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Introduction :- 

  The “State of Nagaland Act, 1962 “ was passed by the 

Parliament in September, 1962. The Act provides for the formation of the 

State of Nagaland as the 16th State in the Indian Union on 1st December, 

1963. 

  The first General Election to the Nagaland Legislative 

Assembly was held in 1964 and popular State Govt. was formed on  
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25.02.1964. Since then, the Chief Minister’s Office came into being to  

facilitate the Official functioning and welfare of the Chief Minister and 

Council of Ministers. 

  Later, the Chief Minister’s Secretariat was established to cater 

the Office requirements of Chief Minister and Council of Ministers/ 

Parliamentary Secretaries with a view to rendering them timely assistance in 

discharging of their functions. The Chief Minister’s Secretariat also take 

care of their welfares. 

Name of the Office    :  Chief Minister’s Secretariat, Nagaland, Kohima. 

Address   :  New Secretariat, Nagaland, Kohima 

       Pin – 797004 

      Phone – 0370 – 2270059, 2270097 

Office timing  :  Summer – 9:30 am - 4:30 pm 

       Winter   - 9:00 am - 4:00 pm 

 

Manual – I Particulars of organization, functions & duties: 

(i) Preparation of Ministers’ salaries, allowances and T.A 

(ii)  Purchase of books for various Council of Ministers. 

(iii)  Payment of electricity charges, water charges and telephone  

  bills etc. 

(iv)  Entertainment charges. 

(v)  Procurement of furniture & carpets for Office Chambers of   

  Chief Minister, Council of Ministers and Parliamentary   

  Secretaries. 

(vi)  Procurement of Stationery. 
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(vii)  Matters relating to telephone installation in the Bungalows  

  and office of the Ministers/Parliamentary Secretaries. 

(viii)  Maintenance of Stock Register. 

(ix)    Arrangement of Bungalows for Chief Minister, Council of  

  Ministers and Parliamentary Secretaries.    

                                                                                                                                 

Functions and duties of the Chief Minister’s Secretariat  : - 

(a)  General 

(b)  Bill & Cash   

 

(a)General:-                                                                                                                          

  The Chief Minister’s Secretariat (General Branch) deals in 

providing/ arranging Residential Bungalows for the appointed Chief 

Minister of Nagaland, Ministers and Parliamentary Secretaries. In case of 

shortage of Government Bungalows, appropriate private buildings are 

arrange on payment of House Rent. The furnishing of the Residential 

Bungalows are looked after by the Estate Office under Housing Department. 

 

   The Chief Minister’s Secretariat also furnishes the Office 

Chambers of the Chief Minister, Ministers and Parliamentary Secretaries 

and provides Office equipments and daily requirements of Office 

stationeries. Deals with all correspondences relating to the entitled facilities 

of the Chief Minister of Nagaland, Ministers and Parliamentary Secretaries. 
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  As assigned in the Rules of Executive Business, sanctions on 

purchase of books for various Council of Ministers and Parliamentary 

Secretaries, payment of electricity charges, water charges, entertainment 

charges, procurement of furniture and carpets, procurement of stationery, 

matters relating to telephone installation in the Bungalows and Office of the 

Ministers and Parliamentary Secretaries are done with the approval and 

concurrence of appropriate authority subject to availability of budget 

provision. 

                                                                                                                                      

(b) Bill & Cash Branch:- The Bill and Cash Branch deals with preparation 

of Ministers salaries and allowances entitlement as per “THE NAGALAND 

SALARIES, ALLOWANCES AND OTHER FACILITIES OF THE CHIEF 

MINISTER, OTHER MINISTERS, SPEAKERS, LEADER OF 

OPPOSITION, DEPUTY SPEAKER, PARLIAMENTARY 

SECRETARIES AND OTHER MEMBERS OF THE NAGALAND 

LEGISLATIVE ASSEMBLY AND PENSION FOR EX-MEMBERS  ACT, 

2005 (ACT NO.8 OF 2005)” passed by the Legislative Assembly. The Chief 

Minister/Ministers/Parliamentary Secretaries salaries and allowances are 

furnished below:- 
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Sl.No. Designation Pay 
Per month 

POL 
p.m.per 
vehicle 

VMA 
p.m.per 
vehicle 

Hospt. 
p.m. 

