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MANUAL  - 1  
 

THE  PARTICULARS  OF  ITS  ORGANISATION, FUNCTION  AND 
DUTIES. :- 
 
 The Secretary Ports and Lighthouses is Head of Department in U.T. Daman and 

Diu, which controls Two Offices, one at Daman and one at Diu. The Collector, Diu 

exercises all the powers vested as Head of Department under Schedule V and VI of GRF 

for implementation the Plan and Non Plan Expenditure at Diu. The Mamalatdar, Diu is 

Head of Office for drawing and Disbursing officer for Port Office, Diu. The H.O. of Port 

Office, Diu is the Public Information Officer under Clause 5(1) of the RTI Act, 2005. The 

Port Officer is the Sectional Head of Port Office working under above officers for 

providing infrastructure facilities for berthing, landing of different Vessels, Navigation 

Facilities for boosting of Fishery and TOURISM in District within Port vicinity. 

 At Diu District Group of Ports, following Port Centres have  been notified as 

Minor Port vide different Govt. Notifications under Section 4 of Indian Port Act, 1908 and 

the Port Officer has to discharge his duty for improvement, development, conservancy, 

navigational and enforcement for any illegally activity, issue of License and permission to 

the Fishing and Tourists Vessels for regulating of Traffic within the Port and deploy of 

Port staffs for the Port Centers mentioned as below (Which are attached herewith):-. 

 
1. Diu-Ghoghla.:- ( Declared vide Govt. Notification I&L/V/118/67/2891 dated  

                        29-11- 1967 under Section 4 of Indian Port Act, 1908) 
2. Vanakbara. :-  (Declared vide Govt. Notification 1/59/82-ILD dated 27-7-1984  

                       under Section 4 of Indian Port Act, 1908 in Diu District) 
3. Simbor.  :-  (Declared vide Govt. Notification 1-476-72-IPD dated 16-01-1972  

                   under Section 4 of Indian Port Act, 1908 in Diu District) 
4. Malala.  :- (Declared vide Govt. Notification MD/PO-DIU/M(P)/1692 dated           

                   10- 01-1997 under Section 4 of Indian Port Act, 1908 in Diu    
                    District) 
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ORGANIZATIONAL  CHART  

 
 

 SECRETARY (PORTS & LIGHTHOUSES) 
 
 

 COLLECTOR, DIU 
 

 
 MAMLATDAR, DIU (HEAD OF OFFICE OF PORT OFFICE) 

 
 

 PORT  OFFICER, DIU 
 
 

1. ASST. PORT OFFICER, 2. SR. LIGHTHOUSE KEEPER,  
3. LIGHTHOUSE KEEPER, 4. SAILORS,  

5. TICKET COLLECTORS, 6. LDC, 7. PEON. 
 

 
 

POSTAL  ADDRESS:- 
 
OFFICE OF THE PORT OFFICER 
BUNDER  CHOWK 
DIU 
PIN CODE: 362 520. 
 
PHONE NO. : (02875) 252263 (O) & 271004 ( R) 
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WORKING  HOURS ;  
 
MONDAY TO FRIDAY :  
9:30 A.M.  TO  1;30 P.M. 
1:30 P.M.  TO  2:00 P.M.  LUNCH BREAK 
2:00 P.M.  TO  6:00 P.M. 
 
 

FUNCTION  OF  THE  PORT DEPARTMENT :-  
 

I)  Improvement, development and Conservancy of port and its centers 
II)  To provide proper Navigational facilities to the vessels including 

construction of Jetties. 
III)  Maintenance, Operation and vigilance over Navigation Light 

Houses and Storm Cyclone awareness in Group of Ports and War 
watching Exercises. 

IV)  To create sufficient infrastructure facilities for Landing and 
Berthing and ON HARD of the  Vessels and to give impetus to 
Coastal Shipping by assessing the feasibility of Development of 
Minor Port. 

V) Enforcement for removal of obstruction and stones, sand, rock 
within port vicinity. 

VI)  To provide port facilities to promote Tourism for ferry service and 
water sports activities along the coast line. 

VII)  To regulate and proper maintenance of port land, limit declared 
vide Govt. Notifications including all wharves, docks for 
conveyance of traffic and safety of vessels etc. 

