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Particulars of Organization Functioning & Duties.

Section-4(I)(b)(i)

1.
Aims and Object of District Establishment Section.



The District Establishment Section functioning for monitoring the establishment matters of the staffs of the Collectorate carder working in different labels like

(i) Sub-Collector Office.

(ii) Tahasil Office

(iii) Block Office

(iv) ICDS Office

(v) Panchayat Offices

(vi) Civil Supply Offices& others.

The establishment section directly dealt the establishment matters of the employees working in Collectorate.

2.
Mission & Vision:-



For proper monitoring of the establishment matter of the Collectorate carder.

3.
Brief History & background for its establishment.



Consequent upon merger of the states with the democratic Govt. of Orissa, the Collectorate is functioning and the establishment branch was established since then.

4.
Organization Chart.



Establishment Officer, Ministerial staff & Peons.

1. Allocation of business:-

To assist the sub ordinate offices and administration for proper monitoring of establishment matters.

2. Duties to be performed to achieve the mission.

For proper implementation of establishment matters like appointment, transfer & Posting, retirement etc .The instructions received from the higher quarters have been communicated to the Sub-division & Block Offices.

3. Details of service renders:-

Annual transfer & Posting of the Collectorate staffs, maintenance of the service records of the staffs of the Collectorate, preparation of pension, bills budget, issue of distress certificate under rule OCS(RA) Rules 1992,preparation of gradation  lists etc are being done here in this branch.

4. Citizen interaction:-

Attend the grievance cell of Collector conducted every Saturday interacted with the citizen for redressal of their grievances.

5. Postal address of the main office attached/Sub-ordinate offices/field unit etc.

Establishment Officer, Collectorate, Keonjhar, Dist:-Keonjhar.

6. Map of office location:-

Adjacent to the A.D.M. Office.

7. Working hour both for office and Public:-

10.00A.M.to 5.00P.M.

8. Public interaction if any:-

The general public is allowed to put forth their grievances in any working day.

9. Grievance re-dressal mechanism:-

The grievance petition received from various quarters are being suitably dealt with redressing the grievances.
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Powers & duties of Officers & employees.(Sec.-4(I)(b)(ii))

Powers  & duties of Officers & staffs.

1. Designation of posts:-

Establishment Officer:-

Administrative Power
:- Supervision of day to day official work.


Financial Power
:-  The Estt. Officer is the drawing & disbursing officer  of the Collectorate.

Statutory Power:-

‘Nil”

Sri Pratap Kumar Das,Head Clerk:- Deployed to Block Office, Saharapada
Sri Subodh Kumar Dash, Sr.Clerk:-

Preparation of Budget & Pension.

Sri Hrudayananda Rath, Sr.Clerk:-

Preparation of bills of the Collectorate staffs  & monitoring the tour notes of all Revenue Officers.

Sri Mrutyunjaya Parida,Sr.Clerk, (Deployed from Revenue Section)
Monitoring the Tribunal Cases & High Court Cases as well as Departmental Proceeding Cases, HRMS & National e-Governance

Sri Gopabandhu Mohapatra, Sr.Clerk
Submission of proposals of transfer &  posting of the staff of the Collectorate carder, holding recruitment for III & IV grade  employees.

Md.Ali Zinnah, Sr.Clerk:- (Estt.:-“A” Branch)
Dealling with Personal Cases of Head Clerks. Sr.Clerks, Stenos, deputation of staff to Foreign Service etc. 
Sri GVC Sastry,Sr.Clerk:- (Estt.:-“B” Branch)
Dealing with personal cases of Jr.Clerks R.Is, Amin, Peons, and Gezetted Officers, training of T.R.O.s.


Sri Gitarani Naik, Sr.Clerk:-

Dealing with  issue of distress certificate under R.A.Scheme.


Sri Jyotindu Kumar Sahoo,J.C:-



Attached to issue & diary Branch of the Section.


Sri Gadadhar Majhi,Daftary:-



Maintenance of office, despatch the daks daily.


