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Section4(1)(b)(I)Manual-  
(i) 

 
The particulars of the organization, functions and duties 

 

 
Complaint & Enquiry Section 

 

Sr.No. NameofOrganization/Department/B Functionandduties(inbrief) 

 oard/Corporation/Institution  
11 Additional Commissioner   /   Joint The disciplinary cases of the 

 Commissioner/Assistant Commissioner erring employees are 
   recommended by the Joint 
   Commissioner to Commissioner 
   for taking action under various 
   rules of Punjab Civil Services 
   (Punishment and Appeal Rules-1970). 

    
    

 
 
It is certified that the aforesaid information is correct and the same may be uploaded at the 
MCL website. 
 

 
Mrs. Surbhi Malik (IAS)  

Add.Commissioner Supdt,C&ESection. 
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Section4(1)(b)(II)Manual-
(ii)  
Thepowersanddutiesoftheofficersandemployeesare 

 

Complaint&EnquirySection  
 Sr. NameofthePost Powersandduties(InBrief) 
 No.   
  Superintendent Thedisciplinarycasesagainsttheerringemployees 
 1  sentbythedifferentbranchesofthecorporationareproces 
   sedbytheComplaintandEnquiryAssistantsuchcasesaref 
   orwardedtotheJointCommissionerfortakingnecessaryor 
   derfromtheCommissionerwhoisthepunishingauthorityfo 
   rthenon- 
   provincilisedcadreandrecommendingauthoritytotheLo 

   calGovernmentfortheofficialsofProvincilisedCadre. 
 2 Complaint&Enquiry Theirdutyistoexaminethedisciplinarycaseandsubmit 

  Assistant detailreporttotheSuperintendent,Complaint&Enquiry. 
    

 

It is certified that the aforesaid information is correct and the same may be uploaded at the 
MCL website. 
 
 
 
 

Mrs. Surbhi Malik (IAS)  

Add.Commissioner Supdt, C&E Section. 
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Section4(1)(b)(III)Manua 

l-(iii) 
 

Procedurefollowingthedecisionmakingprocessincludingchannelsofsupervisionandaccountability. 

Procedurefollowedintheapprovelofthecasesofprovidingservices,purchasesandpolicy  
mattersareputupaftertheadministraterapporovelintheCorporationhouseandF&CC.Thematterofthe  
meetingissenttoGovtforapporovel.TheaccountabiltyisasperthePMCAct1976&otherapplicableLaws/ 

Govtnotification 

 

Complaint&EnquirySection 
 

 Allmatters Tohandleand Clerk/Sr. Superintendent/ Commissioner 
 relatingtoservice settlewithallmatter Assistant Joint.Commissioner/  

 conditionsofempl srelatingtotheesta  Addl.Commissioner  

 oyees. blishmentofMCL    
       

ThedetailreportofthedisciplinarycasesaresubmittedbytheComplaintandEnquiryAssistant 
aftergoingthroughthecompletecasetotheSuperintendent,Complaint&Enquiryfortakingfurthernece 
ssaryaction.TheComplaint&EnquiryAssistantsareaccountablefordealingwithsuchdisciplinarycase 
s.TheSuperintendent,Complaint&EnquirysupervisestheworkofComplaint&EnquiryAssistants.Rep 
ortswhicharesubmittedbytheComplaint&EnquiryAssistantsareforwardedtotheHeadoftheBranchi.e 
JointCommissionerfortakingactionunderPunjabCivilServices(Punishment&AppealRules-
1970).TheJointCommissioneraftermakinghisrecommendationonthereportsendthecasetothehighe 
rauthorityi.e.Commissioner,MunicipalCommissioner,Ludhianafororders. 

 

 

It is certified that the aforesaid information is correct and the same may be uploaded at the MCL 
website. 
 

 

  

Mrs. Surbhi Malik (IAS) Supdt, C&E Section. 
Add.Commissioner 
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Section 

4(1)(b)(IV)Manual -(iv) 
 

Followingarethenormssetforthedischargeofthefunctions 

 

Complaint&EnquitySection 
 

 Sr.No. Todealwiththeserviceconditi NoNormsfixed.probablyw 

  onsrelatedmatterofallemplo ithin15 days 

  yees  
    

 1 Nonormsfixed.Thedifferentreportsaremadewithinaperiodofnotm 
  orethan10days.  

 

It is certified that the aforesaid information is correct and the same may be uploaded at the MCL 
website. 
 