VIII)  Inward and outward of the Vessels operating at the Port. 
IX)  Issue of License under Rule 15 of Goa, Daman and Diu Port Rules, 

1983 read with Indian Port Act, 1908 for regulating of Port Traffic 
under Rule 13,27, etc. 

X) To attract private sector investors on BOOT bases for create 
landing and other facilities by investing their own investment. 
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MANUAL – 2  
 
THE  POWER  AND  DUTIES  OF  ITS  OFFICERS  AND  
EMPLOYEES :- 
 
1. Secretary (ports & Lighthouses) / Head of Department :  
 The Collector, Daman is the Secretary as well as Head of Department 
for Port Office, Diu and Daman. The Secretary has the Power to accord 
Administrative and Expenditure Sanction for the Plan and Non Plan Schemes 
and Projects. All Polocies matter related to the Department, he exercise all 
the Powers related as Head of Department for Port Ofice daman and Diu. 
 

2. The Collector, Diu :- 
 The Collector, Diu exercises all the Power vested as Head of 
Department for implementation of Plan Schemes as well as Non Plan 
Expenditure for Port Department, Diu under Schedule V and VI of the DFP 
Rules, 1978. 
 

3.  The Mamlatdar and Head of Office of Port Office, Diu. :- 
 The Mamlatdar, Diu is declared as Head of Office / DDO for the Port 
Department, Diu. The implementation of all Plan and Non Plan Schemes and 
Projects pertaining to Port Department, Diu and Development are being 
submitted to the Higher Authority through the Head of Office, Diu.  He is 
also vested Power for Sanctioning of Earned Leave and Casual Leave for the 
Staffs of the Port Department, Diu. 
 

4. The Port Officer, Diu.  :- 
 He assists to Head of Office of Port Department for implementation of 
all Plan and Non Plan Schemes, Projects., As sectional Head of Port Office, 
various Correspondences of Port Department, Diu within the Daman and Diu 
Administration and also GOI, Ministry of Shipping, etc. 
 The Port Officer is the Conservator Authority declared under Section 7 
of the Indian Port Act, 1908 and also Statutory Authority  under Rule 2(i) (j) 
of Goa, Daman and Diu Port Rules 1983 to discharge duties as per power 
empowered therein. Which are furnished as under:- 
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1.  Licensing of the Crafts:-  Under Rule 15 of Goa, Daman & Diu, 1983, No  
     craft shall ply  unless it holds a license issued by the Port Authority and  
     also regulating of Tourist, water sports Crafts etc. The concerned  
     applicant has to apply in form-I, as prescribed under the Rules, and issue  
     License in Form-II which is enclosed herewith. 
2. Issue of Port Clearance :- No any kind of vessel enter or leave within the  
    Port without Port clearance issued by the Port Authority as required  Under     
    Rule 12 and 13 of Goa, Daman & Diu, 1983.  
3. Issue of Port Employment License:-  No person shall be on board  of any  
    kind of craft ( specially for passenger vessels, water sports, tugs, etc.)  
    unless he is in possession of a Port Employment License issued by the Port  
    Authority under Rule 62 & 63 of Goa, Daman &  Diu Port Rules, 1983. 
4. Regulating  movement of the craft:-  No person Incharge of the craft shall  
    anchorage or mooring without direction by the Port Authority and shall  
    also without reasonable excuse obstruct or hinder any craft working in the  
    Port or obstruct the free   navigation   of   the  Port  or  the  approaches to  
    wharves or jetties or any landing place, under Rule-13,  27 of Goa,  
    Daman  & Diu Port Rules, 1983. Accordingly, proposals  to be submitted  
    for   Construction   of     Jetties,    development   works   like-  Dredging,  
    Modernizations of Lighthouses, etc. 
5. Regulating Port land:-  No any person shall erect or install any hut, larry 

and gulla or commercial purpose, Port land as  limit declared vide Govt. 
Notifications, without permission and paying fees to the Port Authority   
under Rule- 54 of Goa, Daman & Diu Port Rules, 1983 and Rule (D)( 5) of 
Daman & Diu  Amendment Port Rules, 1999. Permission for Film 
Shooting  and Photography with the Port Vicinity under Rule (D)(5) of 
Daman & Diu Amendment Port Rules, 1999. 

6. Conservation of Port:-  The Port Officer is the Conservator under Section 7 
of the Indian Port Act, 1908  and for the same for proper conservancy 
make enforcement for any illegality by any craft  and sand extraction 
within Port vicinity and other power and Duties  made therein from 
Section 8 to 32. 

