DIRECTORATE OF PROSECUTION
TAMILNADU SLUM CLERANCE BOARD COMPLEX 2ND FLOOR
NO.5, KAMARAJAR SALAI,

CHENNAT 600 005.

INFORMATION HANDBOOK

UNDER RIGHT TO INFORMATION ACT 2005



Chapter 1

Introduction



1.1. Background of this Hand Book (Right to Information Act-2005)

Consequent on the Right to Information Act 2005 coming into force w.e.f. 15 June 2005, the
department has prepared this handbook to provide as much information as possible to the Prosecuting

Officers of this Department.
1.2. Objective / purpose of this hand-book

The main objective is to share information on all the affairs of the Department to bring
transparency in the functioning and accountability in the Department.
1.3. The intended users of this hand book
All Prosecuting Officers and Ministerial Staff of the Department
1.4. Organisation of the information in this handbook
Directorate of Prosecution
1.5. Definitions - NIL —
1.6. Contact person in case some body wants to get more information on topics covered in the
handbook as well as other information also.
The Director of Prosecution in the Headquarters at Chennai.
1.7. Procedure and fee Structure for getting information not available in the handbook

(D) A person who desires to obtain any information under this Act shall make a request in writing or
though electronic means in English or Tamil to the Deputy / Assistant Director of Prosecution in the
Range and Districts respectively as the case may be, specifying the particulars of the information sought

by him or her.

2) Every application for obtaining information shall be accompanied by application fee of Rupees

fifty by cash or by Demand Draft or Bankers cheque payable in the Government Head of Account.

(3) Where a decision is taken to provide the information further fee representing the cost of providing the

information shall be charged by way of cash or by Demand Draft or Bankers cheque as under:



i.  Rupees Two for each page ( in A-4 or A-3 size page) created or copied
ii.  actual charge or cost price of a copy in larger size paper

iii.  actual cost or price for samples or models
and

iv.  for inspection of records, no fee for the first hour and a fee of Rupees five for each fifteen minutes
(or fraction there of) thereafter.
(4) For providing information in the printed or in any electronic format the fee shall be charged at the
following rates:-

i.  for information provided in diskette or floppy — Rupees fifty per diskette or floppy

ii.  for information provided in printed form at the price fixed for publication.

(5) On receipt of a request the public information officer shall as expeditiously as possible and in any

case within thirty days, of the receipt of the request, information will be provided or rejected.

2.1 Objective / purpose of the public authority.

The main objective of the Directorate of Prosecution is to have an effective control over the
proper conduct of prosecution of the criminal cases in the State and to monitor the functioning of the Law
Officers and Prosecuting Staff attached to the Chief Metropolitan Magistrate Court, Metropolitan
Magistrate Courts, Chief Judicial Magistrate Courts and Judicial Magistrate Courts spread all over the
State.

2.2.  Mission / Vision Statement of the public authority

The maximise the transparency in the Department.

2.3.  Brief history of the public authority and context of its formation

The Prosecuting Officers in the Districts were earlier reporting to the Collector regarding
conduct of cases before various Courts. In pursuance of the Law Commission's recommendations, the

Government of Tamilnadu decided to constitute a Directorate of Prosecution to function under the



administrative control of Home Department in G.0.Ms.No.2075, Home(Courts.VI) Department,
dated 15.9.84. In pursuance of the said G.O. the Directorate with supporting staff at Chennai and 8
posts of Assistant Directors of Prosecution at Regional level was constituted in G.0.Ms.No.2070,
Home(Cts.VI) Department dated 31.7.86. However, the Directorate was wound up in December 1989
due to administrative reasons. To meet the needs for a revival of Directorate, the Government in
G.0.No.1788, Home(Courts.VI) Department, dated 30.10.92 revived the Directorate of Prosecution.
In G.0.Ms.No.2103, Home(Courts.VI) Department, dated 24.12.92, nominated a special officer in the
rank of Joint Secretary. In the interest of proper and effective administration, the Government in
G.0.Ms.No.579, Home(Pol.1) Department, dated 17.4.95, created a post of Director of Prosecution in
the rank of Inspector General of Police and the Directorate started functioning with effect from
25.5.95. The post was upgraded to the rank of Additional Director General of Police and Director of
Prosecution with effect from 27.9.2000 vide G.0.Ms.No.2075, Home(Pol.1) Department, dated
10.10.2000. Now this Directorate is headed by Inspector General of Police with effect from
11.10.2007.

