
H Auee iy Executive
T SUicE

CICLEIC]]

Secretarial
HS 393

Mr. Raman Kant DGM At »hy | 5256412 | 2702423 | 9876717417 ramankant.chandan@punjabinfotech.in
T IHs I3 HoD  fegmar

et
Mrs. Dimple Bansal | AGM(Sectl)- 5256438 | 2702423 | 8146760114 dimple.bansal@punjabinfotech.in
AH3t fSus A% | cum-CS
) 27y

(Ae39) dH

A
Ms. Neeraj Sharda Office Assistant | 5256478 | 2702423 | 9988007456 neeraj.sharda@punjabinfotech.in
iR slgr e | T390 ATfed

Cal-C
au-At

Mrs. Loveleen | GM- HoD 5256456 | 2702423 | 9815916616 loveleen.kapoor@punjabinfotech. in
Kapoor
S sedis ayg | A fesr

Hyt
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Mr. Rakesh Lakhani | Manager 5256484 | 2702423 | 9872214750 rakesh.lakhani@punjabinfotech.in
T I BEE &g
Mr. Rakesh Saini Executive 5256485 | 2702423 | 9876474477 rakesh.saini@punjabinfotech.in
I 9am ARt EASEEES
Mrs. Vinita Bhardwaj | Executive 5256489 | 2702423 | 9815551895 vinita.bhardwaj@punjabinfotech.in
I3 fealsT EISEEE]]
ESSET
Mrs. Navjit Kaur Executive 5256486 | 2702423 | 8872445867 Kaur.navjit @punjabinfotech.in
HHI =3 a9 | FrgHaat
Mr. Amit Bansal IT Assistant | 5256487 | 2702423 | 9888987960 amit.bansal@punjabinfoech. in
GIRCINER= RIS et AIed

Accounts & Finance

Mr. Sanjay Verma Officiating HOD | 5256498 | 2702423 9815288221 | sanjay.verma@punjabinfotech.in
);Ir HA S9H & Manager

(Accounts)

wrtHefEar

g gt w3

LT )
Mr. Sandeep Kumar | AGM-cum-CFO | 5256483 | 2702423 9888519171 | sandeep.kumar@punjabinfotech.in
A A gHg g a1 A

ne 8
Mr. Harmeet Singh | Manager 5256477 | 2702423 9872300457 | harmeet.singh@punjabinfotech.in
T I3 iy &I
Ms. Deepika Arora | Manager 5656480 | 2702423 7082074780 | deepika.arora@punjabinfotech.in
i Sfiar vz | A&Ag
Mr. Mukesh Mittal | Office Assistant | 5256474 | 2702423 9872709708 | mukesh.mittall@punjabinfotech.in
Aty 38 T3t AIfed

Legal
1515 023

Mr. Raman Kant DGM 5256412 | 2702423 9876717417 | ramankant.chandan@punjabinfotech.in
H 9ve 3 A
Mr. Harpreet Singh | Office Asstt —Ill | 5256444 | 2702423 9569623938 | harpreetl.singh@punjabinfotech.in
0 g3 iy T3 ATRS-
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Investor Relations (IR)

31.01.2024

et g

Mrs. Niru Ahuja DGM-HoD Cum 5256414 | 2702423 9876244808 | niru.ahuja@punjabinfotech.in
HH3t Slg wrgar | FAA

Sty fegal

mitaHeed
Mrs. Nitika Sharma | Manager 5256432 | 2702423 9876012899 | nitika.sharma@punjabinfotech.in
HHST SH3a Jamr Hesvra
Ms. Harleen | Manager 5256433 | 2702423 9988137721 | harleen.chabra@punjabinfotech.in
Chhabra norg
HA ggd8ts g
Mr. Chander Jyoti Manager 2702423 9417423933 | chander.jyoti@punjabinfotech.in
):Ir gdeg A3t (Liaison)

Norg
Mr. Venay Kumar Executive 5256419 | 2702432 9115321995 | venay.kumar@punjabinfotech.in
7 fe& a9 ESECIS]|

Administration Division
YHAHS IELIGES

Mrs. Niru Ahuja DGM-HoD Cum 5256414 | 2702423 9876244808 | niru.ahuja@punjabinfotech.in
L ﬁg = FAA

e

fegar vt an

ngdd
Mr. Pargat Singh Manager 5256431 | 2702423 8194881967 | pargat.singh@punjabinfotech.in
A ugere iy &I
Mr. Sandeep | Investor 2776055 | 2702423 7696074747 | sandeep.sharma@investpunjab.go
Sharma Promotion v.in
)q:T Aed AgH Coordinator

INISEeT
Mr. Vijay Kumar Assistant Officer | 5256409 | 2702423 9463797471 | vijay.kumar@punjabinfotech.in
7} e g AIfed et
Mr. Ashwani Kumar | Executive 5256423 | 2702423 9888522650 | ashwanil.kumar@punjabinfotech.
I IS IHT ECEE] in
Mr. Harvinder Singh | Executive 5256421 | 2702423 9988940139 | harwinder.singh@punjabinfotech.
T gafeed fiy ECEE] in
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Mr. Parminder | Executive 2776077 9914504487 | parminder.singh@punjabinfotech.
Singh CICEEIC] in
it ugfieg iy
Mr. Sandeep | Office 5256430 | 2702423 9876028009 | sandeep.grewal@punjabinfotec
Grewal, Assistant h.in
PAIIRTS | gozd Aol
Mrs. Anit Ahuja Receptionist 5256400 | 2702423 9888907259 | ahuja. anita @punjabinfotech.in
cum Attendant
Tl
Startup Cell
Aegeny AS
Mrs. Dimple Bansal | AGM(Sectl)- | 5256438 2702423 | 8146760114 | dimple.bansal@punjabinfotech. in
HHSt fdus grs | cum-CS
AR
(Ha39) IH
Mr. Shyam Sunder | Joint 5256465 2702423 | 9465657415 | Shyam.sunder@punjainfotech.in
Arora, Manager
Auas
;7o Heg wdar | YEI
Mr. Amarpal Singh | Joint 5256408 2702423 | 9781120639 | amarpalsingh.walia@punjabinfotech.in
Walia, Manager
i wHe U fiY | Agas
TS yEad
Mr. Salil Kaplash EA/Startup | 5256499 2702423 | 9876121633 | salil.kaplash@punjabinfotech.in
Coordinator
g 8/Acg
i ASS TUSH | oy
INISSS
Jdl
Mrs. Gurpreet Kaur | FOE/ 5256407 2702423 | 9988666952 | gurpreet.kaur@punjabinfotech.in
HHS g3 &9 Startup
Coordinator
Il
e 8.8/
ASgeMY
INISSS
dll
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Deputed to other Departments/Organizations
J9 fegar/FARg<t &9 a3
Mr Satnam Singh | Engineer (Projec] CM Office 9876133478 | satnam.singh@punjabinfotech.
At A& fiw | Support) HY H3S in
Eraehag og3d
(Jrge Aiae)
Mr  Amandeep | Manager CM Office 9996771111 | amandeep.ghai@punjabinfotec
Singh REE] HY H3d h.in
At mHae Ty T=3g
Mr. Balraj Singh | Executive CM Office balraj62gb@yahoo .com
;i gsaH fiw | argaardt H H3St
Te3d
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10th Manual: Monthly Remuneration received by officers & employees including system of compensation

102 AZWS: e T Y=r&lt A3 wiftardhtt w3 sgnard erdr Y3 o3 Hdte='s tHaa3s

10.1 Name and designation of the employee
JIHT'II T FH W3 g
10.2 Monthly remuneration Year: 2024 Month: January
HIET THIS3S AS: 2024 HJS™: AG=It
10.3 System of compensation as provided by in its regulations
e @ Yot i {3 fore fomndt 9 Yo st 9 3
Punjab Infotech
Ay fTades
Monthly Salary Register
Hdte=eg 3549 IfdAea
Sr. No. Employee Name Designation Consolidated Compens | The  Procedure to
B S JIHTIT & &H niger Payment ation/Co | determine the
g3 Fa3® mpensat | remuneration as given
ory in the regulations
Allowanc | fewH f&g fi&3
e wEHg fHae3a &
ed/ | fagads a9 &
e | yfafanr
g3
Head Office - Contractual
1 Krishan Chand Sr. Driver 51708 Nil Remuneration are as
foms g€ TfaHs T8d fos per  approval  of
competent authority
fHas3a AHI "
wfgadt & yeradtt
WSHT IS
2 Sarita Office Asstt. Il 45312 Nil -Gt
HIZ Te3dt AT -2 fo
3 Mahesh Rawal Office Asstt.II 45312 Nil -Gt
HIH IF Te3dt AT -2 fo
4 Rakesh Lakhani Manager 86307 Nil @EI'T
5 Rakesh Saini Executive 48331 Nil -Gt
JaH At EIGECIC] &
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6 Raj Kumari Assistant Executive 35512 Nil -Gt
I FHS AIES Sradardt fos

7 Satnam Singh Engr. 101152 Nil -Gt
AISH friy Esrimig o

8 Shweta Trehan AGM 103568 Nil B
w3 395 A &5

9 Inder Kumar Sethi Manager 94938 Nil -Gt

10 Pargat Singh Manager 94938 Nil -Gt

11 Salil Kaplash Executive Asstt. 75948 Nil -Gt
AEIS JUBH EICECIS]REHEE o

12 Chander Jyoti Manager 94938 Nil -Gt

13 Ashish Puri Manager 86307 Nil -G-

14 Sukhdev Singh Asstt. Executive 35112 Nil -G-
uee fiy AIES SradaTat fos

15 Raghuneesh Rattan Manager 86307 Nil -Gt

16 Munish Kumar Executive 48331 Nil G-
HETH IHg CISEEE) fos

17 Ashish Vijan Executive 48331 Nil -Gt

18 Niru Ahuja DGM 138090 Nil 6<R-
BIg Mg Ei R &%

19 Gagan Sharma Manager 86307 Nil -Gt
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20 Vinita Bhardwaj Executive 48331 Nil -G-
fedizT 9T CISECIS]| o

