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Right to Information Act 2005
4 (1) (b) (i) particulars of its organization, functions and duties

Organization  

Society Registration Act, XXI of 1860 being an act for the registration of Literary, Scientific and Charitable Societies, and in the matter of Sukhmani Society for Citizen Services, S.A.S. Nagar (SSCS- S.A.S. Nagar) (hereinafter referred to as the Society) pertaining to Rules and Regulations of Society for the execution, implementation and handling of Citizen Services and its operations of different types.

Functions and Duties 

Objectives functions and duties of the Society:
The objectives functions & duties of the Society shall be as follows:-

a.) To identify and recommend the Citizen Services which can be provided at the service centres of the society  in consultation and co-ordination with the concerned government departments, Public Sector Undertakings or Private Organizations.

b.) To workout and implement an action plan for the establishment of citizen service centres in the district on a self sustaining revenue model in collaboration with the public or private sector, NGOs or through other innovative methods as per the requirements of the specific areas/services.

c.) To establish, manage, operate, maintain and control service centres  throughout the District, for providing citizen services in an integrated manner to the public in an efficient, transparent, convenient, friendly and cost effective manner through the use of IT or otherwise in all or any aspects of citizen services. To maximize speed, accountability, objectivity, affordability, and accessibility of services from the perspective of the citizens, and to provide any other infrastructure/facilities which would enhance the efficiency of service or convenience to the public. 

d.) To ensure and maintain the Standard of Service  at the Service Centres as per the Service Level Agreements, if any,  between public/ private  sector organization,  Punjab State E-Governance Society, Franchisees, Financial Institutions or the Government Departments. 

e.) To workout and recommend/charge the service fee or user charges that could be charged from the end customers and concerned departments/ organizations over and above the prescribed bill amount/ fee/ statutory fee for providing the services through Service Centres/ Financial Institutions or Franchisees.

f.) To collect the revenue, payments, service fees, user charges etc. on behalf of    Punjab State E-Governance Society, SSCS – S.A.S. Nagar, Government Departments and other Organizations, and to issue receipts thereof. 

g.) To chalk out detailed procedures for the collection of revenue, payments, fees, service charges etc. for various services provided by the Service Centres and to transfer the revenue/payments to the accounts of the Punjab State     E-Governance Society and to the concerned departments and organizations, as the case may be, as per the policy guidelines of Punjab State E-Governance Society/agreements with the departments or organizations. To keep detailed accounts of the revenue collected and the transactions made. 

h.) To buy, sell, hire, lease, trade, import, export, repair or otherwise deal with IT resources, support services (on turkey basis or otherwise) like hardware, software, connectivity, networking, training facilities, stationery, consumables etc  and engage or hire operational & managerial manpower,  professionals,  and consultancy services etc.  To provide the other infrastructure requirements and timely availability of the necessary resources for the various activities required to be undertaken to meet the objectives of the society. 

i.) To liaise with IT companies for the analysis, design, development, testing and the implementation of the application software, networking, connectivity and other solutions necessary for providing Citizen Services through the use of information technology. 

j.) To enter into collaborations, partnerships, agreements and contracts with Indian or foreign individuals, companies or organizations for establishment of Service Centers in the district. 

k.) To enter into any agreement with any Government or other authorities or any corporations/ companies, or persons which may be conducive to any of the Society’s objectives and to obtain from any such Government authorities, corporations, companies, societies or persons any contracts, rights, privileges, grants or concessions which the society may think desirable, and to carry out or exercise the rights under such contracts, privileges and concessions. 

l.) To create, maintain, update, common databases at the district level as per the guidelines of the Department of Information Technology in collaboration with the concerned the Departments and to monitor, administer and control the flow of the data and information between the Service Centers and the concerned agencies. 

m.) To recruit and deploy the operational and managerial staff and other human resources, purely on a self sustaining and contract basis, for operation, maintenance and running of the Citizen Service centres as per the requirement/norms determined by the Board of Governors, from time to time. 

n.) To take all publicity measures and campaigning through media like TV, radio, newspaper, conferences, seminars, public meetings, banners and posters etc for creating awareness  about the services of the Service Centres for the benefit of the common man, specially the rural masses. 