News 
Paper 
Allowance 
p.m. 

1. Chief 
Minister 

Rs.15,000/- 5,000/- 
       x3 
vehicles 

2,000/- 
      x3 
vehicles 

4,000/-  

2. Ministers Rs.13,000/- 5,000/- 
      x2 
vehicles 

2,000/- 
      x2 
vehicles 

4,000/- 500/- 

3. Parliamentary 
Secretaries 

Rs.11,000/- 5,000/- 
      x2 
vehicles 

2,000/- 
       x2 
vehicles 

4,000/- 500/- 

 
(copy of the Act was furnished for reference) 
                                                                                   

 

Manual – II  Powers and duties of Officers and employees:  

1.  Shri. Toshi Aier, IAS,    Addl. Chief Secretary to Chief Minister is the 

apex administrative authority of the Chief Minister’s Secretariat. He 

oversees the entire functioning of the Chief Minister’s Secretariat. He 

decides the matter which are beyond the competence of the Head of the 

Administrative Department. 
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2. Shri. L. Kire,   Commissioner & Secretary to the Govt. of Nagaland is 

holding the Administrative Head of the Chief Minister’s Secretariat - the 

authority of approval on all matters of establishment and financials. 

 

3. Shri. Lanukaba Jamir, Deputy Secretary to the Govt. of Nagaland who 

stream lines all the General establishment correspondences and financial 

proposals. He is also holding the charge of Drawing and Disbursing Officer 

of the Chief Minister’s Secretariat. 

 

4. Shri. Yibemo Lotha, Section Officer –  His role in the General Branch is 

very important and the general standard and efficiency in the                             

Branch depends on his personal example, supervision and guidance. He is 

responsible for administration of the Branch and disposal of the Branch’s 

business promptly. 

 

5. Shri. Khrievituo, The Office equipments, furniture, furnishing materials 

and stationeries etc. procured by the Chief Minister’s Secretariat for Chief 

Minister Residential Office, Ministers and Parliamentary Secretaries are 

keep in the Store under his custody. These are issues to the Office Chambers 

of Ministers, Parliamentary Secretaries and Chief Minister Residential 

Office on receipt of indents. He is also responsible for maintaining stock 

Register.  
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Duties of employees :-  

 

1.   Shri. Libanthung, Jr. Section Officer – He is assigned for   

establishment  matters and general correspondences, RTI, POL and 

utility  bills.  

 

2.  Shri. Zubemo Ovung, Section Officer – He is assigned for vehicles 

under  CMS, Telephones, Air/Helicopter lifting of Chief Minister, Ministers 

and Parliamentary Secretaries. 

 

3. Shri. L. Hangsing, Lower Division Assistant – Under the supervision 

of Section Officer he prepares the bills of salaries, TA and all other bills of 

Ministers and Parliamentary Secretaries. 

 

4. Shri. Keneisaho, Typist (Special Grade) is incharge of typing all 

correspondences. 

 

5. Shri. Khriesakeso, Storeman         –   He assists Store Officer in  

issuing stationeries to the Offices of Ministers, Parliamentary Secretaries 

and Chief Minister’s Residential Office. 

 

6. Shri. N. Ngaisham, Peon – He assists Shri L. Hangsing, Lower 

Division Assistant and assigned for messenger, duties. 
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7. Shri. Dilip Sharma, Driver – He is the lone Driver for Pool duty of 

Chief Minister’s Secretariat. 

 

8. Shri. Kikheho, Peon              They assist Branch in daily                                                                      

9. Shri. Thepfurüya, Peon         official works. 

 

10. Shri. Ghuvihe, Chowkidar. 

 

 

Manual – III    Procedures followed in the decision making process;  

         including channels of supervision and accountability. 

