Dist.Development Office.
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Particulars of Organisation, functions and duties

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

	             01


	Aims and objectives of the organization.

 
	Monitor Developmental activities of the District on behalf of Collector.

	02
	Mission/Vision.


	To give justice to the general public of the District.

	03


	Brief history and background for its 

Establishment.
	--

	04


	Organisation Charts.


	Collector at the apex the DDO along with his ministerial staff.

	05


	Allocation of business.


	Development, Block establishment, periphery Development Society, NGO etc.

	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.
	Collectorate, Keonjhar

	10


	Map of office location.
	Within the Collectorate building.

	11
	Working hours both for office and public.


	10 A.M. to 5 P.M.

	12


	Public interaction, if any.
	--

	13
	Grievance redress mechanism
	On receipt of Public grievance in case of necessity the DDO enquiries into it or else transmit it to the concerned office for enquiry. Then after receiving the report, the same is sent to the OIC, P.G. Cell for necessary action at his level.
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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.
	DDO,Keonjhar
	Development
	--
	--
	PDS
	Development, Nizarat P.D.S.

	2.
	Steno
	--
	--
	--
	--
	Post Vacant

	3.
	Senior Clerk 
	--
	--
	--
	--
	On Deputation

	4.
	Senior Clerk
	--
	--
	--
	--
	On Deputation

	5.
	Senior Clerk
	--
	--
	--
	--
	Pani Panchayat, BKVY, TSS.

	6.
	Junior Clerk 
	--
	--
	--
	--
	Issue/Diary

	7.
	Class-IV
	--
	--
	--
	--
	Attached to the Section

	8.
	Class-IV
	--
	--
	--
	--
	On Deputation


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

	1.
	Received a letter
	DDO
	Same day of receipt

	2.
	Head Clerk to marks it to concerned D.A. then give it to diary clerk 
	Head Clerk
	-do-

	3.
	It is given to the D.A.
	Diarist
	-do-

	4.
	D.A. put up the letter in the file
	D.A./Head Clerk
	Within 3 days.

	5.
	Disposal through Head Clerk in case of Collector 
	If by DDO

  
	 Same day

 

	6.
	On return from the Collector
	Collector
	Within a couple of days.

	
	Issued
	DDO/Head Clerk/Issue Clerk
	Same day.


Such charts may be prepared for major functions.
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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.
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Rules,regulations, instructions,manuals and records for discharging 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.
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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.
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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 (1) (b) (vii)}

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

	Sl.

No.
	Name and address of the consultative committee/bodies
	Constitution of the Committee/ body.
	Role and responsibility.
	Frequency of

meetings.
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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 & address of the body.
	Main functions of the body.
	Constitution of the body.
	Date of constitution
	Date up to which valid
	Whether meetings open to public.
	Whether minutes accessible to public.
	Frequency of meetings
	Remarks.

	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
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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.
	Durbadal Dehury,OAS(I)JB

D.D.O.,Keonjhar 
	255474
	

	02.
	Samit Rathor, Senior Clerk
	As above.
	

	03.
	Pitabas Mahanta, Junior Clerk
	As above.
	

	04
	Anama Ch. Das, Peon.
	As above.
	


            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
	Gross
	Net

	01.
	Durbadal Dehury, O.A.S.-I J.
	21679
	16384

	02.
	Samit Rathor
	12649
	5759

	03.
	Pitabas Mahanta, Junior Clerk
	12988
	8116

	04.
	Anam Ch.Das
	11220
	6464
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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
	Budget estimate
	Revised estimate
	Expenditure for the last year


Plan budget.

	Name of the plan scheme 
	Activities to be undertaken
	Date of Commencement
	Expected date for completion
	Amount sanctioned 
	Amount disbursed/spent.
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The manner of execution of subsidy programme

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

                 List of institutions given subsidy

	Sl.

No.
	Name and address of the institution
	Purpose for which subsidy provided
	No. of beneficiaries.
	Amount of subsidy.
	Previous years utilization progress
	Previous years achievements.


List of individuals given subsidy

	Sl. 

No.
	Name and address of the beneficiary
	Purpose for which subsidy provided
	Amount of subsidy
	Scheme and criterion for selection
	No. of time subsidy given in past with purpose.


Details of schemes under which subsidies are granted should be given.
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Particulars of recipients of concessions, permits or authorizations granted.

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

List of beneficiaries

	Sl.

No.
	Name and address of the beneficiary
	Nature of concession/ permit/ authorization provided
	Purpose for which granted 
	Scheme and criterion for selection
	No. of times similar concession given in past with purpose.
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Information available in an electronic form

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

               Details of information.

	Sl.

No.
	Activities for which electronic data available
	Nature of information available.
	Can it be shared with public
	Is it available on website or is being used as back end data base.
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Particulars of facilities available to citizens for obtaining information

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

             Facilities available for obtaining information

	Sl.No.
	Facility available 
	Nature of Information available
	Working hours.
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      Name designation and other particulars of Public Information Officers


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

List of Public Information Officers

	Sl.

No.
	Designation of the Officer designated as PIO
	Postal address
	Telephone No.
	E-mail address
	Demarcation of Area/Activities, if more than one PIO is there.

	01
	DIC, Emergency.
	Collectorate, Keonjhar
	255437
	--
	---


List of Assistant Public Information Officers

	Sl.

No.
	Designation of the Offier designated as Asst.PIO
	Postal address
	Telephone No.
	E-mail address.

	01.
	District Development Officer 

Keonjhar
	Collectorate, Keonjhar
	255072
	--


First appellate authority within the department

	Sl.

No.
	Designation of the Officer designated as first appellate authority.
	Postal Address
	Telephone No.
	E-mail address 
	Demarcation of Area/Activities, if more than one appellate authority is there.

	01
	Additional District Magistrate, Keonjhar 
	Collectorate, Keonjhar
	255408
	--
	---
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Other Information as may be prescribed.


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

All other information as may be prescribed for dissemination shall be collated, tabulated, compiled, collected and provided in the form of manual from time to time.