o.) To interact with the various agencies associated with the services to be rendered through the service centers and to facilitate inter-departmental coordination in all IT related matters. 

p.) To recommend the necessary administrative reforms or process re-engineering required to accomplish the objectives of good governance through IT or otherwise. To test and implement the modifications to be made in the system or the processes involved. 

q.) To take necessary steps for taking routine backups regularly and to ensure the security, safety, backup, disaster recovery and protection of the  electronic Data, both on-line and off-line, as well as  physical records of various departments, agencies and organizations for which services are being provided. 

r.) To set up procedures for generating various Management Information System reports of the revenue, payments and operation & maintenance related information of Service Centres for benefit of various stakeholders like Financial Institutions, Government departments, and the Punjab E-Governance Society. 

s.) To establish and implement a system of regular detailed review and monitoring mechanism for constantly evaluating the progress, performance, consistency and quality of the Citizen services given by various franchises and other centres. 

t.) To facilitate and assist, where possible, in implementation of Citizen Charters framed by the other departments through the use of E-governance and IT as a tool. 

u.) To take all steps necessary to promote efficiency, reduce delays, and enhance accountability, transparency & objectivity in the functioning of the concerned government departments participating in the Service Centres, directly or indirectly.

v.) To make any expenditure in connection with providing efficient Citizen Services through the Citizen services centre including salaries, connectivity costs, cost of power, cost of maintenance and consumables, cost of up-gradation of office infrastructure, equipment, and providing other facilities to citizens etc. 

w.) To deposit on interest or otherwise, money belonging to or entrusted to or at the disposal of the Society or its franchisees in reputed financial institutions.  To lend money to Panchayati Raj Institutions or other Government Departments for carrying out activities consistent with the objectives of the society upon such terms as may be thought proper and to guarantee the performance of contracts by such institutions provided that the Society shall not carry on banking business as defined in Banking Companies Regulation Act, 1949. To borrow, receive or raise money, with or without security, for the purpose of carrying out the objectives of the Society in such manner as the Society may deem fit. 

x.) To draw, issue, accept and to endorse, discount or negotiate promissory notes, bills of exchange, delivery orders, warrants, warehouse keeping certificates and other negotiable or commercial or mercantile instruments connected with the business of the Society. 

y.) To establish and maintain any agencies and franchises in the district for the conduct of the business of the Society. 

z.) To improve, manage, work, develop, alter, exchange, lease, mortgage, turn to account, abandon or otherwise deal with all or any part to the property rights and concessions of the Society. To let out on hire all or any of the properties of the Society, including every description of apparatus/ appliances of the Society. 

aa.) To create any depreciation fund, reserve fund, sinking fund, insurance fund or any special or other fund whether for depreciation or for repairing, improving, extending or maintaining any of the properties of the Society and to transfer any such fund or part thereof to any of the other funds herein mentioned. 

bb.) To do all such other lawful things as may be necessary, incidental or conducive to the attainment of the above objects. 

4. (1) (b) (ii) powers and duties of functionaries of Sukhmani Society for Citizen Services: 

 The Executive Committee of the Society shall be composed as under:- 

	Sr. No.
	Designation & Address
	Status

	1.
	Deputy Commissioner

S.A.S. Nagar.
	Chairman



	2.
	A.D.C. (General), 

S.A.S. Nagar.
	Vice Chairman

	3.
	A.C. (General), 

S.A.S. Nagar.
	Member- Secretary  



	4.
	S.D.M., S.A.S. Nagar.
	Member

	5
	SDM Kharar
	Member

	6
	SDM Derabassi
	Member

	7
	District Transport Officer, S.A.S.Nagar
	Member

	8
	One eminent citizen to be nominated by Chairman
	Nominated Member


Chairman/Chief Executive Officer   
Powers, Functions & Responsibilities of the Chief Executive Officer of the Executive Committee:

a) All programs and activities of the society shall be executed under the direct superintendence, control and directions of the Chief Executive Officer subject to the policy guidelines, if any, laid-down by the Board of Governors.

b) The Chief Executive Officer of the Executive Committee shall be competent to approve and sanction purchases of upto Rs. Ten lacs.
Provide that the board may, through a resolution passed by two thirds majority vest any additional powers with the Chief Executive Officer.
Vice- Chairman
Powers, Functions & Responsibilities of the Vice-Chairman of the Executive Committee:
To preside over the meeting of the society in absence of Chairman.