2.4.  Duties of the public authority

a) The Director of Prosecution is the controlling authority for the overall administrative function of
the Deputy Directors of Prosecution, Assistant Directors of Prosecution, Additional Public Prosecutors
attached to Chief Judicial Magistrates and Assistant Public Prosecutors Grade I and II. He conducts
monthly review meetings and critically scrutinises the pendency and disposal of the cases in each district.
He also makes frequent field visits to make a firsthand review of the functioning of the Prosecution
Officers in the field and also to meet the Judicial Officers and Senior Police Officials regarding speedy
disposal of cases. He also conducts Coordination Meeting with Police Officers wherein suitable

instructions and guidelines are issued to reduce the pendency and for speedy disposal of pending cases.

b) At the Headquartes, the Director of Prosecution is immediately assisted by the Joint Director of
Prosecution who attends to the administrative supervision of the Prosecution Department. In the regions,
there are 11 Deputy Directors of Prosecution and 14 Assistant Directors of Prosecution who are the
Administrative Heads of the District Units. Apart from supervising the work of the Assistant Public
Prosecutors under their control they attend to work of various departments in rendering legal opinion on
various matters and furnish draft charge sheets in Police cases and also maintaing liaison with the Police

and Judiciary.



2.5. Main activities functions of the public authority

a) Speedy disposal of criminal cases pending before the Chief Metropolitan Magistrate
Court, Metropolitan Magistrate Courts, District Munsif cum Judicial Magistrate Courts
and Judicial Magistrate Courts in the state.

b) To reduce the pendency of criminal cases

c) To maximize the rate of conviction and to reduce rate of acquittal.

2.6.  List of services being provided by the public authority with a brief write-up on them.

Conducting Prosecution before Chief Metropolitan Magistrate Courts, Chief Judicial Magistrate

Courts, Metropolitan Magistrate Courts, District Munsif cum Judicial Magistrate Courts and Judicial

Magistrate Courts in the state.

2.7. Organisation Structure Diagram at various levels namely State, Directorate, region district,
block etc (whichever is applicable)
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2.8.

2.9.

2.10.

(@)

(b)

(©)

(d)

Expectation of the public authority from the public for enhancing its effectiveness and
efficiency.

Not Applicable

Arrangements and methods made for seeking public participation / contribution

Not Applicable

Mechanism available for monitoring the service delivey and public grievance resolution.

An information shall ordinarily be provided within 30 days unless it would disproportionately
direct the resources of the public authority or would be detrimental to the safety or preservation of
the record in question.

Where a request has been rejected, the reasons for rejection will be intimated to the person
making the request.

In case if any information is not provided within 30 days it shall be deemed that the request has
been refused.

An appeal can be preferred within 30 days from the date of rejection.



2.11. Addresses of the Main Office and the other offices at range levels. (Please categories the
addresses district wise for facilitation the understanding by the user)

Directorate of Prosecution

S.No. Name of the State Office Address Phone No.
1. Directorate of Prosecution, Tamilnadu Slum Clearance Board 044 28441694
Complex 2nd Floor,No.5,
Kamarajar Salai,
Chennai 600 005.
RANGE OFFICES
S1.No. Name of the Range Address Phone
1. Deputy Director of Prosecution, | No.22, Raja Muthiah Salai, 044 26691699
Chennai.600 003. Periamet, Chennai 600 003.
2. Deputy Director of Prosecution, | Taluk Office Complex, 044 27228382
Kancheepuram. Kancheepuram 631 501.
3. Deputy Director of Prosecution, | 'B'Block III Floor,Collectorate, 0416 2254514
Vellore. Vellore 632 009.
4. Deputy Director of Prosecution, | No.27/22D, Appavu Street, 04142 231344
Cuddalore. Pudupalayam,
Cuddalore 607 001.
5. Deputy Director of Prosecution, | No.21, Anaikatti Maidan, 0431 2413646
Trichy. Beema Nagar, Trichy 620 001.
6. Deputy Director of Prosecution, | No.25, Javan Bhavan, 04362 232880
Thanjavur. M.K.Moopnar Road,
Thanjavur 613 001.
7. Deputy Director of Prosecution, | No.165, Bharthi Ula Salai, Race 0452 2536833

Madurai..

