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MANUAL-1
Particulars of organization, functions and duties

[Section 4 (1)(b)(i)]

1. Aims and objectives of the Organization


To assess and mutates the properties and to enhance the revenue of MCD 

2.
Mission/Vision

To encourage more and more people to pay property taxand bring more and people 
under property net.
3.        Brief history and background for its establishment

Earlier i.e. prior to 31.3.2004, the property tax department used to issue notices u/s 126 of DMC Act (since repealed) in order to bring as much properties as it can under tax net, assess the same, issue bills and recover dues etc.


But this system has now been changed and simplified. Now self assessment scheme has been introduced as such assessment of properties, issuance of bills etc. etc. has been discontinued. The tax payers are now paying property tax as per their own calculations on unit area method under self assessment scheme.

4. Organization Charts
Assessor & Collector

I

	Jt. A & C 
[image: image1]
	Jt. A & C
	Jt. A & C
	Jt.A&C 
	M.P. (Taxes)

	H.Q.
	Central Zone
	South Zone
	West Zone
	Karol Bagh Zone
	Sadar Pahar-ganj Zone
	Rohini zone with Keshavpuram & Pitampura
	Najafgarh Zone
	Narela Zone
	Civil Lines Zone
	City Zone
	Shahdra-North 
	Shahdra- South Zone including Joshi Colony (sub office)
	Legal Cell

	Dy. A & C
	Dy. A & C
	Dy. A & C
	Dy. A & C
	Dy. A & C
	Dy. A & C
	Dy. A & C
	Dy. A & C
	Dy. A & C
	Dy. A & C
	Dy. A & C
	Dy. A & C
	Dy. A & C
	l.egal  Assst.

	A A & C
	A A & C
	A A & C
	A A & C
	A A & C
	A A & C
	A A & C
	A A & C
	A A & C
	A A & C
	A A & C
	A A & C
	A A & C
	

	ZIs
	ZIs
	ZIs
	ZIs
	ZIs
	ZIs
	ZIs
	ZIs
	ZIs
	ZIs
	ZIs
	ZIs
	ZIs
	

	AZIs.
	AZIs.
	AZIs.
	AZIs.
	AZIs.
	AZIs.
	AZIs.
	AZIs.
	AZIs.
	AZIs.
	AZIs.
	AZIs.
	AZIs.
	


5. Allocation of business


Assessment and collection of property tax and mutation thereof.

6.
 Duties to be performed to achieve the mission

To guide the tax payers and maintain public friendly relations with assessees and to encourage them to pay tax under the latest scheme.

7.
 Details of services rendered

As above.
8.
Citizens interaction

Camps are organised in respective areas, on request, to educate the people to file  

 Returns.

9.  Postal address of main office, attached subordinate office/field units etc.


Assessment and Collection Department (HQ)


Municipal Corporation of Delhi


Property Tax Building Ring Road 


Lajpat Nagar -III, New Delhi 110024


Central Zone:    Property Tax Building Ring Road 




  Lajpat Nagar -III, New Delhi 110024


South Zone:     1. Sector-12, Near Sangam Cinema, R.K.Puram.


                         2., Green Park, New Delhi – 16.


West Zone:      A Cell:  



             B Cell:  59, Block Ashok Nagar, School Building, New Delhi


K.B. Zone:       Anand Parbat, Karol Bagh, New Delhi – 15.


S.P.Zone:          Sadar Pahar Ganj, Idgah Road, New Delhi – 6.


Pitampura Zone: Rohini Sub Zone, Sector -17, Delhi – 85.

Narela Zone:      Doctor Flats (Primary Health Centre), Lamp Road, Narela,




   Delhi – 40..


Keshav Puram:   Community Centre, Second Floor, A-1 Block,




    Lawrence Road, New Delhi


Najafgarh Zone:   Kakrola Housing Complex (HT), Old Palam More, Near Opp.PNB, 




     Najafgarh, Delhi – 59.


Rohini Zone:
     Sector-5, Near Rajiv Gandhi Cancer Institute,




     New Delhi 85.


Civil Line Zone:   Rajpur Road, Civil Lines, Delhi – 54.

City Zone:            Under ground Parking, Asaf Ali Road, Delhi.


