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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
enacted “The Right to Information Act, 2005”, (RTI Act) which came into Force
on 15.06.2005. In accordance with the provisions of section 4(1) (b) of this Act,
Council of Homoeopathic System of Medicine 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 Authority’s
organisational 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, and
Provides information about the schemes, projects and programmes being
implemented by the Authorities.
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1st Manual: Particulars of the Public Authority

1.1 Name and address of the organization:- Council of Homoeopathic System of Medicine Punjab
S.C.O. No. 3027-28, IInd Floor, Sector – 22 – D, Chandigarh

1.2 Head of the organization: Chairman

1.3 Key Objectives: The State Council constituted under Section-3 of the Punjab Homoeopathic Practitioners
Act, 1965 for carrying out the provisions of this Act. Its main function to regulate the qualification and to
provide for the registration of practitioners of the Homoeopathic System of Medicine in the State of
Punjab.

1.4 Functions and duties:

 To hold qualifying examination and other examination, to appoint examiners and other staff to assist
them, to fix their fees, remuneration and allowances and to declare the result of the examination;

 To grant degrees, diplomas or certificates;
 To award stipends, scholarships, medals, prizes and other rewards;
 To prepare, publish and prescribe text books and to publish statement of prescribed courses of study;
 To found and maintain a library;
 To recommend schemes for post-graduate training and research in the Homoeopathic System;
 To appoint any Committee or Board of studies as may be necessary and to lay down their constitution,

duties and functions;
 To exercise such other powers and performs such other functions as may be specified in this Act, or in

the rules or regulation made thereunder or as the State Government may by notification direct for
carrying out the purposes of this Act

1.5 Organization chart:

Minister in Charge

Secretary

Chairman

Registrar

Other Admin Staff

Jr. Assistant Clerk Steno Typist
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2nd Manual:Powers and duties of officers and employees

2.1 Powers and duties of officers (Administrative, financial and judicial):

Sr.No. Name of the Post Powers (administrative, financial &
judicial) Duties

1. Chairman

 Administrative control.
 Head of the Council/

Committee Meeting etc.
 Sanctioning Authority in

Financial Matter.
 To control all the service

related  matters of the office of
Council of Homoeopathic System
of Medicine Punjab

 Administrative control.
 Head of the Council/ Committee

Meeting etc.
 Sanctioning Authority in Financial

Matter.
 To control all the service related

matters of the office of Council of
Homoeopathic System of Medicine
Punjab

2.
Registrar

 Administrative control.
 Attending of meetings etc.
 To control all the Budget related

functions.
 To exercise the power of

Registrar of the Council under
various rules & instructions.

 All function relating to accounts.
Budget, financial sanctions & all
duties of the D.D.O. for Council.

 To control the C.P.F. Accounts of
the Council.

 To control all the service related
matters of the office of Council of
Homoeopathic System of
Medicine Punjab

 To check the attendance of the
staff.

 Administrative control.
 Attending of meetings etc.
 To control all the Budget related

functions.
 To exercise the power of Registrar

of the Council under various rules
& instructions.

 All function relating to accounts.
Budget, financial sanctions & all
duties of the D.D.O. for Council.

 To control the C.P.F. Accounts of
the Council.

 To control all the service related
matters of the office of Council of
Homoeopathic System of Medicine
Punjab

 To check the attendance of the
staff.

2.2 Powers and duties of other employees:

Sr.No. Name of the Post Powers (administrative, financial
& judicial) Duties

1.
Junior Assistant/
Clerk/ Steno Typist

To dispose of all the cases of the
subject allotted to him and to
maintain/preserve all the record
relating to his/her seat.

To dispose of all the cases of the subject
allotted to him and to maintain/preserve all
the record relating to his/her seat.

