
MUNICIPAL CORPORATION OF GREATER MUMBAI 

Section  4  Manuals  as  per  provision  of  RTI  Act
2005 of D Ward
                       

GARDEN DEPARTMENT

Address – Ground Floor, D ward Municipal office ,
Jobanputra compound, Nana Chowk, Grant Road 
( West ) Mumbai- 400007



Introduction

Garden & Trees

The corporaton has decentralized most of the main departments functoning at the city central

level under Departmental Heads, and placed the relevant sectons of these Departments under the

Assistant Commissioner of the Ward.

Assistant Supdt of Garden, Hortculture Assistant & Jr. Tree Officer are the officers appointed
to look after works of Garden & Trees department at ward level.

Assistant Supdt of Garden is looking afer development and maintenance of Garden, R.G, P.G. ,
Central  Dividers,  Trafc  Islands,  strip  Gardens.  Jr. Tree Officer is subordinate to Tree Officer
appointed to implement various provisions of  ‘The Maharashtra (Urban Areas) Protecton &

Preservation of Trees Act, 1975 (As modified upto 3rd November 2006).

As per Central Right to Informaton Act 2005, Assistant Supdt of Garden is appointed as Public

Informaton Officer for Trees in the ward jurisdicton and As per Maharashtra Public Records Act-

2005 and Maharashtra Public Records Act Rules -2007, he is appointed as Record Officer for Trees

in ward jurisdicton.

As per secton 63(D) of MMC Act, 1888 (As modified upto 13th November 2006),  development &

maintenance  of public parks, gardens & recreatonal spaces is the  discretonary  duty of MCGM.

Assistant Supdt of Garden is appointed to maintain gardens, recreatonal grounds, play grounds in

the Ward.

As per Central Right to Informaton Act 2005, Assistant Supdt of Garden is  appointed as  Public

Informaton Officer for gardens, recreational grounds, play grounds in the ward jurisdiction and As

per Maharashtra Public Records Act-2005 and Maharashtra Public Records Act Rules -2007, he is

appointed as Record Officer for Trees in ward jurisdicton.



SECTION 4 (1) (B) (i)

The partculars of functions & dutes of the public authority

1 Name of the public 

authority

Assistant Superintendent of Gardens

2 Address Ofce of Ass.. Commissioner ‘D’ ward, Jobanputra Compound, Nana
Chowk, Mumbai 400 007.

3 Head of the ofce Assistant Superintendent of Gardens

4 Ofce tmings Ofce tmings9 9.00 a.m. to 5.00p.m.(Monday to iriday) & 9.00 a.m. to 1.00 
p.m. (Saturday) Visitng Hours9 03.00 p.m. to 04.00 p.m. (Monday to iriday) for
ASG.

5. Chowky Timings 08900 am – 4900 pm

6
Contact Details

Telephone no 9 23861426  

Email – asg01.gardens@mcgm.gov.in

7 Parent Government 

Department

Garden & Trees

8 Reportng to which ofce Assistant Commissioner ‘D’ Ward

9 Jurisdicton 

Geographical

D Ward

10 Vision

  
 

1.To provide well maintained open spaces to the citzens of Mumbai.

2.To provide sufcient recreatonal facilites to children

  3. To plant trees at sufcient spacing & maintain them.

 4.No accidents due to trees.

11 Mission   1. To maintain fora in the ward.

  2.To prevent unauthorized tree cutng.

  3. To plant & maintain trees.

4.To maintain gardens, recreatonal grounds, play grounds
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12 Objectves 1. Development & maintenance of gardens, recreatonal grounds, 
play grounds.

2. Protecton & Preservaton of Trees as per ‘The Maharashtra 

(Urban Areas) Protecton & Preservaton of Trees Act, 1975

13 iunctons (a) Upkeep & maintenance of play grounds.

(b) Renovaton & maintenance of gardens.

(c) Development & maintenance of recreatonal grounds.

(d) Issuing permissions for various functons on play grounds as per 
Policy.

(e) Submitng reports to higher authorites regarding 
gardens, recreatonal grounds, play grounds.

(f) Plantng & watering new trees.

(g) Removal of dead & dangerous trees/ branches of roadside trees & 
trees in municipal premises.

(h) Pruning of trees for proper growth, balancing, smooth trafc etc.

(i) A.ending to complaints of citzens & Mun. Councillors

(j) Taking acton against illegal tree cutng.

(k) Submitng reports to higher authorites regarding cutng/ pruning of
trees in private, semi government & government premises.

(l) Maintenance of nurseries.

14 Details of services 
provided (In Brief)

Tree  Trimming  Permissions  in  Private,  Govt.  &  Semi-Govt.
Area/premises

Permission  to  use  Play  Grounds  for  functons  organised  on  the
occasions  of  Independence  Day,  Republic  Day,  Maharashtra  Day
and similar Natonal events,  and the  Jayanties or Punnyatithies  of
Natonal  Leaders,  religious  functons  and  public  meetngs  as  per
provisions of secton 37 A ofMRTP Act.