 

       The duties and functions of the officers and employees of 

the Chief Minister’s Secretariat are assigned keeping in view, the expertise, 

knowledge and accuracy in disposal of work of the Officers/employees. The 

files are move to the Head of the Administrative Department through the 

Branch Officer for decision. The decision taking is rest with the 

Commissioner & Secretary to Chief Minister who is the Head of the 

Administrative Department. Any cases which are beyond the competence of 

the Head of the Administrative Department is put up to Additional Chief 

Secretary to Chief Minister. 
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Manual – IV Norms set by it for discharge of functions: 

   Unlike other Departments/Branches in the Nagaland 

Civil Secretariat, the functions of the Chief Minister’s Secretariat is both 

Administrative and Executive. Each Officer/employees is assigned with 

specific responsibilities under the control of the Branch Officer – Deputy 

Secretary. All the Officers and staff are accountable to the Head of the 

Administrative Department. 

  As per nature of works, Chief Minister’s Secretariat has been 

divided into two sections –  (a)  General Establishment and (b) Bill & Cash 

section. 

 

Manual –V  Rules, regulations, instructions, manuals and records, 

   held by it or under its control or used by employees  

   for discharging duties. 

1.   GUIDE ON Right to Information Act, 2005 (A DOPT  publication). 

2.   Manual of Office Procedure, 1969 Nagaland Civil Secretariat 

 (Revised upto 31.03.1989) – P & AR Department O & M Cell  1990 

 publication. 

3.   The Nagaland Services (Discipline and Appeal) Rules, 1967 

 (Amended upto September 1976). 

4.   The Nagaland Govt. Servants conduct Rules, 1968 (Amended upto 

 October 1978). 
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5.   Compilation of Important Notifications, Orders, OMs issued by 

 various Departments under Govt. of Nagaland and Govt. of India – 

 Volume – III & IV  (P & AR publication). 

6.   The Nagaland code – volume –II. 

7.   Delegation of Financial & Cognate Power Rules 1964 as amended. 

8.   Medical Attendance Rules 1971. 

 

Manual – VI Statement of categories of document that are   

            held by it or under to its control: 

 

1. Document on RTI 

2. Document on Office procedures 

3. Document on utilization of yearly budget. 

 

Manual – VII 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; 

No such arrangement exist as it is not relevant to the Department.  
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Manual – VIII A statement of the boards, Councils, Committees  

   and other bodies consisting of two or more persons  

   constituted as its part or for the purpose of its   

   advice, and as to whether meetings of these boards,  

   councils, committees and other bodies are open to  

   the public, or the minutes of such meeting are   

   accessible for the public.  

   At present, no such Boards, Councils, Committees or 

bodies has been constituted under the Department. 

 

Manual – IX Directory of Officers and employees.                         

  Except under mentioned Sl.No.1 and 2, all the Officers and 

staff are appointed by the P & AR Department and Home Department 

(SAB), recruited through NPSC and posted to the Chief Minister’s 

Secretariat which is under the establishment of Nagaland Civil Secretariat. 

 

Names and Designations of Officers and Staff:- 

Sl.No.  Name          Designation                           Tel. No.Office 

  1. Shri. Toshi Aier, IAS Addl. Chief Secy. to CM       0370-2241627 

                                                                                                          -2270065    

  2.  Shri. L. Kire,  IFS  Commissioner & Secretary   0370-2243025 

                                                                                                  0370-2270079                                           

  3. Shri.Lanukaba Jamir,  Deputy Secretary                   0370-2270059 

  4. Shri. Yibemo Lotha,  Section Officer                      0370-2270059 

  5.  Shri. Khrievituo,   Store Officer                          0370-2270058 
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 6.  Shri. Libanthung,  Jr. Section Officer 