7. Navigational Aids:-  There are three lighthouses in Diu and one 
Lighthouse & Leading Light at Vanakbara which gives signals to the 
different, kinds of vessels for navigation purpose. They requires proper 
maintenance, repairing and operation without any fault as per guidance of 
the MOST, GOI, Deptt. Of  Lighthouses & Lightships, Jamnagar. 

8. Cyclone :-  Diu is cyclone prone area and  hence for safety and awareness 
to the fishermen and owners of the vessels hoisting day and night storm 
signals as per message received from the Meteorological Deptt., 
Ahmedabad. 

9. War Watching Exercise:-  During the time of War, exercise is being taken 
out by the Port Authority as per message of  Naval Officer, Porbandar ( 
Gujarat ).  
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5. Assistant  Port  Officer / SR. Lighthouse Keeper :- 
 
 Vanakbara in Diu District Port of Group is busy with the Fishing and 
about 1200 Mechanozed wooden and FRP Vessels are operating regularly, 
which requires for regulating under guidance and supervision of the Port 
Officer, Diu. The Navigational Lights are also to be regulated, 
maintenance,etc.  Therefore, Ast. Port Oficer/ Sr. Lighthouse Keeper are 
being deputed at Vanakbara alongwith one D/W. The following duties are 
entrusted :- 
 

I)  Operation maintenance of Lighthouses at Vanakbara including leading 
lights without any fault and personally observation report once in a week and 
submitted to the Port Officer without any delay. 
II) Operation,, maintenance of all three lighthouses at Diu and ensure for the 
same. Report to be obtained from the Lighthouse Keeper fortnightly and 
overall weekly report after personal verification and inspection of all the 
lighthouses to be submitted to the Port Officer, Diu. Observation of  battery 
of all longhouses  of  Diu district  and report for the same on weekly. 
III)  Maintenance of Cyclone lights and day & night storm signals. Keep 
ready awareness message reports of cyclone for wide circulation among  the 
people.   
IV)  Observation of Tourism activity on Port Jetty, Opp. to veg. market at  
Diu and ensure that handcarts, ice crusher machine,  fishing vessels, etc. 
should not keep or berth on this Jetty and no any obstruction, dirtiness to the 
Tourists on the vicinity. 
V) Vessels movement and issue/ renewal of license to the fishing crafts at 
Vanakbara and Simbor. 
VI)  Inspection and vigilance of Ferry Boat operating between Vanakbara and 
Kotada(Guj) for her overloading and unfair charges. 
VII)  He has to ensure that without the permission no any additional huts of 
fish suppliers and new construction of boats at Vanakbara , same has to be  
inspected and  reported weekly to the Port Officer, Diu without any 
consequences. 
VIII)  Other works entrusted time to time by the Port Officer, Diu 
 

6. Lighthouse Keeper : 
I) Operation, maintenance of all lighthouses of Diu and ensure that all these 
lighthouses should function daily without any fault. Observation of batteries 
twice in a week of all lighthouses at Diu and report weekly to the Port 
Officer through the  Asst. Port Officer/Sr. Lighthouse Keeper. 
II) Submission of chalan daily with verification of receipts, tickets of ferry 
boat, lighthouse visit, etc. 
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III) Observation of Tourists visit on “ Cavaleiro “ Lighthouse at fort Diu  and 
ensure to issue tickets properly to the Tourists. 
IV) Cyclone day night storm signals should be in proper functional condition. 
Report proforma,  etc. to keep in readiness, required to circulate for 
awareness to the people. 
V) Wind direction, wind and rain gauge measurement instruments to be 
proper working condition and daily reading report for the same, specially 
during Monsoon. 
VI) Movement of fishing vessels of Diu, Ghoghla, Simbor and issue / 
renewal of  fishing licenses. The movement of Crafts, other than fishing 
vessels also to be observed. 
VII) He has to ensure that no any addition  huts at Diu and Ghoghla and new 
construction of boat without the permission, daily visit for the same and  
weekly report to be submitted to the Port Officer, even NIL report. 
VIII) Other works/ duties  entrusted time to time by the Port Officer, Diu. 
 
