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Section4(1)(b)(I)Manual- (i)  
Theparticularsoftheorganization,functionsandduties 

 
 
 
 
 

    WORKSHOP  
        
 

Sr.No. Name of Functionandduties(inbrief) 
 

    

    Organization/Depart    

   ment/Board/Corporation    
 1  Executive Enginee r(Workshop)  Purchase of new vehicles and  

  &   maintenance of working vehicles.  

   Sub-Divisional Officer (Workshop)    
 
 

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

 
 
 
 
 

Sh.Rajinder Singh 

(Executive Engineer, Workshop) 
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Section4(1)(b)(II)Manual 

-(ii)  
Thepowersanddutiesoftheofficersandemployeesare 

 

WORKSHOP 

 

Sr.No NameofthePost Powersandduties(InBrief) 
1. ExecutiveEngineer(1.Toprepareproposalsforpurchaseof 

Workshop)newvehicles.  
2. Tosupervisetheworksexecutedin 

workshopunderhischarge. 

3. Toprepareestimates,issueNIT,process 
offers/bidsandseekapprovalofcompetenta 
uthority.Finalizationofbillsofcontractors/su 

ppliers. 
2. S.D.O(Workshop)Toprepareestimatesforthepurchaseof  

newvehiclesandrepairofmachineryapprov 
edbycompetentauthority.DraftingofNIT,Pro 
cessingofoffers/bidsincludingevaluationth 
ereofandtopreparethesupply/repairbillofc 
ontractors/supplierswithsupervisionthereof  
. 

 
 
 
 

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

 

Sh.Rajinder Singh 

(Executive Engineer, Workshop) 
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Section4(1)(b)(III)  

Manual-(iii) 
 

Procedurefollowingthedecisionmakingprocessincludingchannelsofsupervisionandaccount 
ability. 

 

Procedurefollowedintheapprovelofthecasesofprovidingservices,purchasesandpolicymatte 

rsareputupaftertheadministraterapporovelintheCorporationhouseandF&CC.The  
matterofthemeetingissenttoGovtforapporovel.TheaccountabiltyisasperthePMCAct1976&o 

therapplicableLaws/Govtnotification 

 

    WORKSHOP      

           
 

Sr.No Nature/Typeof 
 

levelatwhi Nameofthepost, Levelatwhichd 
 

      

   Work  chthecas  whichdealwithth  ecisionismade(  

     eisinitiate  ecasebeforethe  NameofthePos  

     d(Nameof  decisionmaking  t)  

     thepost)  authority    
           
 1.  PurchaseofNew  Executive  ExecutiveEngineer  Commissioner  

   Vehiclesandmai  Engineer    Expenditureupto  

   ntainenceofvehi  (Workshop)    Rs25,000  

   ncles      
F&CCorHouse 

 
          

         –  

         Ifexpenditureisab  

         oveRs25000only  
 
 

 

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

 

Sh.Rajinder Singh 

(Executive Engineer, Workshop) 
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Section 4(1)(b)(IV) Manual-

(iv) 
Normssetforthedischargeofthefunctions 

 

   WORKSHOP   

         
 

Sr.No ItemofWork 
 

Normssetbythedepartment(no. 
 

      

       ofdaystakenfordecisionmaking  

       )  
 1.  Toprepareproposalforthepur    Asperrequirementvehicledriversu  

   chaseofmachineryandmaint  bmittheirreportrhroughtinchargeth  

   enancethereof.  enExecutiveEngineer(Workshop)  

       allowsforrepairoftheapprovedwork  

       shop.  
 
 

 

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

 

Sh.Rajinder Singh 

(Executive Engineer, Workshop) 
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Section4(1)(b)(V) Manual-(v) 
 
Followingrule,regulations,instructions,manuals and 
record, usedbyemployeesfordischargingfunctions 

 

WORKSHOP 
 

 S.N  NameoftheA  NameofRules  Nameoft Instructions(W Anyotherrec 

   ct    heManu riteCircularNo. ord/docume 

       als /Date nt 
 1  PMCAct,1976  Punjab   Asreceivedfromti All 
     MunicipalCorpora   metotimefromthe tendereddocu 
     tionEmployees   LocalGovt. ments&agree 
     (Recruitment    ments. 
     andconditions of     

     service)Rules,197     

     8andPb.     

