
Chapter-6 
 

 
Statement of The Categories of Documents that are held by it or under its Control 

(under section 4(1)(b) (vi) of RTI Act) 

 
In Tobacco Board, there were two types of Documents/ Records viz., 

1) Documents/Records pertaining to Facilitative Functions 

2) Documents/ Records pertaining to Substantive Functions. 

 
Documents/Records pertaining to Facilitative Functions are common to all departments such as 

Establishment, Welfare, Vigilance, Common Office Services viz. accommodation, furniture, stationery and 

forms, office equipment, library, security etc., Hindi, Public Relations, Parliament, Common Office 

Procedures include various Registers, Lists, Diaries, Reports, Financial matters like Finance, Budget, Cash 

and Accounts etc. 

Documents/Records pertaining to Substantive Functions include records i.e. Production and 

Production Regulation, Extension and Advisory services, Auctions, Internal Marketing and Market 

Research, Exports Promotion, Trading Wing etc. 

 
Custodian of documents/Categories 

 

 
Sl.No. Section / Registry Custodian 

1 Production Section Manager (Production) 

2 Extension Section Manager (Extension) 

3 Auction Section Manager (Auction) 

4 Marketing Section Manager (Mktg & Exports) 

5 Trading Wing Section Manager (Mktg & Exports) 

6 Finance & Accounts Manager (Finance & Accounts) 

7 P&C, RTI, ISO, Publicity, Vigilance and 
Parliamentary Affairs 

Assistant Manager(P&C) 

8 G.Ad Section Assistant Manager(P&C) 

9 Personnel Administration Section Personnel Officer 

10 Computer Cell Secretary 

 


