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Introduction 

I. In order to promote transparency and accountability in the working of every 

Public authority and to empower the citizens to secure access to information 

under the control of each public authority, the Government of India have 

ŜƴŀŎǘŜŘ ά¢ƘŜ wƛƎƘǘ ǘƻ LƴŦƻǊƳŀǘƛƻƴ !ŎǘΣ нллрέΣ όw¢L !Ŏǘύ ǿƘƛŎƘ ŎŀƳŜ ƛƴǘƻCƻǊŎŜ 

on 15.06.2005. In accordance with the provisions of section 4(1) (b) of this 

Act, Directorate of Sports, Punjab has brought out this manual for Information 

and guidance of the stakeholders and the general public. 

II. Section 4 of RTI Act 2005 

1. Every Public Authority shall:- 

a) Every Public Authority shall maintain all its records 

 duly catalogued and indexed in a manner 

b) 17 Manuals  

c) Publish all relevant facts while formulating important 

 policies or announcing the decisions which affect  public    

 informed 

d) Provide reasons for its administrative or quasi-judicial 

 decisions to affected persons 

2. Every Public Authority shall provide as much information Suo -motu to the 

Public at regular intervals through various means of communication, 

including the internet (Clause b of Sub-Section 1) 

3. Every Information shall be disseminated widely (Sub-Section 1) 

4. All materials shall be disseminated taking into consideration the cost 

effectiveness, local language and the most effective method of 

communication in that local area and the information should be easily 

accessible 

III. The purpose of this manual is to inform the general public about AuthorityΩǎ 

organizational set-up, functions and duties of its officers and employees, 

records and documents available with it 

IV. This manual is aimed at the public in general and users of the services, 

andProvides information about the schemes, projects and programmes 

beingimplemented by the Authorities. 
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Manual 1:  Particulars of the Public Authority  
 

 

1.1  Name and address of the organisation:  
 

DEPARTMENT OF SPORTS PUNJAB & SPORTS COUNCIL PUNJAB , SCO 116 -117, 

Sector 34 -A, Chandigarh ï160022.  

 
 

1.2  Head of the organisation:  
 

Mr. Tajinder Singh Dhaliwal, IAS, Director of Sports  
 

DEPARTMENT OF SPORTS PUNJAB 
 

 

1)  Vision 

1.1 Sports for development of a physically for nation with a 
strong sporting culture, and a leader amongst sporting nations. 
 

2)  Mission 

2.1 To achieve excellence in sports by identifying and nurturing 

sports talent amongst the youth of India and to develop such talent 

into national and international competitiveness. 

2.2 To uphold high ethical standards in sports through anti-

doping measures, deterrent measures to prevent fraud of age and 

sexual harassment of women in sports. 

 

3) Objectives 

 

3.1 To develop sports culture in the State by providing improved 
sports infrastructure facilities in rural & urban areas. 

3.2 To popularize sports and increase participation of all sections 
in Sports. 

3.3    To raise the standard of sports in the State. 

3.4 Special focus on Anti-doping measures in Sports and 
elimination of unethical practices. 

 

 

 

 

 

 



4) Functions 

4.1 Framing Proposals to receive funds from the Centre and State 
Govt. to implement schemes of the Department. 

4.2 To establish Coaching Centers, Sports Academies and Centers of 
Excellence. 

4.3 To improve skill of sportspersons by providing latest sports 
equipment and coaching facilities. 

4.4 To organize Sports competitions at Block, District, State, National 
and International level. 

4.5 To provide cash incentives/awards and employment opportunities 
to outstanding sportspersons. 

4.6 To further strengthen the Olympic Movement by involving 
maximum number of youngsters in sports . 

4.7 Strengthen Anti- Doping measures and Dope testing. 

4.8 To set up a Premier Institute of Sports to train International level 
players 

 

***
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1.5  Organization  Chart:  
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JOINT DIRECTOR 
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SPORTS 
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ASSISTANT DIRECTOR 

SPORTS 
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DISTRICT SPORTS 
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SENIOR ASSISTANT SENIOR 
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PEONS/GROUND 
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SUPERINTENDENT GRADE -I 
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Manual 2:  Powers & duties of officers & employees  
 

 

Sr. Name of the post   Norms   

No.        
1. Director Sports, Punjab As a head of the department will be responsible 

  to  implement  the  following  schemes  as  per 
  Notification   No.   8/64/92-5Edu-7/1829 dated 

  31-3-1993.     

