MANUAL-1  
Particulars of Organization, Functions & Duties
[Section-4 (1) (b) (i)]

Objective/Purpose of the Public Authority: 
To reduce Malnutrition and Child Mortality & Mother Mortality.

Mission/Vision Statement of the Public Authority:
Mothers & Child Development & Public Awareness.

Brief History of the Public Authority and Context of its Formation:
CDPO, Keonjhar covers Keonjhar Block areas. Keonjhar Municipality area as per  G.O.No.-649/SWCD Dt.24.12.08 of W & CD deptt. Orissa Bhubaneswar.
Duties of the Public Authority:
List of services being provided by the public authority with a brief write-up on them:
Six package of Services along with Mission Shakti.

Mechanism Available for Monitoring the Service delivery and public Grievance Resolution:
This is by collector Keonjhar.
Addresses of the main Office and other Offices at Different Levels:
CDPO Office Keonjhar, At/Po-Keonjhar, Dist- Keonjhar.
Morning Hours of the Office: 10 A.M

Closing Hours of the Office: 5.00 P.M
MANUAL-2  
Powers & Duties of Officers & Employees
[Section - 4(1) (b) (ii)]

	Sl. No.
	Designation
	Power
	Duties

	
	
	Administrative
	Financial
	Statutory
	Others
	

	1
	CDPO
	Yes
	Yes
	-
	 
	 

	2
	Supervisor
	Yes 
	Yes 
	-
	Supervisor
	To visit AWC to monitor other Govt. Programme at A.W. Centre.

	3
	Senior Clerks
	Yes 
	Yes 
	-
	Senior Clerks
	Office Establishments,Deals with Cash,  stock store (OC), Inspection, Grivance, Vehicle, AWWs Establishment.  

	4
	Junior Clerks
	Yes 
	Yes 
	-
	Junior Clerks
	Issue Despatch  bills Budget etc

	5
	Statistical Assistant
	Yes 
	Yes 
	-
	S.A
	 Stock and store of SNP , EFP food stuff ,reports and returns, Meeting/Training, TP and TD



	6
	Driver
	
	
	
	
	 

	7
	Peon
	
	
	
	
	 

	8
	Contigent Paid Chaukidar
	
	
	
	Contigent Paid Chaukidar
	To watch the office at night from 5.00 PM to 10.00 AM of next day


 
  MANUAL-3  
Procedure Followed in Decision Making Process
[Section-4 (1) (b) (iii)]

	Sl. No.
	Activity
	Level of Action
	Time Frame

	1
	2
	3
	4

	1
	Letter received and submitted to CDPO for perusal
	Jr. Accountant
	Same day

	2
	To Mark the letter to concerned DA
	Jr. Accountant
	Same day

	3
	To enter in the received register
	Jr. Accountant
	Same day

	4
	Receiving the letter and making entry in Log-Book
	Jr. Accountant
SA
	Same day

	5
	Placing before CDPO
	Jr. Accountant
SA
	Urgent letter on the very day and other letter in next two days


  MANUAL-4  
Norms for Discharge of Functions
[Section-4(1) (b) (iv)]

	Sl. No.
	Activity
	Time Frame/ Norms
	Remarks

	1
	Diary at Letter
	3 minutes per letter
	 

	2
	Despatch of letter
	5 minutes per letter
	Registered documents including

	3
	Typed Job
	30 pages per day
	 


MANUAL-5  
Rules, Regulations, Instructions, Manuals & Records for Discharging Functions
[Section-4(1) (b) (v)]

	Sl. No.
	Name/Title of the Document
	Type of Documents
	Brief write up of the Documents
	From where one can get a copy of Rules, Regulations, Instructions, Manual and Records.
	Address, Telephone No., FAX, E-mail & Others
	Fee Charged by the Department for a copy of Rules, Regulations, Instructions, Manual and Records (if any)

	1
	2
	3
	4
	5
	6
	7

	1
	A Worker/ Helper Selection guidelines
	 
	 
	Govt. W & C.D Department
	06766-256532

icdskeonjharsadar

@gmail.com 
	 

	2
	S.N.P Food Stuff
	 
	 
	 
	 
	 


  MANUAL-6  
Categories of Documents Under Control
[Section - 4(1) (b) (vi)]

	Sl. No.
	Category of the Document
	Name of the Document and its Introduction in one line
	Procedure to obtain the Documents
	Held by/under Control of

	1
	2
	3
	4
	5

	1
	 
	General Cash Book,IMR & SHG Cash Book.
	Within 30 days
	Sr. Clerk

	2
	 
	SNP Stock & Store
	Within 30 days
	S.A

	3
	 
	Receipt Issue Register
	Within 30 days
	Jr. Clerk

	4
	 
	RTI Register
	Within 30 days
	CDPO

	5

	 
	General Stock & Store Receipt


	Within 30 days
	Sr. Clerk


MANUAL-7  
Particulars of Arrangement in Formulation of Policy
[Section-4(1) (b) (vii)]

  MANUAL-8  
Boards, Councils, Committees & Other Bodies Constituted
[Section-4 (1) (b) (viii)]

MANUAL-9  
Directory of Officers & Employees
[Section - 4(1) (b) (ix)]

	Sl. No.
	Name
	Designation
	STD Code
	Ph. No.
	Fax
	E-mail
	Address

	
	
	
	
	Office
	Home
	
	
	

	1
	2
	3
	4
	5
	6
	7
	8
	9

	1
	Smt. Kuntala Ku. Pradhan
	CDPO
	06766
	256532
	9438725053
	 
	 
	 

	2
	Smt. Swarnalata Behera 
	Supervisor
	do
	do
	
	 
	 
	 

	3
	Smt. Swapnamayee Panda
	Supervisor
	do
	do
	
	 
	 
	 

