Tamil Nadu Open University

                                                                  Right to Information Act 2005


CHAPTER – 1

INTRODUCTION

1.1    Background of the Manual
The Right to Information Act, 2005 (No.22 of 2005)   passed by Parliament received the assent of the President on 15th June 2005.  
The Act provides for setting out the practical regime of right to information for citizens to secure access to information under the control of public authorities in order to promote transparency and accountability in the working of every public authority. 

1.2    Objective / Purpose of Manual
The Manual is intended to implement the Act in Tamil Nadu Open University. 

1.3    Users of the Manual
The Manual is meant for use by citizens, desiring to have access to information, in the University.
1.4    Organization of the Information in the Manual
The information are categorized under various chapters explaining the Mission, Functions and other details of the University which would immensely help the users.

1.5    Definitions of various terms 
In the manual, unless the context otherwise requires:

-   Act, means the Tamil Nadu Open University Act, 


-   Vice-Chancellor, means the Vice-Chancellor of  Tamil Nadu Open University.

-   Registrar, means the Registrar of Tamil Nadu Open University.


-   Finance Officer, means the Finance Officer  of Tamil Nadu Open University.


-   Controller of Examinations, means the Controller of Examinations of Tamil Nadu 

    Open University


-   Syndicate, means the Syndicate of Tamil Nadu Open University


-   Academic Council, means the Academic Council of Tamil Nadu Open University


-   Planning Board, means the Planning Board of Tamil Nadu Open University


-   Schools, mean the Schools in the respective discipline in Tamil Nadu Open University


-   Board of Studies, means the Board of Studies of  each school in Tamil Nadu Open 
 

                      University

-   Head of Schools, means the Head, heading each School of Study

Centres, mean - 
1)    Learning Resource Centres [LRCs]
2)    Learning Centres [LCs]
3) Computer Programme Centres [CPC]

4) MSc – Counselling and Psychotherapy Centres [PCC]

5) University Coordinating Centre [UCC]



approved by the Tamil Nadu Open University.

  
-   Contact person, means the Public Information Officer, in the University nominated 

    under the Act.  


-   Appellate  Authority, means the Appellate Authority in the University nominated 
                      under the Act.
    1.6    Contact Person for more information
The Public Information officer,
Tamil Nadu Open University,
# 577, Anna Salai, Saidapet, 
Chennai-600 015, Tamil Nadu.

Shall be the Contact Person In case further information is required, 

1.7 Procedure and fee structure for obtaining information

A person, desirous of seeking information under this Act, shall make a written  request or through electronic means in Tamil or  English, along with the prescribed fee addressed, to the  above Contact Person, indicating clearly the exact information required.  
If such a request cannot be made in writing, the Contact Person, shall render all reasonable assistance to the person making the request orally, to reduce the same in writing.

The fee for obtaining information shall be as below:
	Sl.No.

	Type of information
	Fee
[Rs.]

	1
	Tamil Nadu Open University Act
	50/-

	2
	Minutes of the meetings of the 

i. Syndicate

ii. Finance Committee

iii. Academic Council

iv. Planning Board

v. Board of Studies


	50/- each

	3
	Statutes 
	50/-

	4
	Ordinances 
	50/-

	5
	Rules and Regulations
	50/-

	6
	List of Approved  Centres
	10-

	7
	Details of Programmes 

i. Eligibility requirements

ii. Fee structure

iii. Procedure for admission
	100/-

	8
	Categories of employees 
	10/-

	9
	Qualifications for appointment to various posts
	10/-

	10
	Time table for examinations
	10/-

	11
	Statistics relating to examinations results 
	50/-


CHAPTER -2    [Manual -1]
PARTICULARS   OF THE UNIVERSITY,   FUNCTIONS AND DUTIES


2.1 Objective / Purpose of the Public Authority  
The objective of the University is to reach the hitherto unreached with its attractive academic programmes through its novel Distance Mode.  The programmes of the University enable persons irrespective of their background, profession, place of stay, age etc., to acquire higher academic qualifications and qualify themselves for higher and more lucrative positions.    
The University shall  strive to fulfil its objectives by means of distance and continuing education and shall function in tandem with other Universities and Institutions of Higher Learning making full use of the latest scientific know-how and modern educational technology and impart improved quality education consistent with the contemporary needs.
2.2 Mission / Vision
VISION 
Tamil Nadu Open University shall make available innovative, socially-relevant educational provisions that are learner-centred, seamless and are of high-quality by employing appropriate technologies to achieve equity in education, sustainable social transformation and composite national development.

MISSION
Towards becoming a Centre of Excellence in Open and Distance Learning (ODL) by offering quality programs to meet the current and emerging needs of the adult population, by widening the access to higher education and by functioning as a catalyst to bridge social, including digital divides and to build a developed India, Tamil Nadu Open University shall:    
· Evolve flexible and robust curricula to widen educational access, deepen knowledge frontiers and create entrepreneurial skill sets.

· Reach the rural communities through lifelong learning programmes for livelihood improvement. 

· Establish networked environments for quality assurance.

· Foster private-public partnerships. 

· Bridge the digital divide and implement ‘anywhere, anytime’ learning environments.

· Become a digital repository for ODL in the State facilitating Research and Development for new knowledge creation. 

· Coordinate and implement standards in ODL.

2.3  Brief History  and context of its formation

The Tamil Nadu Open University is the tenth State Open University to be established in the whole of India. It was established mainly to provide access to higher education through Distance Mode to a large segment of the population and in particular, the disadvantaged groups, in remote and rural areas including working people, housewives and adults desirous of acquiring higher qualification and upgrading their knowledge in the areas of their interest. 

2.4 Duties 

The principal duty of the University is to evolve appropriate programmes to suit the diverse tastes of the learners, take education to their door steps and equip them to meet the emerging challenges resulting from faster economic development.

