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17-point manual under Section 4 (1)(b) of Right to information Act 2005, 
 

Sl.No. Particulars 
i.  The particulars of its organization, functions and duties. 

ii.  The powers and duties of its officers and employees. 
iii.  The procedure followed in the decision-making process, including channels of 

supervision and accountability. 
iv.  The norms set by it for the discharge of its functions. 
v.  The rules, regulations, instructions, manuals and records, held by it or under its 

control or used by its employees for discharging its functions. 
vi.  A statement of the categories of documents that are held by it or under its control. 

vii.  The particulars of any arrangement that exists for consultation with, or representation 
by, the member of the public in relation to the formulation of its policy or 
implementation thereof.  

viii.  A statement of the board, council, committees and other bodies consisting of two of 
more persons constituted as its part or for its purpose of its advice, and as to whether 
meeting of these boards, councils, committees and other bodies are open to the public, 
or the minutes of such meetings are accessible for public. 

ix.  A directory of its officers and employees. 
x.  The monthly remuneration received by each of its officers and employees, including 

the system of compensation as provided in its regulation. 
xi.  The budget allotted to each of its agencies, indicating the particulars of all plans, 

proposed expenditure and report on disbursements made. 
xii.  The manner of execution of subsidy programs, including the amount allocated and 

details of beneficiaries of such programs. 
xiii.  Particulars of recipients of concessions permits or authorization granted by it  
xiv.  Details in respect of the information available to or held by it, are reduced in an 

electronic form. 
xv.  The particulars of facility available to the citizens for obtaining information including 

the working hours of a library or reading rooms, if maintained for public use. 
xvi.  The names and designations and other particulars of the Public Information Offices. 

xvii.  Such other information as may be prescribed and thereafter update this publication 
every year.  
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i. The Particulars of its organization, functions and duties. 

 
• The Directorate of Civil Aviation was setup in the year 2003 vide A&N 

Administration Order No - 523, dated 16/02/2003.  (Annexure-I) 
• Objective of providing air connectivity to far flung areas of Andaman and Nicobar 

Islands.   
• Administration had fixed the fare of Helicopter 90% subsidy for Islanders, medical 

cases, Govt. Officials including family members and 75 % in the case of non-
Islanders, tourist and Govt. servants on Duty.  

• At present the Directorate of Civil Aviation, Andaman and Nicobar Administration 
is operating four helicopters of PHL and weekly 02 flights of IAF Dornier aircrafts.  

 
ii. The powers and duties of its officers and employees. 

   
a) Dr. Jatinder Sohal, DANICS, 

 
• Head of the Department. 

 
b) Shri. Ravichandran, Deputy Director-I (Projects) 

• Implementation of projects under RCS-UDAN Scheme. 
• Coordination for development of Greenfield Airport at Port Blair. 
• Coordination with ANC/AAI for commencement of night landing at VSI 

Airport. 
• Follow-up for introduction of International Flights to/from Port Blair. 
• Planning and coordination for development of new helipads and upgradation of 

existing helipads/hangar complex. 
• Planning, Projects Budget and Expenditure  

  
c) Shri. P.G. Abhilash, Deputy Director- II (Operations)  

 
• Coordination with PHL/ANC for inter-island helicopter / IAF Dornier   
• Services 
• Coordination with DHS/ANC for medical evacuation of referred patients. 
• Office correspondences, RTI, CPGRAMS, LG Helpdesk, Newspaper  
• Reports, Court Case. 
• Purchases and procurement. 
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d) Shri. Praveen Kumar Mishra, Head Clerk-I (Establishment) 
• Scanning of Physical files for e-office 
• Identification and disposal of obsolete/scrap. 
•  Passenger amenities. 
• Dealing all office correspondences &Processing of file 
•  Preparation of Statistical Data 
•  Processing of Estimate for A/A & E/S 
•  Correspondences related to Public Grievances. 
• RTI, Court Cases, Vigilance case and disciplinary proceedings etc. 
•  Submission of all monthly report. 
•  Preparation of Annual Plan and Budgets and reports etc. 
• Preparation of Expenditure statement Look after the work assigned to   Shri. R. 

Prince. HC during his absence in addition to his own duties. 
 

e) Shri. R. Prince, Head Clerk-II (Accounts & Operations) 
 
• All files related to Modernization of existing helicopter fleet. 
• RCS- UDAN Fixed wing aircraft service 
•  RCS-UDAN seaplane operation. 
• Construction of emergency helipad. 
• Dealing with all VIP references. 
•  Issuance of Helicopter tickets, boarding pass, baggage tag, excess baggage receipt, 

preparation of manifest. 
•  Processing of PHL Bills. 
• Verification of all revenue receipt and timely deposit. 
•  Remittance of revenue receipt of record 
•  Procurement of various items/equipments/Stationeries and settlement of Bills 
• Rising Bills of Passengers / Cargo traveling in Helicopter. 
• Arrangements related to various functions viz, Independence Day &Republic Day. 
• Processing of Telephone/Electric and HSD Bills. 
• Correspondences related all Audit Queries 
•  Correspondences related Parliament Question 
• Look after the work assigned to Shri. Praveen Kumar Mishra, HC during his 

absence in addition to his own duties. 

