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RIGHT TO lNFGRMATIUN—RI‘U-NAGPI'R
Disclosure of information Article 4 (1) (b) (i) of the Right to Information Act,
2005 in respect of Regional Passport Office, Nagpur
Article 4( 1)(b)(i) ; Particulars of Organization, functions and duties of the Regional Passport Office,
Nagpur

HISTORICAL BACKGROUND

The Regional Passport Office, Nagpur was Opened in 1989 as a subordinate office of Ministry of External
Affairs under the supervision of Central Passport Organization. The issue of Passport is a central subject
under the Indian constitution and allotted to the Ministry of External Affairs. It was in 1954 that the first
5 Regional Passport Offices at Bombay, Calcutta, Delhi, Madras and Nagpur were set up. This
necessitated the setting up of a Separate organization and the Central Passport and Emigration
Organization was created in 1959 as a subordinate office of the Ministry of External Affairs, At present,
there are 39 Passport Offices in the Country. Passport Office, Nagpur has created in 1989 after
bifurcation of Regional Passport Office, Mumbai.
ORGANISATION
Ministry has divided RPOSs in following three categories:

Category Criteria
[

A n more than 3.3 lakh annual ; appijcatinn submission ’
’ B - From 1.5 to 3.3 lakh annual application submission )
C Upto 3.3 lakh aﬂt{;ﬂ_app!icatian submission _[

This office has 23 officers and staff members
The hierarchy at the Passport Office, Nagpur includes the following stages:
Passport Officer
Deputy Passport Officer
Asst. Passport Officer
Senior Superintendent
Superintendent
Asst. Supdt,
Senior Passport Assistant
Junior Passport Assistant
MTS
FUNCTIONS AND DUTIES

This office deals with the issuance of passport/travel document to the citizens of 12 districts
of Maharashtra, je. Akola, Amravati Bhandara, Buldana, Chandrapur, Gadchiroli, Gondia,
Hingoli, Nagpur Wardha, Washim and Yavatmal.

Powers and duties of the employees of the Regional Passport Office, Nagpur

Article 4{1)(b)(ii) of the Right to Information Act, 2005
Passport Officers have been designated as Head of Offices. For the smooth running of the offices,
certain financial powers have been delegated to them. The financial powers of employees of Passport




Office has been detailed in delegation of financial Power Rule, 1978 and subsequent orders issued in
reference to the delegation of financial Power rules. These powers may be seen at annexure of
delegation of financial rules and Passport rules,

Dther powers of the officials of Regional Passport Office are derived from the Passport Act, This Act and
rules is already on the MEA's website www . passportindia.gov.in. The duties of officers and employees of
the office flow from the Passport Act and Passport Rules website www.passportindia.gov.in

Article 4(1)(b)(iii} of the Right to information Act, 2005

Procedure to be followed in the decision making process, including channels of supervision and authority.
The Regional Passport Office, Nagpur follows theprocedure indicated in Passport Manual 2016 for
decision making in issuance of passports. The officers from the Superintendent to Passport Officer level
have been designated as Passport Issuing Authority(PIA) for issuance of passport and take
decisions/actions with the help of Assistant Supdt, SPA, JPA posted in the section in accordance with
Passport Act, Passport Rules and Passport Manual.

WORK FLOW CHART OF REGIONAL PASSPORT OFFICE, NAGPUR

Passport applications are accepted at Passport Seva Kendra (PSK) Nagpur and following Post
Office Passport Seva Kendra (POPSK)in coordination with Postal Department for applicants who have
appointments on the time and date slot booked in www.passportindia.gov.in,  details of which is
mentioned in the above website under Passport Office, Nagpur.