     CivilServiceRules     

     ,1970     
 

2 
 

P.M.C. Act, 1976 
 

Punjab Municipal 
 

--------- 
  

      
     Account     

     Code1930 Pb     

     Municipalworks     

     Rules     

          
 

 

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

 

Sh.Rajinder Singh 

(Executive Engineer, Workshop) 
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Section4(1)(b)(VI) Manual-(vi)  
Statementofthecategoriesofdocumentsthatareheldorundercontrol 

 

WORKSHOP 

 

Sr.No CategoryofDocuments 

 

1. Documentforthepurchaseofvehicles.Mai  
2. ntenancerecordofvehicles.  
3. RegistrationCopy&Insurancerecordofdifferenttypeofvehicles.  
4. Servicebooksofemployees&servicerecord.  
5. StockRegister 
 

 

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

 

Sh.Rajinder Singh 

(Executive Engineer, Workshop) 
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Section 

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

fthepublicinrelationtotheformulationofpolicyorimplementationthereof. 

 

WORKSHOP 

 

Sr.No. Details/Typeofarrangementsmade 

 

1. ListingHousefixedtoconsulttheconcernedofficerincharge 
 

.  
2. TheCompetentOfficerinteractswiththepressinrespectofinforma 

tionrelatedtoPublic. 
1. A S Sekhon,Joint Commissioner 

 
 
 
 
 
 
 
 
 
 
 
 

3. TheofficerswhohavebeenappointedforgivinginformationtoGen 

eralPublic. 
 

 

4. AdditionalCommissioner/PublicInformationOfficer/Assi 

stantZonalPublicInformationOfficer 

havebeenappointedtoprovideinformationtoGeneralPub 

lic. 
 

 

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

 

Sh.Rajinder Singh 

(Executive Engineer, Workshop) 
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Section 4(1)(b)(VIII)Manual- (viii)  
Statementoftheboards,Councils,Committeesandotherbodiesforadvice 
 

 

WORKSHOP 

 

There is no subcommitte formed for workshop affairs, finance and Contract Committee is 
the final authority. 

 

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

 

Sh.Rajinder Singh 

(Executive Engineer, Workshop) 
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Section 4(1)(b)(IX)Manual- (ix)  
DIRECTORYOFTHEOFFICERSANDEMPLOYEES 

 

    WORKSHOP      

           

 S.No  NameoftheOfficer/Employee  Designation  Posting  Office Tele  

         phone Nu mber  

 1  BalbirSingh  Fitter  Workshop  9855151599  
           

 2  Ram Achal  BlackSmith  Zone-D  9915538544  
 

3 
 

Surinder Kumar 
 

Auto 
 

Zone-D 
  

     9915530544  

     Electrician      
 4  Mahesh Chander  Weldar  Workshop  9888922852  
          

 5  Kashmira Singh  Weldar  Workshop  9876369206  
          

 6  Harnek Singh  Beldar  Camp  9023855626  

       Office    

 7  Jagat Pal  Chowkidar  LightBr  9417526168  

       anch    

 8  Jarnail Singh  HelperJ.T  Workshop  9888510023  
 9  Jagraj Singh  HelperJ.T  Zone-C  9646816474  

 10  Harinder Pal  Cleaner  Workshop  9780015600  

 11  Naunihal Singh  Cleaner  Workshop  9876476137  
 12  Raj Kumar  Cleaner  Workshop  9256256121  
          

 13  Joginder Singh  Cleaner  Zone-A  8968000121  

 14  Jaswant Singh  Cleaner  Workshop  9780485022  

 15  Varinder Kumar  Cleaner  Zone-C  9988932123  
 16  Rajiv Kumar  Cleaner  Zone-C  9815260304  
          

 17  Som Lal  Cleaner  Zone-B  9646200181  

 18  Rajinder Kumar  Cleaner  Zone-A  9803453755  
 19  Balraj  Cleaner  Workshop  94647-60094  
          

 20  Pappu  Cleaner  Workshop  9781068445  
 21  Mohinder  Cleaner  Workshop  9417458811  
          

 22  Bharat Raj  Cleaner  Health  98146-45366  

       Branch    
 23  Raj Kumar  Driver  Zone-A  98885-17170  
          

 24  Kamal Kumar  Driver  Health  98723-66365  
       Zone-D    

 25  Khem Raj  Driver  Health  9780013757  

       Zone–B    
          

 26  Banarsi Dass  Driver  O&M Cell  9988261130  

       Zone-B    
 

27 
 

Sukhwinder Singh 
 

Driver 
 

Workshop 
 

9646200181 
 

      
          