Enclosed Directorate of Civil Aviation, Work Allocation Order No. 07, dated 24.04.2023 as 
Annexure – II and O/O No. 35, dated 04/07/2024 as Annexure-III 
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iii. The procedure followed in the decision-making process, including channels of 
supervision and accountability. 

 

  
Receipt of proposal  

Proposal is dealt by DA as per 
relevant provisions / availability 
of funds and put up to Deputy 
Director. 

Director Civil Aviation shall 
approve or and based on DFPR 
shall send back or submit it to 
Secretary (Civil Aviation) 

DD Civil Aviation will go through 
the proposal, firm up the 
proposal and place it for decision 
of Director Civil Aviation through 
Sr. AO. 

Secretary (Civil Aviation) shall 
approve based on DFPR or submit 
it to Higher Authority after 
concurrence of Finance & 
Planning. 
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iv. The norms set by it for the discharge of its functions.  
 

• No separate norms have been set by the department for discharge of its functions.  
 

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

The following records are held by this department 

• The helicopter services are managed at various islands as per A&N Administration 
Order No – 2137, dated 22/05/2003. (Annexure-IV). 

• The schedule of helicopter and civil IAF Dornier is being planned as per the schedule 
approved by the A&N Administration vide Office Order No 39/CA/2020-2021, dated 
29/03/2023. (Annexure-V). 

• The fare charged for air travel has been fixed by the A&N Administration vide Order No 
13, dated 24/04/2018 and Press Release dated 05/08/2016. (Annexure-VI). 

 
vi) A statement of the categories of documents that are held by it or under its control. 
 

1. Passenger manifest and counter foil of tickets. 
2. Digitized files of the department. 
3. Description Register (Passenger movement) 
4. Register of Court Cases 
5. Stock Registers. 
6. File Index Register 
7. Office Order Book 
8. Dairy Register 
9. Dispatch Register 
10. Cash Books 
11. Register of communication received from Member of Parliament 
12. Register of on harassment in workplace. 
13. Parliamentary Question. 
14. Attendance Register. 
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vii) The particulars of any arrangement that exists for consultation with, or representation by, 
the member of the public in relation to the formulation of its policy or implementation thereof. 

• The policies of the Directorate of Civil Aviation are shaped by the decision of the Andaman & 
Nicobar Administration, Ministry of Home Affairs, Ministry of Civil Aviation, Director General 
of Civil Aviation and Bureau of Civil Aviation Security.  

viii) A statement of the board, council, committees and other bodies consisting of two of more 
persons constituted as its part or for its purpose of its advice, and as to whether meeting of 
these boards, councils, committees and other bodies are open to the public, or the minutes of 
such meetings are accessible for public. 
 
• Departmental Standing Committee for examination of case of cost and time over run in 

projects/ scheme, vide Office Order no – 75, dated 09/10/2023, (Annexure-VII). 
• Internal Complain Committee under Sexual Harassment of women at workplace (Prevention, 

Prohibition and Redressal) Act 2013, vide Office Order No 25, dated 27/05/2024. (Annexure-
VIII). 
 

ix) A directory of its officers and employees. 

1. Dr. Jatinder Sohal, Director of Civil Aviation 
2. Shri. Ravichandran, Dy Director 
3. Shri. P.G. Abhilash, Dy. Director 
4. Shri. P.K. Mishra, Head Clerk 
5. Shri. R. Prince, Head Clerk  
6. Shri. Srinivas.Y, DRM 
7. Shri. Sakthivelu, DRM 
8. Miss. Sugandhi Mary, DRM 
9. Shri. S. Mari Muthu, DRM 
10. Shri. Sanjeev Kumar Mandal, DRM 
11. Shri. Y.Anil Kumar, DRM 
12. Shri. M. Dugra Venkat Reddy, DRM 
13. Shri. Pravin Kumar, DRM 
14. Shri. M. Upender Rao, DRM 
15. Shri. K. Rajukumar, DRM 
16. Shri. Probir Mandal, DRM 
17. Shri. Dipesh Kumar Halder, DRM  
18. Shri. Hari Das, DRM 
19. Shri. Subal Mistry, DRM 
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20. Shri. Sandeep Golder, DRM 
21. Shri. Tomy, DRM 
22. Shri. Ashish Kujur, DRM 

x). The monthly remuneration received by each of its officers and employees, including the 
system of compensation as provided in its regulation. 