2.5 Main activities/functions 

The main activities of the University are to 

i. popularize the concept of Distance Education

ii. design appropriate programme of study in Science, Management, Vocational subjects etc., consistent with the emerging trends.

iii. evolve suitable curricula, syllabi, scheme of examinations etc., for various progrmmes. 

iv. inspect and approve the establishment of centres for the conduct of  the University programmes.
v.        Prepare quality study materials, as per the requirements of the syllabi 
vi.
   enrol candidates for the programmes and distribute study materials to the enrolled 

   candidates 

vii. 
   attend to enquiries from students regarding admissions, examinations and other 

   related matters.

viii.
   organize seminars, conferences, workshops etc., for teachers, lesson writers,


   evaluators, academic counsellors  etc.,

ix. organize counselling sessions, conduct of classes and examinations.

x. evaluation of students assignments / answer papers, declaration of results etc.,

xi. issue of mark sheets, provisional certificates,  degrees etc.,

The University shall endeavour to promote and advance the culture of the people of India in general and to play a positive role in the development of Tamil Nadu in particular, through education, research, training and extension activities. 
2.6
   List of services provided 


The University : 
i. provides cost effective and socially relevant programs of studies,  creates awareness among the public and popularizes the concept of Open Distance Learning . 
ii. Caters to the diverse educational needs of the public through introduction of appropriate programmes.

iii. Reaches the door steps of the learners, boost their morale, bolster their spirits and equips them to face the challenges of the day.

iv. 
Organizes seminars, conferences, workshops etc., for the benefit of teachers, lesson 
writers, evaluators, academic counsellors etc., so as to enable them to keep themselves abreast of vast and rapid changes, adapt and adopt them, wherever feasible. 
2.7
   Organisational Structure 

The Officers of the University consist of: 
· The Chancellor  (The Governor of Tamil Nadu)
· The Pro-Chancellor (The Minister incharge of the portfolio of Higher Education in the State of Tamil Nadu)
· The Vice-Chancellor

· The Registrar

· The Heads of the Schools
· The Finance Officer

· The Controller of Examinations 
The academic departments are known as Schools, headed by a senior member of the faculty assisted by teaching and other staff.
i. School of Humanities

ii. School of Tamil & Cultural Studies

iii. School of Management Studies

iv. School of Science

v. School of Social Sciences

vi. School of Education

vii. School of Continuing Education

viii. School of Health Sciences

ix. School of Computer Science
x. School of Politics and Public Administration

xi. School of Journalism and New Media Studies

The university presently offers the following programmes of  study :
    I. School of Humanities:
1. Bachelor of English (B.A) – English
2. Bachelor of English and Communication (BA)
3. Bachelor of Arts – Urdu (BA)

4. Bachelor of Arts – History (BA)

5. Bachelor of Arts – Tourism & Travel Studies (BA)
6. Bachelor of Arts - Criminology & Criminal Justice Administration (BA)

7. Master of Arts (M.A) – English 

8. Master of Arts (M.A) – History
9. Master of Arts (M.A) – Criminology & Criminal Justice Administration. 

10. Post Graduate Diploma in Spoken English [PGDSE].

II. School of Tamil & Cultural Studies:
11. Bachelor of Tamil (B.A) – Tamil  
12. Bachelor of Literature (B.Lit) – Tamil
13. Bachelor of Functional Tamil

14. Master of Arts (M.A) – Tamil
15. P.G Diploma in Tamil Research Methodology(PGDTRM)
16. Diploma in Media Art.
III. School of Management Studies:
17. B.Sc in Hospitality and Hotel Administration

18. Diploma in Food Production

19. Diploma in Bakery and Confectionery

20. Diploma in Food and Beverage Service

21. Diploma in Management

22. Bachelor of Business Administration (BBA)

23. BBA (Computer Applications)
24. BBA (Marketing Management)
25. Master of Business Administration (MBA)

26. MBA Shipping & Logistics Management [MSL]
27. MBA (Hospital Administration)
28. MBA (Retail Management)
29. Post Graduate Diploma in Information Technology Management [PGDITM]

IV. School of Science:
30. Bachelor of Science (B.Sc.,) – Mathematics
31. Bachelor of Science (B.Sc.,) – Mathematics with Computer Applications
32. Master of Science (M.Sc.,) – Mathematics

V. School of Social Sciences:
33. Bachelor of Arts - Social Work (BSW)
34. Bachelor of Arts – Sociology
35. Bachelor of Commerce (B.Com)
36. Bachelor of Commerce (B.Com Bank Management)

37. Bachelor of Commerce (B.Com Corporate Secretaryship)

38. Bachelor of Commerce (B.Com Accounting & Finance)

39. Bachelor of Commerce (B.Com Computer Application)
40. Master of Arts (M.A) Sociology
41. Master of Arts (M.A) Social Work
42. Master of Science (M.Sc) Psychology
43. Master of Science (M.Sc) Counselling Psychotherapy

44. Master of Science (M.Sc) Counselling Psychotherapy (L.E)

45. Master of Commerce (M.Com)

VI. School of Education:
46. Bachelor of Education (B.Ed.,)
47. Bachelor of Special Education (B.Ed. S.E.)

VII. School of Continuing Education:
Vocational Programmes CONDUCTED THROUGH COMMUNITY COLLEGES 
48. 
B.Sc in Apparel and Fashion Design (BAFD)

49. 
B.Sc in Apparel and Fashion Design - LE  
50. 
Advanced Diploma in Apparel and 

51. 
Fashion Design (ADAFD)                                                                        
52. 
Diploma in DTP Operator (DDTP)                

53. 
Diploma in Refrigeration and 

54. 
Airconditioning Technician (DRAT)

55. 
Diploma in House Electrician (DHE)

56. 
Diploma in Plumbing Technician (DPT)

57. 
Diploma in Catering Assistant (DCA)

58. 
Diploma in Four Wheeler Mechanism (DFWM)

59. 
Diploma in Fashion Design and Garment 

60. 
Making (DFGM)

61. 
Diploma in Health Assistant (DHA)

62. 
Diploma in Beautician  (DIB)

63. 
Diploma in Apparel and Fashion Design (DAFD)

64. 
Diploma in Early Childhood care and Education (Kindergarten) (DECE)


65. 
Diploma in Computer Applicatins (DCAS)

66. 
Diploma in Home  Appliance Reparing and 
Servicing (DHRS)


67. 
Diploma in Mobile Phone Servicing (DMPS)

68. 
Diploma in Computer Hardware Servicing (DCHS)

69. 
Diploma in  Animation (DIA)

70. 
Diploma in Multimedia System (DMS)
71.       Certificate in Food & Nutrition (CFN)
72.         Certificate in Rural Development (CRD)

73.       Certificate in Teaching of English (CTE)

74.       Certificate in Teaching of Primary School  Mathematics (CTPM)
75.       Certificate in Environmental Studies (CES)
76.       Certificate in Empowering Women through Self Help Groups (CWDL)
77.       Certificate in NGO Management(CNM)
VIII. School of Computer Science:
78. Bachelor of Computer Application (BCA)
79. Bachelor of Computer Application (BCA) Lateral Entry - LE
80. Bachelor of Computer Application (BCA) Simultaneous Registration - SE
81. Master of Computer Application (MCA)
82. Master of Computer Application (MCA) Lateral Entry - LE
83. Post Graduate Diploma in Computer Applications (PGDCA)
84. P.G Diploma in Information Security