Sr. | Name of PSK / POPSK PSK / Address
No. | Under RPO Nagpur | POPSK
1 Nagpur PSK Passport Seva Kendra, Bilquish Plaza, Sadigabad Community Hall,
| Mankapur, Pole No. 59, Nagpur -440030
|2 Akola POPSKE | Tajnapeth Post office, Khetan Galli, Akola 444006
3 Amravati POPSK | Head Post Office, Tahsil Road Amravati 444601
14 Bhandara . POPSK | Head Post Office, Santaji Nagar, Bhandara 441904
|5 Buldhana POPSK Head Post Office, Court Road, i(aranja Chowk, Buldhana 443001
3] Chandrapur POPSK Head Post Office, Civil Lines, NearWater Tank, Chandrapur 4#2401
7 Gadchiroli POPSK | Head Post Office,Rampuri,Gadchiroli 442605
8 Hingoli POPSK Head Past Offi ice, Shastri Nagar, Hingoli 431513
9 | Katol POPSK | Head Post Office, Main Road, Katol 441302
10 Wardha POPSK | Head Post Office, Civil Lines, Wardha 442001
(11 Yavatmal POPSK Head Post Office, Opp. Collector office, Yavatmal 445001

PSK Nagpur POPSK

Scrutiny of Passport Application Counter -A TCS staff Postal Department
staff
Receipt of Passport application, Data | Counter- A TCS Staff MEA official

verification scanning and cash collection




Verification of the Passport application by | Counter-B MEA official | MEA official
the Verifying Officer |
Granting the Passport application by the | Counter-C MEA official | MEA official
Granting Officer and index checking
| simultaneously

Police verification sent electronically at the timeof granting
Receipt of Police verification (Electronically and manually)
Passport Printing Section
Passport Lamination Section
For Signature of PIAS

Dispatch Saction

PCC Services are granted and delivered across the counter at Passport Seva Kendra if the Police
Verification Report (PVR) available for the Passport in the System.

In other administrative matters, Dealing Assistant submits the files to Superintendent who in turn
submits to the Passport Officer. If necessary, matter is referred to the CPVDivision, Ministry of External
Affairs for final approval. The office also follows the guidelines issued by other Departments, particularly
the Cabinet Secretariat at http.//www.mpa.nic.in. , the Ministry of Parliamentary affairs at
http://www.mpa.nicin. and the Ministry of Personnel, Public Grievances and Pensions

http://persmin.nic.in. and the Ministry of Home Affairs(Rajbhasha).

Norms set by the Ministry for the discharge of its functions

Article 4(1){b}{iv] of the Right to information Act, 2005

The Regional Passport Office, Nagpur discharge of its functions as per the norms lay down by the CPV
Division, Ministry of External Affairs, New Delhi. It is our endeavor that all files are disposed of within
the stipulated time frame for issuance of passport subject to completion of documentations and usual
checks. The norms are available at http://www.passport .gov.in

Rules, regulations, instructions, manuals, and records held by or under the control of the Regional
Passport Office, Nagpur used by its employees for discharging its functions

Article 4(1){b){v} of the Right to information Act, 2005

Passport Act and Passport Rules:

These are already available on the MEA’s website http://www.mea.gov.in.



In addition, the Passport Office also utilizes the relevant rules, regulations and orders of the
Government of India, such as Civil Service Conduct Rules, Central Civil service Leave Travel Concession .

Rules, Central Service Leave Rules, Civil service Pension Rules, Provident Fund Rules, General Financial
Rules, Fundamental and Supplementary Rules, etc. These rules are already in the public domain.

The rules, regulations, instructions, manuals and records held by it as under its control as used by its
employees for discharging its functions.

In the discharge of its functions, the Regional Passport Office, Nagpur uses various Central Acts, Rules,
Codes, Regulations, etc. It also uses various judgments of the Supreme Court of India and High Courts.

As far as the administrative side is concerned, it uses the following Rules in the discharge of its
functions:-

Medical Attendance Rules

CCS{CCA) Rules

CC5 (Conduct) Rules

General Provident Fund Rules

Leave Travel Concession Rules

General Financial Rules, 2005

Delegation of Financial Power Rules

House Building Advance Rules

CCS {Revised Pay) Rules, 1997

Central Treasury Rules

In addition, various Manuals/Circulars etc., issued by our Ministry are also used,
Statement of the categories of documents that are held by the Ministry or under its control.
The Passport Office, Nagpur holds the following documents:

Copies of Reports released by our Ministry

Parliament Questions related to Passport Office sent by Ministry of External Affairs.