 

Mrs. Surbhi Malik (IAS)   
Add.Commissioner Supdt, C&E Section. 
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Sectio n 

4(1)(b )(V)M 

anual 

-  

(v) 

 

Following rule, regulations, instructions, manuals and record, 
usedby employees fordischargingfunctions 
 

Complaint&EnquirySection 
 

S.N NameoftheA Nameof Nameofthe  Instructions(Write Anyotherrec 

 ct Rules Manuals  CircularNo./Date ord/docume 

       nt 
1 PunjabMunicipal ThePunjab RelevantofPunjab AsissuedbytheLocal ----- 

 CorporationAct, CivilServices CSR  GovtPb..fromtimetotim  

 1976 Rules   e   
2 - - Punjab Civil Various Govt.  

   Services  Instructions/Guidelinesi  

   (Punishment  ssuedbytheLocalGovt.t  
    &App imetotimearecomplied  

   eal Rules- bytheComplaint&Enqui  

   1970)  rySection.   
        

 
It is certified that the aforesaid information is correct and the same may be uploaded at the 
MCL website. 
 

 

   
Mrs. Surbhi Malik (IAS) Supdt, C&E Section. 
Add.Commissioner 
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Section 
4(1)(b)(VI)Manual -(vi)  
Statementofthecategoriesofdocumentsthatareheldorundercontrol 

 

Sr.No CategoryofDocuments 
 

 

Complaint&EnquirySection 

 

1 Thedisciplinarycaseswherethepunishingauthorityissuesvariousorders,  
aresenttotheconcernedbranchoftheemployee/officialfornecessaryentr  
yinthereservicesbookandforauditpurposeetc. 

 

It is certified that the aforesaid information is correct and the same may be uploaded at the 
MCL website. 
 

 

Mrs. Surbhi Malik (IAS)   
. Add.Commissioner Supdt, C&E Section. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
URL:http//www.mcludhiana.gov.i

n 

../Downloads/www.mcludhiana.com
../Downloads/www.mcludhiana.com
../Downloads/www.mcludhiana.com


Page7of7 
 

Section 

4(1)(b)(VII)Manual -(vii) 
 

(Complaint&EnquirySection) 
 
 

Theparticularsofanyarrangemnetthatexistsforconsultationwithorrepresentationbythemembers 
ofthepublicinrelationtotheformulationofpolicyorimplementationthereof. 

 

Sr.No. Details/Typeofarrangementsmade 
  

1 Sh.Manoj Kumar Superintendenthasbeen appointed as Public 
2 Information Officer to provide information to the general public 

3 through Zonal Commissioner. 
  

  
 

It is certified that the aforesaid information is correct and the same may be uploaded at the 
MCL website. 

 

 

Name And Designation  
       Mrs. Surbhi Malik (IAS) Supdt, C&E Section. 

Add.Commissioner 
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Section 4(1)(b)(VIII)  

Manual -(viii) 
 

.  
Statementoftheboards,Councils,Committeesandotherbodiesforadvice 
 

 

Meetng/MinutesofthesuchconstituedcommittesareopentoPublicornotisrlelydependsuponth  
edecesionoftheelectedHouse/Commissoner. 

 

Meetng/MinutesofthesuchconstituedcommittesareopentoPublicintheSupervisionJointCommis 
 
sionerisrlelydependsuponthedecesionoftheelectedHouse/Commissoner. 
 
 

 

It is certified that the aforesaid information is correct and the same may be uploaded at the MCL 
website. 
 

 

Name And Designation 

  
Mrs. Surbhi Malik (IAS) Supdt, C&E Section. 
Add.Commissioner 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
URL:http//www.mcludhiana.gov.i

n 

../Downloads/www.mcludhiana.com
../Downloads/www.mcludhiana.com


Page9of9 
 

Section 4(1)(b)(IX)  

Manual -(ix) 
 

DIRECTORYOFTHEOFFICERSANDEMPLOYEES 
 
 

 

S.No NameoftheOfficer/E Designation Posting OfficeTele  
 mployee   phoneNu  
    mber  

 Branch:-Complaint&EnquirySection    
     

1     Mrs. Surbhi Malik (IAS)  Add.Commissioner C&ECell 2748411  

      
2 Sh.Manoj Kumar Superintendent C&ECell 2748411  

      
3 Sh. Surinder Bali  Assistant C&ECell 2748411  

      
4 Smt.RupinderKaur Clerk C&ECell 2748411  

      
5 Sh.PardeepKumar Peon C&ECell 2748411  

      

 

It is certified that the aforesaid information is correct and the same may be uploaded at the 
MCL website. 
 