85. P.G Diploma in Information Technology Management (PGDITM)
86. P.G Diploma in Software Quality Management
87. Diploma in Databases (DDB)
IX. School of Health Sciences:
88. Diploma in Health Assistant (DHA)

IX. School of Politics and Public administration:
89. Bachelor of Arts – Public Administration
90. Bachelor of Arts – Political Science

91. Bachelor of Arts – Economics (BA)

92. Bachelor of Arts – Business Economics (BA)
93. Master of Arts – Public Administration. (M.A)
94. Master of Arts – Political Science(M.A)
95. Master of Arts – Economics(M.A)
96. P.G Diploma in Public Relations

97. P.G Diploma in Rural Development Administration

98. P.G Diploma in Human Rights

99. P.G Diploma in Environment & Sustainable Development

100. P.G Diploma in Intellectual Property Rights
101. P.G Diploma in Disaster Management
2.8 Expectation from the public

The University expects the public to avail the opportunities offered by it, so that it could surge forward with added momentum, expand its role and diversify its programmes, keeping in view the fluctuating employment market.
2.9 Arrangements/methods for seeking public participation/ contribution

The University has as many as 700 centres,  scattered throughout Tamil Nadu through which it reaches the masses and interacts with them.  
Such interactions help in obtaining feedback about the effectiveness of the programmes offered by the University, delivery of service, suggestions for improvement etc., and taking appropriate measures thereon.  
The University stands committed to meet the demand of the vast multitude of population, with appropriate programmes, based on the vagaries of unpredictable market trends.

2.10 Mechanism to monitor the service delivery/public grievance

Delivery of effective and efficient service to students is the main agenda of the University.  It has, for this purpose, established a separate Student Support Services Division, exclusively to facilitate expeditious redressal of grievances of the students. 
2.11 Address of the University

The University functions at the following address:
Tamil Nadu Open University,

# 577, Anna Salai, 
Saidapet, 
Chennai-600 015.

It has no offices in the districts other than 

1) Learning Resource Centres [LRCs]
2) Community Colleges [CCs]

3) University Coordinating Centres [UCCs]

2.12 working Hours of the University
The University works from 10:00 am to 5:45 pm for five days a week from Monday to Friday with Saturdays, Sundays and other Government Holidays as holidays.   
CHAPTER – 3  [Manual - 2]
POWERS AND DUTIES OF OFFICERS 

   Details of powers and duties of officers and employees

3.1 Powers and duties of the Vice-Chancellor

	
	The Vice-Chancellor shall -



	(a)
	be the Academic Head and Principal Executive Officer of the University

	
	

	(b)
	preside over the  convocations of the University and confer degrees, diplomas etc. in the absence of the Chancellor and the Pro-Chancellor 

	
	

	(c)
	exercise control over the affairs of the University and be responsible for the maintenance of discipline in the University.

	
	

	(d)
	ensure faithful observance of the provisions of the Act, the Statutes, Ordinances and Regulations made thereunder and exercise such powers as may be necessary for the purpose.

	
	

	(e)
	give effect to the orders of the Syndicate regarding appointments, suspensions and dismissals of teachers and other employees of the University and other decisions of the Syndicate.

	
	

	(f)
	convene meetings of the Syndicate, the Academic Council and the Finance Committee.

	
	

	(g)
	be responsible for co-ordination and integration of teaching and research, extension education and curriculum development.


	
	

	(h)
	be the Ex-officio Chairman of the Syndicate, the Academic Council and the Finance Committee.  

	
	

	(i)
	exercise such other powers and perform such other duties as may be prescribed by the Statutes..

	
	


3.2 Powers and duties of the Registrar

	The Registrar is the Administrative Head of the University and shall 

(a)    assist the Vice-Chancellor in all matters relating to the University. 

	(b)
	be the custodian of records, the common seal and such other property of the University as the Syndicate shall commit to his charge;

	

	(c)
	issue notices convening meetings of the Syndicate, the Academic Council, the Faculties, the Boards of Studies and of any Committee appointed by the authorities of the University;

	
	

	(d)
	keep the minutes of the meetings of the Syndicate, the Academic Council, the Faculties, the Boards of Studies, and of any Committee appointed by the authorities of the University;

	
	

	(e)
	conduct  official correspondence of the Syndicate;

	
	

	(f)
	supply to the Chancellor copies of the agenda of the meetings of the authorities of the University and the minutes of the proceedings of such meetings as soon as they are issued; and

	
	

	(g)
	exercise such other powers and perform such other duties as may be specified in the Statutes, the Ordinances or the Regulations or as may be required, from time to time, by the Syndicate or the Vice-Chancellor.

	
	


3.3 Powers and duties of the Finance Officer

	The Finance Officer shall  
(a)     exercise general supervision over the funds of the University and shall advise the 
          University as regards its financial policy; and

(b)     exercise such other powers and perform such other financial functions as may
          be assigned to him by the Syndicate. 

	

	(c)
	ensure that the limits fixed by the Syndicate for recurring and non-recurring expenditure for a year are not exceeded and that all moneys are expended for   purposes for which they are granted or allotted;

	
	

	(d)
	be responsible for the preparation of annual accounts, financial estimates and the budget of the University and for their presentation to the Syndicate;

	
	

	(e)
	keep a constant watch on the cash and bank balance and of investments;

	
	

	(f)
	watch progress regarding collection of revenue and advise on the methods of collection 

	
	

	(g)
	ensure that the registers of buildings, lands, furniture and equipments are maintained upto date and that stock checking, of equipments and other consumable materials in all offices, special centres, specialized laboratories and colleges maintained by the University is conducted.

	
	

	(h)
	bring to the notice of the Vice-Chancellor any unauthorized expenditure or other financial irregularity and suggest appropriate action to be taken against persons responsible.

	
	

	(i)
	call through the Registrar from any office, department, centre, laboratory and college maintained by the University, any information or returns that he may consider necessary for the performance of his duties.

	
	

	(j)
	suggest effective internal controls in the financial and accounting system with the approval of the Vice-Chancellor.


3.4 Powers and duties of the Controller of Examinations

The Controller of Examinations shall 

	a) notify the schedules for the examination(s) with prior approval of the Vice-Chancellor through the Registrar.