 

Name & Designation Pay Level Remarks 
Dr. Jatinder Sohal, Director 10 The officers are working in 

diverted capacity from various 
departments or holding additional 
charges hence information on 
emoluments is not available.  

Shri. Ravichandran, Dy Director 9 
Shri. P.G. Abhilash, Dy. Director 7 
Shri. P.K. Mishra, Head Clerk 6 
Shri. R. Prince, Head Clerk  6 
Shri. Srinivas.Y, DRM 1/3rd   
Shri. Sakthivelu, DRM 1/3rd   
Miss. Sugandhi Mary, DRM 1/3rd   
Shri. S. Mari Muthu, DRM 1/3rd   
Shri. Sanjeev Kumar Mandal, DRM 1/3rd   
Shri. Y. Anil Kumar, DRM 1/3rd   
Shri. M. Durga Venkat Reddy, DRM 1/3rd   
Shri. Pravin Kumar, DRM 1/3rd   
Shri. M. Upender Rao, DRM 1/3rd   
Shri. K. Rajkumar, DRM 1/3rd   
Shri. Probir Mandal, DRM 1/3rd   
Shri. Dipesh Kumar Halder, DRM  1/3rd   
Shri. Hari Das, DRM 1/3rd   
Shri. Subal Mistry, DRM 1/3rd   
Shri. Sandeep Golder, DRM 1/3rd   
Shri. Tomy, DRM 1/3rd   
Shri. Ashish Kujur, DRM 1/3rd   
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xi. The budget allotted to each of its agencies, indicating the particulars of all plans, proposed 
expenditure and report on disbursements made. (FY 2024-25, Rs. In thousands) 

Detailed head of accounts Sanctioned Budget 
Estimates 2024-25 

Revised Estimate 
2024-25 

Civil Aviation     
01. Air Services     
01.800. Other Expenditure     
01. Payment to Pawan Hans 
Limited.     
01.00.50. Rent for Others 250000 130000 
04. Opn and Maint. Of Aircrafts 0 0 
04.00.01. Salaries 90 0 
04.00.02. Wages 5500 5500 
04.00.05 Rewards 10 0 
04.00.07 Allowances 100 0 
04.00.08 Leave Travel Concession 100 0 
04.00.13. Office Expenses 2500 2500 
04.00.30. Rent for Others 1100000 800000 
800.06-Acquisition of aircraft  of 
lease basis for operation  between 
Port Blari- Chennai/Kolkata sector.  0 0 
04.00.50 Rent for Others 150000 139410 
Total- Major Head"3053" (Plan) 1508300 1077410 
Total-Revenue Section 1508300 1077410 
Major Head "5053"     
Capital Outlay on Civil Aviation     
 02 Airport     
 02.102 Aerodromes     
 03 Construction of Port Blair 
Airport     
 03.00.53 Major Works 0 0 
 102.07 Construction of helipads     
 07.00.53 Major Works 0 0 
07.00.73 Infrastructural Assets 20000 50933 
Total- Major Head"5053" (Plan) 20000 50933 
Total-Capital Section 20000 50933 

Total-Ministry of Civil Aviation 
Major Head 3053 (Plan) & 5053 

(Plan) 1528300 1128343 
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xii. The manner of execution of subsidy programs, including the amount allocated and details 
of beneficiaries of such programs. 

• The Directorate of Civil Aviation is not implementing any subsidy program for targeted 
beneficiaries.   

xiii. Particulars of recipients of concessions permits or authorization granted by it; 

• The Directorate of Civil Aviation has not issued any concessions, permits or authorization. 

 xiv. Details in respect of the information available to or held by it, are reduced in an 
electronic form. 

• All the files of the Directorate have been digitized. The department is using e-Office Portal for 
all official work. The department has no separate website of its own. 

xv. The particulars of facility available to the citizens for obtaining information including the 
working hours of a library or reading rooms, if maintained for public use. 

• Citizens can obtain information from the Directorate of Civil Aviation during normal working 
hours. There is no library or reading rooms in the department. 

xvi. The names and designations and other particulars of the Public Information Offices. 

• The A&N Administration, Secretariat vide Gazette Notification No 229, dated 05/10/2011 has 
notified the designations of Public Information Officer and Assistant Public Information 
Officer of the Directorate of Civil Aviation. (Annexure-IX). 

 
xvii. Such other information as may be prescribed and thereafter update this publication 

every-year. 
 

• NIL  








































