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Section4(1)(b)(I)Manual 

-(i) 

Theparticularsoftheorganization,functionsandduties. 
 

LIBRARYBRANCH 

 

Sr.No. NameofOrganization/Department Functionandduties(in 

 Board/Corporation/Institution brief) 
   

1 LibrarySection To   provide   books 

  periodicals&dailynewsp 

  aperstothepublic&memb 

  ersoflibrary 
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MCLwebsite. 
 
 
 
 

 

Librarian  
MunicipalCorporation  

Ludhiana 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
URL:http//www.mcludhiana.gov.

in 

www.mcludhiana.com
www.mcludhiana.com


Page2of2 
 

 

Section4(1)(b)(II)Manual 

-(ii) 

Thepowersanddutiesoftheofficersandemployeesare 
 

 LIBRARYBRANCH 

   

Sr.No. NameofthePost Powersandduties(inbrief) 
   

1 Librarian Tosupervisealllibraries&readingrooms 

  functioningvariouspartsofthecity. 
   

2 JuniorLibrarian Enrollmentofmembershipofthree 

  librariesofM.C.,supervisionofchildrensectio 

  nsituatedinChildrenTrafficPark,ModelTown 

  . 
   

3 Jr.Librarian Preparingofsalarybillsandcontingency 

  billandgetpassfromaccounts&auditsectiong 

  etting 
   

4 Asstt.LibrarianGrade Issue&returnofbooks&periodicalsto 

 II members   &   readers,   maintenance 

  ofperiodicalsandrecord. 

  Shelvingofbooksmaintenanceofbooks.Mar 

  kingofattendanceofnewspapers&periodical 

  sinattendanceregisters. 
   

 

Itiscertifiedthattheaforesaidinformationiscorrectandthesamemaybeuploadedatthe 
 

MCLwebsite. 
 

Librarian  

MunicipalCorporation  

Ludhiana 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

URL:http//www.mcludhiana.gov.

in 

www.mcludhiana.com
www.mcludhiana.com
www.mcludhiana.com
www.mcludhiana.com
www.mcludhiana.com
www.mcludhiana.com
www.mcludhiana.com
www.mcludhiana.com
www.mcludhiana.com


Page3of3 
 

 

Section4(1)(b)(III)Manu 

al-(iii)  

Procedurefollowingthedecisionmakingprocessincludingchannelsofsupervi 

sionandaccountability. 

 

Procedurefollowedintheapprovalofthecasesofprovidingservices,purchasesandp 

olicymattersareputupaftertheadministratorapprovalintheCorporationhouseandF 

&CC.ThematterofthemeetingissenttoGovt.forapproval.Theaccountabilityisaspe 

rthePMCAct1976andotherapplicableLaws/Govt.notification 

 

LIBRARYBRANCH 

 

Sr. Nature/Typeof Levelat Nameofthe Levelat 
No. work whichthecas post,whichdeal whichdecisi 

  eisinitiated(n withthecasebefo onismade(n 

  ameofthepo rethedecisionma ameofthepo 

  st) kingauthority st) 

     

1 Allbillsof Librarian Secretary F&CC/House 
 purchaseofbo   Commissioner 

 oks,periodica    

 ls&stationery    
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Section4(1)(b)(IV)Manu 

al-(iv) 

Namesetforthedischargeofthefunctions 
 

 

LIBRARYBRANCH 

 

Sr.No. Itemofwork Norms   set   by   the 

  department(no.ofdaysta 

  kenfordecision 
   

1 Issuereturnofbooks for15days 

   

2 Periodicals forOneweek 

   

3 Enrollmentofmembership Withinonehour 
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Section4(1)(b)(V)Manual 

-(v)  

Followingrule,regulations,instructions,manualsandrecord,usedbyemployees 

fordischargingfunctions 

 

LIBRARYBRANCH 

 

S.No. Nameofthe Name  of Nameofthe Instructions Any   other 

 Act Rules manuals (writecircular record/doc 

    No./Date uments 

      

1 Punjab The Relevant  of Asissuedby --- 

 MunicipalC PunjabC PunjabCSR theLocalGovt  

 orporationA ivilServi  .Pb.Fromtime  

 ct,1976 cesRule  totime  

  s    
      

2 - - PunjabCivil - - 

   Services(Pu   

   nishment   

   &   

   Appeal   
      

 

Itiscertifiedthattheaforesaidinformationiscorrectandthesamemaybeuploadedatthe 
 

MCLwebsite. 
 
 
 
 

Librarian 
MunicipalCorporation 

Ludhiana 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

URL:http//www.mcludhiana.gov.

in 

www.mcludhiana.com
www.mcludhiana.com
www.mcludhiana.com
www.mcludhiana.com
www.mcludhiana.com
www.mcludhiana.com
www.mcludhiana.com
www.mcludhiana.com
www.mcludhiana.com
www.mcludhiana.com
www.mcludhiana.com
www.mcludhiana.com
www.mcludhiana.com


Page6of6 
 

 

Section4(1)(b)(VI)Manu 

al-(vi) 

Statementofthecategoriesofdocumentsthatareheldorundercontrol. 
 