  7.  Shri. Zubemo Ovung,  Jr. Section Officer 

  8. Shri. L. Hangsing  Lower Division Assistant   

  9. Shri. Keneisaho  Typist (Special Grade)   

10. Shri. Khriesakeso  Storeman  

11. Shri. N. Ngaisham Peon  (Treasury Duty)                                                                                                                                          

12. Shri. Dilip Sharma Driver (Treasury Duty) 

13. Shri. Kikheho   Peon  

14. Shri. Thepfurüya  Peon  

15. Shri. Ghuvihe  Chowkidar.  

 

Manual – X  Monthly remuneration received by each of its Officers 

   and employees, including the system of compensation  

   as provided in its regulations: 

  Salaries of the Officers and employees of Chief Minister’s 

Secretariat are borne under Home Department’s  “Head of Account”. At 

present there is no system of compensation in the Department. 

  Salaries of Officers and employees:  

Sl.
No. 

Name of Officer 
/staff 

Designation Basic pay Total 
emolument 

  1. Shri. Toshi Aier, IAS Addl. CS to CM Rs. 79,000/- Rs.1,38,475/- 
  2. Shri. L. Kire, IFS Commr.& Secy. Rs. 48,940/- Rs.1,13,766/- 
  3. Shri. Lanukaba Jamir Dy.Secy. Rs. 11,300/- Rs.   29,874/- 
  4. Shri. Yibemo Lotha Section Officer Rs.   8,775/- Rs.   23,530/- 
  5. Shri. Khievituo Store Officer Rs.   7,050/- Rs.   18,924/- 
  6. Shri. Libanthung Jr.Section Officer Rs.   6,050/- Rs.   15,800/- 
  7. Shri. Zubemo Jr.Secton Officer Rs.   6,200/- Rs.   16,654/- 
  8. Shri. L. Hangsing L.D.A. Rs.   4,325/- Rs.   11,083/- 



  9. Shri. Keneisaho Typist(Spl.Grade) Rs.   8,775/- Rs.   23,530/- 
10. Shri. Khriesakeso Storeman Rs.   3,875/- Rs.   10,447/- 
11. Shri. N. Ngaisham Peon Rs.   4,400/- Rs.   11,321/- 
12. Shri. Dilip Sharma Driver Rs.   4,200/- Rs.   11,183/- 
13. Shri. Kikheho Peon Rs.   2,900/- Rs.     7,904/- 
14. Shri. Thepfurüya Peon Rs.   2,900/- Rs.     7,844/- 
15. Shri. Ghuvihe Chowkidar Rs.   4,250/- Rs.   11,455/- 
 
 
Manual – XI  Budget allocation and Expenditures of Chief  

    Minister’s Secretariat. 

 
  As per the Article 202(3)(a) of the Constitution of India, the 

Chief Minister’s  Secretariat budget is a charge item of the State Budget. 

  Details of receipt and expenditure under Demand No.3 – 

Council of Ministers. 
                                                                                 STATE - NON-PLAN                                         
                                                                                                   Rs. in lakhs 
Head of Account – “2013 
Council of Ministers” 

Actual 
Budget 
Grants 
2009-10 

Actual 
Expdt. 
2009-10 

Saving(+) 
Excess(-) 
During 2009-10 

1 2 3 4 

101-Salary of Ministers/Ministers of State   70.00     56,28,000 (+) 13,72,000 

104-Entertainment & Hospitality Expenses   17.00     16,99,908 (+) 92 

105-Discretionery Grant & People Present by Ministers   50.00     50,00,000 Nil 

108-Tour Expenses   69.60     69,59,940 (+) 60 

800-Other Expenditure 

800(I)-Others,800(I)(I)- Motor vehicles 

    2.30       2,29,921 (+) 79 

800(I)-Others,800(I)(II)-Major/Minor repair     4.00       3,68,954 (+) 31,046 

800(I)-Others,800(I)(III)Rent Rates & Taxes   89.86     88,16,367 (+) 1,69,633 

800(I)-Others,800(I)(IV)Vehicle Maintenance Allowance   17.95     17,94,900 (+) 100 

800(I)-Others,800(I)(V)-Cost of POL   43.80     43,79,850 (+) 150 

800(I)-Others,800(I)(VI)-Office Expenses 157.49  1,57,48,641 (+) 359 

800(2)-C.M’s Sports Fund 100.00  1,00,00,000 Nil 

800(3)Others-Maintenance of public Building   30.00     30,00,000 Nil 

 652.00  6,36,26,481 15,73,519 
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  The saving of Rs. 15,73,519/- was due to non-claimed of 

Medical Advance/Medical re-imbursement and house rent by some 

Ministers/Parliamentary Secretaries. 