 28  Darshan Singh  Driver  Health  9780600187  

       Zone-B    
 

29 
 

Raj Kumar 
 

Driver 
 

Workshop 
 

3076887 
 

      

 30  Ashok Kumar  Driver  Workshop  8054275570  
           

 

 

URL:http/ 
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31 Gulshan Rai Driver O&M 9417458811 

    Zone-D  

 32 Gaya Pal Driver ZoneA 9779142933 

    TehBazari  
 33 Vijay Shankar Driver Fire Brigade 9417717185 
     

 34 Dalip Kumar Driver Health Zone B 9780225501 

 35 Amarjit Singh Driver Health Zone B 9815402144 

 36 Balraj Driver Health Zone D 9779444460 
     

 37 Sachin Mattu Driver Health Zone D 9988278135 
     

 38 Kuldeep Singh Driver Tehbazari 8968802213 

    Zone-D  

39 Kala Driver O&M -ZB 9815415558 
     

 40 Vijay Driver Zone-C 9915564144 
     

 41 Ram Parkash Driver Workshop 7589167025 
     

 42 Ashok Kumar Driver Zone-B 9815744275 
     

 43 Surjit Singh Asst. Carpainter Health Zone D 9855129059 
     

 44 Kuldeep Singh Asst. Store Health Zone D 1615102120 
   Keeper   

 45 Gurjant Singh Helper HealthZon 9988033955 

     
 46 Karamjit Singh Cleaner O&M Cell  

    ZoneB 9417540216 
 47 Jagdish Singh Cleaner Law  

    Branch  

 48 Niraj Kumar Cleaner Workshop 9781715990 

     

 49 Gursharan Singh Cleaner S.T.P 9915447464 

    Building Br  
 50 Birbal Cleaner Advertise ment 9888346890 

 51 Timmy Sweeper Zone A Health 9316823675 

 52 Dharam Pal Sweeper S.E. Design 9915278980 
      

 53 Suriit Singh Helper J.T Zone-C 1615137126 

 54 Jagtar Singh Helper J.T Fire Brigade 9217535191 

 55 Sukh Ram Helper J.T Zone D Health 9877231005 

 56 Bishan Dass Helper J.T Workshop 9888510091 

 57 Harinder Singh Helper J.T Fire Brigade 8872571986 
      

 

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

 

Sh.Rajinder Singh 

(Executive Engineer, Workshop) 
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Section4(1)(b)(X)Manua l-(x)  
Monthlyremunationofofficers/employees 

 

 

     WORKSHOP     

            

 S.No  Name of the Officer/ Designation  Posting Office Tele  Salary (In Hand)  

   Employee     phone Number    

 1  Balbir Singh  Fitter  Workshop 9855151599  37690  
            

 2  Ram Achal  BlackSmith  Zone-D 9915538544  42366  
 

3 
 

Surinder Kumar 
 

Auto 
 

Zone-D 9915530544 
 

31421 
 

      