2.3 Rules/orders under which powers and duties are derived: The State Government has framed the
Punjab Homoeopathic Practitioners (General) Rules, 1973, Punjab Homoeopathic Practitioners
Regulations, 1974, (and its Amendment) Regulations, 1979

3rd Manual: Procedure followed in decision making



Information Handbook under RTI Act 2005 (last updated 16/06/2015)

Authority Name: COUNCIL OF HOMOEOPATHIC SYSTEM OF MEDICINE PUNJAB Page 8

3.1 Process of decision making: All cases initiated by Junior Assistant/ Clerk/ Steno Typist forwarded to
Registrar and financial/administrative matters for Final Decision by Chairman/Council.

3.2 Final decision making authority: Chairman

3.3 Related provisions, acts, rules etc: Punjab Homoeopathic Practitioners (General) Rules, 1973,
Punjab Homoeopathic Practitioners Regulations, 1974, (and its Amendment) Regulations, 1979

3.4 Time limit for taking a decision, if any: N.A

3.5 Channels of Supervision and accountability: The work of the junior officers is being supervised by
the seniors in hierarchy.

4th Manual: Norms for discharge of functions

4.1 Nature of functions/services offered
4.2 Norms/Standards for functions/service delivery
4.3 Time limit for achieving the targets
4.4 Reference documents prescribing the norms

Sr.No. 4.1)  Nature of
functions/services offered

4.2)  Norms/Standards
for functions/service
delivery

4.3)  Time limit for
achieving the
targets

4.4) Reference
documents
prescribing the
norms

1.
Registration/ Verification of
Homoeopathic
Practitioners etc.

Within Fifteen Days and
for practitioners from
other states on receipt
of verification from the
concerned state.

Within Fifteen Days
and for practitioners
from other states on
receipt of
verification from the
concerned state.

N.A

2. Receipt/dispatch/type
work On day to day basis On day to day basis N.A

3.

To process all types of
payments like salary, TA
Bills, Medical bills,
procurements of medicine,
equipment etc. and other
contingencies expenditure
like telephone, electricity
etc., maintenance of
accounts, preparation of
annual financial
statements, maintenance
of CPF, . accounts of the
employees

On day to day basis. On day to day basis. N.A
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5th Manual: Rules, regulations, instructions, manual and records under its control/used by employees
while discharging functions

5.1 Title and nature of the record/manual/instructions Gist of contents:

Sr.no Title Nature Gist of Content

1 Service Rules Rules Covering the service conditions and rules
formulated by the Government.

 Punjab Homoeopathic Practitioners Act, 1965. Punjab Homoeopathic Practitioners (General) Rules,
1973, Punjab Homoeopathic Practitioners (Recognition of Institutions) Regulations, 1974, Punjab
Homoeopathic Practitioners (Election) Rules, 1975, Punjab Homoeopathic Practitioners (General)
(First Amendment) Rules, 1976, Punjab Homoeopathic Practitioners (First Amendment) Regulations,
1979 and Punjab Homoeopathic Practitioners (Amendment) Bill, 1993.

6th Manual: Categories of documents held by the Authority or which are under its control

Name of the Document Procedure to obtain
the Document Held by/Under control of

1. Service books and Personnel files

Approach
Registrar/Public
Information Officer
except personal
information

Registrar

2. Cash Book
3.   Bill Book
4.   Vouchers of Cash, Bank and Journals
5.   Salary Register
6.  Correspondence with various Govt. Departments
7.  Leave Record of Employees
8.  Attendance Registers
9.  Diary/ Dispatch Registers

7th Manual: Arrangement for consultation with or representation by the mambers of the public in
relation to the formulation of policy or implementation thereof

7.1 Relevant rules, circular etc: N.A
7.2 Arrangements for consultation with or representation by the members of the public in policy

formulation/policy formulation: N.A
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8th Manual: Boards, Councils, Committees and other bodies constituted as part of the public

8.1 Name of the Board, Council, Committee etc.

S.No Name of the
Council. Member Name Designation Address

Contact Details
(Email, Phone, Fax,
Mobile)

1.

