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i. Particulars of organisation, its functions and duties
The Centre for Development of Glass Industry (CDGI), Firozabad is an MSME Technology Development Centre functioning under the Ministry of Micro, Small & Medium Enterprises, Government of India. CDGI was established to support the development, technological upgradation and competitiveness of the glass industry, particularly the MSME glass cluster of Firozabad and adjoining areas.
CDGI provides technical and developmental support to the glass industry through laboratory testing, technology development, training and skill development, consultancy, industrial services, pollution-control related services, combustion engineering, product and process development and other technical support activities.
Major facilities/activities include:
Chemical Laboratory for testing of glass and raw materials, including relevant chemical analysis and durability/alkalinity testing.
Physical Laboratory for physical and thermal properties and related testing of glass products.
Optical testing facilities, including transmission and related measurements.
Pilot glass melting and experimental facilities for glass composition/process development.
Pollution Control Division for ambient air quality monitoring and related industrial environmental services.
Combustion Engineering services including flue-gas analysis, combustion assessment and energy/low-NOx related technical support.
Pot Technology Development / Pot House activities and development support for glass melting pots.
Design, decoration and product-development support.
Training and skill-development programmes for glass manufacturing and MSME-related subjects.
Industrial consultancy, testing, technical advice and technology-development support.
CDGI also undertakes projects and collaborations with academic, research and industry institutions for technology development, skill development, design, testing and industrial problem solving.
The current organisational structure, contact details, annual reports and major activities may be provided through the official CDGI/Ministry website and this consolidated disclosure.
ii. Powers and duties of officers and employees
The powers and duties of officers and employees of CDGI are derived from the applicable Government of India/Ministry of MSME rules, delegation of powers, office orders, sanctioned work allocation, service rules, financial/procurement rules and the functions assigned to the Centre.
The Principal Director/Head of Office is responsible for overall administration, technical and financial supervision, implementation of Ministry directions, delivery of services, management of human resources, infrastructure, laboratories, training and industrial-service activities, and ensuring compliance with applicable rules.
Officers and employees are assigned duties according to their designation, functional area and office orders. Duties may cover Administration & HR, Finance & Accounts, Chemical Laboratory, Physical Laboratory, Training, Industrial Services, Pollution Control, Combustion Engineering, technical/project activities, procurement, stores, maintenance and other support functions.
All officers/employees are required to discharge assigned functions in accordance with applicable statutes, rules, regulations, Government instructions, delegated powers and approved procedures.
iii. Procedure followed in the decision-making process, including channels of supervision and accountability
CDGI functions within the administrative framework of the Ministry of MSME. The Principal Director/Head of Office is the head of the Centre. Day-to-day decisions are taken at the appropriate level under the applicable delegation of powers and are subject to financial, administrative, technical and procurement controls.
Major matters such as action plans, procurement, contracts, capital expenditure, major technical projects, financial commitments, staffing matters and proposals requiring Ministry/competent-authority approval are processed through the prescribed administrative channel.
Technical and service matters are processed by the concerned functional unit and submitted through the supervisory hierarchy to the competent authority. Financial matters are examined by the Finance/Accounts function wherever required. Procurement is carried out under applicable Government procurement rules, GFR, GeM procedures and approved delegation of powers.
Records of decisions are maintained through files, office orders, minutes, approvals, e-office/office records and other prescribed documentation.
For public grievances, the applicable Government grievance redressal mechanism, including CPGRAMS where applicable, is available.
iv. The norms set for discharge of functions
CDGI discharges its functions in accordance with Government of India and Ministry of MSME instructions, applicable financial and procurement rules, service rules, laboratory quality requirements, approved procedures/SOPs, training programme guidelines and statutory requirements.
For laboratory and industrial services, work is undertaken against defined test methods, standards, specifications, work instructions and quality-management procedures. Where NABL-accredited activities are involved, the applicable accreditation requirements and approved methods are followed.
Training programmes are conducted according to approved course structures, scheme guidelines, schedules and eligibility conditions. Industrial services and consultancy are undertaken against approved scope, terms and technical requirements.
The applicable Citizen Charter/service information, fee schedules, application procedures and service timelines should be kept available on the CDGI website/office notice board and updated whenever revised.
v. The rules, regulations, instructions, manuals and records held by CDGI or under its control or used by its employees for discharge of functions
CDGI follows the applicable Government of India/Ministry of MSME rules, regulations, instructions, manuals and standards. Important categories include:
Right to Information Act, 2005 and applicable RTI Rules/instructions.
General Financial Rules (GFR) and Government financial instructions.
Government e-Marketplace (GeM) rules/procedures and procurement instructions.
Delegation of Financial Powers and applicable Ministry/Department instructions.
Central Government service rules/instructions applicable to employees.
Central Civil Services/Conduct/Leave/TA/medical/pension and other service-related rules, as applicable to the establishment.
Reservation and recruitment/promotion instructions issued by Government of India, as applicable.
Central Vigilance Commission instructions and vigilance-related procedures, as applicable.
Government instructions on office procedure, records management and e-Office.
Lab quality-management documents, testing standards, approved methods and SOPs.
NABL-related quality documents and applicable ISO/IEC 17025 requirements for accredited laboratory activities.
Environmental, pollution-control and statutory requirements applicable to relevant CDGI activities.
Training/skill-development scheme guidelines and programme instructions.
Approved office orders, work allocation orders, delegation orders, circulars and Ministry directions.
Detailed internal manuals or records containing confidential, personal, commercial or security-sensitive information are not necessarily open to public inspection and shall be dealt with in accordance with the RTI Act and applicable rules.
vi. Statement of the categories of documents that are held by CDGI or under its control
	Category
	Examples of documents/records