21 Nitika Sharma Manager 78461 Nil @EIT

22 Gurpreet Kaur Front Office Executive | 43937 Nil -Gt
Iz d9 aJc wrfeH (73]

erfagfes

23 Amandeep Singh | Manager 78461 Nil -Gt
Ghai Ty fos
HaeY Ty wet

24 Harleen Chhabra Manager 78461 Nil -Gt
EELEACEY YTy &8

25 Yogesh Kumar Executive Asstt. 62767 Nil -Gt
W IHI FIrarat A fos

26 Harmeet Singh Manager (A&F) 78461 Nil -Gt

28 Sandeep Sharma | P Coordinator 64844 Nil -Gt
HE T gl Ut g Stsed &8

29 Deepika Arora Manager (Infra) 80526 Nil -Gt
SITCUEEY pacy &%

30 Raman Kant DGM 77948 Nil -Gt
IHS T3 EIRC IR &%

31 Sandeep Kumar AGM 58462 Nil -Gt
e gHg 2t o

32 Dimple Bansal AGM 60500 Nil @EIT
Sus 97 g &%

33 Surinder Kumar 2 Helper 32850 Nil -Gt
Hideg gHg -2 ASeg fo

34 Hemesh Gupta Sr. Manager 86307 Nil -Gt
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35 Nitin Sharma I.T. Assistant 36868 Nil B<R-
fo3ts Aavr el & Agfed fos
36 Amit Bansal |.T. Assistant 36868 Nil -Gt
nfH3 A% gl & Agfed fos
Head Office - Regular
Sr. No. Employee Name Designation Basic pay as per | Compensation/ | The Procedure to
B S IIHII T &H nger revised 6" Pay | Compensatory | determine  the
Commission Allowance remuneration as
given in the
FRU3 68 T/ regulations
RWSHIHE | fomi f&g &3
EfsL=I0) WSAT THIS3™S
¢ foguas Ig95
& yfafanr
37 Ashooneet Kaur E.D- HR & ITeG 212200 Nil Remuneration are
WHES 99 g Fgwg W3 o as per pay scales of
= Govt. of Punjab,
wd & 8 adopted by Punjab
Infotech and Service
Rules of the
Corporation
fHoes™ Urg
AIId © 3aHT
HAS WEHI I&
3 Uy fosecd
ST IETENT
famr w3 e
fraedd guaTs
T AT fouHt
WSHY IS
38 Loveleen Kapoor GM 170400 Nil -
segls aud IR &%
40 Neeta Walia DGM 141600 Nil -
B3 By oA A fos
42 Sanjay Verma Manager 105000 Nil -
43 Vijay Kashyap Assistant Officer 75400 Nil -
femt STy AIfed “Werd o5
44 Mohit Kumar Chopra | Sr. Scale | 58400 Nil -Gt
AI3 IHI Uz Stenographer o
fIns HIS
ACSITET
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45 Harpeet Singh Office Asstt —IlI 28250/- (DC | Nil -Gt
I3 iy TI3dl AIfad- 3 | Rates) o8
28,250/-( 3t
3)
46 Gaurav Bhargav (on | Joint Manager 33135 Nil As per PUNCOM
deputation from | Agas 1[8113(" o
PUNCOM Rules
dige g9 (3UHs
3 USIH )
47 Shyam Sunder (on | Joint Manager 33865 Nil As per PUNCOM
deputation from | Agas 1[8113(" o |
PUNCOM Rules
HH Hed (3UcHS 3
USAH TB)
48 Amarpal Singh | Joint Manager 31675 Nil As per PUNCOM
Walia(on deputation | Aga3 ydua o
from PUNCOM : Rules
HIUS iy T8
(FYeHs 3 UsAH
<)
49 Nirmal Singh Messenger 50500 Nil -Remuneration are
fogHs Y AeH a4 fos as per pay scales of
Govt. of Punjab,
adopted by Punjab
Infotech and Service
Rules of the
Corporation
figess A=
Adad © 3&Hd
HA® WEAd I&
w3 Uae fosedd
oI fETfE
famr w3 Ay
frseed TIUIHS
T A foeHt
MEHd J6
50 Kuldeep Kumar Security Guard 33,400 Nil -Gt
IS gHI HI e T3 fos
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51. Lal Chand Peon 41,100 Nil G-
33 de fimis fos
52. Yashpal Sweeper 44,900 Nil -Gt
RS HSE AT o
53. Bobby Sweeper 30,600 Nil -Gt
o=t HSE Aed &8
54. Karamijit Kaur Helper 37,600 Nil -Gt
FIHA3 dd ATEIS fos
55. Surinder 1 Security Guard 22800 Nil -Gt
Hidea -1 HI femrm g3 fo
Through outsouring agency
S Employee Name Designation Salary as on | Compensati | The Procedure to
S. No SIHTSI T &H ger 31.01.2024 on/Compen | determine the
' satory remuneration
IeHg Allowance | given in the
31.01.2024 & | ¥=H/ regulations
(Gt e | PR 3T e
- wEAg fHaa3a &
foguaz 96 &
Yfafamr
56 Neeraj Sharda Office Asst. 32845 Nil St e wsAg
BICERICES T3t AIfed o
57. Harvinder Singh Executive 28250 Nil Ft A e waAg
58. Mukesh Mittal Office Asst. 32845 Nil St e wisAg
HaH fH3S Te3d AT fos
59. Kiranjeet Kaur Asstt Designer 26620 Nil St e wisAg
fIgeriz d9 A f3adiad &%
60. Rohit Sharma Executive 28250 Nil St e wisAg
IfT3 HIH CISECIS] &8
61. Parminder Singh Executive 28250 Nil Ft A e waAg
62. Veenay Kumar Executive 28250 Nil St At 3< wasAg
fedw g FIAAI &
63. Ashwani Kumar Executive 28250 Nil St At 3< wasAg
WHES IHI CICECIC]] fom
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64. Balraj Singh Executive 28250 Nil Ft A e waAg

65. Navjit Kaur Executive 28250 Nil St At 3< wasAg
&3 d9 CISECIS] &8

66. Rajeev Kumar Executive 28250 Nil St At 3< wasAg
e gHI CISEEE) fo

67. Anita Ahuja Receptionist cum | 25389 Nil St At 3< wasAg
KRIERREY Attendant fos

- fomumaAe  aH
L

68. Sandeep Grewal Office Assistant 32845 Nil St At 3< wasAg
HE IS8 &%

69. Ravinder Singh Dhinsa PA to MD 36788 Nil ItA 3 WESH'T

70. Balwinder Driver 26114 Nil A e wsAI
TBfeed B fo% )

71. Gurdeep Driver 26114 Nil Ft A e waAg
BISEI] T8 fos

72. Kuldip Driver 26114 Nil Ft A e waAg
ooy TS fos

73. Ashwani Security Guard 20000 Nil St At 3< WA
WHES HS fem Irgs o

74. Kanhaya Lal Security Guard 20000 Nil St At 3< WA
Jafafor % HI femrm g3 fo

75. Kuldip Kumar Security Guard 20000 Nil St At 3< wasAg
IS gHI HI femr g3 fos

76. Ram Lal Security Guard 20000 Nil St At 3 wasAg
IJH TS HI femrm g3 fo

77. Ravi Kumar Security Guard 20000 Nil St At 3< WA
I<t gHg LEICKUCISES o

78. Harpreet Singh Chowkidar 20000 Nil Ft A e waAg
I3 Ty EEISC] &%

79. Ajay Helper 20000 Nil St At 3< wasAg
L AeEg o5

80. Dhian Singh Helper 20000 Nil Ft A e waAg
fimrs iy ATEg o

81. HemRam Helper 20000 Nil Ft A e waAg
IHIH ATEg o

82. Jaspreet Singh Security Guard 20000 Nil St At 3< wasAg

83. Raju Helper 20000 Nil St At 3< wasAg
Id ] o

Ure §oo W3 Ho'9 3AeSH foan Hifls
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84. Sanjeev Helper 20000 Nil St e wisAg
Al AT o

85. Suraj Helper 20000 Nil St At 3< wiasAg
HId RETY o

86. Heera Lal Mali 20000 Nil St At 3< wasAg
Jdar '8 HE &8

87. Dharamvir Sweeper 20000 Nil St At 3< wasAg
ERSE] HSE AT o
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11th Manual: Budget allocated to each agency including all plans, proposed expenditures and reports on
disbursements made etc.

1 Aenis: A Urere!, YA3TR3 Hafont w3 o3 91e €3t 9 falde! A3 I3 erHt § e s
famr gvel

111 Total Budget for the Public Authority: N/A
Ugf&a wigrgdl 8 d8 grc: N/A

11.2 Budget for each agency and plan & programmes: N/A
I BHAN W3 UAG W3 YEIIH BE FHCS: N/A
11.3  Proposed expenditures: N/A
YASTE3 HIo: N/A

11.4  Revised budget for each agency, if any: N/A
I9d BriA B8 After gre, Add ad J=:

11.5  Report on disbursements made and place where the related reports are available: N/A

3t It 23 & fovge w3 69 & e AEfus fouget Gussy I&: N/A

There is no budgetary allocation from Punjab Government to the authority. Authority prepares its Budget from its
own resources, indicating the expected income/return and expected expenditure.

A AISd T8 warddl § A€t gre wBTe &t dl3T famr J1 wErd St mE HASt 3 wiue ghe f3ng S99
J, AR &% Agfes wmHEs/faeds W3 Fsfe3 HIo TIneR Jal

The subsidiary / joint sector companies of the authority are independent entities and prepare their own budgets.