7.  Sailors and Ticket Collectors :- 
 

 The Port Department is having  own Ferry Motor Launch operating for 
inspection of Lighthouse namely “Fort – do Mar” situated in mid sea. She is 
also operating for visit by Tourists in Panikotha (Fort- do-Mar) charging fees 
as approved by the Administration. More-over, one Tourism Boat namely 
“Pride of Diu” is also operating, maintaining by Port Department with the 
Staffs of the Port Department . Three regular staffs of Sailor and Three 
Ticket Collectors are on board of the said Ferry Boats . The duties are 
entrusted as under : 
 

I) The Staff of Sailor and Ticket Collector shall be on aboard of Govt. 
Vessels i.e. “ DIU RAKSHAK” and “ PRIDE OF DIU” as weekly rotating 
duty specially at night time from 07.30 P.M. to 07.30 A.M. daily for safety 
and security of Vessels and will be fully responsible for the same.  
II) The staff remained on day time duty will ensure for operating of 02 nos. 
ferry boat i.e. Port ferry boat “DIU RAKSHAK “ and Tourism Ferry Boat 
“PRIDE OF DIU” as per need and availability of tourists for rides. 
III) Sailors will be fully responsible for operating of Ferry Boats during day 
time  in support of Ticket Collectors and other daily wages staffs. Sailors will 
not be any responsible/checking  of fare Tickets. 
IV) Shri Sakarlal L. Jethwa, and Ishwarlal, Ticket Collector, will be fully 
responsible for issue tickets to the tourists on aboard of ferry boat and 
collection of fee for the same. Shri Sakarlal, T.C.,  has also to ensure for visit 
at “Panikotha”  as  Special Trip.  
V) The Ticket Collectors have to prepare register for fuel, Tickets, etc. 
VI)  Other works/ duties  entrusted time to time by the Port Officer, Diu. 
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8.  Lower Division Clerk : 
 
I) Budgetary and Accounts matters. 
II) Establishment and Library. 
III) Maintaining of Dead Stock, Consumable Register and Cash Book. 
IV) Personal files and service book of all the staffs. 
V) She has to ensure for  preparing of Cash Book  and different receipt folio  
after verifying with chalans and  with different receipt books and submitted 
to the Port Officer for signing of H.O. every Fortnightly without fail. 
VI) Typing and Administratative , Establishment works entrusted by the Port 
Officer.  
VII) Other works entrusted time to time by the Port Officer. 
 

9. Peon :- 
 
I) Dispatching of letters and maintaining of  registers of Outward, Inward and 
Service Postage Stamp, etc. 
II) Bills, Cash Books, etc. for signing of Head of Office. 
III) Files for Accountant,  Head of Office and Collectorate, etc. 
IV) Other work entrusted time to time by the Port Officer. 
 
 

MANUAL -  3.  
 

THE PROCEDURE FOLLOWED IN THE DECISION 
MAKING PROCESS INCLUDING CHANNELS OF 
SUPERVISION AND ACCOUNTABILITY :- 
 
 The Proposal for any Policy matter or Development Works are 
initiated by the Port Officer, Diu and submitted to the Hon. Administrator 
through the Collector, Diu, Finanace Secretary, Secretary (Ports(, 
Development Commissioner for taking necessary Policy decisions. The 
matter related to the Establishment are submitted to the Hon. Administrator 
through the Head of Department,  Collector, Diu and Secretary (Ports). The 
Plan and Non Plan Expenditure of the Department are submitted to the 
Collector, Diu through the Accountant of TTI, Diu and Head of Office, 
Mamalatdar-Diu for sanction and approval, as the Collector, Diu is 
empowered as Head of Department under Schedule V & VI of DFP Rules, 
1978 for Diu District. 
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MANUAL  - 4  

 
THE NORMS SET BY IT FOR THE DISCHARGE OF ITS 
FUNCTION :- 
 
Already shown through Department’s  Citizen Charter. How-ever, following 
more are submitted: 
 

(1) The Collector, Daman, U.T. Administration of Daman and Diu is the 
Secretary (Ports & Lighthouses). 
(2) The Collector, Diu is Head of Department under Schedule V & VI of 
DFP Rules, 1978 for financial matter for Diu District. 
(3) The Mamlatdar, Diu is declared as Head of Office for Port Office, Diu for 
Financial matters, Establishment works of the Port Office, Diu. 
(4) The Accountant of TTI, Diu is for verifying of Financial Proposal of the 
Department. 
(5) The Port Officer, Diu deals with the Files/ Correspondences and also 
submitting proposals and projects of the Port and also issue / Renew of Port 
Craft Licenses of the Fishing Boats as well as other Craft operating at the 
Port. 
 