 

 LIBRARYBRANCH 

  

Sr.No. CategoryofDocuments 
  

1 G-8Receipt,issueregister,securityregister,catalogue 

 register,ML-I 
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Section4(1)(b)(VII)Manu 

al-(vii)  

Theparticularsofanyarrangementthatexistsforconsultationwithorrepresent 

ationbythemembersofthepublicinrelationtotheformulationofpolicyorimple 

mentationthereof. 

 

 LIBRARYBRANCH 

  

S.No. Details/Typeofarrangementsmade 
  

1 ListingHousefixedtoconsulttheconcernedofficerincharge 
  

2 The  competent  officer  interacts  with  the  press  in  respect  of 

 informationrelatedtoPublic: 

 1   Sh. Hartej Singh, Secretary 
  

3 Theofficerswhohavebeenappointedforgivinginformationto 

 GeneralPublic. 

 AllZonalCommissionerPublicRelationOfficer 
  

3 ZonalCommissioner/PublicInformationOfficer/AssistantZonal 

 Public   Information   Officer   have   been   appointed   to 

 provideinformationtoGeneralPublic. 
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Section4(1)(b)(VIII) 

Manual-(viii) 

Statementoftheboards,councils,committeesandotherbodiesforadvice. 

 

LIBRARYBRANCH 
 
 
 

 

NOCOMMITTEEHASBEENCONSTITUTED 
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Section4(1)(b)(IX)Manu    

al-(ix)     

DirectoryoftheOfficersandEmployees   

 LIBRARYBRANCH  

     

Sr. Name  of  the  officer/ Designation Posting Office 

No. employees 
  Telephone 
  

No.     
     

1 Sh.KamalKishore Junior Main 9988883252 
  

Librarian 
Library,Gill  

  
Road,Ldh 

 

    
     

2 Smt.SunitaRani Asstt. (1) Welfare 0161 
  Librarian Council,M.T 

2456786   
Gr.II own(M)    

     

3 Smt.UrmilJain Asstt. Children 9872217902 

  Librarian Section,Mod  

  Gr.II elTown  

4 Smt.SushilKumari Asstt. (1) 9888779527 

  Librarian GurudwaraSi  

  Gr.II nghSabha,Kh  

   udMohalla(M  

   )(2)  

   Vaccination  

   Centre,Kuch  

   aNo.13,Fiel  

5 Sh.AshokKumar Asstt. (1) Laxmi 9988850262 
  Librarian Cinema(M)  

  Gr.II (2) FireS  

6 Smt.Raj KumariGill Asstt. Main 9417524124 
  Librarian Library,Gill  

  Gr.II Road  

     

7 Smt.ShuklaSood Asstt. RoseGarden 9463029220 
  Librarian Library  

  Gr.II   

     

8 Sh.ChamanLal Asstt. Main 9988899041 
  Librarian Library,Gill  

  Gr.II Road  
     

9 Sh.SureshKochar Asstt. Sr.Citizen 9888151226 
  Librarian Home,Kid  

  Gr.II waiNgr(W)  
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10 Sh.RanbirRaj Asstt. (i) Purana 9464418640 

  Librarian Bazar,Ahlu  

  Gr.II waliaChow  

11 Smt.SurinderKumari Peon Main 9988881487 
   Library,Gill  

   Road  

     

12 Smt.DayaRani Peon Main 9988889926 

   Library,Gill  

   Road  

     

13 Smt.HemLata Peon RoseGarden 0161 
   Library 

5104997     

     

14 MissNehaSharma Peon Main 8054054747 
  Cum Library,Gill  

  Cleaner Road  
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Section4(1)(b)(X) 

Manual-(x) 

Monthlyremunerationofofficers/employees 
 

 

LIBRARYBRANCH 

 

Sr. Name  of  the  officer/ Designation Posting Office 

No. employees 
  Telephone 
  

No.     
     