EIS St ATTed /AEa3 939 et dUdh F339 fedet g8 W3 WU grie Y f3wrg agemit I
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12th Manual: Manner of execution of subsidy programmes
128" Ngnis: RSS! QI § 988 & &a1
121 Name of the programme or activity
YIgTH +F JrEifeddt & o
12.2 Objective of the program
dI9™H < GeH
12.3 Procedure to avail benefits
&3 BT o Yfafanr
12.4  Duration of the programme/scheme
YAIGH/HelTH <t frmie
125 Physical and financial targets of the program
JaI9H © Sf3a w3 €31 &9
12.6 Nature/scale of subsidy/amount allotted
A < Yfaa3t /e iere A3t e
12.7 Eligibility criteria for grant of subsidy
AIHS T S8 W8T HUES
S.no Name of the | Objective Procedure to | Duration  of | Physical | Nature/scal | Eligibility
roE1l programme | of the | avail benefits | the and e of | criteria for
& or activity | program TI BE T programme/s | financial | subsidy/am | grant of
(il April | Qe e | Yfafonr cheme targets | ount subsidy
(2023 o q-d']an.[/)qa"n.[ of the | allotted
QeI = S fipre program st o
grtfedt e B ST
EH (IS WIH | AafAdt &t | HUSS
2023 3d) ) 31"3'3( yfagst/
w3 &3 |y wime
GE] feee
1) “Women To train the | Submission of | Two weeks (20 | 2000 State Govt | 12th  class
E’grepre”e“rs‘_ women Applications | Hrs) training to Sponsored ?iﬁifms yeg:
Innovation, candidates | and Selection | women on IT scheme students from
Startduhpsla_ so that they | on first cum | Awareness & IT_I/DegrE;aF/)EIr;t
Handholding *“ : : gineering/Po
(WISH) can start | first basis Eptrepreneurs achnic
Scheme their  own hip Colleges  or
startup at Development Post Graduate
Sma” Scale Institutions
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12.8 Details of beneficiaries of subsidy program (Number, Profile etc.):

A Qo9 © Bsusdm € *9< (99, Jedis wife):

v' “Women Entrepreneurship — Innovation, Startups, Handholding “ (WISH) Scheme for 12th class students or Final year

students from ITI/Degree/Engineering/Polytechnic Colleges or Post Graduate Institutions tO 2000 (General : 1360, SC
: 640) Women candidates( Estimated Number of Beneficiaries (Each Year) for the year 2022-2023

HTE™ €TH3™ - 12& A3 © fefenrga |f wah & ot/ f3aradt/ Aatdhifdar/ ddesfed saar A
Ure digec Arg=t T fefenwrgdh 3 2000 (WH: 1360 WEHMGS A31: 640) Hig® Srleee
( FIUSTIS T WgHgS At A% 2022-2023 BE
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13th Manual: Particulars of recipients of concessions, permits or authorisation granted by the Public Authority

Last Updated: -31.01.2024

I WUIS: -

31.01.2024

13T AoWS: AG3a WEGS earg' fe 3 fanrfest, uafiet A witiag U3 596 e €@ 29=

13.1 Concessions, permits or authorizations granted by Public Authority
A&3d MaE gt ed fid 3t fanrfest, ugfie = wifaarg
13.2 For each concession, permit or authorization granted
I3 forfes, udfie A iftarg yere s9e 3!
13.3 Eligibility criteria
WIS HUES
13.4  Procedure for getting the concession/grant and/or permits or authorizations
fonrfes/gfe w3 /At udfite At »ifterg yru3 96 & Yfafanr
135 Name and address of the recipients given concessions/ permits or authorizations
forfest/ugfie 7 wiftera &3 I8 yu3ag3e & & W3 U3'
13.6 Date of award of concessions/ permits or authorizations
fonfest /ugfie A wifgarg | & TH3t
S.no | Concessions, Eligibility Procedure  for | Name and | Date of award | For each
B3t | permits or | criteria getting the | address of the | of concession,
a authorizations | Q3T concession/gran | recipients concessions/ permit or
S . . . .
granted by . t and/or permits | given permits or | authorization
Public e or concessions/ authorization granted
Authority authorizations permits or
A63d authorization I
wEgS fonrfes/are | fonrfest/ug fonrfes,
o fe gt M3/ US| fife 7 WIS | fgrfergi g | USTHE 7
st 7 ofidg yus | i3 IR | fire o wifiggrg | IS YT'S
ygfHe # 9% < yfafanr YUSSIIT | 2s & firsh 36 B
nifgerg T SH W3 Y3
1) N/A N/A N/A N/A N/A N/A

There are no recipients of concessions, permits or authorizations granted by the Punjab Infotech

Ure feaeds enrgr i St fanrfest, uafiiet 7 wifiaa’ & agt yu3a93” odt 9

14th Manual: Information available in electronic form

11T Agns: fedaeiad gu &9 Areardt QussT J

141

14.2

Details of information available in electronic form: As below

fedacfaa gu €9 Qussy Freadl € 2= -

J5 TR WSHI

Name/title of the document/record/other information:

T3/ fgag3/Jd Feadl © a™H/fAgsY:
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v Service Rules of Corporation
FIUIAS © AT fouH
v Detailed Schemes and Operational Guidelines, 2018
fTA33 ASTH W3 Hu®a fer-feaen, 2018
v Industrial & Business Development Policy 2017
geufaa W3 Tug fearm 313t 2017 W3 AT - UAg Agdd ©

v Directory of officers and employees

gt W3 SIHgaMT O Irfeadeat

v" Punjab transerancy in public Procurement Act, 2019 and Rules 2022
e e 9 uefa Yfagane nlae, 2019 w3 fswr 2022
A "3 st &It 2021
v Board of Directors list
393 e Ffedaed’ & gt
v Acquisition and Disposal of IT Resources Policy and others
IT 7IZ &3 & yust w3 fsues
v' Corporate Social Responsibility (CSR) Policy- PICTCL
FuUIe ANrd frfnerdt (CSR) &13t- PICTCL
v RTI Manual
WIESEr RSB
v List of FAA, PIO, APIO
FAA, PIO, APIO <1 Hdt

14.3 Location where available:

AE'S A8 Gumsg IJ: www.punjabinfotech.in

15th Manual: Particulars of facilities available to citizens for obtaining information

15.1  Name & location of the facility:
Punjab Information and Communication Technology Corporation Limited
5th & 6th Floor, Himalaya Marg,
Udyog Bhawan, Sector-17, Chandigarh

AIB3 T &H M3 AFS:
53 3 63 Hims, forfEnr wraa,
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15.2

15.3

154

GTUa 395, AICI-17, TG

Details of information made available: The information is available as disclosed in the manuals as well
as on website

SumE S I eSOt T I AEAI THIRH © 3'8-8'% S9AEe "3 & Sumey I

Working hours of the facility:
9.00 A.M. to 5.00 P.M. (Monday to Friday)

AgS3 € ofH T we:
FRI 9.00 TH HH 5.00 A 3 (AHT 3 gadea)

Contact Person & contact details (phone, fax, email):

Hugd fens3t w3 Augd 29% (@6, <9H, B%):

Mrs. Niru Ahuja, FAA (First Appellant Authority)

Punjab Information & Communication Technology Corporation Limited
5th & 6th floor, Udyog Bhawan, Himalaya Marg, Sector 17, Chandigarh
Tel: 0172- 5256414

E-mail: niru.ahuja @punjabinfotech.in

HH3 g g, FAA (g8l miigegsT waEradl)

53 w3 61 Hfis, Geudi e, fonfenr Hadl, Ades 17, TINE
2BIea: 0172- 5256414

8.1 niru.ahuja @punjabinfotech.in
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2) Mrs. Dimple Bansal, PIO
Punjab Information & Communication Technology Corporation Limited
5th & 6th floor, Udyog Bhawan, Himalaya Marg, Sector 17, Chandigarh
Tel: 0172- 5256438
E-mail: dimple.bansal@punjabinfotech.in

HHS fEus 978, e g

53 w3 651 Hfis, Geudi 3T, fonfenr Hadl, Ades 17, TINE
HES: 0172- 5256438

g-18: neeta.walia@punjabinfotech.in

3) Mrs. Sarita Kondal , APIO
Punjab Information & Communication Technology Corporation Limited
5th & 6th floor, Udyog Bhawan, Himalaya Marg, Sector 17, Chandigarh
Tel: 0172- 5256447
E-mail: sarita.kondal @punjabinfotech.in

S A3 3%, gdwd g

53 w3 651 Hfis, Geudi e, fonfenr Hadl, Ades 17, TINE
HES: 0172- 5256447

g-18: sarita.kondal@punjabinfotech.in
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16th Manual: Names, designations and other particulars of public information officers

16T NgS: AG3d Hoo WeAd' © &, Wde W3 I 29=

31.01.2024

16.1  Name and designation of the Public Information Officer, Assistant Public Information Officer (s) & Appellate
Authority Address, telephone numbers and email ID of each designated official
B Foo WSSl T &TH W3 wIE', AT 8 Foor Wbl (A) W3 »iiEh wEad T U,
TS S99 W3 IIF HES3 ifaardt T 8 e 3.
S. Name Designation | Address Tel Mobile Fax Email
No BH nger iy (Office) | nadi® A - 0%
K] I3 o)
) (€e39)
1) Mrs. Niru | First Punjab Information | 0172- 0876244808 | 2702423 | niru.ahuja@  punjab
Ahuja, Appellate & Communication | 5256414 infotech.in
DGM (IR | Authority | Tech. Corpn. Ltd.
and Admn) 5th & 6th Floor,
Sector-17, Udyog
Bhawan,
I3t aig Chandigarh
g, QU
OrEwS | S g el
“*m?m M| e s
v 58 W3 6=T
17, ST s<s,
EEICIES
2) Mrs. PIO Punjab Information | 0172- 8146760114 | 2702423 | dimple.bansal@punj
Dimple & Communication | 5256438 abinfotech.in
Bansal- Tech. Corpn. Ltd.
5th & 6th Floor,
AGM Sector-17, Udyog
(HR) cum Bhawan,
CS Chandigarh
e U Y - R e G S
s HY'd 38
A 51 i3 6o
(g mrg) Hfas, Aaes-
.y (‘ ﬁT 17, gTuqdr 35,
) ’
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3) Mrs. Sarita | APIO Punjab Information | 0172- 9888757576 | 2702423 | sarita.kondal@
Office & Communication | 5256447 punjabinfotech.in
Asstt-Il Tech. Corpn. Ltd.
(HR) 5th & 6th Floor,
Sector-17, Udyog
Bhawan,
Chandigarh
HHSt
CIEY gmwa U goor w3
SCES) Ho'd 3d3F
AIed-2 FoUSHS B3
(HR) 53 W3 63t
17, ST s<s,
EEICIES