Course Road, Madurai 625

002.




S1.No.

Name of the Range

Address

Phone

8. Deputy Director of Prosecution, | Collectorate II Floor, 04575 242043
Sivgangai. Sivagangai 623 560.

9. Deputy Director of Prosecution, | C.J.M.Court Complex, Salem | 0427 2410485
Salem. 636 007.

10. Deputy Director of Prosecution, | Collectorate Compound, 0422 2333303066
Coimbatore. Coimbatore 641 018.

11. Deputy Director of Prosecution, | No.45,LankarkanaStreet, 0462 2578356

Tirunelveli.

(Upstairs), Palayamkotti,
Tirunelveli 627 002.

2.12 Morning hours of the Office: 10.00 A.M.

Closing hours of the Office : 5.45 P.M.




Chapter — 2(Manual — 1)

Particulars of Organisation, Functions and Duties

Introduction



Chapter - 3 (Manual - 2)

Powers and Duties of Officers and Employees



3.1 Details of the powers and duties of officers and employees of the organization.

The Director of Prosecution will:

be the Administrative Head of the Prosecution Department.
facilitate effective co-ordination among the investigating and prosecuting officers.
conduct review meetings with the Deputy Directors of Prosecution, Assistant Directors of

Prosecution and Additional Public Prosecutors and periodical reports to Home Department.

Review the work of District Committees constituted by the Government G.0.Ms.No.102 Home
dated 25.1.95 for considering withdrawal of petty cases and submit periodical reports to the

Government.

Take necessary steps for filing draft final reports and conducting of trials in criminal cases by co-

ordinating efforts of the investigating and prosecuting officers.

The Joint Director of Prosecution will:

iii)

in addition to the duties mentioned below he shall perform all the duties assigned to him by the

Director of Prosecution.

he will work under the administrative control and supervision of the Director of Prosecution.

the Joint Director of Prosecution will exercise the supervisory powers over the work relating to
furnishing legal opinions draft final reports and draft compliance by the prosecuting officers of the

Directorate of prosecution.

he will be responsible to give guidance and advice in legal matters to the Deputy Directors of

Prosecution.



Vi)

vii)

viii)

xi)

Xii)

xiii)

Xiv)

XV)

XVi)

to review sessions cases ended in acquittal and upon such review if acquittal is found to be lapses
in investigating, the said fact should be brought by him to the notice of the concerned Deputy
Inspector General of Police / Commissioner of Police / Superintendent of Police. If acquittal is
found to be due to lapses committed by the prosecuting officers concerned, the said fact should be
brought to the notice of the Director of Prosecution for enabling him to take necessary follow up

action.

to assist the Director of Prosecution in coordinating with the Judicial Officers and with officers of

the Police Department to ensure effective and speedy disposal of criminal cases.

to supervise the compilation of all statistics furnished by the Deputy Directors of Prosecution and
Assistant Directors of Prosecution for being reviewed every month by the Director of Prosecution

and Secretary to Government, Home Department.

to assist the Director of Prosecution in reviewing the performance of all prosecuting officers in the

Prosecution Department.

to ensure compliance of all the instructions of the Director of Prosecution by Prosecuting officers

of the Department.

to make surprise visits to Courts and supervise the work of the prosecutors.

to grant casual leave of Deputy Director of Prosecution / Ministerial staff of the Directorate.

to grant annual increments to Deputy Director of Prosecution / Ministerial staff of the Directorate.

to countersign all TA/TTA Bills of the Deputy Director of Prosecution / Ministerial staff of the

Directorate.

to grant leave travel concession to Deputy Director of Prosecution / Ministerial staff of the

Directorate.
to sanction festival advance to the Prosecuting Officers / Ministerial staff of the Directorate.

to sanction reimbursement of medical charges to Deputy Director of Prosecution / Ministerial

staff of the Directorate.



XVil)

XViii)

XiX)

XX)

XX1)

XXi1)

to conduct confidential enquiry whenever ordered.

to sanction local purchase of stationery articles when not available with stationery printing

department as per appendix 8 of the Tamil Nadu Financial Code Vol.Il.

to organize refresher courses for the prosecuting officers t the Headquarters.

to conduct annual inspection of the office of the Deputy Director of Prosecution and Assistant

Director of Prosecution as per scheduled by the Director of Prosecution.

to initiate Annual Confidential Report of Deputy Directors of Prosecution and review Annual
Confidential Reports of Assistant Director of Prosecution / Additional Public Prosecutors of the

Directorate.

to attend the functions on behalf of Director of Prosecution when he is on leave.