	Administration & Establishment
	Office orders, establishment records, service books, attendance, leave, recruitment/promotion/transfer records, correspondence, RTI records, grievances and administrative files.

	Finance & Accounts
	Budget, expenditure, bills, receipts, grants, utilisation certificates, audit records, financial statements, procurement-related financial records.

	Procurement & Stores
	Indent, tender/GeM records, bids, comparative statements, purchase orders, contracts, stock registers, asset records, inspection and acceptance records.

	Technical & Laboratory
	Test requests, test reports, laboratory registers, methods, SOPs, calibration records, quality records, technical reports and project files.

	Training & Skill Development
	Course proposals, schedules, attendance, trainee records, assessment/certification records, scheme correspondence and programme reports.

	Industrial Services & Consultancy
	Service requests, quotations, work orders, technical reports, consultancy/project records and customer correspondence.

	Pollution Control & Combustion Engineering
	Monitoring/service records, analysis reports, field observations, technical reports and client correspondence.

	Projects & Infrastructure
	DPRs, action plans, estimates, approvals, project correspondence, construction records, asset/facility records and completion documents.

	Legal/Vigilance/Audit
	Legal correspondence, audit observations, replies, vigilance records and compliance documents, subject to applicable restrictions.


vii. Particulars of any arrangement that exists for consultation with members of the public in relation to formulation of policies or implementation thereof
CDGI is a technology-development and service organisation functioning under the Ministry of MSME. Its activities are primarily guided by Government/Ministry policy and by the technological and service requirements of the glass industry/MSMEs.
Industry interaction is undertaken through industry meetings, consultations, technical visits, service requests, training feedback, workshops, seminars, stakeholder interactions and project-specific consultations. Suggestions/feedback received from industry and service users may be considered while planning training, testing, consultancy, technology-development and other support activities.
Where a policy or programme requires consultation at Ministry/Government level, the prescribed Government mechanism is followed.
Members of the public may submit grievances/complaints through the applicable Government grievance mechanism and may seek information under the RTI Act.
viii. Statement of Boards, Councils, Committees and other bodies consisting of two or more persons constituted as part of or for the purpose of advice, and as to whether meetings are open to public or minutes accessible
CDGI may constitute internal committees/teams from time to time for specific administrative, procurement, technical, training, vigilance, safety, quality, complaints, inspection or project-related purposes under competent-authority orders.
The details of committees that are currently constituted, their composition, purpose and tenure shall be maintained through the relevant office orders. Meetings of internal committees are generally not open to the public unless specifically provided otherwise. Minutes are made available subject to applicable rules, confidentiality, personal information and other exemptions under the RTI Act.
	Committee/body – category
	Purpose / scope
	Public access

	Purchase/Procurement Committee(s)
	Evaluation/procurement activities as per order and delegation
	Not generally open; records subject to RTI Act

	Technical/Project Committee(s)
	Technical evaluation, project review and development activities
	As per constitution/order

	Training/Programme Committee(s)
	Planning/implementation/review of training programmes
	As per applicable scheme/order

	Internal administrative committees
	HR, welfare, complaints, safety, quality or other matters
	As per applicable order/rules

	Any other committee constituted by competent authority
	Specific purpose stated in constitution order
	As per applicable order/rules


ix. Directory of officers and employees
CDGI shall publish/update the directory of officers and employees, with designation and official contact details, to the extent required under Section 4 and subject to applicable privacy/security restrictions.
	Sl.
	Post/Designation
	Name
	Official contact / remarks