Last Updated: -31.01.2024
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17th Manual: Any other useful information

173 AgnS: 38t I3 Quutdlt Arsarat

17.1 UIB WS & aWIfdd gded: 68
17.2  Grievance redressal mechanisms: The grievances received on governance.punjab.gov.in or manually. The
details/replies on the grievvances are sought from the concerned division and resoved accordingly.
ferfes foerge fedl: fifarfest governance.punjab.gov.in 3 H I YuU3 St Ae I firarfest
T 292 AHU3 38Hs 3 Hd A 96 3 ond B ASfHa feddes § fadge 3+t At Ji
17.3  Details of applications received under RTI and information provided:
Wi el © 31T3 YUz Jemi wigei T 29 w3 i3t a1dt Feara:
Year Application Information Pending
p=1ros Received Provided TSaTfemiT
Y3 S Eens BRCE]
YT S
2017 38 Supplied NIL
HUBTE fos
2018 32 Supplied NIL
HUBTE fos
2019 36 Supplied NiL
HUBTE fos
2020 23 Supplied Nil
HUBTE fos
2021 16 Supplied NIL
HUBTE fos
2022 23 Supplied NIL
HUBTE fos
2023 24 Supplied NIL
HUBTE fos
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17.4 List of completed schemes / projects / programmes:
HAHS Je HelH /Jriaret/ JaIaTHT & Hot:

Punjab Infotech is providing Software as well as Hardware courses in Punjab and Himachal Pradesh through its
authorised CAL-C Centres since 1998. The main objective of Punjab Infotech is to spread IT awareness among the
youth of Punjab & India.

U fosecd 78 1998 3 g witdg3 CAL-C Jed’ I UAe W3 faues yen 9 Aecana w3
JIING AIH YT'G J9 T J1 A feseca & vy G20 Ure 73 393 © dre €8 weEd Adigas
g Il

As an Implementing agency, Punjab Infotech has earlier provided computer training to more than 12000
Government employees of various Departments like Water Supply and Sanitation, PUDA, Excise &Taxation, Air force,
Army personnel’s, Rural Development and Panchayats etc. through its authorized CAL-C Centres.

U feoeca &, B9 &g 396 @& edrt &1, for 3 ufos’ »ue wfiaes CAL-C dedt Idt 4-2y
fegar fi= 13 78 Aus w3 AdicHs, U3, Wead W3 &9, I8 A, ©F © d9Hgen, U3 fear
w3 Ugrfest »rfe ® 12000 3 0 AFESt gHgaM & dfuged fidsmdt yers st 1

v ““Women Entrepreneurship — Innovation, Startups, Handholding “ (WISH) Scheme for 12th class students or Final year

students from ITI/Degree/Engineering/Polytechnic Colleges or Post Graduate Institutions tO 2000 (General : 1360, SC
: 640) Women candidates( Estimated Number of Beneficiaries (Each Year) for the year 2022-2023

HTE™ GTH3™ - 12& A3 © fefenrga af wah & ot/ f3aradt/ Aatdhfdar/ ddesfed saar A
Ure Jjgec ArEet © fefenrgsmt 3 2000 (WH: 1360 ™WEHITS A3l 640) Higs SHieea (
BUSSie € WgHg3 Hitmir. % 2022-2023 B
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List of schemes/projects/programmes underway :

T3 IIM FSH /et /8 & Hon:

Last Updated: -31.01.2024
It WUZC: -

31.01.2024

Project Name

Jrde & &H

Description

<JEA

Duration
fimre

Department
fegmar

Project value

JAdE HB

Procurement of
Smart Phones for the
Department of Social
Security

AHTE B e fegran
TE AHTE 26t o

Department of
Social Security and
Woman & Child
Development  has
given approval to
procure smart
phones under
POSHAN Abhiyan in
the State thorough
Punjab Infotech at
the minimum
specifications of the
Government of India
at 4%  service
charges.

The number of
smartphones to be
procured are 27,515
and the price ceiling
is Rs.8000/- per
smartphone

exclusive of GST
through GeM portal.

AHTAS I femr w3
ELEECIRER= RS
fear fegar & UAg
feseca & IH 8
s vfsws 3fa3
EICERCEICELSEIC]
"3 L% AJfeA 99
"3 AHIC 26 Hales
< yeadt @ A I

uda3 Hifear 2

2H3 T WA Hde
s @8 Adeest
o fare3dt 29,941 I
7 fa GeMdIes It

2023

2023

Department
of Social
Security and
Woman &
Child
Developmen
t

24 Crore

2L SIF
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yate mred W3 fan
S SAH3 & A
8000/- gue Yyt
IS (GST 3
fash) I

Supply,
Installation,
Commissioning
and Maintenance
of CCTV
Surveillance
System at Punjab
Vidhan Sabha

Ay feos AT fey
AR foaraat
=S B afant &
W3 JH-IH™M|

Punjab Infotech is
the executing
agency for the
installation of CCTV
Surveillance Systems
inside the Punjab
Vidhan Sabha as well
as for the perimeter
security. A total of
108 cameras have
been installed under
the project. PWD is
the nodal agency for
the project. Project
is being executed
through M/s
Cybersoft and the
agency has
completed the
installation and
commissioning. The
project has gone
live.

Urry freeca Uy
feos A9 & nieg w3
ITB-5F MB-eS T
39 f9 A=
foaeadl yEdmr <t
HEUS € Jrgradiat
gt 1 griee 3193
I8 108 IHI Bare
e IaI izEnySt
JAde 38 633 et
JI Ydee  AASH
Aegdiee e
oo 7 fggr I w3
R & SHfa &
FEUS' ™3 T8 9J6
T & YT I3 o I
Jrde gEe J famr
3l

2025

2025

PWD/ Vidhan
Sabha

Uizgsudl/
g feos

2.04 Crore

2.04 331

Web-streaming of
Elections

RFP was floated for
finalizing the vendor
for web-streaming
of upcoming Lok

2025

2025

CEO Punjab

20.04 Cr
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Sabha Elections and 20.04 333
= O S-S all further elections. .
: Contract was signed HH 9T "erd
with M/s Vmukti 1y

after the tendering
process. Webcasting
of the First Level
Checking of the
EVMs has been
completed
successfully under
the aegis of CEO
Punjab.

Further The contract
is valid for a period
of 3 years and
would cover all the
elections held in the
state of Punjab
during that period.

ETE
T

§
y
a2
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4

Comprehensive
Annual Maintenance
Contract (CAMC) of
Digital Conferencing
System DCS) for
Punjab Vidhan
Sabha (PVS):

Ay feos wAsT
(PVS) Bt f3riles
TeeIHIT fAAeH
DCS ®u fewud
&S JH-gu™
faagrgs™T (CAMC):

Digital Conferencing
System for Punjab
Vidhan Sabha was
set up by Punjab
Infotech  through
M/s Elgin Electronics
in year 2011-12.
Since then the CAMC
is being maintain by
Punjab Infotech. It
facilitates the day-
to-day functioning of
the Vidhan Sabha,
during the session.
Recently the Hon’ble
Speaker has
approved the
extension of CAMC
for one year from
16th Feb, 2024 to
15th  Feb, 2025.
Work regarding new
tender for complete
overhaul of the DCS
system along with 2
video walls has also
been started

Ay

S 2011-12 €9
fdacfoam I
3Hlcs IaediHd
THACH AFY3 i3
famr 7t €< 3 Ure
e o
CAMC T AI-HIS
A3 7 It I g
s B9 feos
A © IF% ©
SHaH < AgB3
e 3l

IS5 It &9 Haud
e & 16 2d<d,
2024 3 15 SI=d,
2025 39 B A&

2025

2025

Last Updated: -31.01.2024

I WUIS: -

Punjab
Vidhan
Sabha/ PWD

Ay feos
HS/3d

31.01.2024

14 lakhs
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I WUIS: -

31.01.2024

Supply, Installation,
Commissioning and
Maintenance of CCTV
Surveillance System
at 459 Police Stations
in Punjab

As per directions of
Supreme court and
High court, Punjab
Infotech initiated
the process to install
CCTV System at 459
Police Stations at
entry, exit points
and at male and
female lockup each
in the Police Station
and CIA  Staff
premises across
Punjab to increase
transparency in
police station day to
day activities and to
create secure
environment to
citizens. Punjab
Infotech is  the
Implementing
Agency for the
project on behalf of
Bureau of
Investigation.

The installation and
commissioning has
already been
completed by
Punjab Infotech in
the year 2019. Now
the project isin O &
M phase for three
years till July 2022.

2022

2022

Punjab Palice

Uare yfen

5.8 Crore

5.8 IIF
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HUSH dge ™3 I=t
dde © foged
WSHI, e
foaeed & YAy 59
A © 459 yfsH g ufsyg f=g
foararal yEst < 459 UfSH FeHs @
]'Hé"f o7, niedt narfae
ACHS M3 HAEE
Hee a3 &9 Hae
"3 Ng3 T €9
bipairel i e
sIrgE & yfafanr
Hg 3t I feg I
et JiStfed w3
GEIICER SR CIEKES
T3ede Hefs I
J Uy freedd
983 e
fraerdNms € 332
fen pee & sy
IS TH BAA Il

Uy foseds evar
s 2019 fS8
fiHcdns 3 U8
JI& T I Ufgst It
yJ' 9 @ famr Ji
g fog Jrae oo
2022 39 35 A
ZE 08M U™ €9

JI
6 Networking of the | Recently work 2023-2026 | Punjab Approx. 1 Cr
Well of the Punjab | related to the Vidhan
Vidhan Sabha complete Sabha

networking of the
Ay feos AT = | well of the Punjab
&5 & Xoegfuqr Vidhan Sabha has
been allocated to
Punjab Infotech
through PWD.
Estimates have been | 2023-2026 | BIS 1 FIH
prepared and shall Urrs TS
be sent to PWD for LEH

fund allocation post
which tender shall
be floated.
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CRIGIRCEERE R
feogs rgr 2 I <t
&% 903 9 3
fogurs fesrar gt
Uy foseca &
&3 famr I
WSH'S g a9
T8 I8 IS M3 23
MBEHS B
el fAA © 9me
233 ATt 3T
Hr=dr|

7 Implementation  of | The Department of Excise Deptt
eAbkari for | Excise is
Department of Excise | implementing  “e-
as Project | Abkari” to enable
Management Unit online delivery of
services. The project
commenced in Aug
2018 with  NIC
Punjab and DoGR
providing

implementation and
hosting. The project
period for
development and
implementation is
2019-2022  during
which 51 modules
are to be
implemented which
also caters to Ease of
Doing Business
Directives

nraargt fegrar et
E'E‘E"ﬂ S AHIE g8 B8
OraIe Y¥o5 62 2 | " gt & w5y et
393 ETRNE | ggfgor g
&g SIS JAde "ATHS 2018
S NIC Yag w3
DOGR ©J" B

IS M3 JAfSTT

TS 996 € &' HY
Jfew H| fegm 3
T 996 B8 Yrae
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< fimme 2019-2022
J fAn B9 51

IJ& 7 99T II6 ©
FIe I&|

8 | Design and | Punjab Infotech has | 2024-2027 | PBIP

Development  of | floated the tender
the website of for the redesigning

: and redevelopment
Invest Punjab of the website and

) mobile app for
fosere dA= & | |hyest Punjab as per

Tgrdte © faads | the scope of work
defined by PBIP.
"3 feam Punjab Infotech
shall undertake the
project
management
through the term.

