COMPENSATION SECTION.
Manual 1

Particulars of organization, function and duties 

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

1.Aims and objectives  of the organization-   State Government Policy relating to 






Compensation matter. 

 

2. Mission/ Vission- 

3. Brief history  and back ground  or its establishment- 

4. Organisation, Charts-

5. Allocation of business-

6. Duties to be performed to achieve the mission

7. Details of services rendered

8. Citizens interaction- 

9. 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- 



Day office-      10.00 A.M. to 5.00 A.M.



Morning office- 7.00 A.M. to 1.00 P.M. 

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

	
	
	Admini-strative
	Financial
	Statutory
	Others
	

	1
	Compensation Officer
	--
	--
	--
	
	All intermediaries interest both trust & non-trust estates vested in the State Govt. within the jurisdiction of Compensation Officer. 

	2
	Senior.Clerk
	--
	--
	--
	
	Deployed 
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Procedure can be described both in narrative form and through Flow Process  Chart narrative form the stages through  which a proposal passes, the levels at which it  gets examined and the final authority to which it has to go for approval may be explained.

	Sl. No.
	             Activity
	  Level of action
	 Time frame

	1
	To receive letters
	SLR
	Same day of receive

	2
	Diaries of letter
	Jr. Clerk
	Same day

	3
	To take log book and then put up in file
	-do-
	Next day

	4
	To  prepare report 
	-do-
	Next day

	5
	Issue of reply/disposal
	-do-
	Within 3 days
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Norms for the discharge of functions

                                     {Section-4(I)(b)(iv)}

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

Illustration 

	Sl.No.
	Activity
	Time frame/Norm
	Remarks

	1
	Diary of letter 
	3 minutes per letter
	

	2
	Put up in the file for disposal of letter 
	Within 3 days on receipt of letter.
	

	3
	Typing of fair copies
	
	

	4
	Issue & dispatch of letter.


	5 minutes per letter
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Rules, Regulation , instructions , manuals and records for discharging function

Section-4(1)(b)(v)

Prepare a list of Rules & Regulations, Instructions, Manual and record for discharging of function available with the Public authorities for smooth discharge of its function

List of Regulations, instructions, Manuals and records.

	Sl

No.
	Name of the Act, Rules, Regulation etc.
	Brief gist of the contents
	Reference No. if any
	Price in case of priced publication

	1
	Orissa Estate Abolition Act 1951
	An Act to provide for the abolition of all the Rights, Title and interest in land of intermediaries by what ever name  including the mortgages and lessees of such interest between the Rayat and the State of Orissa for vesting in the said state of the said Rights, Title, Interest and to make provision for other matter connected.
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A statement of the categories of documents that are held by it for under its control 

(Section 4(I)(b)(vi))

Details of the record 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.
	Name of Record
	Details of information available
	Unit/ Section where available
	Retention period, where available

	1
	Papers relating to Compensation matter according to O.E.A Act-1951 in the concerned Compensation case record.
	Intermediaries interest both trust and non-trust estate vested in the State Govt. within the jurisdiction of 

Compensation Officer.
	Compensation Section.
	Compensation Section
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Particulars of any arrangement that exists for consultation with or representation by the members of the public in relation to the formulation of its policy of 

Implementation]

(Section 4(I)(b)(vii)

Details of consultative committees and other bodies with which consultations are held

	Sl. No.
	Name and address of the Consultative Committees/bodies
	Constitution of the committee/ body
	Role and responsibility
	Frequency of meetings

	01
	Miss Sona Tudu , OAS, Dy. Collector, Establishment  O.I.C. Compensation Section
	-
	
	

	02
	Sri Ratiranjan Mahanta, Sr. Clerk
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A statement of boards, council, committees and other bodies constituted 

[Section 4(1)(b)(viii)]

List of boards, councils, committees etc.

	Sl No.
	Name and address of the body
	Main functions of the body
	Constitution of the body
	Date of constitution

	1
	2
	3
	4
	5

	--
	--
	--
	--
	--


	Date up to which valid
	Whether meetings open to public
	Whether minutes accessible to public
	Frequency of meetings
	Remarks

	1
	2
	3
	4
	5

	--
	--
	--
	--
	--


Please attach copies of detailed notification / orders for their constitution.
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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, Dy. Collector, Establishment  O.I.C. Compensation Section
	
	

	02
	Sri Ratiranjan Mahanta, Sr. Clerk
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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(I)(b)(x)

	Sl

No.
	Name and Designation
	Pay Scale/ monthly remuneration

	1
	Miss Sona Tudu , OAS, Dy. Collector, Establishment O.I.C., Compensation Section
	-

	2
	Sri Ratiranjan Mahanta, Sr. Clerk
	PB:1: 5200-20,200/-

G.P. : 2400/-
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The budget allocated to each agency

[Section 4(I)(b)(xi)

Non-Plan budget

	Major head
	Activities to be performed
	Sanctioned budget 2010-2011
	Budget estimate 2011-2012
	Revised estimate
	Expenditure for the last year

2009-10

	Demand No. 3-2506-LR-101-Regulation Holding Tenancy (A) Compensation Establishment.
	Salary for the employees of the Compensation staff
	Pay:1,50,100/-
DA: 60,060/-

HRA:1,50,00/-

RCM: 2,000/-

TE:1,000/-

OC:1,000/-


	Pay:150000/-
D.A.:80,000/-
HRA:15000/-

RCM :5,000/-

T.E. : 2,000/-

O.C.1,000/-


	
	Pay :60,125/-

D.A.:13,533/

HRA : 3935/-

T.E. 230/-O.C. 500/-

Arrear Pay:26,453/-