The Deputy Director of Prosecution will:

i)

iii)

have overall supervisory control of all the Assistant Directors of Prosecution / Additional Public
Prosecutors, Assistant Public Prosecutors Gr.I and Assistant Public Prosecutors Gr.II in his

region.

he shall undertake intensive inspection of the functioning of all prosecuting officers in his region

and submit inspection report then and there to Director of Prosecution.

he shall hold review meeting of the prosecuting officers in his region each month and submit the

review report to the Director.

to grant casual leave to Assistant Director of Prosecution / Additional Public Prosecutor of the
range, Assistant Public Prosecutor Grade I and II and Ministerial staff of the headquarters of the

Deputy Director of Prosecution.

to grant annual increments to Assistant Director of Prosecution / Additional Public Prosecutor of
the range, Assistant Public Prosecutor Gr.I and Gr.Il and Ministerial staff of the headquarters of

the Deputy Director of Prosecution.



Vi)

vii)

viii)

xi)

xii)

to countersign all TA/TTA Bills of the Assistant Director of Prosecution / Additional Public
Prosecutor of the range, Assistant Public Prosecutors Gr.I and Gr.Il and Ministerial staff of the

headquarters of the Deputy Director of Prosecution.

to grant leave travel concession to Assistant Director of Prosecution / Additional Public
Prosecutor of the range, Assistant Public Prosecutors Gr.I and Gr.Il and Ministerial staff of the

headquarters of the Deputy Director of Prosecution.

to sanction festival advance to the Assistant Director of Prosecution / Additional Public
Prosecutor of the range, Assistant Public Prosecutors Gr.I and Gr.Il and Ministerial staff of the

headquarters of the Deputy Director of Prosecution.

to sanction reimbursement of medical charges to Assistant Director of Prosecution / Additional
Public Prosecutor of the range, Assistant Public Prosecutors Gr.I and Gr.II and Ministerial staff of

the headquarters of the Deputy Director of Prosecution.

will furnish draft final reports and legal opinion to the police in all session cases and sensational

cases in his range.

will conduct annual inspection of the offices of the Assistant Director of Prosecution / Additional
Public Prosecutor in his range and the offices of Assistant Public Prosecutor Gr.I and Gr.II in his

headquarters.

he will attend the monthly crime meeting convened by Commissioner of Police / Superintendent

of Police at the headquarters along with the prosecuting officers.

The Assistant Director of Prosecution will:

iii)

will exercise all the powers vested with the Deputy Director of Prosecution pertaining to his

district.

will furnish draft final reports and legal opinion to the police in all session cases and sensational

cases 1n his district.

will conduct annual inspection of the offices of the Assistant Public Prosecutor Gr.I and Gr.II of

his district.



he shall hold review meeting of the prosecuting officers in his district each month and submit the

review report to the Deputy Director of Prosecution of the region.

he will attend the monthly crime meeting convened by Collector / Superintendent of Police at the

headquarters along with the prosecuting officers.



Chapter - 5 (Manual - 4)

Particulars of any arrangement that exists
for consultation with, or representation by,
the members of the public in relation to the

formulation of its policy or implementation thereof

- NOT APPLICABLE-



Chapter - 6 (Manual - 5)

A statement of the categories of documents

that are held by it or under its control

Except the documents relating to service matters of the Prosecuting Officers of the

Directorate and correspondence with the Government, no other documents are held by the

Directorate.