 

Chief Minister’s Sports Fund:- 

 The Chief Minister of Nagaland is the President of the Chief 

Minister’s Sports Association of Nagaland. The State Government provides 

fund under Chief Minister’s Sports Fund (Non-Plan) which is utilized for 

purchase of sports goods for National and International players according to 

its priorities, apart from granting financial assistance for construction of 

Football grounds, Rostrums etc. It also provides Fund for promotion of 

sports activities and programmes.  

  The Chief Minister’s Sports Fund is operated under single head 

of account “2013 – Council of Ministers, 800-Other Expenditures, 800(2)-

Grant–in-Aid to Chief Minister’s Sport Fund”. The Budget allotment is 

drawn in 2(two) installments or as and when required by the Chief 

Minister’s Sport Association in A/C Bill and deposited into the CM’s Sports 

Association Fund in DAC form, placing fund at the Association’s discretion. 

The expenditure is regularized as and when the Actual Payment Receipts 

(APRs) received from the Association and submitted to Accountant General, 

Nagaland in the form of DCC Bills. 

 

                                                                                       …….15/- 

 

 



                                                    -  15 - 

Discretionary Grants/People’s Present:- 

 Budget provision under Discretionary Grants /People’s Presentation 

are drawn (in A/C Bills) with the approval of the Hon’ble Chief Minister of 

Nagaland in 4(four) installments and is distributed to all the Council of  

Ministers/Parliamentary Secretaries to be utilized under their discretions in 

different constituencies. Actual Payment Receipt (APR) are submitted to the 

Accountant General, Nagaland in the form of D.C.C. Bills.    

 

Manual – XII The manner of execution of subsidy programmes,  

   including the amounts allocated and the details of  

   beneficiaries of such programmes: 

   Not applicable as there is no subsidy programmes in    

the Department. 

 

Manual – XIII Particulars of recipients of concessions, permits or  

   authorizations granted by it: 

   Not applicable. 

  

Manual – XIV Details in respect of the information, available   

   to or held by it, reduced in an electronic form: 

   Information available with us as indicated in Manual-V is 

yet to be reduced to electronic form. 
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Manual – XV Particulars of facilities available to citizens for   

   obtaining information, including the working hours  

   of a library or reading room, if maintained for public  

   use. 

1. RTI disclosures of the Department 

2. Video conferencing facilities. 

3. Chief Minister’s interaction with Civil Societies, NGOs, Churches etc. 

 for welfare of the people of Nagaland. 

 

Manual – XVI Names, designations and other particulars of the  

   Public Information Officers. 

Public Information Officer : 

1. Shri. Lanukaba Jamir 
 Deputy Secretary, 
 Department of Chief Minister’s Secretariat, 
 Government of Nagaland, Kohima. 
 Tel.No.0370-2270059(O), No.0370-2244686 (R) 
Assistant Public Information Officer : 

2. Shri. Khrievituo, 
 Store Officer, 
 Department of Chief Minister’s Secretariat, 
 Government of Nagaland, Kohima. 
 Tel.No.0370-2270058(O), No.0370-2806133(R) 
First Appellate Authority : 

3. Shri. L. Kire, IFS, 
 Commissioner & Secretary to Chief Minister, 
 Department of Chief Minister’s Secretariat, 
 Government of Nagaland, Kohima. 
 Tel.No.0370-2270079, No.0370-2243025. 
                                                                                           

 



                                                       

                                                                 

                                                

 

 

 

 