MANUAL  - 5  
 

THE RULES, REGULATIONS, INSTRUCTIONS, MANNUALS, AND  
RECORDS HELD BY IT OR UNDER ITS CONTROL OR USED BY 
ITS EMPLOYEES FOR DISCHARGING ITS FUNCTION:- 
 
 
ACT , RULES   AND  REGULATION :-  
 

1)  INDIAN PORT ACT, 1908 ( XV OF 1908 ) 
 

  The Port Officer is the Coservator of Ports under Section 7 and the 
Power and Duties empowered to the Conservator of Ports i.e. Port Officer, 
under Section 8 to18 and Rules for safety and conservation of ports from 
Section 19 to 32. 
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                     2)    GOA, DAMAN &  DIU PORT RULES, 1983 
                               AND 

DAMAN AND DIU AMENDMENT PORT RULES, 1999. 
 
 The Port Officer is the Statutory Authority under Rule (i) & (j) 
declared vide Notification No. PO/DMN/PR/F.100/98-99/108, dated: 10-07-
1998 for Regulating of Port Traffic, Port Land, Film Shooting within Port 
vicinity, enforce direction, sand extraction, etc. and  Navigational Facilities, 
Penalties and Port dues and other fees Levied at the rates specified in the 
schedule mentioned therein  ( Copy of Notification is attached herewith).  
 

INSTRUCTIONS :-  
 

(I)  Vide Letter No. 65/37-78-LND/ 2383, dated 14-9-1987, the 
collector, Diu with the approval of Eco Development Council to grant 
government land at Seashore, Diu and Ghoghla within port limit 
authorized the port Authority for allotment after recovery of fees 
prescribed under 21 of schedule of Goa, Daman & Diu Port Rules, 
1983, and terms and conditions mentioned therein 
 

(II) Vide letter No. 65-1-94-LND/4132, dated 4-10-1994 the 
Collector, Diu directed to Port Authority, Diu for allotting port limit 
Land at Vanakbara, Diu and Ghoghla under port rules in force during 
Fair Weather purely Temporary basis, as per Port  Rules inforce. 
 

(III) Vide Circular no. MD/PO-DIU/LND/21-93/05-06/487 dated 16-
05-2005, the Collector, Diu informed to all Govt., Non Govt, Semi 
Govt agencies not to take any activity, proposals  within the Limit of 
Port area declared vide various Govt. Notifications without 
Consulting the Port Authority, Diu.  
 

(IV) The Collector, Diu vide letter No.64-1-85-LND-3318, dated10-
12-1986 and letter No.36-93-97/ADM/1802, dated 3-8-1998 directed 
for watch for illegal extraction & theft of sand at the sea shore area 
under Section 30 of the Indian Port Act, 1908.  
 

(V)  Vide Notification No. MD/PO-DIU/ADM-VESSEL/25-PART-
10/2010-11/161, dated: 18-06-2010, Secretary (Ports) with the 
approval of the Hon. Administrator, DD & DNH, Daman declared  
for  occupying of  landing and Berthing  places for Fishing Vessels at 
Diu, Vanakabra and Ghoghla  under Rule -13 of Goa, Daman and Diu 
Port Ruyles, 1983 after paying necessary fees in Port Office, Diu as 
prescribed under Port Rules in force read with Indian Port Act, 1908. 
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(VI) As per Circular No. PO/DMN/REG/93/2012-13/287, dated; 18-
09-2013, Secretary (Ports) directed to obtain/ renew of Port Craft 
License to the Fishing Vessels  with observing of  sufficient nos. of 
Life Saving Appliances under Rule- 15 and 25. And the Officer of the 
Fisheries directed that before issue of Fishery License, Diesel Pass, 
Clearances, the Applicant should produce Port License/ No dues from 
the Port Authority alongwith the application.. 
 
The above copies are attached herewith.  
 

RECORDS :- 
 

a) Vessels Movement Register for inward in port and outward from 
the port. 

b) Register for Port Craft License for the Fishing Vessels. 
c) Register for issue of License to Water Sports and inland creek ferry 

Crafts. 
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A STATEMENT OF THE CATEGORIES OF DOCUMENTS THAT 
ARE HELD BY THE DEPARTMENT OR UNDER ITS CONTROL  :-  
 
 The Following documents / Registers / Files maintained by the Port 
Officer, LDC and other Employees are as under:- 
 
With Port Officer, Diu.  
 