Shahdara (North): Keshav Chowk, G.T. Road, Shahdara, Delhi -32.


Shahdara (South)   M.C. Pry School, Geeta Colony, Delhi – 31.   

Joshi Colony:       M.C. Pry School, Joshi Colony, I.P.Extn.




     Delhi – 92.

10.
 Map of office location:                      North of Main Ring Road                ;         


                                                            Near Lajpat Nagar Flyover

 11. 
Working hours both for office and public.

Office                                        

   Public


9 a.m. to 5.30 p.m. ( 5 days week)           10 a.m. To 3 p.m. ( except lunch break).

            ( Monday to Friday)

12.      Public interaction, if any

All assessing officers interact with the members of public who visit the officers


during office hours.

13.       Grievance redress mechanism

All assessing officers redress the grievances at their own level. However, in case


of any difficulty A&C, Jt. A&C, Dy.A&C & A.A&C at HQ and all Jt.A&C ,
Dy.A&C and A.A.&Cat all Zonal Offices gives sympathetic hearing and gets the 
grievance sorted out.
                                                                MANUAL2
Powers and duties of Officers and employees
[Section 4 (1)(b)(ii)]

	Sr. No.
	Designation of Post
	
	
	                               Powers
	
	Duties Attached

	
	
	Admn
	Financial
	Statutory
	Others
	

	1
	A&C
	Head of Depar- tment
	10000/-
	Assessment above Rs. 50,00,001/- and above
	
	Competent Authority

	2
	 Jt.A&C
	Head of zonal 
office
	5000/-
	Assessment above Rs. 20,00,001/- and up to 50 lac 


	
	Administration, Recovery and assessment of their geographical domain

	3
	. Dy.A&C
	Distribution of work
	1000/-
	Assessment above Rs. 2,00,001/- and up to 20 lac 


	sub- division
	Above work within their geographical area / jurisdiction.

	4
	AA&Cs
	
	500/-
	Assessment up to Rs. 2 lac and mutation work.
	Mutat-ion, No dues certific-ate.
	Assessment if any, Mutation, No dues certificate of respective area only

	5
	Inspectors
	
	
	
	
	To maintain record of

assessment files & to collect property tax by

organizing camps on demand by RWAs/Socieites.



	6
	Head Clerks/UDCs/LDCs
	
	
	
	
	Filing, & other routine work


MANUAL-3

Procedure followed in decision – making process
[Section 4 (1)(b)(ii)]

Flow Process Chart for processing of applications received
	S.NO.
	Activity
	Level of action
	Time frame

	1
	To receive application & put diary No
	Diary clerk
	same day

	2
	To submit same to Officers
	concerned official
	one day

	3
	To mark to concerned AA&C
	Jt.A&C/Dy.A&C/AA&C
	One day

	4
	To mark to Inspectors
	Jt.A&C/Dy.A&C/AA&C
	One day

	5
	To submit received cases to AA&C

i.e. mutation of properties, No dues

certificate & requirement of record

by assesses
	Inspector
	i)mutation cases – within15 days
ii)No dues within 3 days

iii)Cases pertaining to Record- within 2 days after deposit of fees.



	6
	. Action by AA&C
	AA&C
	Same day

	7
	To submit cases of sub-division to Dy.A&C
	AA&C within 15 days
	within 15 days

	8
	Action by Dy.A&C
	Dy.A&C
	Same day.


    MANUAL4
Norms set for discharge of function
[Section 4 (1)(b)(iv)]
 Details of norms and standards set out can be given in respect of various activities.  
	S. No. 
	Activity
	Time Frame/ Norm
	Remarks

	1.
	Diary of letter
	3 minutes per letter
	

	2.
	Dispatch of letter
	5 minutes per letter
	Registered dak including entry in messenger book

	3.
	Receipt of property Tax, property mutation fee and transfer duty
	5 minute per article
	cash receipt will be subject to quantity  and quality of notes of notes

	4.
	Issue of Mutation letter
	30 days
	subject to no objection from  all concern and clearance of dues

	5
	Issue of No dues
	3 days, if there are no dues
	

	6.
	Certified Copy
	Two days after deposit of requisite fee
	


MANUAL-5
Rules, regulations, instructions, manuals and record for discharging functions