Member Secretary
Functions & Responsibilities of the Member Secretary of the Board of Governors:

(a). The Member-Secretary of Board of Governors shall act as the Member-Secretary of the Society and will get the proceedings recorded of the meetings of the Society and of the Board of Governors and maintain a proper record of these meetings in accordance with the provisions of the Bye-laws of the Society. 

(b). He shall carry out the general correspondence in connection with the work of the society.
(c). He shall represent the society in all its legal matters jointly or through any authorized representative. 

(d). He shall be the custodian of the records and property of the Society & such other funds of the society as the Board may commit to his charge. The Member-Secretary shall have the accounts maintained and also arrange for the annual audit in accordance with the provisions in the Rules and Bye-laws of the Society. 

(e). He shall prepare the budget relating to the administrative and other expenses of the Society including expenditure on TA/ DA of the members, which shall be a legitimate charge on the fund. 

(f). He shall manage accounts of the money received  by the Society , execute all contracts on behalf of the society and receive funds for the society through donations, grants-in-aid,  and other contributions. 

(g). The Member-Secretary shall have such other powers & perform other duties as may be delegated or assigned to him by the Chairman. The Member-Secretary may delegate any of his powers to any of his subordinate with the approval of the Chairman of the Board of Governors.

Functions & Responsibilities of the Member Secretary of the Executive Committee:

a. The Member-Secretary of the Executive Committee shall be responsible for the  proper execution of all IT & e-Governance, and Citizen service projects as approved by the Board of Governors or the Executive Committee. 

b. He shall be responsible for the proper day to day administration of all the activities of Society. 

c. The Member-Secretary will have the authority to issue Financial Sanction  for all purchases having  value of  less than Rs. 5,000/-. However, this would be subject to the overall limit of Rs. 20,000/- per month. 

d. In the event of the post of the Member-Secretary remaining vacant or the Member-Secretary being absent or unable to perform his duties or any reason, it shall be open for the Board to direct any Officer or Officers in the service of the Society to exercise temporarily such powers & perform such functions and duties of the Member-Secretary as the Board may deem fit. 

Executive Committee of the society:
a) There shall be an Executive Committee to carry out the routine decision making and manage the day to day affairs and the funds of the Society. 

b) The Executive Committee shall be accountable to the Board of Governors.
Employees@Suwidha Centre, S.A.S.NAGAR

	Sr. No. 
	Employee
	JOB Description

	1
	Charanjit Rai
	Suwidha Administrator

	2
	Anil Kumar
	Suwidha Accountant

	3
	Jagnandan Singh
	Arms License

	4
	Vishal jolly
	Stamp Selling/Token Counter/Delivery

	5 
	Gurdarshan Kaur 
	Affidavit Attestation/Certificates of SC/BC/OBC/Domicile/Kandi Area/Rural Area

	6
	Sandeep Kaur
	Affidavit Attestation/Copying/Permissions/Nationality Certificate

	7
	Renu Sharma
	Counter Signature/Marriage Registration/Character Verification/I.D. Card issuing to Handicapped

	8
	Pappu Kumar Sahu
	Peon

	9
	Paramjit Kaur
	Sweeper


Employees@Suwidha Centre, Sub Divisional Magistrate, Kharar

	Sr. No. 
	Employee
	JOB Description

	1
	Shalini Bansal
	Affidavit Attestation/Marriage Certificate/Copying/

	2
	Gurpreet Kaur
	Affidavit Attestation/Marriage Certificate/Certificates of SC/BC/OBC/Domicile/Kandi Area/Rural Area

	3
	Kamlesh Kumari
	Peon


4.(1)(b) (iii) decision making channels/process including channels of supervision and availability.
All the decisions are taken by “Executive Committee” of Sukhmani Society for Citizen Services in its meeting. The decisions are executed by Chairman SSCS with the help of Executive Committee’s members.
4.(1)(b) (iv) The norms set by the society  for the discharge of its functions: 
The Society provides various services such as following: 

