MANNUAL –1

Particular of organization, functions and duties.

(Section 4 (1) (b) (i) )

1. Aims and objection of the organization (District Emergency Office Keonjhar)The District Emergency Section is functioning for supervising and monitoring the flood , drought, Cyclone, earthquake, fire accident, and other natural calamities.

2. Mission and vision.

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

3. Brief History & back ground for its establishment    

The office is functioning under  Revenue Department.                                                                                                                 

4. Organisation Charges.

Collector,Keonjhar/A.D.M.Keonjhar/District Emergency Officer, Ministerial staffs, peons and Watchman.

5. Allocation of business.

To monitor proper function of  distribution of Relief, Sanction of Ex-gratia, Recommendation for C.M.R.F., distribution of G.R.cards, counter signature of U.Cs and submission to proper quarters.

6. Duties to be performed to achieve the Mission.

Work assigned as per Orissa Relief Code.

7. Details of service rendered.

As per guidelines of the of the Orissa Relief Code and instructions of the higher authorities.

8. Citizens interaction.

As per Orissa Relief Code.

9. Postal address of the main office attached /Sub-ordinate office field units etc.

District Emergency  Office Keonjhar, At/Po/.: Dist. Keonjhar.

10. Map of office location
Functioning in the emergency operation centre building, Keonjhar.

11. Working hour both for office and public.

10.00 A.M to 5.00 P.M

12. Public interaction if any.

As per the specified programme.

13. Grievance redress mechanism.

The Grievance Cell functions in each Saturday from 10.00 A.M. to 2 P.M. headed 
by Collector, Keonjhar where in all the grievance petitions received from public 
are heard person and dealt in the related sections in proper manner for redressal 
of the grievances.
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Powers and duties of officers and employees

(Section 4 (1) (b) (ii)

Powers and duties of officers and staff.

Designation of post.

1. District Emergency Officer.

i) Administrative power:
To monitor the work of Emergency Section and process the same to A.D.M./Collector.

ii) Financial power:
No

iii) Statutory power:
No

iv) Other:


2. Sri Hemanta Kumar Sahu,Senior Clerk

Dealing Assistant. (Flood, Ex-gratia, C.M.R.F., Audit, Drought,DRM)

3. Sri Birendranath Sahoo, Senior Clerk


Dealing Assistant (G.R., Cyclone, Allotment,Redcross and U.Cs)

4.
Sri Sushil Kumar Mohanta, Senior Clerk


Deployed to RTI Section,Collectorate,Keonjhar

5.
Smt. Bijayalaxmi Patra,Junior Clerk


Dealing Assistant (Rainfall, Issue/Diary)

6.
Sri Jayadev Tamulia, Peon

7.      Sri Narendra Kumar Sahu.Peon
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Procedure followed in decision marking process.

(Section 4 (1) (b) (III)

The procedure can be described both in narrative from and through Flow process Chart in 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 approval may be explaing.

FLOW PROCESS CHARTS FOR DAILY ROUTINE WORK ON LETTTER

	Sl.No.
	Activity
	Level of action
	Time frame.

	1
	Receipt of application /Letters
	Diary Clerk
	Same day

	2
	Perusal of Daks
	Emergency Officer
	Same day

	3
	Marking of Daks
	Senior Clerk
	Same day

	4
	Diary & delivery
	Diary Clerk
	Next Day

	5
	Entering of the letter in the log Book & putup in the file
	D.A Concerned
	3 days

	6
	File endorse to Emergency Officer
	By each D.A.
	1 days

	7
	Approved or rejected
	Emergency Officer
	Same day

	8
	If approved ,return for despatch
	Despatch Clerk
	Same day
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Norms set for the discharge of functions.

Section 4 (1) (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.

Flow process charts for Daily routine work in letter.

	Sl. No.
	Activity
	Time Frame /Norm
	Remarks.

	1
	Diary of letter
	3 minutes per letter
	Registered dak including in messenger 

	2
	Dispatch of letter
	5 minutes per letter
	

	3
	Typing Job
	30 pages per day
	

	4
	Put up of letter
	Within 3 days in ordinary cases. In urgent it is within 24 hours
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Rules regulation ,instruction,manuals and records for discharges functions.

( Section 4 (1) (b) (vi)

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

List of regulation, Instruction, manuals and records.

	Sl.No.
	Name of the Act. ,Rules, Regulations etc.
	Brief gist of the contents.
	Reference No. if any
	Price case on priced public at

	1
	Orissa Relief Code
	Drought,Flood ,Cyclone etc.
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A statement of the categories of documents that are held by it form under its control.