	1
	Principal Director / Head of Office
	To be updated from current office order
	Official office contact

	2
	Deputy Director / equivalent
	To be updated
	Official office contact

	3
	Technical / Laboratory officers
	As per current directory
	Official office contact

	4
	Administrative / Accounts officers
	As per current directory
	Official office contact

	5
	Other officers/employees
	As per current directory
	Official office contact


Note: The names, designations and contact particulars should be taken from the latest approved CDGI establishment/office directory immediately before publication so that the disclosure remains current.
x. Monthly remuneration of officers and employees, including the system of compensation
CDGI employees are governed by the applicable Government/Ministry of MSME service and pay rules/orders. Remuneration is based on the applicable Pay Matrix/Pay Level, basic pay and admissible allowances/benefits.
For a complete disclosure, the latest applicable pay levels and allowances should be linked to the relevant Government/Ministry orders. Individual salary details beyond what is required for proactive disclosure shall be handled in accordance with the RTI Act and applicable privacy provisions.
	Particular
	Disclosure

	Pay structure
	As per applicable Central Government/Ministry of MSME pay rules and sanctioned posts

	Allowances
	As admissible under applicable Government orders/rules

	Benefits
	As applicable to the category of employee and rules in force

	Contractual/outsourced personnel
	As per approved contract/agency terms and applicable procurement/contract documents


xi. Budget allocated to each agency, indicating the particulars of all plans, proposed expenditures and reports on disbursements made
CDGI receives/operates funds under the approved budget and grants from the Ministry of MSME and through its own receipts from technical, training and industrial services, as applicable. Budget and expenditure information is maintained in the financial records and annual reports.
For FY 2025-26, CDGI's approved/target figures included a cash-basis revenue target of approximately ₹525 lakh and expenditure target of approximately ₹400 lakh, with a target surplus of approximately ₹125 lakh; these figures should be reconciled with the final audited/approved accounts before publication.
The final Section 4 disclosure should provide the approved Budget Estimate, Revised Estimate (where applicable), actual expenditure and major plan/capital expenditure heads for the year concerned.
	Financial year
	Particular
	Amount / status

	2025-26
	Revenue target (cash basis)
	₹525 lakh – target; final actual to be updated

	2025-26
	Expenditure target
	₹400 lakh – target; final actual to be updated

	2025-26
	Surplus target
	₹125 lakh – target; final actual to be updated

	2025-26
	Capital / project expenditure
	To be updated from final accounts

	2025-26
	Grants-in-aid utilisation
	To be updated from final utilisation statement


xii. Manner of execution of subsidy programmes and details of beneficiaries of such programmes
CDGI does not generally operate as a direct subsidy-disbursing agency. However, CDGI implements/participates in Government-sponsored training and skill-development programmes and may facilitate benefits under applicable schemes such as ESDP, PMKVY, UPSDM, ODOP and other approved programmes.
Where a scheme involves reimbursement, sponsorship or financial support to trainees/institutions, the programme is implemented strictly according to the concerned scheme guidelines and competent-authority approvals. Beneficiary/trainee information shall be disclosed to the extent required by the scheme and Section 4, while protecting personal information where applicable.
Scheme-wise beneficiary and expenditure statements may be maintained as separate annexures/links where the volume of data makes inclusion in the main page impractical.
xiii. Particulars of recipients of concessions, permits or authorisations granted by CDGI
CDGI does not ordinarily grant statutory concessions, licences or permits to the general public. Any authorisation, concession, permission or facility granted in connection with a specific Government programme, service or institutional arrangement shall be disclosed where required and legally permissible.
For the relevant period: NIL / To be verified from records.
xiv. Details in respect of the information available to or held by CDGI in electronic form
Information available electronically includes, as applicable, organisational information, annual reports, RTI disclosures, office notices, training/course information, service information, tender/procurement notices, forms, reports, contact details and other public information.
CDGI should maintain a dedicated RTI/Section 4 page with links to all items of this consolidated disclosure. Documents may be provided in searchable PDF/accessible electronic format wherever practicable.
Electronic records maintained internally may include e-office files, laboratory databases/registers, financial records, procurement records, training databases and project files. Access to non-public electronic records remains subject to the RTI Act and applicable confidentiality/security requirements.
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
Information relating to CDGI, its functions, services, training activities and RTI disclosures should be made available through the official website and the CDGI office during working hours.
RTI applicants may submit applications to the designated CPIO in the manner prescribed under the RTI Act/Rules. Requests for inspection of records, where permissible, shall be dealt with under the applicable RTI provisions and record availability.
CDGI does not maintain a separate public library/reading room unless specifically notified. Public access to laboratories, technical facilities and records is regulated according to the nature of the service and applicable safety/security procedures.
	Facility
	Availability / procedure