	Sr. No. 
	Service Name 

	1.
	Arms licences related Services   

	2.
	Counter signing of Documents

	3.
	Character Verification 

	4.
	Issuance of Copy of a Document/Inspection of Record & Misc.

	5.
	Issuance of Marriage Certificate

	6.
	Issuance of Affidavits

	7.
	Issuance of Permissions

	8.
	Issuance of Indemnity Bonds  

	9.
	Issuance of surety Bonds  

	10.
	Issuance of No Objection Certificates

	11.
	Issuance of I.D Card to Handicapped

	12.
	R.T.I.

	13.
	Stamp Selling 

	14.
	Issuance Certificates of SC/BC/OBC/Domicile/ Kandi Area/Rural Area

	15.
	Issuance of Nationality Certificate


      1. Arms licences related Services   
	Sr. no. 
	Description 
	Govt. Fee
	Suwidha Service Charges
	Total 
	Late Fee

	1.
	New Arms Licence
	
	
	
	

	I)
	Revolver /Pistol 
	250
	500
	750
	

	II)
	Rifle
	120
	
	620
	

	III)
	Gun
	100
	
	600
	

	2.
	Renewal of Licence
	
	
	
	

	I)
	Revolver /Pistol 
	150
	200
	350
	100

	II)
	Rifle
	90
	
	290
	60

	III)
	Gun
	60
	
	260
	40

	3.
	Addition of weapon
	
	
	
	

	I)
	Revolver /Pistol 
	250
	200
	450
	

	II)
	Rifle
	120
	
	320
	

	III)
	Gun
	100
	
	300
	

	3.
	Deletion of weapon
	
	
	
	

	I)
	Revolver /Pistol 
	100
	200
	300
	

	II)
	Rifle
	60
	
	260
	

	III)
	Gun
	40
	
	240
	

	5.
	Duplicate License
	100
	200
	300
	

	6.
	Other Arms Licence Services
	0
	200
	200
	


2. Other Services 
	Sr. No. 
	Service Name 
	Suwidha Service Charge

	1.
	Counter Signing of Documents
	100

	2.
	Character Verification 
	 Nil

	3.
	Issuance of Copy of a Document/Inspection of Record & Misc.
	 50

	4.
	Issuance of Marriage Certificate
	 500

	5.
	Issuance of Affidavits
	20

	6.
	Issuance of Permissions
	50

	7.
	Issuance of Indemnity Bonds  
	20

	8.
	Issuance of surety Bonds  
	20

	9.
	Issuance of No Objection Certificates
	200

	10.
	Issuance of I.D Card to Handicapped
	Nil

	11.
	R.T.I.
	Nil

	12.
	Stamp Selling 
	Nil

	13.
	Issuance Certificates of SC/BC/OBC/ Domicile/Kandi Area/Rural Area
	10

	14.
	Issuance of Nationality Certificate
	Nil


It has set detailed norms under the citizen services available with office of the Deputy Commissioner, Sukhmani Society for Citizen Services (Suwidha Centre), Phase 1, S.A.S.Nagar (Mohali).
4. (1) (b) (v) Rules/Regulations/ instructions for discharging its functions: 
The Sukhmani Society for Citizen Services is discharge its functions and duties under the provision of Society Registration Act, XXI of 1860 and rules or bye laws framed there under. 
Rules of Sukhmani Society for Citizen Services, Sahibzada Ajit Singh Nagar.
(SSCS - S.A.S. Nagar)

1. Short title and commencement:-
 These Rules may be called the Sukhmani Society for Citizen Services, Sahibzada Ajit Singh Nagar, Rules, 2006. These Rules shall come into operation immediately on registration of the Sukhmani Society for Citizen Services, Sahibzada Ajit Singh Nagar (SSCS- S.A.S. Nagar).

2. Registered Office: The Registered Office of the Sukhmani Society for Citizen Services, Sahibzada Ajit Singh Nagar shall be situated at the office of Deputy Commissioner, Sahibzada Ajit Singh Nagar. 

3. Definitions: 
(a)  "Chief Executive Officer” means the Chief Executive Officer of the Executive Committee of the Sukhmani Society for Citizen Services, S.A.S. Nagar. The Deputy Commissioner of S.A.S. Nagar would be the Chief Executive Officer.