1. Port Craft License 
2. Water Sports and Inland Motor Launch License Register. 
3. Vessels Inward / Outward Register. 
4. Plan and Non Plan Budget File. 
5. Security and Lead Intelligent file. 
6.Write off of Dead Stock Materials/ Equipments file. 
7. Navigational Lighthouses file for proposal, etc. 
8. Establishment and ACRs File. 
9. Tourism proposal and correspondences file. 
10. Daily Wages proposal file. 
11. Confidential file 
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With LDC  :-  
 
1. Personal Files and Service Books. 
2. Cash Book Register 
3. Pay Bill Register 
4. BCR and BTR Register 
5. Dead Stock Register 
6. TR- 5 
7.Fully Vouched Contingent 
8. Pay and Allowance  Register 
9. GFR -9 Register. 
10. Fund allotment and Expenditure Register 
11. Consumable Stock Register 
12. Casual Leave account Register 
13. Acquitance Register 
14. Daily Wages attendance Register. 
15. Account file. 
 
With Lighthouse Keeper :- 
 
1. File Movement Register 
2. Stamp Account Register 
3. Navigational  Lighthouses maintenance Register and record of the 
Reading, etc. 
4. Monthly/ Quarterly and yearly Report of  Import/Export, Casualty, etc. 
5. Receipt Books for recovery of dues from the Vessels, Land, etc. 
6.Ticket register of Lighthouse and Ferry Boat. 
7. File for 20 and 25 Point program 
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MANUAL -  7  
 
THE PARTICULARS OF ANY ARRANGEMENT THAT EXIST FOR 
CONSULTATION WITH OR REPRESENTATION BY THE 
MEMBER OF THE PUBLIC IN RELATION TO THE 
FORMULATION OF ITS POLICY OR ADMINISTRATION 
THEREOF :- 
 
 No particular arrangement available,. 
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A STATEMENT OF BOARDS, COUNCILS, COMMITTEEE AND 
OTHER BODIES CONSISTING OF TWO OR MORE PERSONS 
CONSTITUETED AS ITS PART OR FOR THE PURPOSE OF ITS 
ADVISE AND AS TO WHETHER MEETING OF THOSE BOARDS, 
COUNCILS, COMMITTEES AND OTHER BODIES ARE OPEN TO 
THE PUBLIC OR THE MINUTES OF SUCH MEETINGS ARE 
ACCESSIBLE FOR PUBLIC ;- 
 
 As per approval of Ministry of Shipping, Minor Port section, New 
Delhi,  vide letter No. PD-26017/1/2011-MSDC, Dated: 20th December, 
2012, the Administrator of daman and Diu is pleased to constitute the 
Maritime Advisory Committee consisting of following official and Non-
Official members for the Union Territory of Daman and Diu.:- 
 
1. Administrator of Daman and Diu    - Chairman 
2. Inspector General of Police/ Deputy Inspector General 
    Of Police, Daman and Diu     - Member 
3. D.I.G. Commanding Officer, Indian Coast Guard  
    Air Station, Daman       - Member 
4. Secretary (Ports), Daman and Diu    - Member 
Secretary 
5. Secretary (Fisheries), Daman and Diu   - Member 
6. Collector, Daman      - Member 
7.Collector, Diu       - Member 
8. Chief Engineer, PWD, Daman and Diu   - Member 
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9. Chief Nautical Officer, Gujarat Maritime Board  - Member 
10. Representative of Indian Navy    - Member 
11. Representative of Ministry of Shipping, Govt. of India- Member 
12. Representative of Daman Fisheries Society  - Member 
13. Representative of Diu Fisheries Society   - Member 
 

 The Committee shall provide advice on the following aspects: 
 

1. To give impetus to Coastal Shipping by assessing the feasibility of 
Development of Minor Ports of Daman and Diu. 

2. Provision of proper navigational facilities including construction of jetties, 
improvement of Lighthouses, etc. 

3.  Maximization of Coastal benefits and strategic advantage of Daman and 
Diu Ports. 

4. Improve Maritime Tourism 
5. Provision of service, property and infrastructure support that will promote 

private investment. 
6. Bring innovation and implement latest technology at Daman and Diu 

Ports. 
7. Ensure safety and security at all level of operation. 
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SR. NO. NAME & DESIGNATION OF OFFICERS 
AND ITS EMPLOYEES 

TELEPHONE   NO. 