{Section 4 (1)(b)(v)}
Prepare a list of rules, regulations, instructions, manuals and record for discharging functions available with the public authority of for the smooth discharge of its functions 

List of rules, regulations, instructions, manuals and record

	Sr. No.
	Name of the Act, rules, regulation etc.
	Brief gist of the contents
	Reference No. if any
	Price in case of priced publication

	1.
	DMC Act,1957 (amendment 1993, and amendment 2003)
	 Assessment of properties Collection of tax, mutation of properties, transfer duty etc.
	Not applicable
	

	2.
	Property Tax Guide 2004 -05 
	Details contained are unit area method etc.  and related provisions UAM
	Not applicable
	Rs. 20/-

	3.
	Property Tax Guide 2005-06 
	Details contained are unit area method etc.  and related provisions UAM
	Not applicable
	Rs. 20/-


MANUAL-6
A Statement of the categories of documents that are held by it for under its control

{Section 4 (1)(b)(vi)}

A Statement of the categories of documents that are held by it for under its control 
	S.No.
	Nature of Record
	Details of Information available
	. Unit/Section

where available
	Retention period

where available

	1
	Old Record
	D&C Registers
	Record room
	No period limit

	2
	Assessment files
	Name of owner
	 Respective inspectors.
	No period limit

	3
	Current D&C
	Details of dues
	Bill clerk/ZI/AZI
	Four years

	4
	PORs
	Details of properties
	Inspectors
	Three years

	5
	G-8 Receipts
	Details of Payment
	Record Keeper
	Current


        MANUAL-7
Particulars of any arrangement that exists for consultation with or representation by the members of the public in relation to the formulation of itspolicy of implementation
Section 4 (1)(b)(vii)}
                            Details of consultative committees and other bodies with which consultations are held.

	S.No.
	Name & Address of the Consultative  Committees/bodies 
	Constitution of the Committee /body
	Role and responsibility 
	Frequency of meetings 

	
	
	
	
	


Reason:   Nothing at department level. This type of arrangement exists at MCD HQ level where elected 


    body of MCD is consists of elected Municipal Councilors and forming various Committees.


MANUAL-8

Statement of the boards, councils, committees and other bodies constituted
Section 4 (1)(b)(viii)}

	S.No
	Name & Address of the body
	Main functions of the body
	Constitution of the body
	Date of Constitution

	1
	2
	3
	4
	5


	Date up to which valid
	whether meetings open to public
	whether minutes assessable to public
	Frequency of meeting
	Remarks

	6
	7
	8
	9
	10


Reason:   Nothing at department level. This type of arrangement exists at MCD HQ level where elected 


    body of MCD is consists of elected Municipal Councilors and forming various Committees.
	Manual 9
Directory of officers & employees
[Section4(1)(b)(ix)]
Directory

	Name and Designation
	Telephone No.
	E-mail address

	SH. ANIL BHAMBA, A & C 
	29845005, 29834712
	

	SMT. C.A. DHAN TIRKEY, JT. A&C/ADC
	
	

	DR. ARADHANA, OSD , DMC, Welfare Society.
	
	

	SMT. KIRAN DABRAL, JT. A&C/ADC
	
	

	SMT. SURBHI VARSHNEY, JT. A & C
	29845181, 26188715
	

	SMT. ALKA SHARMA, JT. A & C
	23920733, 22464523
	

	SMT. SANGEETA BANSAL, JT. A & C
	27051685
	

	SH. K. VIJAYAN, JT. A & C
	25720421, 25133373, 25143373
	

	SH. S.S. RANA, MPL. PROSECUTOR
	23920792
	

	SH. A.K. ANAND, DY. A & C
	25407514
	

	SH. ATA-UR-REHMAN, DY. A & C
	22824294
	

	SH. BHAGWAN SINGH, DY. A & C
	26188715
	

	SH. CHATURBHUJ SHARMA, DY. A & C
	22824294, 22464523
	

	SH. D.N. GUPTA, DY. A & C
	27051351
	

	SH. HARI CHAND, DY. A & C
	23237622
	

	SH. J.K.JAINA, DY. A & C
	23970482
	

	SH. JAI BHAGWAN, DY. A & C
	25335959
	

	SH. JAI PRAKASH, DY. A & C
	25726930, 23670019
	

	SH. K.S. SHARMA, DY. A & C
	
	

	SH. M.S. GUPTA, DY. A & C
	27050586
	

	SH. S.C. YADAV, DY. A & C
	29846003, 29835004
	

	SH. S.K. SEHGAL, DY. A & C
	26859141
	

	SH. SHYAM LAL SHARMA, DY.A&C/A.C. VIGILANCE
	
	

	SH. SITA RAM, DY. A & C
	25133373
	

	SH. S.K. YADAV, DY. A & C
	23970482
	

	SH. A.N. GAUR, A.O.
	