Chapter - 7 (Manual - 6)

A statement of board, council, committees and

other bodies constituted as its particulars

NOT APPLICABLE



Chapter - 8 (Manual -7)

The names, designations and other particulars of the Public

Information Officers



Chapter - 9 (Manual - 8)

Procedure followed in Decision Making Process

NOT APPLICABLE



Chapter - 10 (Manual - 9)

Directory of Officers and Employee



Directorate of Prosecution

S.No. Name of the State Office Address Phone No.
1. Directorate of Prosecution, Tamilnadu Slum Clearance Board 044 28441694
Complex 2™ Floor
No.5, Kamarajar Salai,
Chennai 600 005.
RANGE OFFICES
S1.No. Name of the Range Address Phone
1. Deputy Director of Prosecution, | No.22, Raja Muthiah Salai, 044 26691699
Chennai.600 003. Periamet, Chennai 600 003.
2. Deputy Director of Prosecution, | Taluk Office Complex, 044 27228382
Kancheepuram. Kancheepuram 631 501.
3. Deputy Director of Prosecution, |'B'Block I1I Floor, 0416 2254514
Vellore. Collectorate,
Vellore 632 009.
4. Deputy Director of Prosecution, | No.27/22D, Appavu Street, 04142 231344
Cuddalore. Pudupalayam,
Cuddalore 607 001.
5. Deputy Director of Prosecution, | No.21, Anaikatti Maidan, 0431 2413646
Trichy. Beema Nagar,
Trichy 620 001.
6. Deputy Director of Prosecution, | No.25, Javan Bhavan, 04362 232880
Thanjavur. M.K.Moopnar Road,
Thanjavur 613 001.
7. Deputy Director of Prosecution, | No.165, Bharthi Ula Salai, Race|0452 2536833
Madurat.. Course Road, Madurai 625
002.
8. Deputy Director of Prosecution, | Collectorate II Floor, 04575 242043
Sivgangai. Sivagangai 623 560.
0. Deputy Director of Prosecution, | C.J.M.Court Complex, 0427 2410485
Salem. Salem 636 007.
10. Deputy Director of Prosecution, | Collectorate Compound, 0422 2333303066
Coimbatore. Coimbatore 641 018.




S1.No. Name of the Range Address Phone
11. Deputy Director of Prosecution, | No.45,LankarkanaStreet, 0462 2578356
Tirunelveli. (Upstairs), Palayamkotti,
Tirunelveli 627 002.
Assistant Public Information Officers:
S1.No. Designation STD | Phone Nos. Office Address
Code
1. | Assistant Director of 044 22320498 |No.35, Pudupet Street, Alandur,
Prosecution,Chengalpet @ Alandur. Chennai 600 016.
2. Assistant Director of Prosecution, 04146 221041 II Floor, Combined
Villupuram. CourtComplex, Villupuram.
3. | Assistant Director of Prosecution, 04175 251403 | 9C, L.G.G.S.Nagar, Opp.to
Tiruvannamalai. Central Bus Stand,
Tiruvannamalai 606 601.
4. Assistant Director of Prosecution, 04365 242239 10/8, Chinnappa Mudaliar
Nagapattinam. St.,Velipalaym,
Nagapattinam 611 001.
5. | Assistant Director of Prosecution, 0451 2422583 | 107/1, Municipal Colony,
Dindigul. Mehruji Nagar, Dindigul
624 001.
6. | Assistant Director of Prosecution, 04562 267924 | "Madura Vasantham"
Virudhunagar. No.129/W-19
Lakshmi Colony, Katcheri
Road,Virudhunagar.
3. Assistant Director of Prosecution, 04175 251403 9C, L.G.G.S.Nagar, Opp.to
Tiruvannamalai. Central Bus Stand,
Tiruvannamalai 606 601.
3. | Assistant Director of Prosecution, 04175 251403 |9C, L.G.G.S.Nagar, Opp.to
Tiruvannamalai. Central Bus Stand,
Tiruvannamalai 606 601.
7. Assistant Director of Prosecution, 04567 223014 18/82, Velipalayam,
Ramanathapuram. Ramanathapuram 623 504.
8. Assistant Director of Prosecution, 04322 2225890 | PublicOffice Buildings, Court
Pudukkottai. Buildings, Pudukkottai 622
001.
9. Assistant Director of Prosecution, 04286 2338844 | 6/238, Suriy Garden,
Namakkal. Nethaji Nagar, Trichy
Road, Namakkal 637
002.




S1.No. Designation STD | Phone Nos. Office Address
Code

10. | Assistant Director of Prosecution, 04343 225015 | Court Buildings,
Krishnagir. Krishnagiri 635 001.

11. | Assistant Director of Prosecution, 04343 225015 | Court Buildings,
Krishnagiri. Krishnagiri 635 001.

12. | Assistant Director of Prosecution, 0424 2265257 | Collectorate's 7th Floor,
Erode. Erode 638 001.