(b) "Member Secretary of the Executive Committee ” means Member Secretary of the Executive Committee of the Sukhmani Society for Citizen Services, S.A.S. Nagar who would either be the Additional Deputy  Commissioner (General) or any other IAS or PCS officer as may be nominated by the Chairman of the Board of Governors. 

(c) “Sub-Committee” means any Sub-Committee constituted by the Board of Governors or by the Chief Executive Officer of the Executive Committee for carrying out any act on behalf of the society. 

(d) The words and expressions used herein and defined in the Memorandum of Association shall have the meanings respectively assigned to them in the Memorandum. 

4. AUTHORITIES OF THE SOCIETY: 

The Authorities of the Society shall consist of the following: 
a) The Board of Governors, 

b) The Executive Committee,

c) The Chairman of the Board of Governors,

d) The Member-Secretary of the Board of Governors,

e) The Chief Executive Officer of the Executive Committee,

e) The Member-Secretary of the Executive Committee, and

f)  Any other officer who may be appointed from time to time

   as an authority by the Board of Governors. 

4. The Board of Governors: 

a) The Society shall function under the general superintendence, direction and control of the Board of Governors. 

b) The composition of the present Board of Governors shall be as described in the Memorandum of Association of the Sukhmani Society for Citizen Services, S.A.S. Nagar. 

c) The Chairman of the Board of Governor shall have the right to nominate/co-opt three Members to the Board. In addition, the Government of Punjab, in the Department of Information Technology, shall also have a similar right to nominate/co-opt three Members to the Board.

d) The composition of the Board of Governors may be modified if a majority of the total members on its roll recommend such a change:

Provided that no such modification shall come into effect without the written assent of the Deputy Commissioner of S.A.S. Nagar.

6. MEMBERS OF THE SOCIETY: 

a. The Society shall consist of the following:

i. All the ex-officio members of the Board of Governors,

ii. All the nominated members of the Board of Governors, and

iii. All the co-opted members of the Board of Governors;

Provided that the total of nominated and co-opted Members shall not exceed the total number of ex-officio members.

(b). If a nominated member of the Society changes his address, he shall inform his new address to the Member Secretary of the Board. 

(c). Termination of Membership: 

i. Where a person becomes a member of the Society by reason of the office or appointment he holds, his membership of the Society shall terminate when he ceases to hold that office or appointment and his successor in office shall be substituted as Member. 

ii. Whenever a member other than the ex-officio member, desires to resign from the membership of the Society, he shall address his resignation to the Member Secretary of the Board and submit the same to him. The membership of such person shall stand terminated from the date of the acceptance of his resignation by the Chairman:

   Provided that if the Chairman does not convey his acceptance within 15 days of the receipt of the resignation, the same shall be deemed to have been accepted. 

iii. A nominated or co-opted member of the Society shall remain a Member for two years from the date he is nominated/ co-opted;

Provided that he shall cease to be a member at any time earlier, if the Board of Governors so desire.

4.(1)(b) (vi) Categories of important documents held by the society:
The ‘Society’ holds and maintains its files, registers, documents, daily collection reports etc. on the subjects mentioned above. 
4.(1)(b) (vii), (viii), (ix) 

Apart from daily public dealing timing with the Chairman, Vice-Chairman, Member Secretary, the public can attend the ‘Sukhmani Society for Citizen Services’ meetings and can procure its minutes.

Directories of officers/functionaries of the Society: -  
	Sr. No. 
	Name of Officer
	Designation 
	Telephone Nos(o)

	1.
	Sh. Varun Roojam, IAS
	Deputy Commissioner & Chairman
	0172-5044500

	2.
	Sh. Mohinder Singh Kainth, PCS
	Additional Deputy Commissioner(G) 

& Vice-Chairman
	0172-5044501

	3.
	
