DISTRICT ELECTION OFFICE, KEONJHAR
Manual – 1
Particulars of Organisation, functions and duties

{Section 4(1)(b)(i)}

	             01


	Aims and objectives of the organization.

 
	The District election office  is functioning  for supervising and monitoring  the works of Election to the Lok Sabha & Orissa Legislative Assembly (OLA), Safe custodian of EVMs, Revision of  Electoral roll ,Issue of Electors Photo Identity  Card etc. Disposal of applications  under  RTI, Act-2005.

	02
	Mission/Vision.


	To look after for proper administration for successful achievements of objectives. 

	03


	Brief history and background for its 

Establishment.
	The office  is functioning  under  Home(Election)Department .

	04


	Organisation Charts.


	District Election Officer,Deputy Collector,  Election, Ministerial staffs,P eons and Watchman.

	05


	Allocation of business.


	To monitor proper function of Sub-Divisional administration on the  Election related  matte besides doing District level work.

	06


	Duties to be performed to achieve the 

Mission.
	Work assigned as per various programmes as per the schedule for conduct of election to Lok Sabha & OLA, Revision of electoral roll and other works. 

	07
	Details of services rendered
	Conduct of Election  to  Lok Sabha & OLA,Revision of Electoral  Roll  & other works.

	08
	Citizen’s interaction.
	As per  various  programme.

	09


	Postal address of the main office, 

Attached/subordinate office/field units 

etc.
	District Election office, Keonjhar ,At/Po-Dist. Keonjhar.

	10


	Map of office location.
	Functioning  in a separate  building inside s the Collectorate  campus, Keonjhar. 

	11
	Working hours both for office and public.


	10.00 Am. To 5.00 Pm. 

	12


	Public interaction, if any.
	As per  the specified programme.

	13
	Grievance redress mechanism
	One Dealing Asst. is kept in charge for redressal of the grievance petitions received  from various quarters. The grievance petitions received from different Grievance Cell are being sents to Sub-Collector/BDO/Tahasildar for proper enquiry and for  redressal of the  grievance.



Manual – 2

Powers and duties of Officers and employees

{Section 4(1)(b)(ii)}

Powers and duties of Officers and staff.

	Sl.

No.
	Designation 

of post.
	Powers
	Duties 

Attached.

	
	
	Administrative
	Financial
	Statutory
	Others
	

	01.
	Smt.Debjani Chakrabarti , IAS  
Collector & District Election Officer, Keonjhar
	Control and  supervision of Election work in the  district.
	Lies with the District Election officer, Deputy Collector, Election is drawing &disbursing officer. 
	Discharge the power of the district Election Officer.
	
	

	02.
	Sri Mukutmani Xess, OAS(I)JB, Deputy Collector, Election & PIO
	Over all work of  the Office as per instruction of CEO & DEO
	DDO of the Office
	As per delegation made by DEO
	
	Over all duties related to the District Election  Office

	03.
	Sri Rabin Kumar Sahoo ,Head Clerk & APIO
	
	
	
	
	Supervision& Monitoring of office work, EVMs,RTI,Bill 

	04.
	Dillip Kumar Patnayak Sr.Clerk.
	
	
	
	
	Dealing with Cash, Budget, stationary, tock & Store of election materials. Dealing with issue /dispatch  of letter, Establishment  matter correspondence on various election programmes

	05.
	  Rabindra Kumar Naik,,Peon.
	
	
	
	
	To carry files from seat to seat ,assist the staff and officer in office work. Watch the office & godown


Note: Substantive powers and duties for each position may be defined.
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Procedure followed in decision making process

{Section 4(1)(b)(iii)}`

	Sl.No.
	Activity
	Level of action
	Time frame

	01.
	Receipt of application/Letters.
	Diary Clerk
	Same day

	02.
	Perusal of Daks.
	Deputy Collector  Election.
	Same day.

	03.
	Marking of  Daks.
	Head Clerk.
	Same day.

	04.
	Dairy & Delivery 
	Diary Clerk
	Same day.

	05.
	Entering  of the letter in the log book & putup in the file
	D.A. Concerned 
	3 days

	06.
	File endorse to Deputy Collector, Election.
	Head clerk.
	1 days.

	07.
	Approved  or rejected 
	Deputy Collector, Election.
	Same day or 1 day

	08.
	If approved, return for dispatch.
	Despatch Clerk.
	Same day.
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Norms set for the discharge of functions

{Section 4(1)(b)(iv)}

Details of norms and standard set out can be given in respect of various activities. Some of the norms are indicated below as an illustration.

Illustration.

	Sl.No.
	Activity
	Time frame/Norm
	Remarks.

	01.
	Diary of letter
	3mnt per letter.
	Registered Dak including in messenger.

	02.
	Despatch of letter
	5minutes per letter.
	

	03.
	Typing of fair copy.
	30 pages per day
	

	04.
	Put up  of letter.
	Within 3 days in ordinary cases In urgent it is within 24  hours.
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Rules, regulations, instructions, manuals and records for is charging functions 

{Section 4 (1) (b) (v)}

Prepare a list of rules, regulations, instruction, manuals and records for discharging functions available with the public authority for the smooth discharge of its functions.