	Official website
	Public access to disclosed information and downloadable documents

	RTI facility
	Application to CPIO; first appeal to FAA as per RTI Act

	Office correspondence
	During notified office/working hours

	Record inspection
	Where permitted under RTI Act and applicable procedure

	Laboratory/technical service
	On application and payment of prescribed charges, where applicable

	Training information
	Through CDGI notices/website/programme announcements


xvi. Names, designations and other particulars of Public Information Officers
The latest authenticated CPIO/FAA office order shall be displayed on the CDGI website and notice board. The following fields are to be populated from the current order before final issue:
	Designation
	Name
	Address
	Telephone
	Email

	Central Public Information Officer (CPIO)
	To be updated from latest order
	CDGI, Firozabad, Uttar Pradesh
	To be updated
	To be updated

	First Appellate Authority (FAA)
	To be updated from latest order
	CDGI/competent administrative authority
	To be updated
	To be updated


Superseded CPIO/FAA orders should be archived appropriately and the active RTI page should clearly identify the current officers.
xvii. Such other information as may be prescribed and thereafter update these publications every year
CDGI shall review the Section 4(1)(b) disclosure at least annually and whenever there is a material change in organisation structure, functions, CPIO/FAA, rules, committees, budget, services or other disclosed information.
The date of the latest review/update should be displayed on the consolidated disclosure. Any information that is not applicable to CDGI should be expressly stated as 'Not Applicable' with a brief reason, rather than leaving the item blank.
The Centre shall also incorporate additional disclosure requirements issued by the Ministry of MSME, Central Information Commission, Department of Personnel & Training or other competent authority, as applicable.
xviii. Other Details
A. Procedure for seeking information under the RTI Act, 2005
Any citizen of India may seek information from CDGI under the Right to Information Act, 2005 by submitting an RTI application to the designated CPIO in the prescribed manner. The application shall be accompanied by the applicable RTI application fee, unless the applicant is exempt under the applicable rules.
The application may be submitted in writing or through an electronic mode where the facility is available. The CPIO shall process the request within the statutory period prescribed under the RTI Act. Where information is to be supplied on payment of additional fee, the applicant shall be informed in accordance with Section 7 of the Act.
The applicant may file a first appeal before the designated First Appellate Authority if required. Further appeal/complaint may be made before the Central Information Commission in accordance with the RTI Act.
B. RTI application fee and additional fee
RTI application fee and additional fee shall be charged strictly as per the RTI Rules applicable to CDGI/Ministry of MSME and Government of India instructions in force on the date of application. The exact current fee, accepted modes of payment and bank/electronic payment details should be reproduced from the latest Ministry/office RTI order before publication.
	Information/service
	Applicable charge

	RTI application fee
	As prescribed under applicable RTI Rules – verify current rate

	Copies of records
	As prescribed under applicable RTI Rules – verify current rate

	Inspection of records
	As prescribed under applicable RTI Rules – verify current rate

	Samples/models
	Actual cost, where applicable and prescribed

	Postal/electronic supply
	As prescribed under applicable RTI Rules

	BPL applicants
	Exemption as per applicable RTI Rules, subject to required proof


C. RTI statistics – self-appraisal table
	Year
	RTI applications received
	Disposed
	Pending
	First appeals received
	First appeals disposed
	Remarks

	2024-25
	To be filled
	To be filled
	To be filled
	To be filled
	To be filled
	From RTI register

	2025-26
	To be filled
	To be filled
	To be filled
	To be filled
	To be filled
	From RTI register


The figures shall be reconciled with the RTI register, CPIO records and first-appeal register before final submission.
D. CAG / Audit paragraphs and Action Taken Reports
Details of CAG audit observations, internal audit observations, action taken reports and their settlement status, wherever applicable, shall be disclosed/linked subject to applicable instructions.
For CDGI, internal audit observations and replies are maintained as official records. The latest status of pending/settled audit paras should be updated from the competent authority's records before publication.
	Audit / inspection
	Period / reference
	No. of paras
	Status / Action Taken

	Internal Audit Wing / CCA Office
	Records available with CDGI
	To be updated
	Latest settlement status to be updated