 

   Mrs. Surbhi Malik (IAS) Name And Designation 

  
   Add.Commissioner Supdt, C&E Section. 
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Section4(1)(b)(X)Manual 

-(x) 

 

Monthlyremunationofofficers/employeesComplaint& 

 

EnquirySection 
 

Sr. Name of the Designation Branch Basic Total(Basic  

No Officer    + Fixed 
 /employee   

(Rs) 
Allowances (Rs) 

   

(Rs) 
 

      

       

1 

 Additional     

Mrs. Surbhi Malik 
(IAS) Commissioner C&EBr. 29300 45698  

       

2 Sh. Manoj Kumar Superintendent C&EBr. 25250 58998  

       
 Smt.Gursharan      

3 Kaur Senior Assistant C&EBr. 22600 47946  

4 Smt.Rupinder Clerk C&EBr. 10330 15350  

 Kaur      
5 Sh.Pardeep Peon C&EBr. 7310 11085  

 Kumar      
 

 

Note: PreferablyS.NoofMannual(IX)and Manual (X) should be same 

 

It is certified that the aforesaid information is correct and the same may be uploaded at the 
MCL website. 
 

 

 Name And Designation 

  
Mrs. Surbhi Malik (IAS) Supdt, C&E Section. 
Add.Commissioner 
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Section4(1)(b)(XI) 
 

Manu al-(xi) 

 

Budgetallocatedtoeachofitsagency,indicatingtheparticularsofallplans,propose 
dexpe nditureandreportsondisbursementsmade 

 

   (Rs.inLacs) 

Sr.No. Head/Itemofthebudget Proposedexp Disbursementma 

  enditureduri de2008-2009 

  ng  

  the  

  year  

Complaint&EnquirySection   

ThereisnoseparatebudgetregardingtheComplaint&EnquirySection.  
 
 
 

 
It is certified that the aforesaid information is correct and the same may be uploaded at the MCL 
website. 
 

 

Name And Designation 

  

  
Mrs. Surbhi Malik (IAS) Supdt, C&E Section. 
Add.Commissioner 
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Section 

4(1)(b)(XII)Manual - 

(xii) 
 

 

Themannerofexecutionofsubsidyprogrammes,includingtheamountsallocated  

and the  details of beneficiaries of suchProgrammes  

       

Sr.No. Scheme Manner of Amount Details of 

 under executionofsubsidyp allocated beneficiaries  
 subsidygiven rogramme  (Rs.)   

1 Complaint NA  NA N A  

 &      
 

 

It is certified that the aforesaid information is correct and the same may be uploaded at the 
MCL website. 
 

 

 Name And Designation 

  
Mrs. Surbhi Malik (IAS) Supdt, C&E Section. 
Add.Commissioner 
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Section 

4(1)(b)(XIII)Manual-

(xiii) 
 

Particularsofrecipentsofconsessionls,permitsofauthorisationgrantedComplaint 

 

&EnquirySection 
 

Sr.No. Concessions/Permits/ Nameoftherecipient Address of 

 Authorizationgrant   therecipi 

1 - NA  N A 
 

 

It is certified that the aforesaid information is correct and the same may be uploaded at the 
MCL website. 
 