Permission to use Maidans for various sports
Trimming of roadside trees
Maintenance of MCGM Gardens, RG, Playgrounds
Beautficaton & maintenance of Trafc Islands & Central Medians.
Tree plantaton in MCGM open spaces.
Providing saplings for plantaton. 



15 Physical assets 
(Statement of lands & 
Buildings and
other Assets)

List of Gardens and Address 

16 Organizaton’s structural

Chart
A.ached

17 Weekly Holidays Sundays and Public Holidays

1
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Details of Departmental Chowky in Garden Department

Sr.

No.

Name of 

Department

Name of Chowy
Address of Chowy

Contact No.

1 Garden West Chowky
Near August Krant Maidan, Mumbai 400 007.

NIL

2. Garden East Chowky
Bhausaheb Hire Garden, Bombay Central. 

400 034.
NIL



बृ  हनमंुबई महानगरपाललका

   डी ववभागातील मनोरंजन मैदाने,    खळेाची मैदाने यांची यादी

अ.क.    उदानाचे नांव व पता  केतफळ (चौ. मी.) आरकण परररकण

1   भाऊसाहबे वहरे उदान,    मुंबई सेटल सटेशन प., मुंबई-४०००३४ 5000   मनोरंजन मैदान (RG) MCGM

2   बने कंपाऊंड ताडदवे,   साने गरुज मागर,   मुंबई सेटल प., मुंबई-
४०००३४

450   मनोरंजन मैदान (RG) MCGM

3    कैलास जयवसंगभाई सोलंकी उदान, आर.एस.  वनमकर मागर, 
  रसी मेहता चौक,  मुंबई सेटल, मुंबई-४००००८

2200   मनोरंजन मैदान (RG) MCGM

4   लोकमानय वटळक उदान, एन.ए.  परंुदरे मागर,  वगरगांव चौपाटी, 
मुंबई-४००००४. 

1100   मनोरंजन मैदान (RG) MCGM

5    राजाराम बापू सयुरवंशी उदान,      खेतवाडी ३ व ४ थी गललीमधये, 
एस.वही.पी.मागर,मुंबई-४००००४.

1610   मनोरंजन मैदान (RG) MCGM

6  अमरसन उदान,   भलुाभाई दसेाई मागर,   वैभव इमारतीचया मागे, 
मुंबई-४०००२६. 

10000   मनोरंजन मैदान (RG) मे.  अमरसनस कलेकशन

7 मे.    जॉनसन व जॉनसन उदान,   भलुाभाई दसेाई मागर,   सकाय पाकर
जवळ, मुंबई-४०००२६. 

3896   मनोरंजन मैदान (RG) MCGM

8   तलुशीदास वकलाचंद उदान,    वाळकेशर व बाबलुनाथ
वतठ्याजवळ, मुंबई-४००००६.

3084   मनोरंजन मैदान (RG) MCGM

9    पांडरंग शासी आठवले उदान,    गंगा जमनुा वचतपट गहृामागे, 
  गामाडीया वसाहत मागर, ताडदवे, मुंबई-४०००३४.

850   मनोरंजन मैदान (RG) MCGM

10  रॉक उदान,  नेवपयनसी मागर,  वसमला हाऊस, एल.डी.  रपारेल
मागर, मुंबई-४००००६.

5000   मनोरंजन मैदान (RG) MCGM

11  टाटा उदान,   उमर पाकर समोर,   भलुाभाई दसेाई मागर, मुंबई- 12430   मनोरंजन मैदान (RG) MCGM



४०००२६.

12   सवामी समथर उदान,   अककलकोठ मठ शेजारी,  खाडीलकर रोड,
वगरगाव, मुंबई-४००००४.

1000   मनोरंजन मैदान (RG) MCGM

13  बाणगंगा उदान,  बाणगंगा तलावाशेजारी, वाळकेशर, मुंबई-
४००००६.

204   मनोरंजन मैदान (RG) MCGM

14   खळेाचे मैदान बाबलुनाथ,   बाबलुनाथ दसुरी गलली, मुंबई-
४००००७.

1100   मनोरंजन मैदान (RG) MCGM

15 एस.एम.  जोशी वकडांगन,  डोगरशी मागर,   एवलझाबेथ हॉसपीटल
समोर, मुंबई-ँ४००००६.

2500   मनोरंजन मैदान (RG) MCGM

16 टी.डी.आर.उदान,   बारावी खेतवाडी गलली, मुंबई-४००००४. 62   मनोरंजन मैदान (RG) MCGM

17   ऑगष कांती मैदान,   ऑगष कांती मागर, मुंबई-४०००३४. 19000   खळेाचे मैदान (PG) MCGM

18   पाववाला कंपाऊंड उदान,   १० वी खेतवाडी, मुंबई-४००००४. 1300   खळेाचे मैदान (PG) MCGM

19  वपयदशरनी पाकर ,  नेवपयनसी मागर, मुंबई-४००००७. 65000   मनोरंजन मैदान (RG)    मलबार वहल वसवटजन फोरम

20  वचलडन पाकर ,   वैभव इमारतीचया बाजलुा,   भलुाभाई दसेाई मागर, 
मुंबई-४०००२६.