01. Secretary (Ports) (0260) 2230698 
02. Collector, Diu (02875) 252111 
03. Mamlatdar and H. O., Port Office, Diu 252137 
04. Shri Premchand K. Solanki, 

Port Officer, Diu 
252263 

05.  Shri H. L. Baria, Asst. Port Officer 9426915626 
06. Shri B.R. Solanki, Lighthouse Keeper 9712634658 
07.  Shri R.B. Solanki, Sailor 9879262054 
08. Shri A.J. Sheikh, Sailor 9879827337 
09. Shri S. L. Jethwa, Ticket Collector 9228538846 
10. Shri Ishwar R. Raut, Ticket Collector 9726851903 
11.  Smt.Krishna K, Baria, Ticket Collector 9228610006 
12. Shri Niraj M. Chauhan, Peon 9737385243 
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THE MONTHLY REMUNARATION RECEIVED BY EACH OF ITS 
OFFICERS AND EMPLOYEES INCLUDING THE SYSTEM OF 
COMPENSATIONS AS PROVIDED ON ITS REGULATIONS :- 

(As on 30-04-2014) 
SR. 
NO. 

Name of Employees Designation Pay Scale Gross 
Salary 

01. Shri Premchand K. 
Solanki, 
 

Port Officer, 
Diu 

9300-34800 
(pb-2) 

Rs. 54,300/- 

02.  Shri H. L. Baria,  Asst. Port 
Officer 

5200-20200 
(PB-1) 

Rs. 34,905/- 

03. Shri B.R. Solanki,  Lighthouse 
Keeper 

-Do- Rs. 33,495/- 

04.  Shri R.B. Solanki,  Sailor -Do- Rs. 29,245/- 
05. Shri A.L. Sheikh,  Sailor -Do- Rs. 29,515/-

/- 
06. Shri Sakarlal L. Jethwa 

 
Ticket 
Collector 

-Do- Rs. 27,739/- 

07. Smt. Krishna K. Baria, 
 

Ticket 
Collector 

-Do- Rs. 24,215/- 

08. Shri Ishwarlal N. Raut, 
 

Ticket 
Collector 

-Do- Rs. 16,295/- 

09. Smt. Reny S. Pereira, 
 

LDC -Do- Rs. 26,200/- 

10. Shri Niranjan M. 
Chauham,  

Peon. -Do- Rs. 22,325/- 

 
 They are also entitled and may give for Travelling Allowance, Medical 
Reimbursement Allowance Leave Travel Cocession as per service Rules as 
and when they applied and proceed on tour and submit their claim for the 
same. 
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THE BUDGET ALLOCATED TO EACH OF ITS AGENCY, 
INDICATING THE PARTICULARS OF ALL PLANS, 
PROPOSED EXPENDITURE AND REPORTS ON 
DISBURSEMENT MADE :- 
Budget Allocation for the Financial Year 2014-15 are as under in detail :-
(Rupees in Thousands) 
 

Sr. 
No. 

Major Budget Head with sub-
heads 

Amount 
Sanction 
during the 
year 

Remarks 

01. 3051   Major Head – PLAN 
          Ports & Lighthouses 
    03   Lighthouses & LightShips 
  001  Direction & Administration 
    01   Ports & Lighthouses     
           Establishment. 
01.00.01  Salaries 
01.-00.13  Office Expenses 

 
 
 
 
 
 
NIL 
Rs. 1000 

The Mamlatdar, Diu is the 
Head of Office for Port 
Office. The power of 
expenditure empowered 
under DFP Rules, 1978 to 
H.O., accordingly, 
proposal submitted for 
approval, sanction, order, 
etc. by the Port Officer in 
the matter. 

 
 

Sr. 
No. 