COUNCIL OF
HOMOEOPATHIC
SYSTEM OF
MEDICINE PUNJAB

Dr. Ranbir Singh
Josan Chairman

Josan Homoeopathic
Hospital

Fatehpur Rajputan,
Amritsar

99151-93234

2. Dr. Tejinder Pal
Singh Member 92-B, B.R.S. Nagar

Ludhiana 94172-51200

3. Dr. Paramjeet
Singh Ranu Member

Ranu Homoeopathic
Hospital,

Near Telephone
Exchange,

Raikot, Distt. Ludhiana

98880-71530

4. Dr. Satish Kumar
Rana Member

Amritsar Road,

Facing Tehsil
Complex, Kapurthala 98724-98427

5. Dr. Mohan Singh
Dhillon Member

Majha Homoeo Clinic,

Shaheed Bhagat Singh
Market,

Zira, Distt. Ferozepur.

94176-46676

6. Dr. Mohinder
Singh Member

Oriental Hospital,
Opp.Blue Fox,

Near Rose Garden,
Bhatinda

98554-81965

7. Dr. Umesh
Wadhwa Member

# 19/362,Dr.Hira
Singh Road,

Ghumar Mandi

98145-14314
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Ludhiana

8. Dr. Suresh Kant Member

Sadar Bazar, Tapa,
Distt. Sangrur 94173-25983

9. Dr. Pardeep Kumar
Saha Member

New Hira Nagar,
Hoshiarpur 97797-46606

10. Dr. Navneet Kaur
Sawhney Member

H.No.586, Gali No.5,
Ward No.3,

Mehal Mubarik,
Sangrur

98156-50643

8.2 Composition powers and functions: As per Act, Rules and Regulation of the Council
8.3 Whether their meetings are open to public? No
8.4 Whether the minutes of meeting are open to the public: No
8.5 Place where the minutes if: No
8.6 Open to the public is available? No

9th Manual: Directory of Officers and employees

9.1 Name and designation
9.2 Telephone, fax and email ID

Name Designation Tel (Office) Mobile FAX Email

Dr. Ranbir Singh Josan Chairman
0172-2706368

2707875
9915193234 -- chsmpunjab@gmail.com

Dr. Manjit Kaur Mohi Registrar
0172-2706368

2707875
9878098181 -- chsmpunjab@gmail.com

Sh. Sohan Singh Junior Asstt.
0172-2706368

2707875
8146470066 -- chsmpunjab@gmail.com

Sh. Yogesh Chawla Clerk
0172-2706368

2707875
8146400938 -- chsmpunjab@gmail.com

Smt. Pardeep Kumari Steno Typist
0172-2706368

2707875
9041846930 -- chsmpunjab@gmail.com

Sh. Tarsem Lal Driver
0172-2706368

2707875
7696032261 -- chsmpunjab@gmail.com
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Sh. Dinesh Kumar Peon
0172-2706368

2707875
9417760262 -- --

Sh. Satpal Chowkidar-
cum-Sweeper

0172-2706368

2707875
9463192741 -- --

10th Manual : Monthly Remuneration received by officers and employees including system of
compensation

10.1 Name and designation of the employee
10.2 Monthly remuneration
10.3 System of compensation as provided by in its regulations

Employee Name Designation

Monthly
Remuneration

(Net Payable)

Compensation/
Compensatory
Allowance

The procedure to
determine the
Remuneration as given in
the Regulation

Dr. Manjit Kaur
Mohi

Director Medical
Education &
Research additional
charge Registrar

Additional Charge -- --

Sh. Sohan Singh Junior Assistant 32551-00 Nil

Remuneration are as per
pay scale of Govt. of
Punjab adopted by Council
of Homoeopathic System
of Medicine Punjab and
Service Rules of the Council

Sh. Yogesh Chawla Clerk 31209-00 Nil -do-
Smt. Pardeep
Kumari Steno Typist 31109-00 Nil -do-

Sh. Tarsem Lal Driver 30237-00 Nil -do-
Sh. Dinesh Kumar Peon 25125-00 Nil -do-

Sh. Satpal Chowkidar-cum-
Sweeper 17015-00 Nil -d0-

11th Manual: Budget allocated to each agency including all plans, proposed expenditure and reports on
disbursements made etc.