	

	b) appoint examiners with the approval of the Vice-Chancellor and disburse remuneration and travel expenses to them.

	

	c) make payments towards rent for the buildings, remuneration to invigilators, clerical and other contingent staff and incur expenditure in connection with the conduct of practical examinations at the rates approved by the Syndicate

	

	d) publish the results of the examinations with the approval of the Syndicate.

	

	e) make arrangements for the custody of documents relating to examinations including the answerscripts and ensure their  safety.   


	f) lodge First Information Report (FIR) with the Police in the event of occurrence of any criminal offence relating to examinations and  entrust the assignment to any person stationed at a place other than the headquarters of the University.


	g) recommend suspension of an employee against whom there is prima facie case of misconduct connected with the examinations and  report the same immediately through the Registrar to the disciplinary authority concerned for  further action.


	h) refer cases of malpractices in the examinations by the students to the Committee constituted by the Syndicate to deal with such matters.


	i) perform such other functions,  as may be entrusted to him by the Vice-Chancellor.


CHAPTER – 4  [Manual -3]
RULES, REGULATIONS, INSTRUCTIONS, MANUAL AND RECORDS FOR DISCHARGING FUNCTIONS

4.1 List of rules, regulations, instructions, manual and records

Tamil Nadu Open University Act
The TNOU Act contains objects of the University, the authorities, their composition  their  powers, duties etc., 
 Minutes of the meetings of the 

i. Syndicate

ii. Academic Council

iii. Finance Committee


These contain the decisions taken at the 

iv. Planning Board



meetings of these authorities

v. Boards of Studies

These can be obtained from 

The Public Information Officer, 
Tamil Nadu Open University, 
# 577, Anna Salai, Saidapet, 
Chennai-600 015. Tamil Nadu. 

Telephone Nos.
: 91-44 
22200501 , 22200506 , 22300704
Fax


: 91-44 
22200601, 22201199, 22352323, 22200606, 
Web site 

: www.tnou.ac.in

an payment of the prescribed fee (vide Sl.No.1.7 above)

CHAPTER -5    [Manual -4]
CONSULTATION / REPRESENTATION BY THE PUBLIC FOR POLICY FORMULATION AND IMPLEMENTATION

5.1 
     Formulation of Policy / Implementation of Policy

The University initiates detailed discussion, in depth examination, wider consultation etc., before formulating  its policies, programmes etc., 
It has the benefit of service of the enlightened academicians and representatives from the industry, rich in qualification and  experience, as Members of various University bodies.  
They represent the public in many respects by virtue of their interaction with them in their professional roles and are able to articulate public concern, advocate their causes etc., at the meetings of the University bodies.  
Their representation helps the University to meet the demands and expectations of the students in matters of vital interests to them.  
Besides, the University has a wide network of centres such as 

1) Learning Resource Centres [LRCs]
2) Community Colleges [CCs]
3) Regional Centres [RCs]

4) Learning Centres [LCs]

5) University Coordinating Centres [UCCs]
The University takes adequate care of public interests through these outlets as well.
CHAPTER – 6  [Manual -5]
STATEMENT OF CATEGORIES OF DOCUMENTS HELD

6.1 Statement of the categories of documents

	Sl.No
	Category of the document
	Name of the document and its introduction in one line
	Procedure to obtain the document
	Held by/under the control of

	1
	Statutes
	
	As outlined in para 1.7
	The Registrar, Tamil Nadu Open University, 
# 577, Anna Salai, Saidapet, Chennai-600 015.



	2
	Ordinances
	
	
	

	3
	Regulations
	
	
	

	4
	Minutes of the meetings of the various authorities of the University
	Minutes of the Meetings of Syndicate 
	
	

	
	
	Academic Council 
	
	

	
	
	Planning Board
	
	

	
	
	Finance Committee  
	
	

	
	
	Board of Studies 
	
	


CHAPTER – 7 [Manual -6]
  A STATEMENT OF BOARDS, COUNCILS, COMMITTEES AND OTHER BODIES 

  7.1 Syndicate
(1) Name and address of the affiliated body / type of affiliated body
          The Syndicate, Tamil Nadu Open University, # 577, Anna Salai, Saidapet, Chennai-600 015.Chennai  - 600 025.

(2) Brief introduction / role of the affiliated body 
The Syndicate is the supreme body in a University set up.  It shall have the power to manage and administer the affairs of the University.
(3) Its structure and composition  - 

Syndicate Members  

	1.
	Prof. A. Kalyani 

Vice-Chancellor , TNOU, Chennai
	Chairperson

	2.
	Dr. R. Kannan IAS.
 Principle Secretary to Government
 Higher Education Department.
 Secretariat, Chennai 600 009.
	Member

	3.
	Tmt. Girija Vaidhyanathan IAS.
Principal Secretary to Government

Health & Family Welfare Department

Secretariat, Chennai 600 009.
	Member

	4.
	Thiru R. Kathirvel, M.Com, BL.
Secretary (i/c) to Government 

Law Department

Secretariat, Chennai 600 009
	Member

	5.
	Dr. Xavier Alphonse S J

Director, ICRDCE,

No.30 Veeraswamy Street

Egmore, Chennai – 600 008.
	Member

	6.
	Thiru C.R.Swaminathan

Chief Executive, P S G  Group of Industries & Institutions

PSG College of Technology

Coimbatore – 641 004.
	Member

	7.
	Prof A.Manivannan

2, Court Street,

Villupuram – 600 605.
	Member

	8.
	Rtn. MPHF. Er.A.Prabaharan

No: 200, Bazaar Street,

Chinna Salem – 606 201,

Villupuram District.
	Member

	9.
	Thiru Harish L. Mehta

Jyothi Nivas,

Old No: 62/1, New No.20, Burkit Road,

T. Nagar, Chennai-17.
	Member

	10.
	Prof. S. Balasubramanian,

School of Tamil and Cultural Studies,

Tamil Nadu Open University,

Guindy, Chennai-25.
	Member

	11.
	Dr. S. Shanmugiah 

Registrar, TNOU, Chennai.
	Secretary


(4) Head of the body


The Vice-Chancellor is the Ex-officio Chairman of the Syndicate.

(5) Frequency of the meeting


Once in three months 

(6) Public participation


The Syndicate consists of Government officials, distinguished academicians and eminent persons from Non-formal / Voluntary Sector, Commerce / Industry learned professions and Media / Communication field. 
(7) Minutes


The minutes for each meeting are approved and circulated.