2024-2027 | UAd f&2n

Ay faeed & 83
Ut oot . ovg
yfgsfhaz aH e
Tfeg WoHd
fesene Ay 34t
JgAEe W3
AEEs Wy &
CIECRIICTIRES
y&I-feamr &t
239 7t A3 IS
Ay Taedd
Jrde & ydt
fimme @ &9
ilﬁa—c'ua"tlﬁef
I FI91

9 Business First Portal | The Business First | Ongoing
portal has been set
up to provide
services to both
existing as well as
new industries and
provides a common
platform  for all
regulatory services
and fiscal and non-

fiscal incentives
being delivered to
the businesses

throughout  their
lifecycle under the
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Punjab Industrial
and Business Policy
2023. The
application is being
developed by Punjab
NIC.Punjablnfotech

manages the
development of the
portal and
management of
Changes and
maintenance

faraH gAe Uaes
< HEUE Hge w3
Ao UT's I96 S I
3 et I w3 Uery
faraH gAe Uaes SetiTe WS g
S5t 2017 © 3fT3
FJIgI § GI5
Hies 9% 296 YT'e
I3t ArE Tt
A JIBeS
e w3 3 3
et g 7w
UBSTIH YT'S I
JI NICTA=ETT
whEanHs fanrg
3 7 IR J| A"
fraela Uges ©
feam w3 I=EEMT
3 JH-IH™ B
TS T y§us
I J

10 | PWIMS PWIMS (Public | 2022 Water 7 Crore
Works Information Resources
& Management
System) project is a
web based
application to
automate, improve
efficiency, introduce
transparency  and
streamline
processes of
Department of
Water  Resources,
Punjab related to
Works
Management. The
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project closure is
underway

WIIfBErEmhmiA
(uafss TIIH
frseIns w3
NEHNe fAveH) 7 993
Jrere TgeH Heriie 7S 793
&5 AEO3 A8 AIS | 2022
g 95,
Ut 398G nre whm oegns foe
A W3 FUY TTlT B8
g 9 wofas
yEeHs I Yrdae
SHIC I T AH TS
fgor 3
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Digital
Certificates

Signature

faries ©A3y3

Infotech
Digital

Punjab
provides
Signature
Certificates (DSCs) to
government
officials. The entire
process of issuing of
new and renewal
DSCs is managed by
Punjab Infotech and
in process to tie up
with  M/s  NIXXIT
Tech Solutions LLP
for Class Il 2 Years
Validity

Urre frsela
AIAS gt &
f3Hics TH3YS
HAIIHeae (DSCs)
TS FIT J| BR
w3 ff6g 96 =¥
DSCs & A5t 9%
S A YfSfanr e
N JI3T A I
MIIBHILI 2
S & U3 BE
WHIT NIXXIT

Tech Solutions
LLP &8 gl wiy
3 < Yfafonr fSg
JI

Last Updated: -31.01.2024
It WUZC: -

Ongoing

At I

GovtDeptt

AIAIt fegwar

31.01.2024

1 lakh annually

1 3H A%&

12

Supply, Installation,
Commissioning and
Maintenance of CCTV
Surveillance System
at 459 Police Stations
in Punjab

e © 459 yfsH
gfen f&g AHSS
foagal yedt &
AUSTE, HEUS, 98
™3 JH-II™M

As per directions of
Supreme court and
High court, Punjab
Infotech initiated
the process to install
CCTV System at 459
Police Stations at
entry, exit points
and at male and
female lockup each
in the Police Station
and CIA Staff
premises across
Punjab to increase
transparency in

HEL 2024

H3H JE °F
fimre )

U yfen

3.8 Cr

5.8 937
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police station day to
day activities and to
create secure
environment to
citizens. Punjab
Infotech is the
Implementing
Agency for the
project on behalf of
Bureau of
Investigation.

The installation and
commissioning was
completed by
Punjab Infotech in
the year 2019 and
0O& M phase for
three years in July
2022. SLA
calculations have
been finalized and
are to be approved
by the Department.
HYIH Sge w3
I8 dde ©

Urre freedd &
yf&H f<g
Ygedns' U8
et UAg 39 €9

°A'd H'& 2019
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IFMS-IWDMS

e 39BQ. it

IFMS-IWDMS
project constituting
IFMS in Department
of Finance (including
Budgeting, Planning,
distribution &
treasuries
operation) and
IWDMS for
Administrative
Departments in
Punjab Civil
Secretariat | & Il had
been implemented
by Punjab Infotech.
The activities
regarding transition
management were
undertaken as the
IFMS-IWDMS
contract got over in
March 2020.

UAe fesads g
Ure fies Ad 393
1 w311 9

&3 fegwr (gqe,
HA'& HFOS6s AN3)
ST IFMS W3
IWDMS T JI6& II&
TS IFMS- IWDMS
A o o3 famy
A IFMS-1WDMS <"
fedaga™H HIg
2020 €9 ¥ J=
IS ITCH Ydus

150 Crore

150 IIF
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Progressive Punjab
Investment Campaign

PICTC is the nodal
Agency for overall
coordination of the
Investment Promotion
Campaign to Promote
Punjab as an attractive
Investment

Destination

PICTC YA & &
WIIHS f62H AES
T €37fI3 a9
B {52 USHIS
HIIH © AHT 3&Ns
=8 538 &R I

Ongoing

BISIS|

15

Progressive Punjab
Investment Campaign

PICTC is the nodal
Agency for overall
coordination of the
Investment Promotion
Campaign to Promote
Punjab as an attractive
Investment

Destination

PICTC YA & &
WIIHS f62H AES
T €3°fI3 a9
B {52 USHIS
HfIH © AHT 3&Ns
B8 538 eAA I

Ongoing

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

SITd © &H, fegdgem & g w3 feddgam © yTr It & fiie A3 Tus &3 I8 A9

feagrgatin €@ 29<:
Sr. | Project/Scheme/Programmes | Name  of | Brief regarding the | Amount of | Completion of the
No the work assigned Contract Contract/
B3 | Jrde/ A/ U8 & & | Contractor | 7 qre dH g9 Fay Duration
& EGIEELE el feargrgan feagrge™ /et
T EH < gaH &y qge
1 Promotion | M/s KPMG | To work as Knowledge | 7.56 crores | The Contract of
Campaign Punjab Partner for Investment | plus M/s KPMG is
NS Promotion Campaign, | applicable | from 22.05.2023
feen U3A9IS HfIH e nih Punjab including | GST to 21.05.2026
Investors Summit
o2 YAHs HidH, | 7.56 9T | rgg it
U TS e 3ITgmyg | T fdggeH
HASS Be famrs = 3
%t = oy =8 S 22.05.2023
21.05.2026 39
3
2. Promotion | M/s Sharp | To arrange for all the | Service The contract of
Campaign Punjab Travels logistics arrangement | Charges as | Sharp Travels is
for GoP officialsfor the | per  the | from 25.04.2023
feen U3A9IS HiIH e AASH events/visits/meetings | contract for 24.04.2025
) Hay etc agreement
: . .
HHITH /HS S/
ST T B8 Gop fé‘ea@a?srﬁ wau TIeBA T
g B8 Y | frggrga™ e
Y WSHT 25.04.2023 3
. . e 599
e I 2L.0L4.2025 Bg
3

The complete information has also been provided in the table above for 17.4., 17.5

17.4., 17.5 8& QuUIa3 AIe K9 & Yt Arsarat 3 It I,

17.7

I8 IT ArEAat

Any other Information:
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17.7.1 Service Rules/Regulations:

As below

17.71 A= fouH/fouH:
It fid3 MgAg

Punjab Information & Communication Technology Corporation Limited

SERVICE RULES

CHAPTER-I
1. DEFINITIONS:

1.1. These rules shall be referred to as the Punjab State Electronics Development & Production Corporation
Ltd. Service Rules. (Renamed as Punjab Information and Communication Technology Corporation
Limited on 11.10.2002)

1.2. These Service Rules shall take effect from Ist April, 1979.

1.3. These service rules shall apply to every employee of the Corporation wherever he may be posted except
in so far and to the extent it is otherwise agreed upon agreement or letter of appointment or any other
status for the time being in force.

1.4. Definitions

1.4.1 ‘The Board’ means the Board of Directors of Punjab State Electronics Development & Production
Corporation Limited and shall include any committees thereof constituted for the purpose.

1.4.2. ‘Chairman’ means the Chairman of the Board.

1.4.3. ‘The Corporation’ means the Punjab State Electronics Development & Production Corporation
Ltd., acting through the Board, the Chairman, the Managing Director or any other duly authorized
officer of the Corporation

1.4.4.  ‘Direct Appointment’ means an appointment made otherwise than by promotion or transfer of
person already in the service of the Corporation or made by taking a person on deputation from
the State Government or any other Corporation.