1 Sh.KamalKishore Junior Main 9988883252 
  

Librarian 
Library,Gill  

  
Road,Ldh 

 

    
     

2 Smt.SunitaRani Asstt. (3) Welfare 0161 
  Librarian Council,M.T 

2456786   
Gr.II own(M)    

     

3 Smt.UrmilJain Asstt. Children 9872217902 

  Librarian Section,Mod  

  Gr.II elTown  

4 Smt.SushilKumari Asstt. (1) 9888779527 

  Librarian GurudwaraSi  

  Gr.II nghSabha,Kh  

   udMohalla(M  

   )(2)  

   Vaccination  

   Centre,Kuch  

   aNo.13,Fiel  

5 Sh.AshokKumar Asstt. (3) Laxmi 9988850262 
  Librarian Cinema(M)  

  Gr.II (4) FireS  

6 Smt.Raj KumariGill Asstt. Main 9417524124 
  Librarian Library,Gill  

  Gr.II Road  

     

7 Smt.ShuklaSood Asstt. RoseGarden 9463029220 
  Librarian Library  

  Gr.II   

     

8 Sh.ChamanLal Asstt. Main 9988899041 
  Librarian Library,Gill  

  Gr.II Road  
     

9 Sh.SureshKochar Asstt. Sr.Citizen 9888151226 
  Librarian Home,Kid  

  Gr.II waiNgr(W)  
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10 Sh.RanbirRaj Asstt. (iii)  Purana 9464418640 

  Librarian Bazar,Ahlu  

  Gr.II waliaChow  

11 Smt.SurinderKumari Peon Main 9988881487 
   Library,Gill  

   Road  

     

12 Smt.DayaRani Peon Main 9988889926 

   Library,Gill  

   Road  

     

13 Smt.HemLata Peon RoseGarden 0161 
   Library 

5104997     

     

14 MissNehaSharma Peon Main 8054054747 
  Cum Library,Gill  

  Cleaner Road  
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Section4(1)(b)(XI)Manu 

al-(xi)  

Budgetallocatedtoeachofitsagency,indicatingtheparticularsofallplans,propos 

edexpenditureandreportsondisbursementmade 
 

 

LIBRARYBRANCH  

    (Rupeesinlac) 

Sr. Head/ Proposed Disbursement Proposed 

No. Itemoft expenditureduringt made2008-2009 expenditureduringt 

 hebudg heyear  heyear 

 et (2009-2010)  (2010-2011) 
     

1 Library Establishment=65.00 Est.=51.82 Est.=70.00 

 Section Contingency=5.00 
Contingency=4.49 Contingency=5.50    
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Section4(1)(b)(XII)Manu 

al-(xii) 

Themannerofexecutionofsubsidyprogrammes,includingtheamountsallocat  

edandthedetailsandthedetailsofbeneficiariesofsuchprogrammes. 
 

 

LIBRARYBRANCH 
 

Sr.No. Scheme under Manner of Amount Details of 

 subsidygiven  execution  allocated beneficiaries. 

    of (Rs.)   

   subsidyprogra    
       

1  NosuchSchemehasbeenexecuted   
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Section4(1)(b)(XIII)Man 

ual-(xiii) 

Particularsofrecipientsofconcessions,permitsofauthorizationgranted. 
 

 

LIBRARYBRANCH 

 

Sr.No. Concession/ permits/ Name of    the Address   of  the 

 authorizationgrant  recipient  recipient 
    

1 Exemptionofsecurity Permanent  

   employees  

   MunicipalCo  

   rporation  
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Section4(1)(b)(XIV)Man 

ual-(xiv) 

Information,available,reducedinanelectronicform 
 
 

 

LIBRARYBRANCH 

 

Sr.No. Typeofinformation 

Andtypeofdevelopment/maintenanceworks 

 

NIL 
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Section4(1)(b)(XV)Manu 

al-(xv) 

Particularsoffacilitiesavailabletocitizensforobtaininginformation. 
 

 

 LIBRARYBRANCH   

   

Sr.No. Facilitiesavailable Remarks(No.ofdaysina week/ 

  timingsetc.)   

1 Website www.mcludhiana.gov.in  

2 Commissioner, AppellateAuthority  

 M.C.,Ludhiana    
     

3 RTICell RoomNo.71   

  Zone-A,MataRaniChowkMunicipal 

  Corporation,  

  Ludhiana.Where in 

  information relating 

  todifferentbranchescanbeappl 

  iedonallworkingdaysbetween9.00a.m.t 
     

4 Branch&Address:    

i) NameBranch&Address Librarysection,Zone-C,GillRoad, 

  Ludhiana   

ii) NameoftheBranch Head Sh.Hartej Singh, Secretary 

iii) TelephoneNo.ofBranch -   

 Head    

iv) Forcomplaints/enquiry/ Complaint/ suggestion register   is 
 suggestionsetc. beingmaintainedbyLibrarysection 
     

a TelephoneNo. Municipal Corporation, Ludhiana 
  Complaint Telephone No.0161- 

  2411500   
   

b E-mailaddress Commissioner@gmail.com 
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Section4(1)(b)(XVI)Manual 

-(xvi) 
Names,designationandotherparticularsofthePublicInformationOfficers.  

FollowingaretheofficersdesignatedasPIO&APIO 
 
 

 

LIBRARYBRANCH 

 

Sr. Name Designated Zone/ Post Office Office 

No.  as Department  Address Telephone 

      Number 

1.       
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