665   हररत पटा (Green बलेट) MCGM



Sr.

No.
Post

Scheduled 

Post Occupied Vacant

1

Assistant 

Superintendent of
Gardens

1 1 0

1
Jr. Tree Ofcer/ Hortculture 

Assistant
2 2 0

2 Mestri II 2 0 0

Organisation Chart

Supdt of 
Gardens

Asstt 
Commissioner

Dy. Supdt of 
Gardens

Asstt Supdt of 
Gardens

Horticulture 
Assistant Jr. Tree Officer

Mistry II

Mali Lab
our

Swee
per



SECTION 4 (1) (b) (ii)

The powers of Assistant Superintendent of Gardens

A

Sr.

No.

Designation Powers- 

Financial

Under which 

legislation / rules

/ orders / GRs

Remarks

1 Assistant Superintenden of 

Gardens

Rs. 500/-

Imprest

2 Jr. Tree Ofcer Nil

3 Hortculture Assistant Nil

B

Sr.

No.

Designation Powers

-Administrative

Under which legislation / rules

/ orders / GRs

Remarks

1 Assistant 

Superintendent of 

Gardens

Approve /Reject Tree
Trimming & Proposal 

As subordinate ofcer to Tree Ofcer
under The Maharashtra (Urban Areas)
Protecton & Preservaton of Trees Act,

1975

2 Jr. Tree Ofcer To  enter  &  inspect
illegal  tree  cutng  at
any  site  in  ward
jurisdicton 

As subordinate ofcer to Tree 

Ofcer under The Maharashtra 

(Urban Areas) Protecton & 

Preservaton of Trees Act, 1975

3 Hortculture Assistant To  give  permission  for
trimming  branches  of
trees  in  ward
jurisdicton 

As subordinate ofcer to Tree 

Ofcer under The Maharashtra 

(Urban Areas) Protecton & 

Preservaton of Trees Act, 1975

C



Sr. Designation Powers Under which Remarks

No. -Magisterial legislation /

rules / orders

/ GRs

1 Assistant Superintendent 

Gardens of

Nil

2 Jr. Tree Ofcer Nil

3 Hortculture Assistant Nil

SECTION 4 (1) (b) (ii)

  D

Sr.

No.

Designation Powers- Quasi Judicial Under which 

legislation / rules

/ orders / GRs

Re
ma
rks

1 Assistant
Superintendent

of Gardens

Appointed as Public Informaton 
Ofcer

under RTI Act, 2005

Circular 
No.MOM/736

Dt.01.07.2016

2 Jr. Tree Ofcer Nil

3 Hortculture

Assistant

Nil

E

Sr.

No.

Designation Powers

-Judicial

Under which  legislation /

rules / orders / GRs

Remarks

1 Assistant 

Superintendent

Gardens

Nil

2 Jr. Tree Ofcer Nil

3 Hortculture Assistant Nil



Duty List of Ofcers of Garden Department working in Ward
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SECTION 4 (1) (b) (ii) contd

DELEGATION Oi POWERS

Sections Nature of Powers, Duties and Functions delegated

NA NA



Section 4 (1) (b) (iii)

The Procedure followed in the decision-making process, including channels of supervision and

accountability in the ofce of Assistant Superintendent of Gardens

NAME Oi ACTIVITY - Acton against illegal tree cutng.

Related Provisions - Secton 8 read with Secton 21 of The Maharashtra (Urban 

Areas) Protecton & Preservaton of Trees Act, 1975 (As modified upto 3rd November 2006)

Name of the Act - The Maharashtra (Urban Areas) Protecton & Preservaton of Trees Act, 1975 

(As modified upto 3rd November 2006)

Sr.

No.

Activity Steps involved Time limit Authority role

and

responsibility of

the

employee/officer

in connection

with each

activity.

(mention

designation)

Remark

1 Acton against 
illegal tree 
cutng during 
usual round of 
inspecton or on 
receipt of 
complaint from 
citzens

1. Taking photographs of illegal 
tree cutng.
2. Preparaton of inspecton report 
of illegal tree cutng & submitng 
the same to Assistant Superintendent
of Gardens & Ass.. Commissioner 
(Tree Ofcer) for informaton & 
further acton.
3. Sending  le.er  to  the local  police
staton for registering the complaint.

Within 24
hrs.

Within 24
hrs.

Within 2
days from

Step 3

Jr. Tree Ofcer

Jr. Tree Ofcer

Jr. Tree Ofcer
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Section 4 (1) (b) (iii) contd

NAME Oi ACTIVITY - Permission for trimming of trees existng in Govt. / Semi-Govt. or 

private premises

Related Provisions - Secton 8 of The Maharashtra (Urban Areas) Protecton & Preservaton 

of Trees Act, 1975 (As modified upto 3rd November 2006)

Name of the Acts/Acts - The Maharashtra (Urban Areas) Protecton & Preservaton of Trees Act, 1975 (As modified

upto 3rd November 2006)

Govt. Resolutons -

Circulars - 0041/33/2013-JTMC-DMU dated 17-6-2013 / SG/MC/2566 dated 13-3-2014

Sr.