7.2 Academic Council
(1) Name and address of the Academic council 

          The Academic Council, Tamil Nadu Open University, # 577, Anna Salai, Saidapet, Chennai-600 015.
(2) Brief introduction / role of the affiliated body 

It is the principal academic body having control and supervision over teaching, examinations etc., 
and shall be responsible for the maintenance of standards. 
(3) Its structure and composition - 

Academic Council Members
	1

	Prof. A. Kalyani 

Vice-Chancellor , TNOU, Chennai.
	Chairman

	2
	Prof. Ashok Jhunjunwala,

Dept. of Electrical Engineering, 

IIT, Chennai,

Chennai-600 005.
	Member

	3
	Thiru. E. Dasaradhan, IAS,

Director of Backward Classes & Minority Welfare, Chennai.


	Member

	4
	Dr. N. Kokilavani,

Principal,

Adiparashakti College of Nursing,

Melvaruvathu,

Kancheepuram – 603 319.
	Member

	5
	Dr. R. Balasubramanian,

Driector, Science & Humanities,

SRM Institute of Science & Technology,

Deemed University,

SRM Nagar, Kattangalathur,

Kancheepuram – 603 203.
	Member

	6
	Thiru. V. Murali,

Deputy General Manager,

HCL Technologies,

Plot No. 35, South Phase, Guindy,

Chennai- 600 035.
	Member

	7
	Thiru. M. Jaganathan, BE (Hons) MBA

Z12, Anna Nagar, Chennai- 600 040
	Member

	8
	The Director of Employment & Training,

Th9ru. Vi Ka Industrial Estate,

Alanthur Road, Guindy, Chennai-600 032.
	Member

	9
	Dr. Xavier Alphonse, 

Director,

Indian Centre for Research and Development of Community Education (ICRDCE)

Loyola College, Chennai.


	Member

	10
	Dr. K. Murugan,

Prof. & Head, SOH/Director SSSD,

TNOU, Chennai-600 025.
	Member

	11
	Dr. M. Murugan, 

Prof. & Head,

School of Science,

TNOU, Chennai.
	Member

	12
	Dr. S. N. Geetha,

Prof. & Head,

School of Management Studies,

TNOU, Chennai.
	Member

	13
	Dr. P. Thiyagarajan,

Professor & Head, SOCE,

TNOU, Chennai-600 025.
	Member

	14
	Dr. S. Srinivasan,

Reader & Head, SOCS,

TNOU, Chennai-600 025.
	Member

	15
	Dr. S. Balasubramanian,

Senior Lecturer, SOTCS,

TNOU, Chennai-600 025.
	Member


(4) Head of the body


The Vice-Chancellor is the Ex-officio Chairman of the Academic Council.
(5) Frequency of the meeting


Twice a year 

(6) Public participation

The Council includes, representatives from employees organizations, industry, trade and commerce, academic / professional organizations, communication etc.,  and public participation is ensured, through their association as members of the body.

(7) Minutes


The minutes for each meeting are approved and circulated.

7.3    Planning Board
(1) Name and address of the Planning Board 

          The Planning Board, Tamil Nadu Open University, # 577, Anna Salai, Saidapet, Chennai-600 015.Chennai 

 - 600 025.

(2) Brief introduction / role of the Planning Board 

The Board shall generally advise on the planning and development of the University and review the standard of education and research in the University.

(3) Its structure and composition - 

Planning Board Members
	1.
	Prof. A. Kalyani 
The Hon’ble Vice-Chancellor, 

Tamil Nadu Open University,

Guindy, Chennai-25.
	Chairman

	2.
	Dr. P. S. Balasubramanian,

Professor of Education (Retired)

University of Madras,

No. 6, Sri Ram Nagar, Colony,

Taramani Post, Chennai-600 113.
	Member

	3.
	Dr. S. Muttan,

Professor, Department of ECE,

Anna University, Chennai-25.
	Member

	4.
	Prof. R. V. Dhanapalan,

Annai Illam – Pavai Nagar,

3/388, Singaravelan Road,

Neelangarai, Chennai-600 041.
	Member

	5.
	Dr. A. Elayaperumal,

Department of Mechanical Engg.,

Professor i/c. Planning & Development,

Anna University, Chennai-25.
	Member

	6.
	Dr. M. Arumugam,

Professor and Head,

Department of Zoology,

University of Madras,

Life Sciences Building,

Chennai-600 025.
	Member

	7.
	Dr. B. Nalini,

Professor, Department of Sociology,

Madurai Kamaraj University,

Madurai-625 021.
	Member

	8.
	Dr. Mohan Kameswaran,

Managing Director,

Madras ENT Research Foundation (P) Ltd.,

1, 1st  Cross Street,

077, II Main Road,

Raja Annamalaipuram, Chennai-600 028.
	Member

	9.
	Prof. P. Nandagopal,

Director,

PSG Institute of Management, Coimbatore.
	Member

	10.
	Thiru. Reji Abraham,

Managing Director,

M/s. Aban Offshore Limited,

Janapriya Crest,

113, Pantheon Road, Egmore,

Chennai-600 008.
	Member

	11.
	Dr. Ayyakannu 

Director of Distance Education (Retired),

Annamalai University,

M/s. Kaam
	Member

	12.
	The Head,

School of Humanities, TNOU.
	Member

	13.
	The Head,

School of Sciences,

TNOU.
	Member

	14.
	The Head,

School of Social Sciences,

TNOU.
	Member

	15.
	The Head,

School Of Management Studies,

TNOU
	Member


(4) Head of the body


The Vice-Chancellor is the Ex-officio Chairman of the Planning Board.

(5) Frequency of the meeting


As and when necessary 

(6) Public participation

The Board comprises persons representing diverse areas such as vocational / technical education, media / communication, manpower planning, agriculture,  rural development  and allied activities,  women status,  management education, distance education, industry etc., and they take care of the interests of the public and the stakeholders of the University viz. students. 
(7) Minutes


The minutes for each meeting are approved and circulated.
7.3 Finance Committee
(1) Name and address of the Finance Committee 

          The Finance Committee, Tamil Nadu Open University, # 577, Anna Salai, Saidapet, Chennai-600 015.Chennai - 600 025.