Correspondence with Ministries / other organizations, departments, state governments and letters/e-
mails from individuals seeking information etc.

The administrative side of the office maintains files relating to the following:




Personal files and service book (including leave account) of its employees
Court related litigations files

Continuation of temporary posts

Procurement of stationary & furniture
Electricity and water bills

CPWD complaints

Circulars

Republic Day & Independence Day Celebration
Purchase and distribution of stationery items
Maintenance of Annual Confidential reports
Other Miscellaneous matters.

Article 4(1){b}({vi) of the right to information Act, 2005

The following documents are held by this office:-
Application Forms [ Now Available online)

India International Ordinary Passport Booklets
Official Gratis passport booklets

Diplomatic Passport booklets

Article 4(1){b}(vii} of the right to information Act, 2005

Arrangement for consultation with or representation by the Members of the public in relation to
formation of policies or implementation thereof. The matter is being looked after at the level of the
MEA

Statements of boards, councils, committees and other bodies

Article 4(1)(b){viii) of the Right to Information Act, 2005

At the level of this office, one Rajbhasha Kriyanvayan Samiti (official Language Implementation
Committee) consisting of (02) members of this office has been constituted to review progress in
implementation of Rajbhasha Hindi in day to day work of the office.

Directory of officers, employees, and monthly remuneration as on 01.07.2024
Article 4{1){b}({ix} & {x] of the Right to Information Act, 2005







SL.NO. NAME OF THE OFFICIAL DESIGNATION
1. SHRI KSHITI) GURAV D.P.O
2. SMT. KALAKUMARI C. AP.O.
3. SHRI MANISH SENIOR SUPERINTENDENT
4. SHRI SAMEER N.DAFADE SENIOR SUPERINTENDENT
5. LALA RAM MEENA SENIOR SUPERINTENDENT
6. GANESH MOGAVERA SENIOR SUPERINTENDENT
7. SHRI VLAY R. DHURAI SUPERINTENDENT
8. SHRI RAKESH KUMAR SUPERINTENDENT
9. SHRI R. SHIVAKUMAR ASSISTANT SUPERINTENDENT
10. SHRI MANISH KUMAR ASSISTANT SUPERINTENDENT
11. KU. ITIKA KUMARI SHAW 1T
12. SMT. SHARDHA D. KHAPARDE SENIOR PASSPORT ASSISTANT
13. SMT. KALPANA H. NANDANWAR SENIOR PASSPORT ASSISTANT
14. SHRI SATISH DOYE SENIOR PASSPORT ASSISTANT
15. SHRI DHIRAJ JORWAL SENIOR PASSPORT ASSISTANT
16. SHRI ASHUTOSH KUMAR SINGH SENIOR PASSPORT ASSISTANT
17. SHRI SANDIP YADAV SENIOR PASSPORT ASSISTANT
18, SMT. KALINDI YADAY SENIOR PASSPORT ASSISTANT
19, SHRIJAI SINGH KHUNTAILA JUNIOR PASSPORT ASSISTANT
20. SHRI VISHAL BHARATI JUNIOR PASSPORT ASSISTANT
21. SHRI SAURABH SINGH JUNIOR PASSPORT ASSISTANT
22. SMT. RUNNI KUMARI MTS
5.NO. CATEGORY OF OFFICERS' NO Basic pay
1. DEPUTY PASSPORT OFFICER 1 15600-39100 +GP 6600
2. ASSISTANT PASSPORT OFFICER 1 15600-39100 + GP 5400
3. SENIOR SUPERINTENDENT 04 9300-34800+ GP 4800
4. SUPERINTENDENT 02 9300-34800+ GP 4600
= 5. ASSISTANT SUPERINTENDENT 02 9300-34800+ GP 4200
6. | JUNIOR TRANSLATION OFFICER 01 9300-34800+ GP 4200
7. STENOGRAPHER GR.D 00 57200-20200 + GP 2400
8. SENIOR PASSPORT ASSISTANT 07 5200-20200 + GP 2400
5. JUNIOR PASSPORT ASSISTANT 03 5200-20200 + GP 1900
10. MTS 01 5200-20200 + GP 1800
TOTAL 22

