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CITIZEN’S CHARTER, 2016

OF

Administrative Reforms and Training Department

Government of Assam

ASSAM SECRETARIAT (CIVIL)

Dispur , Guwahati-781006

VISION

To proactively facilitate an objective, accountable, transparent, ethical and responsive environment for good governance.

MISSION

To foster excellence in governance and pursuit of administrative reforms through:

1. Act as Nodal Agency for Administrative Reforms in Government

2. Building capacity and competence at various levels of Government

3. Reforms in Administrative Structures and streamlining procedures  and processes

4. Developing and implementing innovation in governance

5. Documentation and dissemination of best practices

6. Promoting citizen centric governance with emphasis on grievance         redressal,

7. Accountability and promotion of ethics and values in public governance.

Services Provided:

	Sl. No.
	Service
	Conditions
	Timeline
	fees
	Responsible Officer
	Remarks

	1
	2
	3
	4
	5
	6
	7

	1.
	Training for Capacity Building

I. Nomination of Officers for mandatory In-service Training 

II. Training of IAS Probationers of Assam-Meghalaya Cadre

a)   Preparing the training schedule wellhead of the scheduled arrival of the probationers to the State and communicating the schedule to probationers and all officers concerned.

b) Uploading of the same in the website

c) Issuing necessary instructions to the Deputy Commissioners and other officers where the probationers are to have their attachment.

III. Nominating officers for training programmes received from Government of India

a) Uploading of the letters seeking nominations

b) Selections of the applicants on receipt of nominations within the last date specified

c) Issuing Notifications

d) Uploading the Notifications

IV. Nominating Secretariat Personnel for the training at Institute of Secretariat Training and Management (ISTM), New Delhi

1) Requesting Secretariat Administration Department for  nominations 

2) Issuing the Notification


	Application when called for


	7 days after receipt of the proposal from the Assam Administrative Staff College, Guwahati

14 days prior to schedule date of training

30 days prior to their arrival

1-2 days

1-2 days

14 days before schedule

1 day 

5(five) days from the last date specified

1 day

5 (five) days from the receipt of the Govt. of India’s proposal

1-2 days
	Nil
	Smti Pallabi Phukan, ACS

Deputy Secretary

9435732185(M)

pallabiphukan@hotmail.co.in

	

	2.
	Notify additional services under  Assam Right to Public Services Act (ARTPS) 2012 if any
	Proposal from the departments with necessary documents
	60 days
	Nil
	Shri Udayan Hazarika, IAS, Additional Secretary

94350-45682

Udayanhazarika@hotmail.com

	

	3.
	Chief Minister’s Award for excellence in Public Administration :


	Proposals from administrative departments are received in the following categories :

1) e-governance initiatives.

2) replication of best practices in the             country

3) new initiative steps of the efficient   and transparent execution of scheme /programmes of the state/centre
	26th January and 15th August of every year
	Nil
	Smti Pallabi Phukan, ACS

Deputy Secretary

9435732185(M)

pallabiphukan@hotmail.co.in

	

	4.
	Creation/Bifurcation/Amalgamation of the Secretariat Departments and issue of Notification


	A definite and comprehensive proposal with necessary documents,  proper justification and approval of the appropriate authority
	45-60 days
	Nil
	Smti Dibyalata Das, 

Deputy Director

98642-75422, 78964-72998
	

	5.
	Offering advice/views on the Departments’ requests


	Comprehensive proposal with all necessary documents/ papers
	15-20 days


	Nil
	Smti Dibyalata Das, 

Deputy Director

98642-75422, 78964-72998
	

	6.
	Uploading of the rules/Acts/ Notifications/Office Memorandum/Office Order/Other important communication etc. on the websites
	
	20 days
	Nil
	Shri Debajyoti Dutta, ACS, 

Joint Secretary

98597-85196

debolyn@gmail.com


	

	7.
	Updating of the rules/Acts/ Notifications/Office Memorandum/Office Order/Other important communication etc. on the websites
	
	1-2 days
	Nil
	Smti Dibyalata Das, Deputy Director

98642-75422
	

	8
	Issue of Administrative Approval
	a) Proposal with Budget Provision

b) Submission of authenticated structurally sound and correct Plan and estimate

c) Technical sanction in case of technical project/ scheme and construction

d) Concurrence of the Finance Department

e) Concurrence of Planning and Development Department in case of Plan fund 
	20 days
	Nil
	Shri Debajyoti Dutta, ACS, Joint Secretary

98597-85196

debolyn@gmail.com 


	

	9.
	Issue of  Financial Sanction
	Proposal containing :

a) Budget provision under appropriate Head of Account.

b) Utilization Certificate of the previous sanction.

c) Photographic evidence for physical progress of the work

d) Concurrence of the Finance Department

e) Concurrence of Planning and Development Department in case of Plan fund
	20 days
	Nil
	Shri Debajyoti Dutta, ACS, Joint Secretary

98597-85196

debolyn@gmail.com


	

	10.
	Issue of Fixation of Ceiling (FoC)
	a) Proposal 

b) Copy sanction letter 

c) Checklist 

d) Filled up Form C-I

e) FoC from the Finance Department
	7-10 days
	Nil
	Shri Debajyoti Dutta, ACS, Joint Secretary

98597-85196

debolyn@gmail.com


	


Grievance Redressal Mechanism: 


Grievances in plain paper may be submitted to Shri Debajyoti Dutta, ACS, Joint Secretary to the Government of Assam, Administrative Reforms and Training Department, Block-A, 4th Floor, Assam Secretariat, Dispur, Guwahati-781006 or may be submitted vis e-mail to : debolyn@gmail.com . 


Further the grievances may be lodged to pgportal.gov.in 

____________________