     Electrician       
 4  Mahesh Chander  Weldar  Workshop 9888922852  42406  
           

 5  Kashmira Singh  Weldar  Workshop 9876369206  41432  
           

 6  Harnek Singh  Beldar  Camp 9023855626  22410  

       Office     

 7  Jagat Pal  Chowkidar  LightBr 9417526168  30331  

       anch     

 8  Jarnail Singh HelperJ.T  Workshop 9888510023  27583  
 9  Jagraj Singh HelperJ.T  Zone-C 9646816474  38583  

 10  Harinder Pal  Cleaner  Workshop 9780015600  25492  

 11  Naunihal Singh  Cleaner  Workshop 9876476137  19637  
 12  Raj Kumar  Cleaner  Workshop 9256256121  26571  
           

 13  Joginder Singh  Cleaner  Zone-A 8968000121  22655  

 14  Jaswant Singh  Cleaner  Workshop 9780485022  33117  

 15  Varinder Kumar  Cleaner  Zone-C 9988932123  31794  
 16  Rajiv Kumar  Cleaner  Zone-C 9815260304  18158  
           

 17  Som Lal  Cleaner  Zone-B 9646200181  24258  

 18  Rajinder Kumar  Cleaner  Zone-A 9803453755  21142  
 19  Balraj  Cleaner  Workshop 94647-60094  20765  
           

 20  Pappu  Cleaner  Workshop 9781068445  19399  
 21  Mohinder  Cleaner  Workshop 9417458811  25836  
           

 22  Bharat Raj  Cleaner  Health 98146-45366  11324  

       Branch     
 23  Raj Kumar  Driver  Zone-A 98885-17170  32742  
          

 24  Kamal Kumar Driver  Health 98723-66365  39584  
       Zone-D     

 25  Khem Raj Driver  Health 9780013757  27466  

       Zone–B     
           

 26  Banarsi Dass  Driver  O&M Cell 9988261130  30653  

       Zone-B     
 

27 
 

Sukhwinder Singh 
 

Driver 
 

Workshop 9646200181 
 

32034 
 

      
           

 28  Darshan Singh  Driver  Health 9780600187  24048  

       Zone-B     
 

29 
 

Raj Kumar 
 

Driver 
 

Workshop 3076887 
 

32705 
 

      

 30  Ashok Kumar  Driver  Workshop 8054275570  26308  
            

 

URL:http/ 
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31 Gulshan Rai Driver O&M 9417458811 40617 

    Zone-D   

 32 Gaya Pal Driver ZoneA 9779142933 30558 

    TehBazari   
 33 Vijay Shankar Driver Fire Brigade 9417717185 31511 
      

 34 Dalip Kumar Driver Health Zone B 9780225501 36951 

 35 Amarjit Singh Driver Health Zone B 9815402144 45074 

 36 Balraj Driver Health Zone D 9779444460 40224 
      

 37 Sachin Mattu Driver Health Zone D 9988278135 17312 
      

 38 Kuldeep Singh Driver Tehbazari 8968802213 36524 

    Zone-D   

39 Kala Driver O&M -ZB 9815415558 29922 
      

 40 Vijay Driver Zone-C 9915564144 25266 
      

 41 Ram Parkash Driver Workshop 7589167025 26585 
      

 42 Ashok Kumar Driver Zone-B 9815744275 35938 
      

 43 Surjit Singh Asst. Carpainter Health Zone D 9855129059 43887 
      

 44 Kuldeep Singh Asst. Store Health Zone D 1615102120 40267 
   Keeper    

 45 Gurjant Singh Helper HealthZon 9988033955 15921 

      
 46 Karamjit Singh Cleaner O&M Cell  19531 
    ZoneB 9417540216  
 47 Jagdish Singh Cleaner Law  19722 
    Branch   

 48 Niraj Kumar Cleaner Workshop 9781715990 17599 
      

 49 Gursharan Singh Cleaner S.T.P 9915447464 30455 

    Building Br   
 50 Birbal Cleaner Advertise ment 9888346890 27931 

 51 Timmy Sweeper Zone A Health 9316823675 12252 

 52 Dharam Pal Sweeper S.E. Design 9915278980 24396 
       

 53 Suriit Singh Helper J.T Zone-C 1615137126 35583 

 54 Jagtar Singh Helper J.T Fire Brigade 9217535191 35907 

 55 Sukh Ram Helper J.T Zone D Health 9877231005 35973 

 56 Bishan Dass Helper J.T Workshop 9888510091 33680 

 57 Harinder Singh Helper J.T Fire Brigade 8872571986 38583 
       

 

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

 

Sh.Rajinder Singh  
(Executive Engineer, Workshop) 

 
 
 
 

 

URL:http/ 



Page14of14 
 
 

 

Section4(1)(b)(XI)Manual- (xi) 
 

Budgetallocatedtoeachofitsagency,indicatingtheparticularsofallplans,proposed 
expenditureandreportsondisbursementsmade 

 

WORKSHOP 
    (Rs.inCrore)  

Sr. Head/Itemoft Proposedex Disburseme Proposedex Disbursem Proposedex 

No. hebudget pendituredu nt made200 pendituredu entmade20 pendituredu 

  ringtheyear 8-2009 ringtheyear 09-2010 ringtheyear 

  (2008-2009)  (2009-2010)  (2010 -2011) 