No.
Activity Steps involved

Time 
limit

Authority role
and

responsibility of
the

employee/office
r in connection

with each
activity

(mention
designation)

Remark

2 Permission 
for trimming 
of trees 
existng in 
Govt. / 
Semi-Govt. 
or private 
premises

1. Inspecton of site on 
receipt of complaint le.er 
from citzens. 2.Preparaton 
of inspecton report.

 Approval or rejecton 
of the permission.

 Issuance of permission 
le.er

Within 7 

days. Within 

2 days from 

Step 1 

Within 2 

days from 

Step 2 

Within 2 

days from 

Step 3

Jr. Tree Ofcer 

Jr. Tree Ofcer

A.S.G.

H.A. & J.T.O. / 
A.S.G.



NAME OF ACTIVITY - Permission for removal of dead/dangerous trees existing in Govt. / Semi-Govt. 

or private premises

Related Provisions - Secton 8 of The Maharashtra (Urban Areas) Protecton & Preservaton of Trees Act, 1975 

(As modified upto 3rd November 2006)

Name of the Acts/Acts - The Maharashtra (Urban Areas) Protecton & Preservaton of Trees Act, 1975 

Sr.

No.
Activity Steps involved Time limit

Authority role and

responsibility of the

employee/officer in

connection with

each activity

Remark

3 Permission for 
removal of 
dead/ 
dangerous 
trees existng 
in Govt. / 
Semi-Govt. or 
private 
premises

1. Inspecton of site on receipt of 
complaint from citzens.

2.Preparaton of inspecton report.

3. iorwarding a report to DySG/ S.G. 
for approval  

Within 7 
days.
Within 2 
days from 
Step 1

within 
2days from 
step 2

(Total 45 
days from 
submission 
of the 
applicaton 
)

Jr. Tree Ofcer /

ASG D Ward Jr. 
Tree Ofcer

iurther 
process for 
obtaining 
approval of 
the 
competent 
authority 
carried out 
by the ofce 
of Dy.S.G. Z-
1on receipt 
of approval 
permission 
issued by 
Dy.S.G.          
Z-1
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Section 4 (1) (b) (iii) contd

NAME Oi ACTIVITY - Development of new gardens 

Provisions-

Name of the Acts/Acts

-  Govt. Resolutons -

Circulars -

Ofce Orders     -

Sr.

No.

Activity Steps involved Time limit Authority role

and

responsibility of the

employee/officer in

connection with

each activity

Remark

4 Development of 
new gardens

 Receipt of request from public 
representatves , citzens or 
organisatons
 iorwarding request to 
Garden Cell.

Within 4 
days from 
Step 1

Hort. Ass..

Hort. Ass../ ASG/



Section 4 (1) (b) (iii) contd

NAME  Oi  ACTIVITY -  Repairs  to  existing  gardens
Related Provisions -
Name of the
Acts/Acts -
Govt.
Resolutons  -
Circulars -

Ofce Orders     -

Sr.

No.

Activity Steps involved Time limit Authority role
and

responsibility of
the

employee/officer
in connection

with each activity

Remark

5 Repairs to 
existng 
gardens

1. Detecton of damage to 
civil structures or 
complaint from public.
2. iorwarding 
request to A.E.
(M&R) or Garden 
cell.

Within 4 days 
from Step 1

Hort. Ass..

ASG/DySG



Section 4 (1) (b) (iii) contd

NAME Oi ACTIVITY - Electrical & mechanical repairs of existing gardens Related Provisions -

Name of the Acts/Acts -  Govt.

Resolutons - Circulars -

Ofce Orders     -

Sr.

No.

Activity Steps involved Time limit Authority role
and

responsibility of the
employee/officer in
connection with

each activity

Remark

6 Electrical & 
mechanical 
repairs of 
existng 
gardens

(a) Detecton of damage to 
Electrical & mechanical apparatus 
or complaint from public.
(b)iorwarding request to A.E. (SWM)
Ward level or E.E.(Mech.) South. Or 
Garden Cell

Within 4 
days from 
Step 1

Hort. Ass..

ASG/DySG



Section 4 (1) (b) (iii) contd

NAME Oi ACTIVITY - Providing play apparatus in gardens/playgrounds/recreational grounds

Related Provisions - 

Name of the Acts/Acts - 

Govt. Resolutons - 

Circulars -

Ofce Orders     -

Sr.

No.
Activity Steps involved Time limit

Authority role

and

responsibility of

the

employee/officer

in connection

with each

activity

Remark

7 Providing play apparatus in 
gardens/ 
playgrounds/recreatonal 
grounds

1. Receipt of request  from
public or public
representatves
2. Inspecton of site to 
assess necessity of play 
apparatus
3. If required, forwarding 
request to A.E. (SWM) Ward
level or E.E.(Mech.) South. 
Or Garden Cell

Within 7 
days from 
Step 1

Within 7 
days from 
Step 2

Hort. Ass..