 

 Name And Designation 

  
Mrs. Surbhi Malik (IAS) Supdt, C&E Section. 
Add.Commissioner 
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Section 

4(1)(b)(XIV)Manual 

-(xiv) 
Information,available,reducedinanelectronicform. 

 
www.mcludhiana.comistheWebsiteofMunicipalCorporation,Ludhiana,whichisunderconstrutionandfollowinginfor m 

 

ationhavebeenuploaded.  
* DetailsaboutsomeoftheManualsU/softheRTIAct. 
* PunjabMunicipalCorp.Act1976 
* CityDevelpmentplan  
* FoP  
* OfficersTelephonesNo&Branches  
* Tender 

* Utilityforms  
* JNNURMProject  
* NehruPlanterium 

 
* Requirements:AgenciesrequiredforsupplyofComputers,Printers,Server,AgenciesforrepairofCo 

mput  
er/serverHardwareandagencieswillingtodevlopsoftwaerelatedtoMCLdaytodayworking.  
* MunicipalAccountcode.  
*BuildingBye-Laws  

Inadditiontoabovefollowingtypeofinformationisav  
ailable 

 

Sr.No. TypeofInformation  
 Andtypeofdevelpment/maintaincewo rks. 

1 Complaint&EnquirySection -NA- 
   

 

 

It is certified that the aforesaid information is correct and the same may be uploaded at the 
MCL website. 
 

 

 Name And Designation 

  
Mrs. Surbhi Malik (IAS) Supdt, C&E Section. 
Add.Commissioner 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
URL:http//www.mcludhiana.gov.i

n 

../Downloads/www.mcludhiana.com
../Downloads/www.mcludhiana.com
../Downloads/www.mcludhiana.comistheWebsiteofMunicipalCorporation
../Downloads/www.mcludhiana.com
../Downloads/www.mcludhiana.com
../Downloads/www.mcludhiana.com
../Downloads/www.mcludhiana.com
../Downloads/www.mcludhiana.com
../Downloads/www.mcludhiana.com
../Downloads/www.mcludhiana.com
../Downloads/www.mcludhiana.com
../Downloads/www.mcludhiana.com
../Downloads/www.mcludhiana.com
../Downloads/www.mcludhiana.com


Page15 of15 
 
 

Section4(1)(b)(XV)Manu 
al-(xv)  
ParticularsoffacilitiesavailabletocitizensforobtaininginformationComplaint&En 

 

quirySection 

 

S.N Facilitiesavailable Remarks 

  (No.ofdaysinaweek/Timingsetc.)  
1. Branch&Address: 

(i) BranchName&Address   Complaint&EnquirySection,MainOffice,  
  MataRaniChowk,Ldh. 

(ii) Name of the Sh.Amarjit Singh 

 BranchHead  
 

(iii) TelephoneNoofBranch Sekhon2464922 
Head 

 
(iv) For Complaints/Enquiry 2748411 

/suggestions  
etc(a)  

TelephoneNo(b)E- 
 
 
 
It is certified that the aforesaid information is correct and the same may be uploaded at the MCL 
website. 
 

 

Mrs. Surbhi Malik (IAS) Name And Designation 

  
Add.Commissioner Supdt, C&E Section. 
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Section 

4(1)(b)(XVI)Manual-

(xvi) 
 

Complaint&EnquirySection 

 

Names, designation and other particulars of the Public Information Officers MUNICIPAL COR  
PORATION LUDHIANA 

 

NameofthepublicAuthourity MCL e-mail:  

  Fax:- 0161-2464752 

  Ph.No 0161-2452907 

AppellateAuthourity  Sh. Amarjit Singh Sekhon 

  PCS Joint Commissioner 
 
 
 
 

 

Following are the officers designated as PIO& APIO 

 

Sr Name Designat Zone Post OfficeA OfficeTelep 

No  edas /Department  ddress honeNumb 

      er 

       

1 Sh. Manoj PIO C&E Br. Supdt. - - 

 Kumar      

2 Smt. APIO C&E Br. Sr. Asstt. Main Office 2748411 
 Gursharan    Mata Rani Chowk,  

 Kaur    M.C, Ludhiana.  

       

 

It is certified that the aforesaid information is correct and the same may be uploaded at the 
MCL website. 
 

 

Mrs. Surbhi Malik (IAS) 
                                                                                                                  Name And Designation 

  
   Add.Commissioner Supdt, C&E Section. 
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Section4(1)(C) - 

 

Manual Complaint & Enquiry Section Publish all relevant facts while foumulaling 
important polices or annexing the decision which affect public. 
 
 
 
 
 
 

 

It is certified that the aforesaid information is correct and the same may be uploaded at the 
MCL website. 
 

 

 Name And Designation 

  
Mrs. Surbhi Malik (IAS) Supdt, C&E Section. 
Add.Commissioner 
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