11.1 Total Budget for the Public Authority: N.A.

11.2 Budget for each agency and plan & programmes: N.A.

11.3 Proposed expenditures:

Sr.No. Head Account Proposed expenditure (01.04.15 to
31.03.16)

Pay of Establishment  (including arrear of D.A. & Increment) 2250000-00
Provident Fund (Contributory) 560000-00
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Contingencies

1 Meeting fee to the Members of the Council and T.A. to the
Members and Staff Members. 10000-00

2 Postage 10000-00
3 Printing & Stationery Charges 00-00
4 Telephone charges (including Internet & Website) 20000-00
5 Rent of office Building 315828-00
6 Litigation fee 50000-00
7 Miscellaneous (electricity repair) 2000-00
8 Honorarium payable to Chairman 45500-00
9 T.A. Paid to Chairman 34320-00

10 Mobile Allowance Paid to Chairman 6500-00
11 Telephone Allowance paid to Chairman 13000-00
12 Car Maintenance allowance paid to Chairman 30000-00
13 Liveries for class IV employees 5000-00

Other Charges
1 Water & Electricity charges 72000-00
2 Entertainment & Refreshment charges 5000-00

3 Loan & Advance/Wheat Loan to class IV employees & festivals
advance as per State Government 30000-00

4 Repair of Motor vehicle, Insurance, Diesel/Petrol 3000-00
5 Permanent Advance 6000-00

6 Purchase of Computer, Printer, FAX & Computer Accessories &
Repair of Computer 2000-00

7 Medical Reimbursement 5000-00
8 Audit Fee 25000-00

Total 3500148-00

11.4 Revised budget for each agency, if any: No

11.5 Report on disbursements made and place where the related reports are available: N.A.

12th Manual: Manner of execution of subsidy programmes

12.1 Name of the programme or activity: N.A.

12.2 Objective of the program: N.A.

12.3 Procedure to avail benefits: N.A.

12.4 Duration of the programme/scheme: N.A.

12.5 Physical and financial targets of the program: N.A.

12.6 Nature/scale of subsidy/amount allotted: N.A.

12.7 Eligibility criteria for grant of subsidy: N.A

S.No. Name of
the

Objective
of the

Procedure
to avail

Duration of
the

Physical
and

Nature/
scale of

Eligibility
criteria for
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programme
or activity

programme benefits programme/
scheme

financial
targets of
the
program

subsidy/
amount
allotted

grant of
subsidy

N.A N.A N.A N.A N.A N.A N.A N.A

12.8 Detail of beneficiaries of subsidy program (Number, Profile etc.): N.A.
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13th Manual: Particulars of recipients of concessions, permits or authorization granted by the Public Authority

13.1 Concessions, permits or authorizations granted by Public Authority: N.A.

13.2 For each concession, permit or authorization granted: N.A.

13.3 Eligibility criteria: N.A.

13.4 Procedure for getting the concession/ grant and/or permits or authorizations: N.A.

13.5 Name and address of the recipients given concessions/ permits or authorizations: N.A.

13.6 Date of award of concessions/ permits or authorizations: N.A.

S.No. Concessions,
permits or
authorizations
granted by Public
Authority

Eligibility
criteria

Procedure for
getting the
concession/
grant and/
permits or
authorizations

Name and
address of the
recipients
given
concessions/
permits or
authorizations

Date of
award of
concessions/
permits or
authorization

For each
concession,
permit or
authorization
granted

N.A. N.A. N.A. N.A. N.A. N.A. N.A.