	

	SH. B.P. TANWAR, A. A & C
	
	

	SH. CHIRANJI LAL, A.A. & C
	
	

	SH. DAYA NAND GAUTAM, A.A. & C
	23670019
	

	SH. DIGVIJAY NATH, A.A. & C
	22501117
	

	SH. H.R. GURNANI, A.A. & C
	25751293/220
	

	SH. HIRA LAL, A.A. & C
	29844667
	

	SH. J. SEBASTIAN, A.A. & C
	25407514
	

	SH. J.S. CHAUHAN, A.A. & C
	
	

	SH. JAI KISHAN, A.A. & C
	25407514
	

	SH. K.C.MITTAL, A.A. & C
	26184721
	

	SH. KARAM CHAND KWATRA, A.A. & C
	
	

	SH. KATTAR SINGH LAKRA, A.A. & C
	
	

	SH. L.D. VERMA, A.A. & C
	
	

	SH. M.K. BANGIA, A.A. & C
	
	

	SH. M.S. VATS, A.A. & C
	29844791
	

	SH. MADAN MOHAN, A.A. & C
	25407514
	

	SH. MADAN MOHAN, A.A. & C
	22824294
	

	SH. MAHIPAL SINGH, A.A. & C
	22501117
	

	SH. MUKESH KUMAR SHARMA, A.A. & C
	25407514
	

	SH. N.K. JAIN, A.A. & C
	
	

	SH. NARESH KR. SHARMA, A.A. & C
	
	

	SH. NEERAJ GUPTA, A.A. & C
	29842049
	

	SH. P.K. RASTOGI, A.A. & C
	22824294
	

	SH. PRAKASH CHAUHAN, A.A. & C
	23970482
	

	SH. PYARE LAL, A.A. & C
	23970482
	

	SH. R.C KHANDELWAL, A.A. & C
	23237622
	

	SH. R.K. KULSHRESTHA, A.O.
	
	

	SH. R.L. PRUTHI, A.A. & C
	22824294
	

	SH. R.P. TYAGI, A.O.
	
	

	SH. RAKESH KUMAR, A.A. & C
	25407514
	

	SH. RAKESH KUMAR, A.A. & C
	23237622
	

	SH. RAKESH KUMAR GUPTA, A.A. & C
	26863992/214
	

	SH. RAKESH SHARMA, A.A. & C
	27051351
	

	SH. RAMVEER SINGH, A.A. & C
	22501117
	

	SH. S.C. CHADHA, A.A. & C
	27282797
	

	SH. S.N. SHARMA, A.A. & C
	
	

	SH. S.S. CHAUHAN, A.A. & C
	29846003
	

	SH. SANJAY KUMAR DAHIYA, A.A. & C
	27051351
	

	SH. SHIV KUMAR, A.A. & C
	25720421
	

	SH. SHYAM SUNDER SHARMA, A.A. & C
	26863992/214
	

	SH. SURESH CHAND SHARMA, A.A. & C
	
	

	SH. V.S. TOMAR, A.A. & C
	25407514
	

	SH. VED PARKASH, A.A. & C
	
	

	SH. VIVEK MITTAL, A.O.
	
	

	SMT. KIRAN TANEJA, A.A. & C
	22824294
	

	SMT. MEENA RANI GUPTA, A.A. & C
	23970482
	

	SMT. NIRMAL BANWARI, A.A. & C
	
	

	SMT. NIRMAL KUMARI, A.O.
	