Umakanta Naik,Peon:-
Sri Amaresh Prasad Mishra,Peon
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Procedure followed in decision making process

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

The Process of decision making on the letters received from different corners are narrated below.

 Process charts for daily routine work on the letters

	Sl No
	Activity
	Level of Action
	Time frame.

	01
	Receipt of applications/letters
	Diary Clerk
	Same day.

	02
	Perusal of Daks
	Establishment Officer, Collectorate, Keonjhar
	Same day.

	03
	Marking of Daks
	Head Clerk
	Same day

	04
	Diary & delivery
	Diary Clerk
	Next day.

	05
	Entering of the letter in the log book & put up in the file
	D.A Concerned
	3 days

	06
	File endorse to Establishment Officer
	Head Clerk
	1 days

	07
	Approved or not considered
	Establishment Officer
	1 days

	08
	If approved, return for dispatch
	Despatch Clerk
	Same days
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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 on letters.

	Sl No.
	Activity
	Time frame/Norm
	Remarks

	01
	Diary of letter
	3 minutes per letter
	

	02
	Despatch of letter
	5 minutes per letter
	

	03
	Typing Job
	30 page per day
	

	04
	Put up of letter
	Within 3 days in ordinary cases. In urgent it is within 24 hours.
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Rules, Regulation, Instructions, Manuals and Records for discharging functions.

(Section 4(1)(b)(VI)

Prepare a list of rules, regulations, instructions 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

	01
	Orissa Service Code
	Service Matter
	

	02
	Orissa Pension Rules
	Pension Matters
	

	03
	Orissa Treasury Code
	Bill Matter
	

	04
	Orissa Leave Rules
	Leave Matter
	

	05
	Orissa G.P.F Rules
	Deposit & withdrawal from G.P.F etc
	

	06
	Orissa Civil Service ( C.C.A) Rules,1962
	Dealing of Disciplinary proceedings and appeal etc. 
	

	07
	Orissa Civil Service Rehabilitation Assistants Rules,1992
	Rehabilitation Assistants
	

	08
	Book Circulars
	Dealing of Different matters
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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  made in a statement form, wing-wise, branch-wise and it may be got tabulated, indexed and cataloged (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

	01
	Transfer & Posting of employee
	
	D.A     A & T Branch
	12 years

	02
	Pension cases
	
	D.A   Budget Branch
	30 years

	03
	Personal cases of employee
	
	D.A   Estt.”A” & “B” Branch
	12 years

	04
	Bill Budget
	
	D.A Bill Section
	30 years

	05
	Rehabilitation 
	
	D.A R.A Branch
	12 years
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Particulars of 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 which consolations are held.

NIL
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A statement of board, council, Committee and other bodies constitute

( Section- 4 (1)(b)(VIII)

List of board, council, Committee etc.

Not applicable.
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Directory of Officer and Employees.

( Section 4(1)(b)(IX)

Directory

	Sl No
	Name & designation
	Office Phone No.
	E-mail address

	01
	Miss Sona Tudu, OAS-I(JB), Establishment Officer
	
	

	02
	Pratap Kumar Das, H.C
	
	

	03
	Subodh Ku.Dash, SC
	
	

	04
	Gopabandhu Mohapatra, SC
	
	

	05
	Mrutyunjaya Parida, SC
	
	

	06
	GVC Sastry, SC
	
	

	07
	Md.Ali Zinnah, SC
	
	

	08
	Hrudayananda Rath, SC
	
	

	09
	Jyotindu Kumar Sahoo, JC
	
	

	10
	Gadadhar Majhi, Daftary
	
	

	11
	Umakanta Naik, Peon
	
	