1.45.  ‘Duty’ means the period of service which counts for pay, leave and other emoluments but does
not include any period of suspension or extra-ordinary leave without pay.

1.4.6. ‘Employee’ means a person employed on any post under the Corporation but does not include
except for the purpose of disciplinary actions, a casual worker or a daily wage worker.

1.4.7. ‘Government’ means the Punjab State Government in the Industries or5 any other Department
for the time being in charge of the affairs of the Corporation under the Rules of Business of the
Government.
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1.4.8.  Managing Director means the officer appointed by the Government for being the Managing
Director of the Corporation.

1.4.9. Permanent Employee means an employee appointed on permanent basis against a permanent
post.

1.4.10. Temporary Employee means an employee appointed for a Limited period of work which is
essentially for atemporary nature or appointed against a temporary post or vacancy for a specific
or unspecific period.

1.4.11. Appointing Authority means the authority competent to make the concerned appointment.

CHAPTER-II

2. POSTS UNDER THE CORPORATION

2.1. For the purpose of these service rules, the posts under the Corporation shall be classified under
the following two categories, namely:-

i) Officers.
i) Other employees.
2.2. These shall be permanent, tenure and temporary posts under the Corporation.
2.3. The Board shall have the right to declare a temporary post as permanent.
2.4. No person shall be appointed on any post under the Corporation unless he is:-
i) a citizen of India; or
i) a subject of Sikkim; or

iii) a subject of Nepal; or
iv) a subject or Bhutan; or

)] a Tibetan refugee who came to India before Ist January, 1962 with  the intention of permanently
settling in India; or

Vi) a person of Indian origin who has migrated from Pakistan with the intention of permanently
settling in India.

Provided that a candidate belonging to category(ii), (iii), (iv), (v) and (vi) shall be a person in whose favour
a certificate of eligibility has been given by the Competent Authority and if he belongs to category (vi) the
certificate of eligibility will be issued for a period of one year after which such candidate will be retained in
service subject to his having acquired Indian Citizenship.
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CHAPTER-III

3. RECRUITMENT AND RETRENCHMENT

3.1 Recruitment to the various posts under the Corporation shall be made by any one or more of the following
methods.

1.1 By director appointment.

1.2 By deputation for Govt. or any other Corporation.

3.1.3. By promotion of existing personnel or by transfer from one post of another.

3.14. Appointment to all posts under the Corporation carrying a basic pay of Rs. 550/- and above shall

be made by the Board of Directors and to all other posts by the Managing Director.

3.1.5. The appointing authority shall prescribe the pay scales, qualifications, experience and other

requirement for the various posts under the Corporation.

3.1.6. The age of person, at the time of direct recruitment to a post under the Corporation, shall not

normally exceed 35 years.
Provided that the appointing authority may in specific because relax this condition having regard
to the qualifications and experience of a candidate.

3.1.7.  No person who has been dismissed from any public or private employment or has otherwise
ceased to be in service of the Corporation, shall be re-employed except with the express approval
of the Board.

3.1.8.  Direct appointment of every person to any post under the Corporation shall be subject to
production by such person of a medical certificate of fitness from a doctor in a
Government/Municipal hospital.

3.1.9.  All appointments shall, in the first instance, except as the appointing authority may stipulate in
any particular case, be on probation in respect of permanent posts and on temporary basis in
respect of temporary posts.

3.1.10. The period of probation shall be one-year subject to such extensions as may be deemed necessary.
The total period of probation shall not exceed two years in any case. The probation shall be
deemed to have been completed only after communication of orders in writing.

3.1.11. If atthe expiration of the period of probation the work of a probationer is found to be satisfactory,
the appointing authority may confirm him with effect from a date after the date of his first
appointment on probation.

3.1.12. Provided that reservation of posts in the Corporation shall be made for scheduled caste/schedule

tribes, backward classes, Ex-servicemen etc. as per the policy of the Punjab Government in force
from time to time.

“Knowledge of Punjabi Language - No person shall be appointed to any post in any service by
direct appointment unless he has passed Matriculation examination with Punjabi as one of the
compulsory or elective subjects or any other equivalent examination in Punjabi language, which
may be specified by the Government from time to time. Provided that exemptions / additional
time may be allowed wherever applicable as per Government Instructions.’ (approved by the Bod
in their meeting held on 21 Dec 2021 (210.11.1 item).

TERMINATION OF SERVICES; (approved by the BoD in their meeting held on 23.11.79(Item No. 15.11.1)

The services of an employee of the Corporation may be terminated by the appointing authority.

3.2.1.

3.2.2.

3.2.3.

In case of a permanent employee or an employee appointed to a tenure post, by giving three
months’ notice on either side or in lieu thereof the pay for the period by which the notice falls
short of three months.

In the case of an employee on deputation from the Govt. or any other Corporation, by reverting
him to his parent service.

In the case of a temporary employee or an employee on probation, by giving one month’s notice
on either side or in lieu thereof the pay for the period the notice falls short of one month.

Authority Name: - Punjab Information and Communication Technology Corporation Limited Page 122

Ure §oo W3 Ho'9 3AeSH foan Hifls



Information Handbook under RTI Act, 2005 Last Updated: -31.01.2024

g, S el Mg, 2005 WG HEe ISES Wt W3S - 31.01.2024

3.3.

RECORD OF SERVICE:
The following record of service of every employee shall be maintained by the Corporation: -

a)
b)
c)

Personal file;
Service book
C.R.File.

Files at (a) and (b) shall be maintained by the office and the file at (c) shall remain in the personal custody
of an officer authorised by Managing Director.

CHAPTER-IV

4.

4.1.

4.2.

SENIORITY AND PROMOTION:

SENIORITY:

The inter-se-seniority of persons appointed to posts carrying the same scale of pay shall be determined by
the dates of their appointment to such posts. Provided that if two or more persons are simultaneously
appointed to such posts on the same date, and their seniority inter-se has not been indicated by the
appointing authority in order of appointment, than their seniority shall be determined as under: -

41.1.

4.1.2.

4.1.3.

4.1.4.

A person recruited by promotion from the service of the Corporation shall be senior to the person
recruited otherwise.

Provided however, that in the case of promotion of two or more persons their inter-se-seniority
shall be determined according to their seniority in the cadre or posts from which they have been
promoted.

A person on deputation shall be senior to a person recruited by direct appointment.
Provided that in the case of two or more persons on deputation their inter-se-seniority shall be

determined according to their seniority in their parent service or cadre.

In the case of persons recruited by direct appointment the older in age shall rank senior to the
other.

In any other case the person in the higher scale of pay shall be considered senior to a person in
the lower scale of pay and where the scale of pay are identical a person drawing higher salary shall
be senior to a person drawing a lower salary.

PROMOTION:
All promotions to posts under the Corporation shall be made on the basis of merit-cum-seniority and no
person shall have a right to be promoted to any posts on the basis of seniority alone.

(The promotion policy of the Corporation for computer cadre approved in 119th meeting held on 18.09.2000

and for other in 124th meeting held on 23.05.2001 with amendment in 139th meeting held on 27.08.2004

and 163rd meeting held on 29.06.2010).

CHAPTER-V
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5.

SUPERANNUATION AND RETIREMENT:

Every employee of the Corporation shall retire on attaining the age of 60 years, except as otherwise decided
by the Corporation in individual cases.

CHAPTER-VI
GENERAL

6.1.

The whole time of employee shall be at the disposal of the Corporation. The working hours shall
be the same as observed by the Punjab Govt. Offices from time to time.

6.2. No employee shall directly or indirectly be engaged in any other business, occupation or
employment nor shall be enter into any partnership or other business relationship, accept nay
fees, endowment or commission whatsoever, from any party other than the Corporation except
with the prior permission of the appointing authority.

6.3. Every employee shall be liable to be transferred by the appointing authority from one post to
another or to any place which it may consider necessary in the interest of the Corporation.

6.4. No employee of the Corporation shall take part in politics or in any political demonstration or
stand for election as member of any House of the State Legislature or Parliament or of any local
authority or indulge in activities that may cause embarrassment to the Corporation.

6.5. The Corporation shall, in respect of all acts done in good faith and in the interests of the
Corporation extend protection to its employees in courts of law of elsewhere.

CHAPTER-VII

PAY AND ALLOWANCES

7.1. “Pay” means the monthly pay drawn as fixed pay or in a time scale and includes personal, special

dearness and deputation pay but does not include any allowance.

7.2. “Personal Pay” means an addition which may be granted to an employee by the appointing

authority, in exceptional circumstances or other personal consideration.

7.3. “Special Pay” means additional pay granted in consideration of a especially arduous nature of duties

or a specific addition to the work or responsibility.

7.4. “Award” means a fixed amount awarded in recognition meritorious work performed by an

employee of the Corporation.

7.5. “Allowance” includes dearness allowance, house rent allowance, traveling allowance, conveyance,

city compensatory, sumptuary and overtime allowance or any other allowance sanctioned by the
Board from time to time.

(The Amendment in TA/DA Rules has been approved by BOD in its 137th meeting held on 7th June, 2004

).
7.6.

7.7.

a)
b)

c)

An employee of the Corporation shall on appointment be eligible to the minimum of the scale of
the post to which he is appointed.

The appointing authority may in recognition of exceptionally good services of an employee of the
Corporation grant to him

An award not exceeding one half of the pay of such employee.

One or two increments in the time scale of his pay provided that the Board may award any amount
of money or grant any number of increments.

That any employee of the Corporation who improves his qualification i.e. obtains a higher
qualification in the relevant field, shall be eligible for grant of two additional increments. (Add in
85" BoD meeting held on 10.11.93).
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7.8.
a)

b)

7.9.

7.10.

7.11.

7.12.

7.13.

7.14.

7.15.