	Assistant Commissioner & Member Secretary 
	0172-5044503


Besides, non official member are also appointed from eminent citizens to give due representation to general public to associate and participate into the affairs of the society. 
Employees@Suwidha Centre, S.A.S.NAGAR

	Sr. No. 
	Employee
	Designation 
	JOB Description

	1
	Charanjit Rai
	System Administrator
	Suwidha Administrator

	2
	Anil Kumar
	Accountant
	Suwidha Accountant

	3
	Jagnandan Singh
	Data Entry Operator
	Arms License

	4
	Vishal jolly
	Data Entry Operator
	Stamp Selling/Token Counter/Delivery

	5 
	Gurdarshan Kaur 
	Data Entry Operator
	Affidavit Attestation/Certificates of SC/BC /OBC/Domicile/Kandi Area/Rural Area

	6
	Sandeep Kaur
	Data Entry Operator
	Affidavit Attestation/ Copying/ Permissions/ Nationality Certificate

	7
	Renu Sharma
	Data Entry Operator
	Counter Signature/Marriage Registration/ Character Verification/I.D. Card issuing to Handicapped

	8
	Pappu Kumar Sahu
	Peon
	Peon

	9
	Paramjit Kaur
	Sweeper
	Sweeper


Employees@Suwidha Centre, Sub Divisional Magistrate, Kharar

	Sr. No. 
	Employee
	Designation
	JOB Description

	1
	Shalini Bansal
	Data Entry Operator
	Affidavit Attestation/Marriage Certificate/ Copying

	2
	Gurpreet Kaur
	Data Entry Operator
	Affidavit Attestation/Marriage Certificate/ Certificates of SC/BC/OBC/ Domicile/ Kandi Area/Rural Area

	3
	Kamlesh Kumari
	Peon
	Peon


4.(1)(b) (X) Emoluments of Officers and Employees:
The ‘Society’ has 8 sanctioned staff, its monthly establishment pay bill comes to      Rs.33, 500/-(Thirty three thousand and five hundred) only.

Employees@Suwidha Centre, S.A.S.NAGAR

	Sr. No. 
	Employee
	Designation 
	JOB Description

	1
	Charanjit Rai
	System Administrator
	16000/-

	2
	Anil Kumar
	Accountant
	8500/-

	3
	Jagnandan Singh
	Data Entry Operator
	5000/-

	4
	Vishal jolly
	Data Entry Operator
	5000/

	5 
	Gurdarshan Kaur 
	Data Entry Operator
	5000/

	6
	Sandeep Kaur
	Data Entry Operator
	5000/

	7
	Renu Sharma
	Data Entry Operator
	5000/

	8
	Pappu Kumar Sahu
	Peon
	3482/-

	9
	Paramjit Kaur
	Sweeper
	3482/-


Employees@Suwidha Centre, Sub Divisional Magistrate, Kharar

	Sr. No. 
	Employee
	Designation
	JOB Description

	1
	Shalini Bansal
	Data Entry Operator
	5000/-

	2
	Gurpreet Kaur
	Data Entry Operator
	5000/-

	3
	Kamlesh Kumari
	Peon
	3482/-


4.(1)(b) (XI)  the budget allocated to each of its agency, indicating the particulars of all plans, proposed expenditures and reports on disbursements made;
There is no specific budget is allocated to Sukhmani Society for Citizen Services S.A.S.Nagar for plans, proposed expenditures and reports on disbursements. However the financial requirement of the society are making under from its own funds generated by it through Suwidha charges for various services. The society is a self sustaining body.     
4.(1)(b) (XII)   the manner of execution of subsidy programmes, 
Sukhmani Society for Citizen Services S.A.S.Nagar has not received any subsidy.
4.(1)(b) (XIII) particulars of recipients of concessions, permits or authorisations granted by it;
      

 None 

4.(1)(b) (XIV) details in respect of the information, available to or held by it, reduced in an electronic form;
The information about Sukhmani Society for Citizen Services, S.A.S.Nagar available on our website www.sasnagar.gov.in and type of enquiry regarding for services telephone no.: 0172-5044558.
4.(1)(b) (XV) 
the particulars of facilities available to citizens for obtaining information, including the working hours of a library or reading room, if maintained for public use;
 A separate Inquiry Counter has put on for the convenience of general public to quite them and extending help however; there is no library or reading room for public use. 
4.(1)(b) (XVI) the names, designation and other particulars of the Public Information Officers;

	Sr. No. 
	Name 
	Designation

	1.
	Deputy Commissioner, Chairman Sukhmani Society for Citizen Services
	Public Information Officer


4.(1)(b) (XVII) such other information as may be prescribed and thereafter update these publications every year;
Other information updates etc. are published by Sukhmani Society for Citizen Service, S.A.S. Nagar.