Major Budget Head with sub-heads Amount 
Sanction 
during the 
year 

Remarks 

01. 3051   Major Head – NON-PLAN 
          Ports & Lighthouses 
    03   Lighthouses & LightShips 
  001  Direction & Administration 
    01   Ports & Lighthouses     
           Establishment. 
01.00.01  Salaries 
01.00.02  Wages 
01.00.06  Medical Travel Expenses 
01.00.11  Domestic Travel Expenses 
01.-00.13  Office Expenses 
01.00.50   Other Charges 

 
 
 
 
 
 
NIL 
Rs. 100 
Rs.    25 
Rs.    25 
Rs. 150 
Rs.   50 

The Mamlatdar, Diu is 
the Head of Office for 
Port Office. The power 
of expenditure 
empowered under DFP 
Rules, 1978 to H.O., 
accordingly, proposal 
submitted for approval, 
sanction, order, etc. by 
the Port Officer in the 
matter. 
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Sr. 
No. 

Major Budget Head with sub-heads Amount 
Sanction 
during the 
year 

Remarks 

01. 5051  - PLAN 
5051  - C.O. on Ports & Lighthouses 
    02  -  Minor Ports 
  200  -  Other Small Ports 
    04  -  Const. & Development of  
              Ports & Lighthouses, 
04.00.53  -  Major Works 
 

 
 
 
 
 
 
Rs.68800 
 

The works proposed by 
the Port Authority, 
accordingly, amount 
allotted in the disposal 
of the Executive 
Engineer, PWD, Diu. 
The Executive Engineer 
are making all the 
procedure of Estimates, 
Tendering, work order 
and disbursement of the 
payment, etc. 

 
 
 

MANUAL -  12  
 
THE MANNER OF EXECUTION OF SUBSIDY  PROGRAMMES 
INCLUDING THE AMOUNTS ALLOCATED AND THE DETAILS 
OF BENEFICIARIES OF SUCH PROGRAMMES  :- 
 
Not Applicable to this office. 
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PARTICULARS OF RECIPIENTS OF CONCESSIONS, PERMITS, 
OR AUTHORIZED GRANTED BY IT  :- 
 
Not Applicable to this Office. 
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MANUAL -  14  
 
DETAILS IN RESPECT OF THE INFORMATION 
AVAILABLE TO OR HELD IT REDUCED IN AN 
ELECTRONIC FORM  :- 
 
 The Port Department has informative web site with www.diu.gov.in. 
The duties, function, objectives, Schemes, Forms are displayed in the said 
web. 
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THE PARTICULARS OF FACILITIES AVAILABLE TO 
CITIZENS FOR OBTAINING INFORMATION INCLUDING 
THE WORKING HOURS OF A LIBRARY OR READING 
ROOM, IF MAITAINED FOR PUBLIC USE  :- 
 
 
 There is no Library or Reading room facilities available in Port Office, 
Diu. How-ever, the Port Office remains open from 9:30 to 1:30 and 14:00 to 
18:00 hrs and during the visit time from 12:00 to 1:30 hrs., the required 
information can be obtained from the Port Officer on any working days by 
the Public. 
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THE NAME AND DESIGNATION AND OTHER 
PARTICULARS OF THE PUBLIC INFORMATION 
OFFICER  :- 
 
 Shri D. R. Damania, Mamalatdar and Head of Office of Port 
Office, Diu is the Public Information Officer under Clause 5(1) of 
RTI Act, 2005 for Port Office, Diu. The details is as under :- 
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NAME   :- Shri D. R. Damania 
DESIGNATION :- Mamlatdra 
ADDRESS  :- Office of the Mamlatdar, 
       Old Court Road, 
       D I U – 362 520. 
       Telephone No. – (02875) 252137. 
 
 

MANUAL -  17  
 
 
SUCH OTHER INFORMATION AS MAY BE PRESCRIBED  
:- 
 
 All information  are already up-dated in official web site 
www.diu.gov.in, like- order, notifications, Citizen Charter, instructions, 
forms, etc. 
 

 
 
 
        (P. K. SOLANKI) 
            PORT OFFICER, DIU 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

ATTACHMENTS  :-  



 
MANUAL-1, ABOUT  NOTIFICATIONS IN RESPECT OF 
DECLARING OF MINOR PORTS IN DIU DISTRICT :-

  
 



 
 
 



 
 



 
 
 
 
 
 
 
 
 



 
MANUAL –V, ABOUT    INSTRUCTIONS :-  
 
 

 
 



 
 

 
 
 
 



 
 
 
 

 
 
 
 
 
 



 
 
 
 
 

 
 
 
 
 
 
 
 
 



 
 
 

 
 
 
 
 
 



 



 
 



 
 
 
 
 
 
 
 
 
 



 
FORMS:-  
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