(2) Brief introduction / role of the Committee 

To Finance Committee shall review the financial  position of the University from time to time, recommend limits for incurring  non-recurring and recurring expenditure, prescribe methods and procedures for maintenance of accounts etc.,

(3) Its structure and composition  - 

LIST OF FINANCE COMMITTEE MEMBERS
	Dr. R. Kannan IAS.
 Principle Secretary to Government
 Higher Education Department.
 Secretariat, 
Chennai 600 009.
 Ph : 2567 0499

Fax : 2567 3499

	Thiru Praveen Kumar, IAS.,

Special Secretary to Government

Finance Department

Secretariat

Chennai 600 009.

Fax : 2567 1262 

[Fax to Finance Department]

Ph :  2567 7547 [SS Phone No.]

	Dr.V.Balu,

[Professor of Commerce

Dhanraj Baid Jain College],

Res. Old No.11, (New No.55),

Karaneeswarar Pagoda Street,

Mylapore, Chennai - 600 004.



	
	
	

	Dr. A. Kalyani,

Chairman, VC, 
Finance Officer
	Tamil Nadu Open

University, Chennai
	  


(4) Head of the body


The Vice-Chancellor is the Ex-officio Chairman of the Finance Committee.

(5) Frequency of the meeting


Twice a year
(6) Public participation


It is a body mainly concerned with the finances of the University with little scope for public participation.
(7) Minutes


The minutes for each meeting are approved and circulated.
CHAPTER – 8  [Manual -7]
    PARTICULARS OF PUBLIC INFORMATION OFFICERS

8.1 The Names, designation of Public Information Officer and Departmental Appellate Authority

Public Information Officer
	Sl.No
	Name
	Designation
	STD Code
	Phone Number
	Fax

	
	
	
	
	Office
	Home
	

	1


	 Dr. V. S. Kamalakkannan
	Assistant Registrar
	044
	
	-
	22352323


	Email
	Address

	
	Tamil Nadu Open University, # 577, Anna Salai, Saidapet, Chennai-600 015.


 Department Appellate Authority

	Sl.No
	Name
	Designation
	STD Code
	Phone Number
	Fax

	
	
	
	
	Office
	Home
	

	1


	Dr. S. Shanmugiah
	 Registrar
	044
	22200501
	22352234
	22200601


	Email
	Address

	registrar_tnou@yahoo.co.in

	Tamil Nadu Open University, # 577, Anna Salai, Saidapet, Chennai-600 015.


CHAPTER – 9  [Manual -8]
DECISION MAKING PROCESS

9.1
Procedure followed in decision making

Matters meriting detailed discussion and decisions are processed and placed in the form of proposals, before the syndicate for consideration and approval.
9.2
Reference documents/procedure/criteria for decision making



The procedures etc., laid down in -
· The Act and Statutes of the University

· The Ordinances of the University (being framed)

· The Regulations of the University (being framed)

· The Rules and Regulations of the Government of Tamil Nadu

· The Rules and Regulations of other Universities

· Precedents in Government Departments / Universities

guide the decisions in vital and important matters.  The proposals are processed at different levels in the hierarchy and submitted in a final shape to the authorities concerned.
9.3 Arrangements to communicate the decision taken to public

The important decisions on matters of interest to the public, are placed in TNOU Website and disseminated through approved centres of the University, press releases and communications. 

9.4 Officers involved in the process of decision making

The University Authorities, the Vice-chancellor, the Registrar, the Controller of Examinations, the Finance Officer and the Heads of Schools / Divisions are involved in decision making.

9.5
Final Authority in the decision making

The Syndicate is the final authority in decision making.

9.6
Important matters on which the decisions are taken

Important matters on which decisions are taken include: 
I. Introduction of new programmes

II. Approval of Syllabi, scheme of examinations etc.

III. Approval of results

IV. Approval of Centres

V. Appointments, promotions etc.

VI. Disciplinary proceedings
The decisions are taken based on the provisions in Acts, Rules, Regulations etc. The authorities and officers at different levels, depending upon the subjects on which decisions are to be taken are involved in decision making. 
The officers to be contacted are:
· Finance Officer

· Controller of Examinations
· Heads of the Schools / Divisions
The Registrar may be addressed in case of appeals 
CHAPTER -10  [Manual -9]
DIRECTORY OF OFFICERS

10.1
  Particulars of Officers 
	S.No
	Name
	Designation
	Std Code
	Phone Number


	Fax
	Address

	1
	Dr. A. Kalyani
	Vice-chancellor
	044
	22351414
	22201199
	Tamil Nadu Open University, 
# 577, Anna Salai, Saidapet, Chennai-600 015.



	2.
	Dr. S. Shanmugiah
	Registrar
	044
	22200501
	22200601
	

	3
	Mr. Muthuraja Pandian
	COE (i/c)
	044
	22353522
	22200606
	

	4
	Prof. K. Murugan
	Director i/c, Student Support Division


	044
	32467004
	22352323
	

	5
	Mr. Kesava Dass.
	Finance Officer
	044
	22351214
	22200601
	

	6
	Dr. R. Thangaraj         
	 Deputy Director, Student Support Division


	044
	22200506
	
	

	7
	Dr. M. Murugan
	Professor & HOD 

School of Sciences


	044
	22300704
	22200601
	

	8
	Dr. G. Rita Goretti Lourdes
	Reader
& 

HOD

School of Education


	044
	
	
	

	9
	Dr. P. Thyagarajan
	Reader 

& 

HOD 

School of Continuing Education
HOD i/c,  
School of Health Science


	044
	22352898
	22200601
	Tamil Nadu Open University, Guindy, Chennai 600 025.

	10
	Dr. S. N. Geetha
	Professor
& 

HOD 

School of Management Studies
	044
	22300704
	22200601
	

	11
	Dr. S. Vijayan
	Prof. 
&
HOD

School of Politics and Public Administration
	044
	22300704
	22000601
	

	12
	Thiru  M. Muthuraja Pandian
	Deputy Registrar
	044
	22353522
	22200606
	

	13
	Thiru  PC  Sundararajan
	Assistant Director
	044
	24613142
	22200601
	

	14
	Thiru  Ra. Ramesh
	Assistant Registrar
	044
	22353522
	22200606
	


CHAPTER – 11  [Manual -10]
REMUNERATION RECEIVED BY THE OFFICERS 
   11. 1 Remuneration of Officers 
	Sl.No
	Name
	Designation
	Monthly remuneration

[Pay+DP+DA+ other allowances]
	The procedure to determine the remuneration as given in the regulation

	1
	Dr. A. Kalyani 
	Vice-chancellor
	
	As per the Norms of the Govt.Tamil Nadu



	2.
	Dr. S. Shanmugiah
	Registrar 
	
	

	3
	Dr. G. Rita Goretti Lourdes
	COE
	
	