Govt. servants on deputation to the Corporation may either: -

Accept the pay scale or the post under the Corporation subject to the fixation of their pay in such
pay scale by the appointing authority: or
Continue to enjoy their pay scale in their parent service plus deputation pay as approved by the
Govt. and other allowance is admissible to him in Govt. service. The Govt. servants on deputation
to the Corporation will be entitled to claim benefits of higher pay scale or of fixation of pay at a
higher level with or without retrospective effect in the Corporation if such benefits have accrued
to him in their parent service consequent upon decision in his favour on his appeal or
representation or otherwise as a matter of course.
The Corporation shall pay to the Govt. leave and pension in respect of officers or other employee
of the State Govt. taken on deputation, at the rates in force, from time to time in this behalf.
An increment in a time scale may be drawn as a matter of course by an officer or other employee
of the Corporation unless it is with-held or deferred on the grounds of suspension, grant of extra
ordinary leave without pay or punishment. No increment will be admissible during the period of
probation.
Specific sanction of the appointing authority shall be required to cross an efficiency in any time
scale.
Special pay at a rate not exceeding 10% of basic pay to be determined by the appointing authority,
may be allowed to a person holding charge of an independent post in addition to his own duties,
for a period exceeding one month.
When a person in a lower scale of a pay is appointed to officiate in a higher scale of pay, he will
draw the minimum of the higher scale or if the pay he isalready drawing a more than the minimum
of the new scale, it shall be fixed in the new scale at the stage next above his basic pay in the lower
scale.
Employee of the Corporation shall receive such allowance as may be sanctioned by the Board from
time to time.
Any sum of money or pay or allowance due to an employee of the Corporation that may have
remained unclaimed may be transferred to and held in the suspense account for a period of three
years from the date of which the payment is normally due and will thereafter be treated as lapsed
to the Corporation.
The Implementation of the Assured Career Progression scheme on completion of 4,9. and 14 vears

of service in the cadre to the employees of the Corporation has been approved in BOD in its 148th
meeting held on 29th Dec, 2006.

CHAPER-VIII
8. PENALTIES;

8.1. An officer or other employee of the Corporation may be awarded any one or more of the following
penalties: -

i)
i)
ii)

Warning or reprimand or censure;
Withholding of increment or increments
Reduction to a lower time scale

iv) Recovery from pay of loss caused to the Corporation

V) Removal or dismissal from service.
8.2 The penalties referred to above may be imposed by order in writing of the appointing authority.
8.3 Provided that not more than one penalty shall be imposed on any employee at any one time.
8.4 Suspension

Any person in the employment of the Corporation against whom there are serious charge pending may
be placed under suspension by order in writing of the appointing authority.
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8.3.1. During the period of suspension such person shall be entitled to receive subsistence allowance equal to
one half of his basic pay plus allowances thereon.
Provided that:

a)

The difference of his pay and subsistence allowance may be given to such a person on his
reinstatement if the appointing authority so directs, and

b) the subsistence allowance already paid to the employee shall not be refundable to the corporation
in case such a person is ultimately removed from service.

The penalties enumerated in 8.1 above may be imposed on any one or more of the following
grounds:-

a) Strike or inducing others to strike;

b) Wilful insubordination or disobedience;

C) Negligence, inefficiency or indolence

d) Irregular attendance;

e) Unauthorised divulgence of any information, document detrimental to the interests or reputation
of the corporation

f) Theft, pilferage, fraud, dishonestly, misappropriating, defalcation or embezzlement;

Q) Absence from duty without leave or overstaying leave, except under circumstances beyond
control, provided that the appointing authority may order such period to be treated as spent on
leave of any kind available to the employee.

h) Arrest or conviction on a criminal charge or for an offence involving moral turpitude or depravity
or degradation of character.

i) Insanity;

) Anti-national activities; or

k) Any there sufficient ground.

)] Sexual Harassment:- For this purpose sexual harassment includes such unwelcome sexually
behaviour (whether Directly or by implications) as :
¢ Physical contacts and advances
e Ademand/ request for sex
o Sexually colored remarks
¢ Showing pornography.
¢ Showing pornography.
¢ Any other unwelcome physical verbal o non- verbal conduct of sexual nature.

(Amendment in 8.4(I) made in BOD in its 143rd meeting held on 21st Oct, 2005)
8.4. An appeal against an order of the appointing authority imposing penality or suspension shall lies to the

Board within two months of the date of service of such order on the employee and the Board’s decision on
such appeal shall be final.

Provided that a joint appeal shall not be entertained. Provided further that where a penality has been
imposed or suspension order passed by the appointing authority with the approval of the Board, the person
on whom the penality has been imposed may apply to the Board for a review of its decision within two
months of the date of service of such order.

CHAPER-IX
LEAVE RULES;

9.1 TITLES

These rules may be referred to as the Punjab State Electronics Development & Production Corporation
Limited leave rules.
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9.2. Date of Enforcement
These rules shall come into force with effect fro

9.3. SCOPE OF APPLICATION

These rules shall be applicable to all employees of the corporation except those on deputation.
TYPE OF LEAVE

All employee of the corporation, except those on deputation will be entitled to the following kinds of leave;

i) Casual leave

ii) Sick leave

iii) Earned leave
iv) Study leave

V) Maternity leave

Vi) Public Holidays
vii) CHILD CARE LEAVE

9.4. CAUSAL LEAVE:

15 days of casual leave in one calender year (of service) shall be admissible to all employees. Provided that
women employees shall be entitled to 20 days casual leave in a calender year (of service).

Casual leave will be non-cumulative and no other leave of any kind except leave without pay can be
combined with it.
Holidays occurring during or at the beginning or at the end of the period of casual leave shall be excluded.

Casual leave shall not be asked or allowed for more than ten days at a time.

9.5. SICK LEAVE

All employees of the corporation shall be entitled for each year of service to ten days sick leave on full pay.
An employee availing more than three days of sick leave at a time, must produce a medical certificate from
the Corporation’s Medical Officer or from a Doctor in a Government Hospital. Holidays intervening the sick
leave period shall be considered as part of the sick leave.

Sick leave will be cumulative up to 60 days on full pay.
9.7. EARNED LEAVE:

All employees shall be entitled to 30 days of earned leave on full pay for a very year of service it will be
calculated @ 1/12 of the period spent on duty. Leave without pay shall not be counted as period of service
earned leave shall be cumulative up to 450 days when an employee resigns or his service are terminated,
except by dismissal of service for misconduct, the employee shall be paid for the leave due to his credit.
The accumulation of the earned leave by an employee shall be restricted to 300 days.
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EXTRACT FROM THE PROCEEDINGS OF THE 15™ MEETING OF THE BOARD OF DIRECTORS HELD ON 23.11.1979.

Item No. 15. 13 ENCASHMENT OF EARNED LEAVE:

9.8.

9.9.

9.10.

The board directed that payment against encasement of leave to the employees of the Corporation be
made on the basis of payment made to Punjab Govt. employees so far as inclusion of allowances in such
payments are concerned.

STUDY LEAVE:

Study leave may be granted to an employee for the purpose of undertaking a studies of scientific, technical
or similar problems or to undergo special course of instruction or training in or outside India on such terms
and conditions as may be fixed by the Board.

MATERNITY LEAVE;

The Managing Director may grant to a female employee who has put in at least one year of continuous
service, maternity leave for a period of 180 days without the necessity of production of medical certificate.
Extension beyond 180 days shall, however, be permissible by grant of leave of the kind due. Such leave
shall not be debited to the leave account of the employee and shall not be granted for more than two
confinements. Normally, leave applied for, if due, will be granted. However, the same can be refused in
the interest of the work of the Corporation.

Addition: _

The BOD in its 136th meeting held on 28th January, 2004 has approved to adopt the instructions issued
by the Govt. of Punjab, Department of Personnel regarding provision of Special leave of 05 years to Govt.

Employees

The Managing Director may grant Paternity Leave to all the male employees for a period of 15 days from
the date of birth of the child on full payment. However it can be commuted up to 30 days on half payment
basis( BOD in its _151st meeting Held on 20th Sep, 2007 )

PUBLIC HOLIDAYS & WORKING HOURS;

The Corporation will observe public holidays and working hours as observed by the offices of the Punjab
Government.
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9.11.

AUTHORITY;

Leave of all kinds will be sanctioned either by the Managing Director or by any officer of the Corporation
so authorized by him, to the extent of such authority.

2.1.1  CHILD CARE LEAVE

All the regular women employees of the Corporation will be entitled to avail the Special Leave upto one
year (365 days) for care of their child under 18 years subject to the following conditions:

The leave of maximum period of one year (365 days) during service will be allowed to women employees
for their minor children (Under 18 years)

This leave will be applicable for maximum two children for their care and need like examination or medical
etc. Documentary proof will have to be produced.

During the leave period, salary as in case of Earned Leave will be admissible.

Leave can be availed for more than one time but not more than three times in a year.

Leave will not be sanctioned for less than 15 days.

Such leave will not be sanctioned in case of unauthorized absence.

Such leave can be refused or cancelled in case of sanctioned in public interest.

Leave will be sanctioned as per Government instructions.

(Addition as approved in the 172" meeting of BoD held on 27-03-2012)

CHAPTER-X

10.

11.

12.

CONTRIBUTORY PROVIDENT FUND RULES;

Every employee of the Corporation shall be entitled to membership of the Contributory Provident Fund
Scheme under the Provident Funds and Family pension Act, 1952, irrespective of the pay drawn by him.
However, an employee who is already a member of the Contributory Provident Fund Scheme under the
said Act on the date of his joining the Corporation shall become a member of the said fund from the date
of joining the Corporation. Re-employed persons shall be governed by the terms of their appointment.

CHAPTER-XI
BONUS;

Every employee of the Corporation shall be entitled to payment of Bonus under the Payment of Bonus Act-
as amended or re-enacted from time to time, irrespectively of the pay drawn by him.

CHAPTER-XII

MEDICAL RULES
All employees of the Corporation shall be entitled to full reimbursement of the expenses incurred on the

purchase of medicines on the prescription of corporation doctors or doctors in government/Municipal
Hospitals, expenses on hospitalization and consultation fees paid to Doctors in government/Municipal
Hospital. This is, however, subject to the condition that all the bills and the essential certificates are signed
by the Doctors referred to above.

N.B. The Corporation Doctors in these rules shall mean any Doctor(s) other than Doctors in Government /
Municipal Hospitals specially appointed by the Corporation for the purpose.
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Amendment

As per decision taken in 129th meeting of BOD held on 25.06.2002. The employees of the Corporation can

avail of indoor treatment from any other recognized hospitals, the reimbursement of charges not to exceed

the charges stipulated by PGl or AIMS.