List of regulations, instructions, manuals and records. 

	Sl.

No.
	Name of the act, rules, regulations etc.
	Brief gist of the contents
	Reference No if any
	Price in case of priced publications.

	01
	The  representation of the people Act. 1950 
	Delimitation of constituency, Electoral Roll  preparation  &  revision .Allocation of seats.
	--
	--

	02.
	The  representation of the people Act. 1951
	Conduct of Election.
	--
	--

	03.
	The  representation of the people Act. 1960
	Act & Rules  relating  to registration  of Electors including Revision of Electoral Roll.
	--
	--

	04.
	Conduct of Election Rules 1961
	Rules relating to conduct of general election of Lok Sabha & Legislative  Assembly.
	--
	--

	5
	RTI Act,2005
	Disposal of Applications and suomotu declaration
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A statement of the categories of documents that are held by it for under its control.

{Section 4 (1) (b) (vi)}

Details of the records available may be made in a statement form, wing wise, unit wise, branch wise and it may be got tabulated, indexed and catalogued.(An illustrative list is given below)

A statement of the categories of documents held.

	Sl.

No.
	Nature of Record
	Details of information available
	Unit/Section where available
	Retention period where available.

	01.
	Correspondence on Election matter Assembly Constituency Keonjhar,Champua,Anandapur,

Bhasipura(Ramachandrapur),Telkoi,Patna.
	Rules,Regulation & Govt.Correspondence 
	D.A. of Election Section.
	12 years.
	

	02.
	List  of elected  members of  Assembly, Constituency wise.
	List available
	D.a. of  election Section.
	Permanent 

	03.
	Correspondence on Revision & Other works.
	Rules Regulation & Govt. Correspondence
	D.A. of Election Section.
	12 years.


Manual – 9

Directory of Officers and employees.

{Section 4 (1) (b) (ix)}

Directory.

	Sl.No.
	Name and designation
	Office Phone No.
	E-Mail address.

	01.
	Sri Mukutmani Xess(O.A.S) Officer-In-Charge Election.
	06766-255498(O)

9437088783

          
	deokeonjhar@gmail.com

	02.
	Sri Rabin Kumar Sahu
Head clerk.
	9692261419
	deokeonjhar@gmail.com

	03.
	Sri Dillip Kumar Patnayak
Senior Clerk.
	9438158841
	

	04.
	 VACANT .

Junior Clerk.
	06766-254904(R)
	

	05.
	  Rabindra Kumar Naik,Peon.
	--
	

	06.
	 VACANT . Chukidar.
	--
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The monthly remuneration received by each of the Officers and employees, including the system of compensation as provided in the regulations.

               {Section 4 (1) (b) (x)}

	Sl.

No.
	Name and Designation
	Pay scale in Rs
	Monthly remuneration.

	01
	Sri Mukutmani Xess ,OAS(I)JB, Deputy Collector, Election.
	· 15600   to [image: image1.png]


39100
	[image: image2.png]


34655/-

	02
	Sri Rabin Kumar Sahu
Head clerk.
	[image: image3.png]


9300   to [image: image4.png]


34870
	· 22196/-

	03
	Sri Dillip Kumar Patnayak
Senior Clerk.
	· 5200   to [image: image5.png]


20200
	[image: image6.png]


19401/-

	04
	Vacant
Junior Clerk.
	--
	--

	05
	 Sri Rabindra Kumar Naik . Peon.
	Deployment from SLR , Section, Collectorate, Keonjhar
	--

	06
	Vacant . Chukidar.
	--
	--
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The budget allocated to each agency.

               {Section 4 (1) (b) (xi)}

Non-Plan budget.

	Major head 
	Activities to be performed
	Sanctioned budget

2010-11 in [image: image7.png]



	Budget estimate

20011-12 in  [image: image8.png]



	Revised estimate

2010-11 in [image: image9.png]



	Expenditure for the last year

2009-10 in [image: image10.png]




	D.No.1-2015-Election (Non Plan)102 Electoral officer.
	Pay
	734100
	704000
	642190
	735711


	
	D.A.
	266754
	281300
	233720
	191441


	
	H.R.A.
	45600
	70400
	35065
	53607


	
	O.A.
	0
	1200
	85
	1020


	
	R.C.M.
	2000
	5000
	13000
	6000


	
	T.E.
	3500
	5000
	5000
	4772


	
	Electricity.
	15000
	20000
	16000
	9000


	
	Water.
	2500
	3000
	3000
	0


	
	Telephone.
	7600
	16000
	15000
	7600


	
	O.C.
	10000
	14000
	13000
	45500


	
	R.R.T.
	0
	0
	0
	0


	
	Total:
	1087054
	1119900
	976060
	1054651


[image: image11.png]