	4
	Prof. K. Murugan
	Director i/c, Student Support Division


	
	

	5
	Mr. R. Suresh
	Finance Officer
	
	

	6
	Dr. R. Thangaraj          
	Director i/c, Student Support Division
	
	

	7
	Dr. M. Murugan
	Reader & HOD School of Sciences
	
	

	8
	Dr. A. Manivannan
	Reader & HOD (i/c) School of Education
	
	

	9
	Dr. P. Thyagarajan
	Reader & HOD School of Continuing Education
	
	

	10
	Dr. S. N. Geetha
	Reader & HOD School of Management Studies
	
	

	11
	Dr. S. Vijayan
	Prof.& HOD

School of Politics & Public Administration
	
	

	12
	Thiru  M. Muthuraja Pandian
	Deputy Registrar
	
	

	13
	Thiru  PC  Sundararajan
	Assistant Director
	
	

	14
	Thiru  Ra. Ramesh
	Assistant Registrar
	
	


CHAPTER – 12  [Manual -11]
FUNDS ALLOCATION 

12.1     Details of Budget for different activities under different schemes
  
    Not applicable to Tamil Nadu Open University 
CHAPTER – 13 (Manual – 12)
MANNER OF EXECUTION OF SUBSIDY PROGRAMMES


   Not applicable
  CHAPTER – 14 (Manual – 13)  

PARTICULARS OF RECIPIENTS OF CONCESSIONS, PERMITS OR AUTHORISATION 
                Not applicable 

   CHAPTER -15    (Manual – 14)
NORMS FOR DISCHARGE OF FUNCTIONS

15.1 Norms/Standards for Execution of various activities/programmes

The norms / standards for execution of various activities / programmes in the University are as laid down in the Act, Statutes, Ordinances, Regulations of the University and the minutes of the meetings of the Syndicate, Academic Council, Finance Committee and Planning Board. 
CHAPTER – 16 [Manual -15]
INFORMATION ON ELECTRONIC FORM

16. 1       Details of Information available on Electronic Form


The University has its own website http:\\www.tnou.ac.in and it provides access to information on 
· The University

· Open Distance Learning (ODL)

· Schools and their activities

· Divisions and their activities

· Names and addresses of the centres of TNOU

· Details of programmes, eligibility conditions for admissions, fees etc. 
· Examination Results

· Syllabus and Schemes of Examinations
· Model question papers, etc.

· Matters of interest to public 
 CHAPTER – 17  [Manual -16]
 FACILITIES FOR OBTAINING INFORMATION

17.1     Means, Methods, Facilities available  to Public for obtaining Information  

The  public may obtain the required information through the following:
· Website

· Notifications/Advertisements in the Newspapers
· Exhibitions
· Notice Board

· Reference  to the Office

· copies of documents

· Printed manual
· Regional Centres
· Press release  

· Learning Resource Centres

· Programme Study Centres

· Vocational Programme Centres
CHAPTER – 18 [Manual -17]
OTHER USEFUL INFORMATION

18.1    Frequently Asked Questions and their Answers 

1.
Is TNOU recognized? 
· TNOU was established by an Act of the Tamil Nadu State Legislative Assembly.  It is administered by the Government of Tamil Nadu.
· TNOU has been recognized by the University Grants Commission (UGC) under Section 2 (f) of the UGC Act, 1956. 
· TNOU receives funds from the Distance Education Council (DEC), an apex coordinating agency established by the Union Ministry of Human Resources Development (MHRD). 
· Recognized by the National Council for Teacher Education [NCTE] the Distance Education Council [DEC] to offer B.Ed., Programme through Distance Mode.
· TNOU is a member of the Asian Association of Open Universities (AAOU). 
· TNOU Programmes are recognized by  the appropriate authorities in the country. 
· The operational jurisdiction of TNOU extends all over the world, but is  currently confined to Tamil Nadu.

2.
What is the operational structure of TNOU? 
· The University has its headquartered at Chennai.  It has 

i. Learning Resource Centres

ii. Programme Study Centres

iii. Vocational Programme Centres
iv. University Coordinating Centres [UCC]
   throughout Tamil Nadu.

3.
What is Open and Distance Learning (ODL)? 
· Open learning refers to policies  practices and  opportunities for education, with no minimal barriers in respect of age, gender,  time etc., 
· Distance education means delivery of education and training to persons who are separated, mostly by time and space, from those who teach and train.  Conceptually distinct, yet complementary, these two phenomena synthesize together into open and distance learning (ODL). 
· ODL can be integrated with traditional approaches to education to facilitate flexible but can also operate independently. 
· Online learning, and virtual education have emerged as new terms in recent years. In the initial stages, they assumed that learners were only concerned with computers, but now they refer more generally to ODL, that uses various media and information/communication technologies (ICTs). 
4.
What are the components in the TNOU instructional system? 

· TNOU follows the internationally accepted instructional systems, such as printed self-learning materials and other appropriate technologies, face-to-face learning through counselling sessions, continuous assessment of learner performance through evaluation of responses to assignments / open-book tests, and term-end examinations.
5.
Is the University prospectus available in Tamil? 

· Current prospectus contains Tamil Translation of all important details.
6.
How much does each Programme/Course cost? 

· TNOU fees are the lowest compared to those charged for comparable Programmes/Courses elsewhere in Tamil Nadu.  Details of Programme-wise fee payable are given in the prospectus and also in the Website of the University.
7.
Where will the face-to-face sessions be conducted?   
· Counselling sessions are held in the respective Centres both in Chennai and the Districts 
· Attendance in the counselling sessions is optional, unless otherwise specified. 
· Making attendance at the counselling sessions mandatory or giving a certain    weightage for attendance in internal/final assessment, will not only impinge on the learners autonomy, but also violates  the philosophy of open distance learning (ODL). 
· ODL leaves the onus of learning to the learner. It makes the required facilities available and leaves the option to the learner 
· Course requirements determine session timings, duration, frequency, etc
8.
What are assignments at the TNOU context?

 HYPERLINK "faq8.htm" 
 
· Assignment-responses at TNOU are used both as a teaching and testing tool. Assignment responses are to be sent / submitted to the respective Centres only. 
9.
Where will the examinations be conducted?