	CAG audit
	To be verified
	To be verified
	To be updated if applicable

	Other statutory/technical audit
	To be verified
	To be verified
	To be updated if applicable


E. Citizen grievance / public feedback
Citizens and service users may submit grievances through the applicable Government grievance redressal mechanism and through the designated CDGI channels. Complaints relating to specific laboratory/service transactions may also be submitted to the Centre for appropriate action.
F. Important public-facing information
	Information
	CDGI disclosure / action

	Organisation profile
	To be available in this disclosure and on official website

	Annual reports
	To be linked/uploaded where available

	Training programmes
	Course details, schedules, eligibility and contact information

	Laboratory services
	Scope, test facilities, application procedure and charges as applicable

	Industrial services
	Service scope, contact and application/quotation procedure

	Tenders/procurement
	As required through GeM/other prescribed procurement platform

	RTI
	Dedicated RTI/Section 4 page with CPIO/FAA details

	Public notices
	Updated on website/notice board as applicable


Annexure-I: Organisational Structure of CDGI
Ministry of Micro, Small & Medium Enterprises, Government of India
↓
Technology Development Centre / CDGI, Firozabad
↓
Principal Director / Head of Office
↓
	Functional area
	Major responsibilities / activities

	Administration & HR
	Establishment, personnel, office administration, records, RTI, coordination and general administration

	Finance & Accounts
	Budget, accounts, grants, expenditure, receipts, audit and financial compliance

	Chemical Laboratory
	Chemical analysis, glass/raw material testing and related laboratory services

	Physical Laboratory
	Physical/thermal properties, durability and related testing

	Training & Skill Development
	Short-term training, NSQF/skill programmes, sponsored schemes and industry-oriented training

	Industrial Services / Consultancy
	Technical services, consultancy, technology support and industry problem solving

	Pollution Control
	Ambient air quality monitoring and related environmental services

	Combustion Engineering
	Flue-gas analysis, combustion assessment, energy efficiency and related services

	Technology / Project Development
	Pilot melting, product/process development, project implementation and collaborations

	Pot House / Design & Decoration
	Pot development, product development, design and decoration support


Annexure-II: Major policies, rules and manuals to be referenced
	Sl.
	Document / framework
	Applicability

	1
	RTI Act, 2005 and applicable RTI Rules
	RTI and proactive disclosure

	2
	GFR and Government financial instructions
	Finance/procurement

	3
	GeM procurement procedures
	Procurement through GeM

	4
	Delegation of powers / Ministry orders
	Administrative and financial approvals

	5
	Applicable service rules/instructions
	Personnel / HR

	6
	CVC instructions, where applicable
	Vigilance / procurement

	7
	NABL/ISO/approved laboratory requirements
	Accredited laboratory activities

	8
	Environmental/statutory requirements
	Pollution-control and technical activities

	9
	Training scheme guidelines
	Sponsored / skill-development programs

	10
	Office procedure/records management instructions
	Administration and records


Annexure-III: Website compliance checklist for Section 4
	Item
	Website action
	Status

	1
	Dedicated RTI / Section 4 page
	To be verified

	2
	Consolidated single PDF of this disclosure
	To be uploaded

	3
	Date of last update clearly displayed
	To be updated

	4
	CPIO/FAA latest order
	To be uploaded

	5
	Organisation chart
	To be uploaded

	6
	Officer/employee directory
	To be updated

	7
	Budget/expenditure information
	To be updated

	8
	Committees and constitution orders
	To be updated

	9
	Rules/manuals/instructions list
	To be uploaded

	10
	RTI statistics
	To be updated

	11
	Annual report / performance information
	To be uploaded

	12
	CAG/audit/ATR information, where applicable
	To be updated

	13
	Citizen Charter/service information
	To be updated

	14
	Public notices/forms/contact details
	To be updated


Annexure-IV: Internal Self-Appraisal Certification
The above consolidated disclosure has been prepared for CDGI Firozabad with the objective of placing the information required under Section 4(1)(b) of the RTI Act, 2005 in one accessible document. Before final publication, all names, contact details, financial figures, RTI statistics, committee composition, CPIO/FAA details and current office orders shall be verified against the latest official records.
It is further certified that items stated as 'Not Applicable' or 'To be verified' shall be reviewed by the concerned section and appropriately finalised before submission/publication.
	Prepared by
	Checked by
	Approved by

	Name: __________________
Designation: ______________
Date: __________
	Name: __________________
Designation: ______________
Date: __________
	Principal Director / Head of Office
CDGI, Firozabad
Date: __________
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