	

	SMT. ROOP REKHA SHARMA, A.A. & C
	
	

	SMT. SUDHA NAGPAL, A.A. & C
	25335959
	

	SMT. SUNITA CHANDRA, A.A. & C
	23670019
	

	
	
	

	
	
	

	Manual 10
The monthly remuneration received by each of the officers & employees,
Including the system of compensation as provided in the regulations
[Section4(1)(b)(x)]

	Name and Designation
	Pay Scale / monthly remuneration
	

	SH. ANIL BHAMBA, A & C 
	16400-4500-20000
	

	SMT. C.A. DHAN TIRKEY, JT. A&C/ADC
	12000-375-16500+CA+SA
	

	DR. ARADHANA, OSD , DMC, Welfare Society.
	-do-
	

	SMT. KIRAN DABRAL, JT. A&C/ADC
	-do-
	

	SMT. SURBHI VARSHNEY, JT. A & C
	-do-
	

	SMT. ALKA SHARMA, JT. A & C
	-do-
	

	SMT. SANGEETA BANSAL, JT. A & C
	-do-
	

	SH. K. VIJAYAN, JT. A & C
	-do-
	

	SH. S.S. RANA, MPL. PROSECUTOR
	10000-325-15200+CA 
	

	
	OR MCA 
	

	SH. A.K. ANAND, DY. A & C
	10000-325-15200+CA 
	

	
	OR MCA OR FCA
	

	SH. ATA-UR-REHMAN, DY. A & C
	-do-
	

	SH. BHAGWAN SINGH, DY. A & C
	-do-
	

	SH. CHATURBHUJ SHARMA, DY. A & C
	-do-
	

	SH. D.N. GUPTA, DY. A & C
	-do-
	

	SH. HARI CHAND, DY. A & C
	-do-
	

	SH. J.K.JAINA, DY. A & C
	-do-
	

	SH. JAI BHAGWAN, DY. A & C
	-do-
	

	SH. JAI PRAKASH, DY. A & C
	-do-
	

	SH. K.S. SHARMA, DY. A & C
	-do-
	

	SH. M.S. GUPTA, DY. A & C
	-do-
	

	SH. S.C. YADAV, DY. A & C
	-do-
	

	SH. S.K. SEHGAL, DY. A & C
	-do-
	

	SH. SHYAM LAL SHARMA, DY.A&C/A.C. VIGILANCE
	-do-
	

	SH. SITA RAM, DY. A & C
	-do-
	

	SH. S.K. YADAV, DY. A & C
	-do-
	

	SH. A.N. GAUR, A.O.
	6500-200-10500+CA OR MCA 
	

	SH. B.P. TANWAR, A. A & C
	OR FCA+SA FOR 12 POSTS
	

	SH. CHIRANJI LAL, A.A. & C
	-do-
	

	SH. DAYA NAND GAUTAM, A.A. & C
	-do-
	

	SH. DIGVIJAY NATH, A.A. & C
	-do-
	

	SH. H.R. GURNANI, A.A. & C
	-do-
	

	SH. HIRA LAL, A.A. & C
	-do-
	

	SH. J. SEBASTIAN, A.A. & C
	-do-
	

	SH. J.S. CHAUHAN, A.A. & C
	-do-
	

	SH. JAI KISHAN, A.A. & C
	-do-
	

	SH. K.C.MITTAL, A.A. & C
	-do-
	

	SH. KARAM CHAND KWATRA, A.A. & C
	-do-
	

	SH. KATTAR SINGH LAKRA, A.A. & C
	-do-
	

	SH. L.D. VERMA, A.A. & C
	-do-
	

	SH. M.K. BANGIA, A.A. & C
	-do-
	

	SH. M.S. VATS, A.A. & C
	-do-
	

	SH. MADAN MOHAN, A.A. & C
	-do-
	

	SH. MADAN MOHAN, A.A. & C
	-do-
	

	SH. MAHIPAL SINGH, A.A. & C
	-do-
	

	SH. MUKESH KUMAR SHARMA, A.A. & C
	-do-
	

	SH. N.K. JAIN, A.A. & C
	-do-
	

	SH. NARESH KR. SHARMA, A.A. & C
	-do-
	

	SH. NEERAJ GUPTA, A.A. & C
	-do-
	

	SH. P.K. RASTOGI, A.A. & C
	-do-
	

	SH. PRAKASH CHAUHAN, A.A. & C
	-do-
	

	SH. PYARE LAL, A.A. & C