14th Manual: information available in electronic form

14.1 Detail of information available in electronic form: Punjab Homoeopathic Practitioners Act, 1965.
Punjab Homoeopathic Practitioners (General) Rules, 1973, Punjab Homoeopathic Practitioners
(Recognition of Institutions) Regulations, 1974, Punjab Homoeopathic Practitioners (Election) Rules,
1975, Punjab Homoeopathic Practitioners (General) (First Amendment) Rules, 1976, Punjab
Homoeopathic Practitioners (First Amendment) Regulations, 1979 and Punjab Homoeopathic
Practitioners (Amendment) Bill, 1993

14.2 Name/title of the document/record/other information:

a) Act, Rules and Regulation  of the council
b) List of Members and Employees of the Council
c) All Forms  issued by the Council and detail of fee
d) Directory of Practitioners (Part-A, Part-B)

14.3 Location where available:

Council of Homoeopathic System of Medicine Punjab website: www.punjabhomoeopathiccouncil.in
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15th Manual: Particulars of facilities available to citizens for obtaining information

15.1 Name & location of the facility: Council has not any library

15.2 Detail of information made available: N.A

15.3 Working hours of the facility: N.A

15.4 Contact person & contact detail (Phone, fax, email): N.A

16th Manual: Names, designation and other particulars of public information officers

16.1 Name and designation of the Public Information Officer, Assistant Public Information Officer (s) &
Appellate Authority Address, telephone numbers and email ID of each designated official

S.No. Name Designation Address Tel (Office) Mobile Fax Email

1.

Dr. Ranbir Singh
Josan

(Appellate
Authority)

Chairman
CHSM Punjab SCO
No. 3027-28, Sector-
22, D, Chandigarh

0172-2706368 99151-
93234 -- chsmpunjab

@gmail.com

2.

Dr. Manjit Kaur
Mohi

(PIO)

Registrar -do- -do- 98780-
98181 -- -do-

3.

Sh. Yogesh
Chawla (APIO)

Smt. Pardeep
Kumari (APIO)

Clerk

Steno Typist

-do- -do-

81464-
00938

90418-
46930

-- -do-
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17th Manual: Any other useful information

17.1 Citizen’s charter of the public authority: N.A

17.2 Grievance redressal mechanisms: N.A

17.3 Detail of application received under RTI and information provided:

Year Application Received Information Provided Pending
2014 9 9 0
2015 4 3 1

17.4 List of completed schemes/ projects/ programmes: N.A

17.5 List of schemes/ projects/ programmes underway: N.A

17.6 Detail of all contracts entered into including name of the contractor, amount of contract and period of
completion of contract:-

S.No. Project/ Scheme/
Programmes Name

Detail of Project Name of
Contractor

Amount of
Contract

Completion of
Contract/
Duration

N.A N.A N.A N.A N.A N.A

17.7 Any other information:

Annexure A: Punjab Homoeopathic Practitioners Act, 1965.  Punjab Homoeopathic Practitioners (General)
Rules, 1973, Punjab Homoeopathic Practitioners (Recognition of Institutions) Regulations, 1974, Punjab
Homoeopathic Practitioners (Election) Rules, 1975, Punjab Homoeopathic Practitioners (General) (First
Amendment) Rules, 1976, Punjab Homoeopathic Practitioners (First Amendment) Regulations, 1979 and
Punjab Homoeopathic Practitioners (Amendment) Bill, 1993.
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Form ‘A’

Form of application for seeking information under the Right to Information Act, 2005

I.D.No________
(For official use)

To
The Public Information Officer,
Authority Name
City

1.  Full Name of the Applicant ______________________________________
2.  Father’s/Spouse’s name ______________________________________
3.  Permanent Address ______________________________________
4.  Correspondence Address ______________________________________
5.  Particulars of information required

a. Subject matter of information*: _____________________________________
b. The period to which the information relates** _______________________________
c. Specify details of information required _______________________________
d. Whether information is required by post or in person _________________________
(The actual postal charges shall be included in providing information)
E. In case by post (Ordinary, Registered or Speed post.) ________________________

6.  Is this information not made available by the Public Authority under voluntary disclosure?
___________________________________________________________________
7.  Do you agree to pay the required fee? _______________________________________
8.  Have you deposited application fee? (If yes, details of such deposit)
___________________________________________________________________
9.  Whether belongs to Below Poverty Line category? If yes, have you furnished the proof of the same with
applicant?
Place   : ........................
Date   : .........................