Hort. Ass..

Hort. Ass.. / 
Assistant 
Superintendent of 
Gardens
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Section 4 (1) (b) (iii) contd

NAME Oi ACTIVITY - Proposal for removal of trees in development sites

Related Provisions - Secton 8 of The Maharashtra (Urban Areas) Protecton & Preservaton of Trees Act, 1975 (As 

modified upto 3rd November 2006)

Name of the Acts/Acts - The Maharashtra (Urban Areas) Protecton & Preservaton of Trees Act, 1975 (As modified upto 3rd 

November 2006)

Govt. Resolutons -

Circulars - 0041/33/2013-JTMC-DMU dated 17-6-2013 / SG/MC/2566 dated 13-3-2014

Ofce Orders -

Sr.

No.
Activity Steps involved Time limit

Authority role and

responsibility of the

employee/officer in

connection with

each activity

Remark

8 Proposal for 
removal of trees 
in development 
sites

1. Receipt of proposal from Dy.S.G.
ofce.

2. Inspecton of site.

3. Submitng inspecton report to 
Dy.S.G. (Zone-I).

Afer receipt of 
proposal Within 7
days

from Step 1

Within 7 days

from Step 2

Jr. Tree Ofcer

Jr. Tree Ofcer / 
A.S.G.

Jr. Tree Ofcer / 
A.S.G.



Section 4 (1) (b) (iii) contd

NAME Oi ACTIVITY - Trimming of trees existing in Municipal properties & roads

Related Provisions - The Maharashtra (Urban Areas) Protecton & Preservaton of Trees Act, 1975 (As modified upto 3rd

November 2006)

Name of the Acts/Acts - The Maharashtra (Urban Areas) Protecton & Preservaton of Trees Act, 1975 (As modified upto 3rd 

November 2006)

Govt. Resolutons -

Circulars - 0041/33/2013-JTMC-DMU dated 17-6-2013 / SG/MC/2566 dated 13-3-2014

Ofce Orders -

Sr.

No.
Activity Steps involved Time limit

Authority role and

responsibility of the

employee/officer in

connection with

each activity

Remark

09 Trimming of 
trees existng 
in Municipal 
propertes & 
roads

1. Detecton of overgrown / 
imbalanced trees or complaint from 
public.

2. Inspecton of site.

3. Issuance of Job slip to 
contractor

Within 7 days

from Step 1

Within 2 days

from Step 2

Jr. Tree Ofcer

Jr. Tree Ofcer

 Jr. Tree Ofcer

4. Trimming of trees required to be 
trimmed.

As mentoned on 
job slip

Jr. Tree Ofcer
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Section 4 (1) (b) (iii) contd

NAME Oi ACTIVITY - Removal of dead/dangerous trees existing in Municipal properties & roads

Related Provisions - Secton 8 of The Maharashtra (Urban Areas) Protecton & Preservaton of Trees Act, 1975 (As 

modified upto 3rd November 2006)

Name of the Acts/Acts - The Maharashtra (Urban Areas) Protecton & Preservaton of Trees Act, 1975 (As modified upto 3rd 

November 2006)

Govt. Resolutons -

Circulars - 0041/33/2013-JTMC-DMU dated 17-6-2013 / SG/MC/2566 dated 13-3-2014

Ofce Orders -

Sr.

No.

Activity Steps involved Time limit
Authority role

and responsibility

of the

employee/officer

in connection

with each activity

Remark

10 Removal of 
dead / 
dangerous 
trees existng 
in Municipal 
propertes & 
roads

1. Detecton of dead / dangerous trees or
complaint from public

2. Inspecton of site

3. Preparaton of inspecton report 
4. iorwarding a report to DySG/ 
S.G. for approval  

5. Issuance of Job slip to 
contractor

6. Removal of dead / dangerous tree

Within 7 days

from Step 1 or 
as per urgency
of work

Within 2 days

from Step 2

Within 2 days

from Step 3

Within 2 days

from Step 2 
(Total 45 days 
from submission
of the 
applicaton )

Jr. Tree Ofcer

Jr. Tree Ofcer / ASG

Jr. Tree Ofcer /Tree

Ofcer

Jr. Tree Ofcer

iurther 
process for 
obtaining 
approval of 
the 
competent 
authority 
carried out 
by the ofce
of Dy.S.G. Z-
1on receipt 
of approval 
permission 
issued by 
Dy.S.G.         
Z-1.



Section 4 (1) (b) (iii) contd

NAME Oi ACTIVITY - Damage to trees due to asphalting / concreting around trees Related Provisions -

Name of the

Acts/Acts -  Govt.

Resolutons  -

Circulars -

Ofce Orders -

Sr.