	-do-
	

	SH. R.C KHANDELWAL, A.A. & C
	-do-
	

	SH. R.K. KULSHRESTHA, A.O.
	-do-
	

	SH. R.L. PRUTHI, A.A. & C
	-do-
	

	SH. R.P. TYAGI, A.O.
	-do-
	

	SH. RAKESH KUMAR, A.A. & C
	-do-
	

	SH. RAKESH KUMAR, A.A. & C
	-do-
	

	SH. RAKESH KUMAR GUPTA, A.A. & C
	-do-
	

	SH. RAKESH SHARMA, A.A. & C
	-do-
	

	SH. RAMVEER SINGH, A.A. & C
	-do-
	

	SH. S.C. CHADHA, A.A. & C
	-do-
	

	SH. S.N. SHARMA, A.A. & C
	-do-
	

	SH. S.S. CHAUHAN, A.A. & C
	-do-
	

	SH. SANJAY KUMAR DAHIYA, A.A. & C
	-do-
	

	SH. SHIV KUMAR, A.A. & C
	-do-
	

	SH. SHYAM SUNDER SHARMA, A.A. & C
	6500-200-10500+CA OR MCA 
	

	SH. SURESH CHAND SHARMA, A.A. & C
	OR FCA+SA FOR 12 POSTS
	

	SH. V.S. TOMAR, A.A. & C
	-do-
	

	SH. VED PARKASH, A.A. & C
	-do-
	

	SH. VIVEK MITTAL, A.O.
	-do-
	

	SMT. KIRAN TANEJA, A.A. & C
	-do-
	

	SMT. MEENA RANI GUPTA, A.A. & C
	-do-
	

	SMT. NIRMAL BANWARI, A.A. & C
	-do-
	

	SMT. NIRMAL KUMARI, A.O.
	-do-
	

	SMT. ROOP REKHA SHARMA, A.A. & C
	-do-
	

	SMT. SUDHA NAGPAL, A.A. & C
	-do-
	

	SMT. SUNITA CHANDRA, A.A. & C
	-do-
	



MANUAL-11
BUDGET ALLOCATED TO ASSESSMENT AND COLLECTION DEPARTMENT.
NON-PLAN
(FIGURES IN LACS)
	MAJOR HEAD
	ACTIVITIES TO BE PERFORMED
	SANCTIONED BUDGET (B.E.)
2004-05
	BUDGET ESTIMATES
2004-05
	REVISED ESTIMATES
2004-05
	EXPENSES FOR THE LAST YEAR 2003-04

	
	
	
	
	
	

	I-B
	
	
	
	
	

	B(a)(a)-1001-15
	Salary Group(A)
	174.3
	191.7
	174.3
	1244.54

	I-B(a)I(b)-1002-15
	Salary Group(B)
	238.5
	220
	200
	

	I-B(a)I(c)-1003-15
	Salary Group(C)
	1136.7
	1210
	1100
	

	I-B(a)I(d)-1004-15
	Salary Group(D)
	58.8
	137
	125
	

	
	
	
	
	
	

	I-B(a)-II contingencies
	
	
	
	
	

	I-B(a)-II(ii) 15-1193
	Telephone Charges 
	15
	15
	15
	18.58

	I-B(a)-II(iii) 15-1156
	Postage charges
	75
	75
	75
	

	I-B(a)-II(iv) 15-1119
	Miscellaneous
	250
	100
	250
	56.97

	I-B(a)-VIII 15-1071
	Lok Adalat and of Assessees
	25
	25
	25
	278

	I-B(a)-IX
	Stgns.of A&C Deptt.
	
	
	
	

	I-B(a)-IX(I) 15-1222
	Creation of Property Tax Board
	200
	250
	
	

	I-B(a)-IX(ii) 15-1222
	Creation of Appellate Authority with A&C Deptt.
	
	
	250
	

	I-B(a)-IX-(iii) )15-1222
	Survey of Entire Delhi
	1200
	1000
	1200
	

	I-B(a)-IX-(iv) )15-1222
	Consti.of P.Tax Tribunal
	
	
	
	

	
	
	
	
	
	248.83

	
	
	
	PLAN- NIL
	
	


PLAN BUDGET
	Name of the plan scheme
	Activities to be under taken
	Date of Commencement
	Expected date for completion
	Amount sanctioned
	Amount  disbursed / spent 

	
	
	
	
	
	


NOTE:  No Plan Budget approved.