13. | Assistant Director of Prosecution, 0461 2390242 | 183, K.C.K.D. Buildings,
Thoothukudi. Palayamkotti Road,

Thoothukudi 628 008.

14. | Assistant Director of Prosecution, 04652 228488 | Court Buildings, Nagercoil
Nagercoil. 629 001.

15. | Assistant Director of Prosecution, Tamil Nadu Slum Clearance

Chennai.

Board II Floor,
No.5 Kamarajar Salai,
Chennai 600 005.




Chapter - 11 (Manual - 10)

The Monthly Remunertion Received by each of its Officers and
Employees, Including the System of Compensation as Provided in
Regulations



11.1

SI.No. Designation Monthly remunertion in | Compensation/ | The procedure to
the time scale of pay Compensatory determine the
) allowance remuneration as
given in the
regulation.
1. Director 22400-525-24500
2. Joint Director 14300-400-18300
3. |Deputy Director 12000-375-16500
4, Assistant Director 10000-325-15200
5. | Addl.Public Prosecutor 10000-325-15200
6. Assistant Public Prosecutor |9100-275-14050
Gr.l
7. | Assistant Public Prosecutor | 8000-275-13500
Gr.Il
As per As per Government
8. P.A.(Admin) 8000-275-13500 Government Orders
Orders
9. | Superintendent 5700-175-9200
10. | Assistant 4000-100-6000
11. |Junior Assistant 3200-85-4900
12. | Typist 3200-85-4900
13. | Steno-Typist Grade II 5000-150-8000
14. | Steno Typist Grade 111 4000-100-6000
15. |Driver 3200-85-4900
16. |Record Clerk 2610-60-3150-65-3540
17. | Office Assistant 2550-55-2660-60-3200




Chapter - 11 (Manual - 10)

The Budget Allocated to each Agency



(Particulars of all plans, proposed expenditure and reports on disbursement made)

Description of Heads AH Directorate of Prosecution | AF Mofussil Law Officers (Rs.In
(Rs.In Thousands) Thousands)
Salaries 1999 59928
Dearness Allowance 1079 32361
Travel Expenses 110 1840
Office Expenses 550 600
Rent, Rates & Taxes 110 558
Motor Vehicles 15 25
Petroleum, Oil & Lubricants 150 350
Prizes & Awards 2 3
Computer & Accessories 906 28
Payments for professional & 82 1181

Special services

121. For Public Authorities responsible for Developmental, Construction, Technical works

- Not Applicable-




Chapter - 13 (Manual - 12)

The Manner of Execution of Subsidy programmes

-Not Applicable-



Chapter - 14 (Manual - 13)

Particulars of Recipients of Concessions, permits or authorisation

granted by it

-Not Applicable-



Chapter - 15 (Manual - 14)

Norms set by it for the discharge of its functions

15.1. The details of the Norms / Standards set by the department for execution of various

activities / Programmes.

As at para 2.6.



Chapter - 16 (Manual - 15)
Information availble in an electronioc form

Website not formulated



Chapter - 17 (Manual - 16)

Particulars of the facilities available to citizens for obtaining information

To obtain any information, the citizens has to approach either the Directorate or the
office of the Deputy Director of Prosecution or the office of the Assistant Director of Prosecution
for any information.



Chapter - 18 (Manual - 17)

Other Useful Information

-Not Applicable-



Chapter - 4 (Manual - 3)

Rules, Regulatilons, Instructions, Manual and Records for

Discharging Functions



Name of the Department - 1) Adhoc Rules for Directorate of Prosecution G.0.Ms.No.232
Home(Cts.VI) Dept. dt.17.3.2003

The Prosecuting Officers and the ministerial staff are governed by the Adhoc rules.

From where one can get Address : Directorate of Prosecutions
a copy rules, regulations, Tamilnadu Slum Clearance Board
Instructions, manual and Complex 2nd Floor,
Record. No.5 Kamarajar Salai,
Chennai 600 005.

Telephone No. 2844 16 94

Fax No.: 2844 16 94

E-mail : dir_prosecution 2008 @ Yahoo.com
dirprosecution2008@gmail.com

Others : Nil

Fees charged by the department for Adhoc Rules will be furnished at

a copy of rules, regultions, instructions, Rs. 5 per copy

manual and records (if any)