No.
Activity Steps involved Time limit

Authority role and

responsibility of the

employee/officer in

connection with

each activity

Remark

11 Damage to trees 
due to asphaltng/ 
concretng around 
trees

1. Receipt of complaint from public or 
detecton of damage.

2. Inspecton of site.
3. removal of asphalt/ concrete

Within 7 days

Within 7 days

Jr. Tree Ofcer

Jr. Tree Ofcer Jr. 
Tree Ofcer
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Section 4 (1) (b) (iv)

SECTION 4 (1)
(B) (i)

The partculars of functions & dutes of the public
authority

1 Name of the public

authority

Ass.. Supdt of Garden

2 Address Ofce of the Asst. Comissioner 'D' Ward, Jobanputra Compound, Nana
Chowk, Mumbai 400 007

3 Head of the office Ass.. Supdt of Garden

4 Parent Government

Department

Garden & Trees

5 Reportng to which

office

Assistant Commissioner ‘D’ Ward

6 Jurisdicton

Geographical

D Ward’s East Boundary extends up to Shuklaji Street, Ardeshir Dadi 
Street & VP Road, West Boundary extends up to Girgaum Chowpa.y, 
Arabian Sea Coastal line, North Boundary extends up to Haji Ali, 
Keshavrao Khade Marg and south Boundary extends up to Babasaheb 
Jaykar Marg. The ward covers an area of 8.03 sq km. 

7 Mission          1. To develop new gardens, to maintain existng garden, play 
ground, Trafc Islands, Central Medians 

2.To plant & maintain trees.
8 Vision  1. To create maximum area of green cover in the city.

2. To make citzens of the city environment friendly and pleasant

9 Objectives Protecton & Preservaton of Trees as per ‘The Maharashtra (Urban 
Areas) Protecton & Preservaton of Trees Act, 1975 (As modified upto 
the 3rd November 2006)

10 iunctons (c) Plantng of new trees.
(d) Removal of dead & dangerous trees/ branches of roadside trees &

trees in municipal premises.
(e)  Pruning of trees for proper growth, balancing, smooth trafc etc.
(f) A.ending to complaints of citzens & Mun. Councillors
(g) Taking acton against illegal tree cutng.
(h) Submitng reports to higher authorites regarding cutng/ pruning of

trees in private, semi government & government premises.
(i) Maintenance of nurseries.



11 Details of services 

provided (In Brief)

3. Inspecton  of  trees  existng  in  public  and  private  premises  as  per
complaints received.

4. Pruning / Trimming of roadside trees.
5. Submitng report about trees to ASG (Z-I) / Asst. Commissioner ‘A’

Ward for issuing trimming permission in private/ government/ semi-
government premises.

6. Supervision of tree transplantaton work.
7. Supervision of tree cutng/ trimming work being carried out as per

permission.
Providing Technical Assistance regarding plantaton of trees.

12 Physical assets 

(Statement of lands & 

Buildings and other

Assets)

As per separate sheet attached

13 Organization’s

structural Chart

As per separate sheet attached

14 Tel. Nos. & Office 

tmings

Telephone no9 22607000 Extn9 7042

Office timings9 8.00 a.m. to 12.00 noon and 2.30 p.m. to  5.30 p.m.

(Monday to iriday) & 8.00 a.m. to 11.30 a.m. (Saturday) Visitng 

Hours9 03.00 p.m. to 05.00 p.m. (Monday to iriday)

15 Weekly Holidays Sundays and Public Holidays



NAME OF ACTIVITY         - Permission for various functions on play grounds as per Policy

Related Provisions            -

Name of the Acts/Acts      - MRTP secton 37A 

Govt. Resolutions              -

Circulars                            - SG/MGC/152 dated 19-3-2013 & SG/MGC/152/A dated 21-8-2013

Office Orders                     - SG/OD/933 dated 18-3-2013 (Rate schedule)

Sr.
No.

Activity Steps involved Time limit

Authority role and
responsibility of the
employee/ officer in

connection with
each activity

Remark

1 Permissio 

n for 

various 

functons 

on play 

grounds as

per Policy

1. After receipt of applicaton, 

giving forwarding letter to 

applicant to get NOC of 

concerned police staton

2. Preparing letter including total 

charges as per Rate schedule for 

approval of Asstt. Commissioner

3.Approval or rejecton of 

permission

4. Preparing Challan for acceptng of 

deposit & rent forwarding to In- 

charge, CiC

5.Preparing Permission letter

After 

applicant 

approaches 

office.

After receipt 

of NOC of 

concerned 

police staton

2 days

2 days

After payment

of total 

charges by the

applicant

Hort. Asstt.

Hort. Asstt.

Assistant 

Commissioner 

Hort. Asstt.

Hort. Asstt.



The Procedure followed in the decision-making process, including channels of supervision and

accountability in the ofice of Jr. Tree Offcer/Hort. Asst

NAME Oi ACTIVITY         -   Acton against illegal tree cuttng.