Full Signature of the applicant and Address
E-mail address, if any................................
Tel. No.  (Office).......................................
(Residence)...............................................

Note: - (i) Reasonable assistance can be provided by the competent authority in filling up the Form A.
(ii) Please ensure that the Form A is complete in all respect and there is no ambiguity in providing the details
of information required.
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ACKNOWLEDGEMENT OF APPLICATION IN FORM –A

I.D No_____________ Dated: ___________

1. Received an application in Form A from Shri/Ms._________________ resident of
___________________under the Right to Information Act, 2005.

2. The information is proposed to be given normally within 30 days from the date of  receipt  of
application  and  in  case  it  is  found  that  the  information  asked  for  cannot  be supplied, the
rejection letter shall be issued stating reason thereof.

3. The applicant is advised to contact Shri. __________ between 11 A.M to 1 P.M.
4. in case the applicant fails to turn up on the scheduled date(s), the Competent Authority shall not be

responsible for delay, if any
5. The  applicant  shall  have  to  deposit  the  balance  fee,  if  any, with  authorized person before

collection of information.

Signature and Stamp of the
Public Information Officer
PICT

Dated.................
E-mail address: _________
Web-site: ____________
Tel. No : _______________

===============================================================================
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Form ‘B’
TRANSFER OF APPLICATION FORM

From ________________________
Date: .................

To,
_____________________________
_____________________________
_____________________________

Sir / Madam,

Please refer to your application; I.D. No.___________ dated __________ addressed to the
Undersigned regarding supply of information on ________________________
2. The requested information does not fall within the jurisdiction of this Corporation and,
Therefore, your application is being referred herewith to Shri ___________
3 This is supersession of the acknowledgement given to your on _____________

Yours faithfully,
Public Information Officer.
E-mail address: ___________________
Web-site: _____________________
Tel. No.___________________

==================================================================================
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Form ‘C’
Rejection Order
[See rule 8&9]

From___________________________
Dated: .........................

To,
______________________________
______________________________
______________________________
______________________________

Sir/ Madam,

Please refer to your application; I.D. No.____________ dated ____________ addressed to the undersigned
regarding supply of information on _________________________________
2. The information asked for cannot be supplied due to following reasons: -
i).................................................................................................................
ii)................................................................................................................
3. As per Section 7 (8) of Right to Information Act, 2005, you may file an appeal to the Appellate

authority within 30 days of the issue of this order.

Yours faithfully,

Public Information Officer.
E-mail address: _________
Web-site: __________
Tel. No.______________

==================================================================================
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FORMAT OF REGISTER TO BE MAINTAINED BY THE COMPETENT AUTHORITY

I.
D
N.
o

Name
and

Addres
s of

Applic
ant

Date of
Receipt

of
Applicat

ion in
Form A

Type of
Informa

tion
asked

Particulars of fees deposited Status of Disposal of
Application

Amt. Recpt no. Date Informatio
n

Application

Sup
plie

d

Part
ially
Sup
plie

d

Rej
ect
ed

Returne
d to

Applican
t

18 Publish all relevant facts while formulating important policies or announcing
the decisions which affect public: The facts of important programmes/policies/decisions
are published in the Council’s website – www.punjabhomoeopathiccouncil.in

19 Provide reasons for its administrative or quasi-judicial decisions to affected
persons: All major decisions taken by the Council.
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