Audit Section.

Manual – 1

Particulars of Organisation, functions and duties

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

	 01


	Aims and objectives of the organization.

 
	State  Govt. Policy relating  to removal of Audit matters.

	02
	Mission/Vision.
	

	03
	Brief history and background for its 

Establishment.
	

	04


	Organisation Charts.


	

	05


	Allocation of business.


	

	06


	Duties to be performed to achieve the 

Mission.
	

	07
	Details of services rendered
	

	08
	Citizen’s interaction.
	

	09


	Postal address of the main office, 

Attached/subordinate office/field units 

etc.
	

	10


	Map of office location.
	

	11
	Working hours both for office and public.


	

	12


	Public interaction, if any.
	

	13
	Grievance redress mechanism
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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
	

	1.
	O.I.C Audit. , Keonjhar
	
	--
	--
	
	Settlement of Audit paras  of  Board of Revenue ,Orissa,Cuttack & inspection report of A.G.Orissa, Bhubaneswar.

	2.
	Senior Clerk 
	--
	--
	--
	--
	-do-

As dealing Assistant.

	3.
	Jr.clerk.

(Vacant)
	--
	--
	--
	--
	Issue & receipt of letter.

	4.
	Peon.

(Vacant)
	--
	--
	--
	--
	To distribute Dak & etc.


Note: Substantive powers and duties for each position may be defined.

.


Manual – 4

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.
	Dairy of letter.
	3 mnt. Per letter.
	

	02.
	Issue of letter
	5 mnt. Per letter.
	Registered Dak including  entry in messenger book.

	03.
	Put up of letters .
	3 days from the received of letter.
	---

	04.
	Maintenance of registers  
	--
	--
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                              Directory of Officers and employees.

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

Directory.

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

	01.
	Miss Sona Tudu, OAS.
	 9437611257
	


            Manual – 10

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.
	Monthly remuneration

	01.
	Miss Sona Tudu, OAS.
	6500-8500/-
	13692/-

	02.
	Sri Dwarika Prasad Rath. Sr.Clerk.
	4000-6000/-
	8788/-