Budget allocated to each agency, indicating particulars of all plans, proposed expenditures, and reports
on disbursements made



Article 4{1

¥i) of the Right to Information Act, 2005

Abstract of budget estimates 2024-25 and expenditure {updated till 28.02.2025)

HEAD BUDGET ESTIMATES 2024-25 Actual Expenditure up to 28.02.2025
(in thousand)
Salaries 12150 10698
Rewards 1850 1744
Allowances 9710 8991
LTC 100 28
Medical treatment 3000 2491
Domestic travel expenses 790 726
O.E. 2630 2282
Repair & maintenance 100 75
Other revenue 26 14
expenditure
Postal and freight charges 3300 2873
for travel documents
Rents, Rates & Taxes 2354 2354
Minor civil & electric 0 0
works
Professional services 120 104
IT- DE 300 278
Swacchata action plan -OE 513 339
Information , computer, 200 200
telecommunication
equipment (ICT)
Furniture & fixture 125 120
o 37268 33317




Article 4(1)(b)(xii) of the Right to Information Act, 2005

B NIL=-

Article 4(1)(b)(xiii) of the Right to Information Act, 2005
No Travel agents are recognized for submission of filled Passport application forms to the

Passport Office, Nagpur.
Travel agents are not authorized to submit the passport applications. Only the passport
applicant have to appear in person at Passport Seva Kendra and submit the Passport Applications. No
travel agent is recognized to deal with this office with effect from 10.05.2012 after the opening of

Passport Seva Kendra.
Article 4{1)(b] (xiv

of the Right to Information Act, 2005.

All information regarding issuance of passports and status thereof have been uploaded on website

http://'www, pasportindia.gov.in

Article 4(1)(b)){xv) of the Right to Information Act, 2005

Citizens can obtain information through the web-site of the office at http://passportindia.gov.in. Apart
from this, citizens are provided passport issuance information through Enquiry Counters and also by
telephone. Citizens can also visit the office during the office hours on all working days between 10 to
12.30 pm after taking on-line appointments. Some of the instructions also displayed on the notice
boards of the Passport Office.

The Names, designations and other particulars of the Public Information Officers.

Article 4(1)(b)(xvi) of the Right to Information Act, 2005

Appellate Authority

SHRI KSHITI GURAY,

Passport Officer,

Regional Passport Office,

CGO Complex, ‘B’ Block, 1* floor,
Seminary Hills, Near TV Tower
Magpur- 440006

Phone No. 0712-2510643

Fax No.0712-2511740

E-mail; rpo.nagpur@mea.gov.in
CENTRAL PUBLIC INFORMATION OFFICER

SMT. KALAKUMARI C.

PUBLIC INFORMATION OFFICER,
Regional Passport Office,

CGO Complex, ‘B’ Block, 1* floor,



Seminary Hills, Near TV Tower
Nagpur- 440006
Fax No.0712-2511740

E-mail: rpo.nagpur@mea.gov.in

Article 4(1)(b)(xvii] of the Right to Information Act, 2005

ASSISTANT PUBLIC INFORMATION OFFICER
Smt. KALPANA NANDANWAR

ASSISTANT PUBLIC INFORMATION OFFICER
Regional Passport Dffice,

CGO Complex, ‘B’ Block, 1* floor,

Seminary Hills, Near TV Tower

Nagpur- 440006

Fax No, 0712-2511740

E-mail: rpo.nagpur@mea.gov.in

All such information as may be prescribed are updated every year on website