 HYPERLINK "faq9.htm" 
 
· Examinations are conducted at various Centres in Chennai and the Districts through out Tamil Nadu.  Students are allowed to write the examination in Tamil, though they might have opted for English medium. Making the question papers available both in English & Tamil is being examined. 
· Students without a valid hall ticket are allowed to take the examination, if they produce their Identify Cards with photos and evidence for having paid the examination fee.  
 10.
In what format do I get the learning materials?  
· The course materials of TNOU are self-learning in nature, encouraging independent learning, i.e., learning without the live presence of a teacher. 

· Study Materials for most of the Programmes are developed in-house. It has been proposed to distribute the associated assignment questions and model examination question papers/patterns along with the study materials at the time of registration itself.  

  11.
Are scholarships available?

 HYPERLINK "faq11.htm" 
 
· Government scholarships for S.C / S.T and Physically Handicapped available for on-campus students, are available to TNOU students as well. 

· Candidates have to apply to the TNOU in the prescribed application forms, obtainable from the respective Welfare Department, along with supportive documents. The University forwards the applications to the departments concerned for further processing. 

· TNOU is the only University in Tamil Nadu eligible to secure scholarships for its students from the South Asian Foundation (SAF). In other words, TNOU students are the only students in Tamil Nadu eligible to get this scholarship worth Rs. 4,500 each. The details of the scholarship are available with the Centres. 

· Only students, who are 30 or below in age as on 1st October 2006, currently pursuing a PG programme or a Vocational Diploma Programme at TNOU and whose family annual income is less than Rs. 1.20 lakhs, are eligible for the SAF Madanjeet Singh scholarship. 

· Students have to register themselves with the SAF to become eligible for the scholarship. Registration with the SAF involves signing the following pledge: 
· “A dynamic South Asian culture of peace and democracy can emerge only through promotion of regional cooperation, nourished with the energy and idealism of youth.”    

  12.
Is there any provision for lateral (flexible) entry/dual registration?

 HYPERLINK "faq12.htm" 
 
· Persons who have discontinued their studies elsewhere for various reasons can approach the TNOU to carry forward the credits they might have earned earlier and complete the Programme. 

· The applications will be screened on a case-by-case basis, and the equivalency of the syllabi, etc., is ascertained, before a decision on registration is taken.  

· Persons holding a Bachelor’s degree and who have completed Postgraduate Diploma in Computer Applications (PGDCA) in a recognized University are exempted from the first year of the University’s Master of Computer Applications (MCA). 

· Persons holding a three year Diploma from recognized Polytechnic colleges will be exempted from the first year of the University’s Bachelor Computer Applications (BCA) Programme. 

· Persons holding a Diploma in Commercial Practice from recognized Polytechnics Colleges will be exempted from the first year of the University’s Bachelor’s of Commerce (B.Com) Programme. 

· Persons who have completed 10 years schooling and a three year diploma (from recognized Polytechnic Colleges are exempted from the University’s Bachelor’s Preparatory Programme (BPP). 

· On-campus students can pursue a Programme in the TNOU simultaneously, subject to their satisfying the eligibility criteria.  

· Persons may opt to pursue  two Programmes at TNOU at a time.  But, the University is not responsible for clashes, if any, in the examination/counselling schedules. 
· The admission of candidates to dual programmes will be only provisional until the applications for later entry and dual registration are cleared in all respects.
· The fees paid by candidates will be refunded, after deducting a nominal amount, in the event of the non-registration under dual registration. 

13.
Whom should I contact to update my data?

 HYPERLINK "faq13.htm" 
 
· Student data are updated periodically.  The Student Support Services Division in the University may be contacted.
14.
What are new Programmes being planned?

 HYPERLINK "faq14.htm" 
 
· Diploma in Medical Lab Technician, 

· BS Optometry, 

· Diploma in Optometry & Refraction 

· PG Diploma in Auditory Rehabilitation 
· MBA [Hospital Administration]
15.
What are the admission procedures? 

· Application forms for admission can be had from the TNOU at Chennai and approved Centres in the City and other places in Tamil Nadu.
· Filled in applications along with the DD towards Fee Payable are to be sent to the Head Quarters or approved Centres.   However, applications for admission to B.Ed., Programme are to be sent only to the Head Quarters.
· Acknowledgements for the payment of fees are sent to individual candidates. 

16.
Where will practical sessions be conducted for vocational Programmes?

 HYPERLINK "faq16.htm" 
 
· The practical sessions will be conducted at Vocational Programme  Centres. 

· Arrangements for internships in certain Programmes are being made. 

· The Programme fees cover expenses for practical sessions at selected centres.
B.Ed., Programme [Distance Mode] is offered in English Medium from the Academic Year 2004-05.  Steps have already been taken to get the recognition of NCTE and DEC for additional intake of 500 in B.Ed.,[Tamil Medium].  As the Government of Tamil Nadu has already granted permission, as soon as clearance is obtained from NCTE, B.Ed., [Tamil Medium] will be launched.
Duration  
· The duration of B.Ed. (Distance Education) Programme is 2 years. The Programme is to be completed within a maximum period of 4 years since the date of enrolment.

General:


More detailed information can be accessed through the University website or had through a reference to the Tamil Nadu Open University.
18.2    Method to Seeking Information Application form: (for reference)

Dated :

Place:

From

To

The Public Information Officer

Tamil Nadu Open University,

# 577, Anna Salai, Saidapet, 
Chennai-600 015, Tamil Nadu.

Sir

Sub : Provision of Information/document under Right to Information Act 2005.

The following information/document may kindly be provided to me under Right to Information Act 2005.  
1.

2.

3.

I enclose a Demand Draft (No.                   , dated --------------    drawn on -----------------Bank                                           for Rs.              ) in favour of Tamil Nadu Open University, payable at Chennai  towards the prescribed fee.


I request early compliance
Yours faithfully,











xxxxxxxxxxxxxx

Encl :  As above

A person who desires to obtain information under this Act, shall make a written request in Tamil or English, through electronic means with a DD for the amount towards the prescribed fee specifying correctly the exact nature of information required. 

He / She shall not be required to give any reason for seeking the information or any other personal details, except those necessary for contacting him/her. 

If a request has been rejected, the Public Information Officer shall communicate, to the person making the request,

(1) the reasons for such rejection 
(2) the period within which an appeal against such rejection may be preferred; and 
(3) the particulars of the Appellate Authority. 

18.3 Training imparted to Public

Not applicable

18.4 Certificate, NOC, etc. issued  (not included in Manual-13)

Not applicable

18.5 Registration Process

Not applicable

18.6 Collection of Tax

Not applicable

18.7 Issue of new connection electricity/water supply etc.

Not applicable
18.8 Details of other public services provided

Not applicable
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