       

1 Purchase New 5,00,00,000 5,00,00,000 9,50,00,000 9,50,00,000 11,00,00,000 

 Vehicles and      

 maintenance      

       

2 SalaryEx 2,09,94,000 1,42,30,000 3,73,30,800 1,69,00,000 4,15,89,600 

 penses      
 

 

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

 

Sh.Rajinder Singh 

(Executive Engineer, Workshop) 
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Section4(1)(b)(XII)Manual-

(xii)  

The manner of execution of subsidy programmes, includingthe 
amountsallocated and the details of beneficiaries of suchProgrammes 

 

WORKSHOP 
 

Sr.No. Scheme Manner of Amount Details 

 under executionofsubsidyp allocated of 

 subsidygiven rogramme (Rs.) beneficiaries 

1   NOSCHEMEEXISTS  
 
 
 
 
 

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

 

Sh.Rajinder Singh  
(Executive Engineer, Workshop) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

URL:http/ 



Page16of16 
 

Section 4(1)(b)(XIII) Manual-(xiii)  
Particularsofrecipentsofconsession,permitsofauthorisationgranted 

 

  WORKSHOP   

     

Sr.No. Concessions/Permits/ Nameoftherecipient Address of 
 Authorizationgrant   therecipi 

1. N.A. N.A. N.A.  
 
 

 

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

 

Sh.Rajinder Singh  
(Executive Engineer, Workshop) 
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Section 4(1)(b)(XIV) Manual-(xiv)  
Information,available,reducedinanelectronicform. 
www.mcludhiana.comistheWebsiteofMunicipalCorporation,Ludhiana,whichisunder 

 

 

   WORKSHOP 

    Sh.Rajin 
     

 

 

singh 
 

Sr.No. 
 

TypeofInformation der    

   AndtypeofdExecuvelpmeEnt/maintainceworks(tivegineer,Work .    

 1.  NIL     
        

 2.  NIL     

 3.  NIL     

 4.  NIL     

 5.  NIL     

 

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

 
 
 
 
 

Sh.Rajinder Singh  
(Executive Engineer, Workshop) 
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Section4(1)(b)(XV)Manu al-(x v)  
Particularsoffacilitiesavailabletocitizensforobtaininginformation 

 

WORKSHOP 
 

 

Sr.No Facilitiesavailable  Remarks 

    (No.ofdaysinaweek/Timingsetc.) 

1 Website  www. mcludhhiana.gov.in 
   

2 Commissioner, M.C.Ludhiana  Appellate Officer 
   

1. Branch&Address:  

Workshop Municipal Corporation,  (i) BranchName&Address 
    Ludhiana 

    Humbran Road, Dairy Complex, 

 (ii) NameoftheBranchHead Sh. Ghanshyam Thori, IAS 

    Additional Commissioner  
(iii) Telephone No of 

BranchHead  
(iv) For Complaints/Enquiry 
/suggestionsetc 

 
ComplainttelephoneNo.0161-2411500 

(a) TelephoneNo 

 

(b) E-mailAddressifany  commissionemclr@gmail.com 
  

   
 

 

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

 

Sh.Rajinder Singh 

(Executive Engineer, Workshop) 
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Section4(1)(b)(XVI)Man ual-(xvi)  
Names,designationandotherparticularsofthePublicInformationOfficers 

 

MUNICIPALCORPORATIONLUDHIANA   

NameofthepublicAuthourity:-MCL E-mail:mcludhiana.com 

 Fax:- 0161-2464752 
 Ph.No 0161-2452907 

 

AppellateAuthourity:-Commissioner 
FollowingaretheofficersdesignatedasPIO&APIO 

 

WORKSHOP 
Sr Name  Designated  Zone  Post  OfficeA  OfficeTele 

No   as /Department   ddress phoneNu 

           mber 

1 Sh Rajinder  PIO  Workshop  Executive  Workshop  9780900123 
       Engineer Humbran  

       (Workshop) Road,Dairy  

         Complex,  

         Ludhiana  
 
 

 

1 Sh.Ranbir    APIO Workshop S.D.O Workshop 
 singh   Humbran 
    Road,Dairy 

    Complex, 
    Ludhiana 

 
 
 
 

 

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

 

Sh.Rajinder Singh  
(Executive Engineer, Workshop) 
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