Related Provisions            -  Secton 8 read with secton 21 of The Maharashtra (Urban Areas) 

Protecton & Preservation of Trees Act, 1975 (As modified upto 3rd November 2006)

Name of the Acts/Acts      -  The  Maharashtra  (Urban  Areas)  Protection  &  Preservaton  of

Trees Act, 1975 (As modified upto 3rd November 2006) Rules

Govt. Resolutions              -

Circulars                            - Office

Orders                     -
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Sr.
No.

Activity Steps involved Time limit Authority role and
responsibility of the
employee/officer in

connection with
each activity.

(mention
designation)

Remark

1 Action 

against

illegal 

tree 

cutting.

1. Detection of illegal tree cutting 

during usual round of inspection or 

on receipt of complaint from citizens.

2. Taking photographs of illegal tree

cutting.

3. Preparation of inspection report of

illegal tree cutting & submitting the 

same to Asstt. Commissioner (Tree 

Officer) for information & further 

action.

4. Sending letter to the local police

station for registering the complaint.

-

Within

24 hrs.

Within

24 hrs.

Within 2

days

Designation : 

Jr. Tree Officer



   NAME Oi ACTIVITY         -  Tree trimming permission.

Related Provisions           -  Secton  8  of  The  Maharashtra  (Urban  Areas)  Protecton  & 

Preservaton of Trees Act, 1975 (As modified upto 3rd November 2006)

Name of the Acts/Acts      -  The  Maharashtra  (Urban  Areas)  Protection  &  Preservaton  of

Trees Act, 1975 (As modified upto 3rd November 2006) Rules

Govt. Resolutions              -

Circulars                            - 0041/33/2013-JTMC-DMU dated 17-6-2013

Office Orders                     -

Sr.
No. Activity Steps involved Time limit

Authority role and
responsibility of

the
employee/officer

in connection with
each activity

(mention
designation)

Remark

1 Tree 

trimming 

permission

1. Inspection of site on 

receipt of complaint from 

citzens.

2.Preparaton of inspecton report.

3.Approval or rejecton 

of the permission.

4.Issuance of permission letter

Within

7 days.

2 days

2 days

2 days

Jr. Tree Officer

Jr. Tree Officer

Tree Officer

Tree Officer



NAME Oi ACTIVITY         - Permission for removal of dead/dangerous trees.

Related Provisions            -  Secton  8  of  The  Maharashtra  (Urban  Areas)  Protecton  & 
Preservaton of Trees Act, 1975 (As modified upto 3rd November 2006)
Name of the Acts/Acts      -  The  Maharashtra  (Urban  Areas)  Protection  &  Preservaton  of

Trees Act, 1975 (As modified upto 3rd November 2006) Rules

Govt. Resolutions              -

Circulars                            - 0041/33/2013-JTMC-DMU dated 17-6-2013

19





Sr.
No. Activity

Steps involved Time limit

Authority role and
responsibility of the
employee/officer in

connecton with
each actvity

Remark

1 Permission for
removal of 
dead/dangero
us trees.

1. Inspection of site on 

receipt of complaint 

from citzens.

2.Preparaton of 

inspecton report.

3.Approval or 

rejecton of the 

permission.

4.Issuance of permission 
letter

Within 7 

days.

2 days

2 days

2 days

Jr. Tree Officer 

Jr. Tree Officer

A.S.G. (Z-I) 

A.S.G. (Z-I)
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Secton 4 (1) (b) (iv)

Norms set for discharge of its functons in the office of

Horticulture Assistant & Jr. Tree Officer

Organizational targets (Annual)

Sr.

No.

Designaton Actvity iinancial Targets in

Rs.

Time Limit Remarks

1 Hortculture

Assistant

Nil There are no financial 

targets set for this

department.

Nil

2. Jr. Tree Officer Nil There are no financial 

targets set for this

department.

Nil



S  ec      tion 4(1)  (  b  )  (  v  )  

The rules/ regulation related with functons in the office of Assistant Supdt of Gardens ‘D’  
ward.

Sr. 
No.

Subject
G.R./Circular/Office order.

Rule no. notifcation etc. date. Remarks if any

1. RG/ PG guidelines -for

issuing permissions

 SG/MGC/152 dt. 19/03/2013

 SG/MGC/152/A dt. 21/08/2013
 SG/OD/933 dated 18-3-2013 

(Rate schedule)

2. Cuttng and transplantng of
trees as per secton 8 of 
The Maharashtra (Urban 
Areas) Protecton & 
Preservaton of Trees Act
1975.

 0041/33/2013- JTMC-DMU
dated 17/06/2013.

 SG/MC/2566 dated 13-3-2014
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Secton 4 (1) (b) (vi)

Statement of Categories of documents held in the office of

Horticulture Assistant  & Jr. Tree Officer 

Sr. 

No.
Subject

Type of

Document/ file or

register
Partculars

Periodicity of

Preservaton

1 Worksheet Register Inward, 

Outward 

papers

Details of Applicatons/ 

complaints/ other documents 

received by

department

1 Year

2 Maidan Booking

Register

Register Details of maidan

booking.