  (i) Coaching Scheme.    
  (ii)  Competition Scheme.   

  (iii)  Village and Block level play grounds. 
  (iv) Sports equipment.    

  (v) Sports Hostels.    

  (vi) Sports Complexes.    

  (vii)  Reception to victorious teams.  

  (viii)  Civil Services tournaments.   

  (ix) Establishment  of  Punjab  State  Sports 

   Council (Grant-in-aid).   
   

2. Joint Director Sports As head of the office, the Joint Director will assist 
  to Director of Sports and will take care of the 
  following  functions  as  per  notification  No. 

  8/64/92-5Edu-7/1829 dated 31-3-1993.  

  (i) Supervision of work of coaches.  
  (ii)  Organisation of competitions.  

  (iii)  Procurement  and  distribution  of  sports 
   equipment.     

  (iv) Strengthening of infrastructure.  

  (v) Distribution of awards, certificates, 
   scholarships etc.    

  (vi) Keeping  liaison  with  various  sports 
   organisations in the state.   

  (vii)  Supervision of the work of 
   Deputy  Directors/District Officers/  

   Assistant Director.    
   

3. Deputy Director Sports To supervise the work of all DSOôs/coaches and 
  administration  of  the  offices  falling  in  their 
  jurisdictions and to ensure proper implementation 
  of the departmental schemes for the development 

  of sports in the State.     

        

4. Assistant Director Sports The Assistant Director Sports will perform the 
  duties  as  entrusted  to  him  by  head  of  the 
  department time to time. 
   

5. District Sports Officer Drawing & disbursing officer of their district,  
  responsible for implementation of all departmental 
  schemes constituted for the development of sports 
  in the State. 
   

6. Superintendents Will perform the duties as entrusted to him by 
 (Grade-1) head of the department time to time. 
   

7. Superintendent Will perform the duties as entrusted to him by 
 (Grade-2) head of the department time to time. 
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8. Senior Auditor Deals  with  Audit  and  Accounts  matter  and 
  supervise the work of the Junior Auditor and 
  submits the files to Director Sports through & 
  Assistant  Director  and  Joint  Director  Sports, 
  Punjab. 

   

9. Store-Supervisor Supervise the work of the Stores and physical 
  verification of all the stores at headquarter and 
  district headquarters. 
   

10. Senior To provide advance coaching to players at District/ 
 Coaches/Coaches/ Block and village level coaching centres and the 
 Jr. Coaches duties  assigned  to  them  by  the  head  of  the 
  department. 
   

11. Senior Assistant Senior Assistant of the department works under the 
  supervision  of  the  branch  superintendent  and 
  perform all the duties assigned to them by Director 
  of Sports. All the files of the assistants come 
  through the superintendent incharge and put up to 
  Director Sports through proper channel. 
   

12. Senior Scale Perform duties with the head of the department. 
 Stenographer  
13. Junior Scale Perform duties with the Joint Director. 

 Stenographers  
14. Steno Typists To type/assist the work of Deputy Director and 

  District Sports Officers. 
   

15. Junior Assistant/Clerk They  work  under  the  supervision  of  branch 
  supervisors and perform duties assigned to them 
  by the head of the department. 
   

16. Drivers Attached with Director Sports and attend to the 

  general pool vehicles of the department. 

 

17. Ground Supervisor To supervise the work of ground markers/ games 
  boys/ Peons who prepare grounds/ courts for the 

  plying purpose. 
   

18. Boat Man Attached with Boat Club Ropar. 
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Manual 3:  Procedure followed in decision making  

 

 

3.1  Process of decision making:  
The Department of Sports, Punjab has decentralized its powers to expedite decision 

making process. Files relating to following subjects are approved by Director Sports 

Punjab. 
 