The BOD in its 143rd meeting held on 21st October, 2005 has approved the revision for medical allowance

to the employees of the Corporation from Rs. 250/- to Rs. 500/- per month as fixed medical allowance in

respect of out door medical treatment. Reimbursement of ‘Outdoor’ Medical expenses incurred by the

employees for the treatment of Chronic diseases shall be permissible as per norms fixed by the State

Government for its employees from time to time.

CHAPTER-XIII

13.  LEAVE TRAVEL CONCESSION RULES:

All employees of the Corporation, on completion of one-year service in the Corporation, shall be entitled
to the following leave travel concessions;

i)

Reimbursement of the actual fare, to and fro, by Rail/bus of the Class entitled under the Traveling
Allowance Rules for self, wife/husband and minor children once in two years for visiting the
permanent place of residence (Home Town) provided the fare for the first 250 km. Is borne by the
employee.

Reimbursement of actual fare to and fro, by Rail/Bus of the class entitled under the Travelling
allowance rules for self, wife/husband and minor children once in two years from headquarters
to any place in India.

NOTE: - Only one reimbursement for visit to home town or any other place in India shall be
admissible in one calendar year.

Amendment vide BOD in its 1515 meeting Held on 20™ Sept., 2007

The BOD has approved the amendment in the LTC service Bye laws/ Rules under Chapter XllIl as per
the Punjab Government Circular No. 6/27/97-6/P.P.3/12507 dated 6 October, 2000 by replacing
the phrase “for self, wife/ husband and minor children with “ family”

Amendment

The BOD in its 171st meeting held on 8th December, 2011 has approved to adopt the Govt.
Instructions issued by the Govt. of Punjab, Department of Finance(Finance Personnel Il Branch)
regarding Amendment in the encashment of Earned Leave in the Leave Travel Concession Rule
under Chapter-XIll of the Service Rules of the Corporation. All the regular employees of the
Corporation will be entitled to encash “Ten Days” earned leave at the lime of availing of Travel
Concession (LTC) subject to the following conditions:
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1. The encashment of earned leave shall be allowed only once during the relevant L.T.C. Block of two
years.

2. The encashment of earned leave shall be limited to the extent of sixty days during the entire service
career.

3. The earned leave encashed shall not be deducted from the maximum amount of earned leave encash
able at the time of retirement.

4. The encashment of earned leave shall be admissible without any linkage to the number of and the
nature of leave availed for L.T.C.

5. Where both husband and wife are Government employees, encashment of leave shall be admissible
to both of them subject to a maximum of sixty days for each spouse during the entire service career

6. These orders shall be effective from the 1%t October.2011.

7. The benefit under these orders shall be admissible only to those employee who proceed on LTC
Journey on or after this date,. The LTC claim’s relating to the period prior to this date shall be
regulated as per instructions applicable on the date of proceeding on journey.

CHAPTER-XIV

14. GRATUITY RULES:
Every employees of the Corporation, irrespectively of the post held and pay drawn by him, shall be entitled
to payment of gratuity under the Payment of Gratuity Act,1972 and any amendment or re-enactment
thereof for the time being in force.
CHAPTER-XV

15. ADVANCE FOR PURCHASE OF CONVEYANCE:
All employees of the Corporation shall be entitled to the grant of advance for the purchase of conveyance

as per rules applicable to the State Government employees.

(The Advance for purchase of Conveyance has been approved in the BOD inits 143rd meeting held on the
215 October, 2005

CHAPTER-XVI

16. ADVANCE FOR HOUSE BUILDING:

All employees of the Corporation shall be entitled to the grant of house building loan as per rules applicable
to the State Government employees.

( The advance for purchase of House Building Loan has been approved in the BOD in its 143rd meeting
held on 21st October , 2005 are at Annexure " C"

EDUCATION LOAN :

The policy for Education Loan has been approved in the BOD inits 147th Meeting held on 12th Sept, 2006 .

LAPTOP LOAN:-
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The Advance for purchase of Laptop Loan has been approved in the BOD inits 147th meeting held on 12th
Sept, 2006.
CHAPTER-XVII

17.

18.1.

18.2.

18.3.

EX-GRATIA GRANTS:

The families of the employees of the Corporation shall be entitled to Ex-Gratis Grants as per rules applicable
to the State Government employees.

CHAPTER-XVIII
DELEGATIONS:

The Board may be resolution confer upon the Chairman, the Managing Director or any other officer of the
corporation all or any of its powers under these Service Rules. The Managing Director may, with the
approval of the Board, in writing confer on any officer of the corporation all or any of his powers, including
power delegated to him by the Board, Delegated powers shall be exercised subject to such restrictions,
conditions and limitations as may be prescribed in the resolution or authorization by the Board, or the
Managing Director as the case may be.

AMENDMENT:

The Corporation reserves the right to modify, cancel or amend all or any of these rules and issue
supplementary rules or amendments thereto without previous notice and give effect to them from the
date of issue or any other date. Matters not covered by these rules would be decided by the Managing
Director, at his discretion, keeping in view the rules applicable to State Government employees.

INTERPRETATION OF RULES:

The Corporation reserves the power to interpret these rules and/or the supplementary rules. The decision
of the Corporation shall be final.
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17.7.2 RTI Blank Formats:

Form ‘A’
Form of application for seeking information under the Right to Information Act, 2005

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

Full Name of the Applicant
Father’s/Spouse’s name
Permanent Address
Correspondence Address
Particulars of information required
a. Subject matter of information*:
b. The period to which the information relates**
c. Specify details of information required
d. Whether information is required by post or in person
(The actual postal charges shall be included in providing information)
E. In case by post (Ordinary, Registered or Speed post.)
6. Is this information not made available by the Public Authority under voluntary disclosure?

ok~ wDd PR

7. Do you agree to pay the required fee?
8. Have you deposited application fee? (If yes, details of such deposit)

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

Full Signature of the applicant and Address
E-mail address, if any...........ccoceevevviernnnnn.
Tel. No. (OffiCe)...ccviereiiieieciiievee i
(RESIAENCE).....ovieeiiieiiee e

Note: - (i) Reasonable assistance can be provided by the competent authority in filling up the Form A.
(ii) Please ensure that the Form A is complete in all respect and there is no ambiguity in providing the
details of information required.
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[.D No

ACKNOWLEDGEMENT OF APPLICATION IN FORM -A

Dated:

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

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

The applicant is advised to contact Shri. between 11 AMto 1P.M.

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

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

Signature and Stamp of the
Public Information Officer
PICT

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

From

Date: ......cecveenne

To,

Sir / Madam,

Please refer to your application; I.D. No. dated addressed to the

Undersigned regarding supply of information on

2. The requested information does not fall within the jurisdiction of this Corporation and,
Therefore, your application is being referred herewith to Shri

3. This is supersession of the acknowledgement given to your on

Yours faithfully,

Public Information Officer.
E-mail address:

Web-site:

Tel. No.
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Form ‘C’

Rejection Order

[See rule 8&9]
From
Dated: .......coeevevvenne
To,
Sir/ Madam,
Please refer to your application; I.D. No. dated addressed to the
undersigned regarding supply of information on
2. The information asked for cannot be supplied due to following reasons: -
) SRS
] USSR
3. As per Section 7 (8) of Right to Information Act, 2005, you may file an appeal to the Appellate

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

Public Information Officer.
E-mail address:

Web-site:

Tel. No.
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FORMAT OF REGISTER TO BE MAINTAINED BY THE COMPETENT AUTHORITY

ID Name and | Date of | Type of Particulars of fees Status of Disposal of Application
No. | Address of | Recipt | Information | Deposited
the of asked
Applicant | Applica
tion in
FORM
A
Amt. | Receipt | Date Information Application
no.
Supp | Partially | Rejected | Returned
lied supplied to
applicant.
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18 Reasons for administrative or quasi-judicial decisions taken; communicated to affected

persons

B8 I YIHe 7 wag-fanfea SAfe @ I9%; ygries fovadmit § Afes dir

Sr.No | Decision Name of the | Title of case Name of the | Decided position
BFt& | during  the | Authority A T a3y Counsel on | AfES & SAsT
year eI T behalf of the | &3
S T 96 SH Corporation
SHST FIUIAS & IS
TS T SH
1 2023 Nil Nil Nil Nil
fos fos fos fos
19 Important policies or decisions which affect public

HIITYTS SIEMi 7 eRS 1 Ae3 § YI1ies J9< 96

Notification no.CC/Addl. Dir/Industrial & Business Development/2017/ 1934 dated 21-12-2017 in
pursuance of the provisions of clause 4.2.2 of the Punjab Industrial & Business Development Policy,
2017 (hereinafter referred as Policy) notified vide no. CC/AddIl. Dir/Industrial & Business
Development/2017/ 1369 dated 17-12-2017, the Governor of Punjab is pleased to transfer all industrial
estates/industrial parks/industrials sheds/industrial focal points etc. (to be refereed as Industrial Parks
hereafter) developed by Directorate of Industries and Punjab Information & Communication
Technology Corporation Limited (Punjab Infotech) to Punjab Small Industries & Export Corporation
(PSIEC).

AIo' &, HLAL, Ifed/fsaedms s faden f3esuic/2017/193u 3t 21-12-20179F 8. UAre
fE3reds W3 famen fsesude ufsht, 2017 (ffr 3 9me ufsit e Afew Aer 9) @ Gusa w22 ©
Gudg & UsEs goe IT Uy T IWUS & Y33 & CC/AddI. 3Ifeg/fEzmedmis iz famsn
f3esuie /2017 /1369 TH3T 17-12-201 ©ora" BT 998 ¥it HITER St I 13 fearz St A Geufara
WHSS!/Geufdid uas/ Geuiaid H 3/ Geuioia 2as uniiet nife e 39es UA's Hoe' W3 Ho'd 3d&amt
FIUIHS fBHfes (Urie fesedd) €8 e By Geuidl w3 f5aus fosand (A d ) § Sisr A= ar
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