1 Year

3 RTI Register- ASG  Register Details of applicaton

received under R.T.I.Act

5 Years

4 Illegal  tree  cutting 

file

Box file Details of complaints received 

about illegal tree cutting, Notices 

issued,

police complaints etc.

Till court 
verdict

5 Trimming

permissions

Box file Copies of permissions

issued for tree trimming.

1 Year

6 TA permissions Box file Copies of permissions issued by 

Tree Authority for development

proposals

Permanent

7 Dead & Dangerous

Tree permissions

Box file o/c copies of proposals submi.ed 

for removal of D

& D trees & permissions

of TA for D&D trees

5 years

8 RG/PG permissions Box file Copies of permissions

issued for use of RG/PG.

5 Years



9 RTI- JTO Box file 10 Copies of RTI applications

& replies given pertaining to

JTO.

5 Years

10 Circular file iile - Various circulars about 
Gardens & trees

Permanent
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Secton 4 (1) (b) (vii)

Partculars of any arrangement that exists for consolaton with the members of public in

relation to the formulation of policy and implementaton in the office of

Horticulture Assistant & Jr. Tree Officer 

Sr. No. Consultation 

for

Details of

Mechanism

Under which

legislation /

rules / orders

/ GRs

Periodicity

1 Policy Details Ward Commi.ee Nil Once in a Month

Secton 4 (1) (b) (viii)

Statement of Boards, Councils, Commi.ees or Other bodies                                      

Sr. No. Name of the 
commii. e 
board / 
council / 
other bodies

Compositon of
commi.ee Board
council
other bodies

Purpose of the
commi.ee 
Board/ 
Council/ other
bodies

irequency of 
meetngs

Whether 
meetng open 
to public or 
not

Whether 
Minutes are 
available to 
public or not

Minutes 
available at.

1 Advance
Locality

Managemen
t (ALM)

Nil Nil Nil Nil Nil Nil



Secton 4 (1) (b) (ix)

Sr. 

No.

Designation Name of the

Offcers/

Employees

Cadre Date of

joining the

post

Contact Details ph/ fax/ email

1 Ass. Supdt of 
Gardens

Mr. Rhushikesh S.
Hendre

14.08.2013 asg01.gardens@mcgm.gov.in

2 Hortculture 
Assistant

Smt. Anjanee 
Kubade

31.10.2008 ha01d.garden@mcgm.gov.in

3 Jr. Tree OfcerMr. Milind 
Narode

 jto01d.garden@mcgm.gov.in

Secton 4 (1) (b) (xii)

Sr. 

No

Name and Address of Beneficiary Amount of Subsidy / Concession

Sanctoned

Nil Nil

Secton 4 (1) (b) (xiii)

Partculars of recipients of concessions, permits or authorizatons granted in the office of Hortculture ASG at
          

Sr. 

No

Name of the 

license

License 

no.

Issue 

d on

Valid up 

to

General

Conditons

Details of the 

license

1 Maidan booking 
permission

Nil

2 Trimming permission NIl

3 Dead dangerous tree 
cutng permission

Nil
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Secton 4 (1) (b) (xv)

Partculars of facilites available for citzen for obtaining informaton in the office of

Horticulture Assistant & Jr. Tree Officer 

Sr. 
No.

Type of

iacility

Timings Procedure Locaton Person In

Charge

1
Inspecton of 
Record

3.00 p.m. to 5.00 p.m on
(except holidays) with 
prior appointment onl

ior inspecton of 
records no fee for 
first hour will be 
charged, however 
fee of Rs.5/- for 
each 15 minutes or 
fracton thereof will 
be charged 
thereafer.

Ofce of 
Assistant 
Commissio
ner ‘D’ 
Ward,   
Jobanputra 
Compound, 
Nana Chowk,
Mumbai 400 
007.

Assistant Supdt of 
Gardens  ‘D’ Ward

2 Library and
Reading Room Not Available Not Available Not

Available
Not Available



Secton 4 (1) (b) (xvi)

Details of public informaton officers / APIO’s / appellate authority in the jurisdicton of

(Public authority) in the office of Jr. Tree Officer PIO

Sr. 

No.

Name of PIO Designation Jurisdiction

as PIO

under RTI

Address / 

Ph. No.

E mail id for

purpose of

RTI

Appellate

Authority

1 Mr. Rhushikesh 
Suresh Hendre

Ass. Supdt 
of Gardens

‘D’ Ward Ofce of

Assistant

Commissioner

‘D’ Ward,

Jobanputra

Compound, Nana

Chowk, Mumbai

400 007.

Ass.. 
Commissioner ‘D’ 
War



A  ppe      l  la  te         A  u      t  h  o      r  i  ty  

Sr. 

No.

Name of

Appellate

Authority

Designation Jurisdiction as

Appellate

authority

PIO 

Reporting

E mail id for 

purpose of RTI

1 Shri. Prashant 
Gaikwad

Assistant 
Commissioner ‘D’  
Ward

‘D’ Ward Ass. Supdt of 
Gardens

ac.d@mcgm.gov.in
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