       MANUAL-12
The manner of execution of subsidy program

[ Section 4 (1)(b)(xii)]
List of Institutions given subsidy
	S.No
	Name and address of the Institution
	Purpose for which subsidy provided
	No. of beneficiaries
	Amount of subsidy
	Previous years utilization progress
	Previous Years achievements

	
	
	
	
	
	
	


NOTE:   Not applicable as no subsidy program is being implemented by this department.
List of individuals given subsidy

	S.No
	Name and address of the beneficiary
	Purpose for which subsidy provided
	Amount of subsidy
	Scheme and Criterion for selection
	No. of time subsidy given in past purpose

	
	
	
	
	
	


NOTE:   Not applicable as no subsidy program is being implemented by this department.
MANUAL -13
Particulars of recipients of concessions, permits or authorizations granted
[ Section 4 (1)(b)(xiii)]

	S.No.
	Name and address of the beneficiary
	Nature of concession / permit / authorization provided
	Purpose for which granted
	Scheme and Criterion for selection
	No. of times similar concession given in the past with purpose

	1
	General Public
	As per law
	Smooth collection of tax
	As per detail given below in the note
	NA because any concession was not given to a particular  person

	2
	Specialised Categories
	As per law
	Smooth and concessional   collection of  tax
	As per detail given below in the note
	


NOTE:   1. 15% rebate to the assessees who make early payment of tax within stipulated period


   2. 30% concession  to Sr.Citizens, Women, Ex-servicemen, physically handicapped


        persons upto 200 sq.mtrs. of covered space in case of self occupied residential


       buildings.


3.    Exemptions for agricultural lands, public worship, burial grounds,


       heritage land & buildings,; public charity lands and buildings used with the 

                   approval of Corporation; properties of war widows; gallantry award winners

                   provided premises are in self occupation for self residential purpose; village 


       abadi properties for self use/occupied up to 200 sq. mtrs.
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Information available in an electronic form
[ Section 4 (1)(b)(xiv)]

Details of Information

	S.No.
	Activities for which electronic data available
	Nature of Information available
	Can it be shared with public
	Is it available on website or is being used as back and data base

	1
	Information for general public
	Assessment and collection of property tax, Mutation of Properties and other relevant information
	Yes
	Yes on Website CENTRALISED at www.mcdonline.gov.in
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Particulars of facilities available to citizens for obtaining information
[Section 4 (1)(b)(xv)]

Facility available for obtaining information

	S.No.
	Facility available
	Nature of Information available
	Working hours

	1.
	Information counter Self assessment forms guide/book on property tax

& to guide assessees in

filling up self assessment

forms.
	All related information
	9 a.m. to 3 p.m



	2
	Website Any type of information any time

www.mcdonline.gov.in on working of deptt.


	All related information
	Any time 

	3
	Library At Town Hall
	All related information
	10 a.m. To 4 p.m 

	4.
	Notice Board Circulars/orders
	All related information
	Full day
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Name designation & other particulars of Public Information Officers / APIO

[Section 4 (1)(b)(xvi)]

List of Public Information officers
	S.
No.
	Designation of the officer
	Postal Address
	Tele. No.
	E Mail Adress
	Area 

	1
	Assessor & Collector, 

PIO
	A&C Deptt.HQ office, Property Tax Bldg.Ring Rd. Lajpat Nagar-III, New Delhi-110024.
	29845005
	
	MCD Jurisdiction


List of Assistant Public Information officers
	S..No.
	Designation of the officer
	Postal Address
	Telephone No.
	E Mail Adress
	Area 

	1
	Jt.Assessor & Collector, 

APIO
	A&C Deptt.HQ office, Property Tax Bldg.Ring Rd. Lajpat Nagar-III, New Delhi-110024.
	29845181
	
	MCD Jurisdiction
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Other information as may be prescribed 

(Section 4(1) (b) (xvii))
All other information as may be prescribed for dissemination shall be uploaded as & when required.

Compiled, collected and provided in the form of manual from time to time