1. Approval of tour programs and counter-signature of T.A. Bills.  
 

2. Sanction of leave.  
 

3. Matters relating to transfers/shifting of headquarter.  
 

4. Deputation for training abroad/within India.  
 

5. Deputation of officers to other departments/organizations.  
 

6. Cases of re-employment and extension of Group A& B Officers.  
 

7. Proposals for creation/abolition of Group A and B posts.  
 

8. Continuance of Group óAô, óBô, óCô and óDô posts.  
 

9. Representations against adverse remarks recorded by officers in ACRôs.  

10. Property returns cases of Group óAô & óBô officers under Conduct Rules.  

11. Confirmation.  
 

12. Retirement.  
 

13. N.O.C. for passport.  
 

14. Issue of N.O.C. to Group óAô and óBô officers.  
 

15. Constitution of departmental committees.  
 

16. Proposal to initiate disciplinary proceedings, comments etc.  
 

17. Enquiry reports/comments in complaint cases required to be sent to Govt.  

18. Premature retirement of Group óAô & óBô officers.  
 

19. Cases regarding sanction to investigations by A.G. Punjab of claims of pay and allowances 

under P.F.R. and sanction of ad-hoc payments etc.  

20. Extension in time of ad-hoc/temporary appointments, probation and constitution of 

departmental committees.  

21. Institution/withdrawal of civil/criminal proceedings against óAô & óBô officers, payments from 

19. Daftari Maintenance of all office records. 
   

20. Peons /Ground To  prepare  and  maintain  grounds/  courts  of 
 markers/Games boys/ different  games  at  district  headquarter  and  to 
 Chowkidar perform  duties  as  assigned  to  them  by  their 
  incharge and peons attached with officers and 

  branch incharges. 
   

21. Sweeper To maintain the cleanliness of the offices and 

  infrastructure of the Directorate of Sports. 
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State revenue and damages of suits of said officers. 
 

22. Lease of land/Change of land use.  
 

23. Draft of Cabinet Memorandums.  
 

24. Proposals to be sent to G.O.I.  
 

25. Proposals to be sent to Planning Department.  
 

26. P.A.C. paras replies to Govt.  
 

27. Draft minutes of meeting.  
 

28. Analysing of monthly performance report.  
 

29. Proposals for resource mobilization.  
 

30. Financial/administrative approvals.  
 

31. Draft replies to court cases.  
 

32. Implementation of Court decisions.  
 

33. Limitation cases where Administrative Secretary is one of the Respondent and Arbitration 

cases.  

34. Replies to Vidhan Sabha Questions.  
 

35. Preparation of Finance Minister Speech/Governor Address.  
 

36. Medical reimbursement.  
 

37. Matters relating to plan schemes.  
 

38. Shifting and upgrading of veterinary institutions/offices.  
 

39. Hiring of building on rent under normal rules.  
 

40. Budget estimates.  
 

41. Purchase of staff car/jeep etc.  
 

42. Change of home districts.  
 

43. Issue of defence sanction on the recommendation of Legal Remembrance.  

 

 

Remaining subjects other than mentioned above are routed through the Administrative 

Department of Sports. 
 

 

Decision on important matters are taken at the level of Minister of Sports in consultation with 

the Secretary Sports. All the officers and employees of the Department are accountable to the State 

Govt. and to the public. 
 
3.2  Final decision making authority:  

 

DIRECTOR SPORTS.  
 

3.3  Related provisions acts and rules etc:  
 
 Punjab Govt. GAZ. (EXTRA) Feb. 27, 2001 (PHGN 8, 1922 SAKA) 
 
 

¶ Class 1 Rules 

¶ Class 2 & 3 Rules 

 

3.4  Time Limit: Not Applicable   

3.5  Channels of supervision and accountability :Work Of The Subordinate  with 

        senior supervisior   

http://pbsports.gov.in/english/sports_event/Class_1_rules.pdf
http://pbsports.gov.in/english/sports_event/Class%202%20_and_3_rules.pdf
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