(Section 4 (1) (b) (vi) )

Details of the records available maybe made in a statements form, wing-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

	1
	Correspondence on Relief  matters


	Sanction of Ex-gratia in case of death due to drought, flood, Cyclone Hail storm , earth quake fire, Sun-Stroke drowning and lightning
	Emergency Section.
	12 years

	2
	Chief Minister Relief Fund
	Sanction of financial assistance in deserving cases by collector.
	-do-
	-do-

	3
	G.R.in kind
	Distribution of G.R.Cards to Sub-Collectors for distribution to distress family.
	-do-
	-do-

	4
	Starvation
	Submission of detail report to Revenue Deptt./S.R.C.Orissa regarding starvation death
	-do-
	-do-

	5
	Rainfall
	Submission of daily rainfall data of R.R.Stations to S.R.C/Revenue deppt/R.D.C.
	-do-
	-do-

	6
	Utilisation Certificates
	Counter Signature of U.Cs furnished by executing agencies for onward transmission

 Board of Revenue/Concerned Deptt.
	-do-
	-do-
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Particulars of any arrangement that exists for consultation with 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 committee and other bodies with shich consultations are held

	Sl.No
	Name  & Address of the consultative committee/bodies.
	Constitution of the committee/bodies.
	Role and responsibility.
	Reequency of  meetings.
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A statement of board, council, committee and other bodies constitution.

(Section 4 (10 (b) (viii)

List of board, Council, Committee etc.

	Nil
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Directory of Officer and Employees.

(Section 4 (1) (b) (ix)

Directory.

	Sl.No.
	Name of the designation
	Office Phone & Home Phone No.
	E.mail Address.
	Remarks

	1
	Miss Sona Tudu,O.A.S.

Emergency Officer,Keonjhar
	067666 255437  (O)

(Mob) 9437611257                      
	
	

	2.
	Sri Birendranath Sahu

Senior Clerk
	9853151299
	
	

	3.
	Sri Hemanta Kumar Sahu

Senior Clerk
	067666 255437  (O)

9438415077
	
	

	4.
	Sri Sushil Kumar Mohanta

Senior Clerk
	9438158998
	
	Deployed to RTI

	5.
	Smt. Bijayalaxmi Patra

Junior Clerk
	-
	
	

	6.
	Sri Jayadeb Tamulia,Peon
	-
	
	

	7.
	Sri Narendra Kumar Sahu,Peon
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The monthly remuneration received by each of the officers and employees, including the system of compensation as provided in the regulation.

(Section 4 (a) (b) ( ) )

	Sl.

No.


	Name & designation
	Pay Scale 
	Gross.

	1
	Miss Sona Tudu,O.A.S.

Emergency Officer,Keonjhar
	15600/--39100/-
	28,770/-

	2.
	Sri Birendranath Sahu

Senior Clerk
	5200-20200/-
	16,646/-

	3.
	Sri Hemanta Kumar Sahu

Senior Clerk
	5200-20200/-
	14,234/-

	4.
	Sri Sushil Kumar Mohanta

Senior Clerk
	5200-20200/-
	14,383/-

	5.
	Smt. Bijayalaxmi Patra

Junior Clerk


	5200-20200/-
	12,988/-



	6.
	Sankarsan Naik,Driver
	5200-20200/-
	14495/-

	7.
	Sri Jayadeb Tamulia,Peon
	4040/-7440/-
	11,220/-

	8.
	Sri Narendra Kumar Sahu, Peon
	4040/-7440/-
	11,220/-
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The budget allocation to each agency.

(Section 4 (1) (b) (xi))

Non-Plan Budget.

	Major Head
	Activates to be formed
	Sanctioned budget
	Budget estimate
	Revised estimate.
	Expenditure upto 10’05.

	To be submitted by Establishment Section Separately.
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The manner of execution of subsidy programme

(Section 4 (1) (b) (xii)

List of board, council, committee etc.
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Particulars of recipients of concessions, permit of authorization granted.

Section 4 (1) (b) (xiii)
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Information available in an electronic form Details of information.
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Particular of facilities available to citizens for obtaining information.

(Section 4 (1) (b) (xv))

Particulars available for obtaining information.

	Sl.

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

deoc.keonjhar@gmail.com

	1
	Miss Sona Tudu,O.A.S.

Emergency Officer, Keonjhar
	Emergency Officer,Collectorate,

Keonjhar
	255437 (O)

(06766)

9437611257
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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 collected, tabulated complied, collected and provided on the form of manual for time to time.