	4
	Smt. Deeptimayee Nayak
	Supervisor
	do
	do
	
	 
	 
	 

	5
	 Miss Rashmirani Mishra
	Supervisor
	do
	do
	
	 
	 
	 

	6
	Smt.Debaki Behera
	Supervisor
	do
	do
	
	 
	 
	 

	7
	Smt.Subhadra Mahanta

	Supervisor
	do
	do
	
	 
	 
	 

	8
	Smt. Debaki Mahanta
	Supervisor
	do
	do
	
	
	
	

	9
	Smt. Basanti Mahanta
	Supervisor deputed to DSWO, Keonjhar
	
	
	
	
	
	

	10
	Sri Bhramarabara Mahanta
	Sr. Clerk
	do
	do
	
	
	
	

	11
	Smt. Anima Bhol
	Jr. Clerk
	do
	do
	
	
	
	


MANUAL -10  
Monthly Remuneration & Compensation of Officers & Employees
[Section-4 (1) (b) (x)]

	Sl. No.
	Name
	Designation
	Gross Salary

	
	
	
	

	1
	2
	3
	4

	1
	Smt. Kuntala Ku. Pradhan
	CDPO
	24,981.00

	2
	Smt. Swarnalata Behera
	Supervisor
	23,292.00

	3
	Smt. Swapnamayee Panda
	Supervisor
	22,850.00

	4
	Smt. Deeptimayee Nayak
	Supervisor
	21,530.00

	5
	Smt. Basanti Mahanta
	Supervisor
	21,687.00

	6
	Smt. Debaki Behera
	Supervisor
	15,497.00

	7
	Miss Rashmirani Mishra
	Supervisor
	17,820.00

	8
	Smt. Debaki Mahanta
	Supervisor
	9,300.00

	9
	Smt. Subhadra Mahanta
	Supervisor
	9,300.00

	10
	Sri Ramesh Ch. Barik
	S.A
	LPC not received

	11
	Sri Bhramarabara Mahanta
	Sr.Clerk
	15,769.00

	12
	Smt. Anima Bhol
	Jr. Clerk
	11,671.00

	13
	Sri Mangal Oram
	Driver
	14,084.00

	14
	Sri Santosh Ku. Naik
	Peon
	10,998.00

	15
	Sri Dukhabandhu Naik
	Contigent Paid Chaukidar
	2,175.00


  
MANUAL-11  
Budget Allocated to each Agency
[Section-4 (1) (b) (xi)] 

	Sl.
No.
	Name of the Head /Scheme 
	Year 
	Budget Allocation Made on 31.12.2009
	Expenditure 
	Remarks 

	1
	2
	3
	4
	5
	6

	1
	Pre School Kit
	2009.10
	1,05,000.00
	1,05,000.00 
	 

	2
	IEC
	2009.10
	25.000.00
	14,400.00 
	 

	3
	CMRF
	2008.09
	5,20,438.00
	4,48,126.00
	 

	4
	Verbal Auto spy
	2008.09
	39,280.00
	39,280.00 
	 

	5
	Kishori Shakti Yojana
	2009.10
	5,04,800.00
	 1,05,000.00
	 

	6
	S.N.P food stuff
	2009-10
	43,41,125.00
	10,64,281.00
	

	7
	NRHM
	2009-10
	95,800.00
	65,800.00
	

	8
	Award to best A.W.worker
	2009-10
	1500.00
	1500.00
	


 MANUAL-12  
Manner of Execution of Subsidy Programmes
[Section-4(1) (b) (xii)]

	Sl. No.
	Name of Programmes/ Scheme

	1
	Supplementary Nutrition Programme, Immunization, Pre School Education Health & Nutrition Programme, Health Check-up, retrial, C.R. final Service, Mission Shakti, I.M.R/ M.M.R Reduction, Kishori shakti Yojana


MANUAL-13  
Particulars of Recipients of Concessions, Permits or Authorizations Granted
[Section-4(1) (b) (xiii)]
MANUAL-14  
Information Available in an Electronic Form
[Section-4(l) (b) (xiv)]

 MANUAL-15
Particulars of Facilities Available to Citizens for Obtaining Information
[Section-4 (l) (b) (xv)]

Following are the facilities available to the citizens for obtaining information:
1.  Notice Board
2.  Inspection of Records in the Office
MANUAL-16
Names, Designations & Other Particulars of the Public Information Officers
[Section-4 (1) (b) (xvi)] 

Public Information Officer (PIOs): 

	Sl. No.
	Name 
	Designation 
	Phone No.
	Fax 
	E-mail
	Address 

	
	
	
	Office 
	Home 
	
	
	

	1
	2
	3
	4
	5
	6
	7
	8

	1
	Smt. Kuntala Kumari Pradhan
	C.D.P.O.
	06766256532
	9438725053
	 
	 
	CDPO Office Keonjhar, Sadar


 Assistant Public Information Officer (APIOs): 

	Sl. No.
	Name 
	Designation 
	Phone No.
	Fax 
	E-mail
	Address 

	
	
	
	Office 
	Home 
	
	
	

	1
	2
	3
	4
	5
	6
	7
	8

	1
	Smt. Swarnalata Behera
	Supervisor
	06766256532
	 
	 
	 
	CDPO Office Keonjhar, Sadar


First Appellate Authority (FAAs): 

	Sl. No.
	Name 
	Designation 
	Phone No.
	Fax 
	E-mail
	Address 

	
	
	
	Office 
	Home 
	
	
	

	1
	2
	3
	4
	5
	6
	7
	8

	1
	Sri Taranisen Sethy
	Sub-Collector
	06766255436
	 
	 
	 
	Sub-collector Office Keonjhar


MANUAL-17
Other Useful Information

[Section-4 (1) (b) (xvii)]