	12
	Amaresh Prasad Mishra,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 (1)(b)(X)

	Sl No
	Name & designation
	Pay scale/ Monthly Remuneration
	Gross
	Net

	1
	Sona Tudu,Dy.Collector
	15600-39100
	33527
	21827

	2
	Pratap Kumar Das, H.C
	9300-34800
	23173
	13454

	3
	Subodh Ku.Dash, SC
	5200-20200
	19406
	7281

	4
	Gopabandhu Mohapatra, SC
	5200-20200
	17487
	6932

	5
	Mrutyunjaya Parida, SC
	5200-20200
	17487
	5452

	6
	GVC Sastry, SC
	5200-20200
	18365
	2600

	7
	Md.Ali Zinnah, SC
	5200-20200
	17096
	7301

	8
	Hrudayananda Rath, SC
	5200-20200
	16791
	8798

	9
	Jyotindu Kumar Sahoo, JC
	5200-20200
	11687
	8806

	10
	Gadadhar Majhi, Daftary
	4440-7440
	12441
	9371

	11
	Umakanta Naik, Peon
	4440-7440
	13718
	9823

	12
	Amaresh Prasad Mishra
	4440-7440
	9176
	7386
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The Budget allocation to each agency

(Section 4(1) (b) (XI)

Non Plan Budget.

	Major Head
	Activities to be reformed
	Sanctioned Budget
	Budget Estimate
	Revised Estimate
	Expenditure for the last year

	D No. 3-2053-093 Dist. Admn.
	Pay
	77,81,406/-
	77,81,406/-
	
	77,81,406/-

	
	D.P
	22,60,421/-
	22,60,421/-
	
	22,60,421/-

	
	D.A
	42,79,143/-
	42,79,143/-
	
	42,79,143/-

	
	H.R.A
	4,66,792/-
	4,66,792/-
	
	4,66,792/-

	
	O.A
	8,998/-
	8,998/-
	
	8,998/-

	
	Arr.Pay 
	38,24,077/-
	38,24,077/-
	
	38,24,077/-

	D No 5-2047-OFS 
	Pay
	1,80,865/-
	1,80,865/-
	
	1,80,865/-

	
	D.P
	48,717/-
	48,717/-
	
	48,717/-

	
	D.A
	91,481/-
	91,481/-
	
	91,481/-

	
	H.R.A
	6,562/-
	6,562/-
	
	6,562/-

	
	O.A
	--
	--
	
	--

	
	Arr.Pay 
	92,022/-
	92,022/-
	
	92,022/-

	4-2014-GP’s
	Pay
	1,69,470/-
	1,69,470/-
	
	1,69,470/-

	
	D.P
	18,990/-
	18,990/-
	
	18,990/-

	
	D.A
	35,548/-
	35,548/-
	
	35,548/-

	
	H.R.A
	7,424/-
	7,424/-
	
	7,424/-

	
	O.A
	480/-
	480/-
	
	480/-

	
	Arr.Pay
	32,783/-
	32,783/-
	
	32,783/-

	3-2506-LR Estt
	Pay
	55,267/-
	55,267/-
	
	55,267/-

	
	D.P
	16,656/-
	16,656/-
	
	16,656/-

	
	D.A
	29,523/-
	29,523/-
	
	29,523/-

	
	H.R.A
	4,397/-
	4,397/-
	
	4,397/-

	
	Arr.Pay
	23,436/-
	23,436/-
	
	23,436/-

	
	O.A
	--
	--
	
	--


Plan Budget

	Name of the plan scheme
	Activities to be under taken
	Date of commencement
	Expected date for completion
	Amount sanctioned
	Amount disbursed/Spent

	NIL
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The manner of execution of subsidy Programme

(Section 4(1)(b)(XII)

List of Board Council ,Committee etc

Not applicable.
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Particulars of recipients of concessions, permit or authorization granted.

(Section 4(1)(b)(XIII)

Not applicable.
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Information available in an electronic form  Details of information.

Not applicable.
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Particulars of facilities available to citizens for obtaining information.

(Section 4(1) (b) (XV)

Particulars available for obtaining information.

	Sl No.
	Facility available Information Counter
	Nature of information available.
	Working hours

	
	
	
	10.00 A.M to 5.00 P.M
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Name, designation and other particulars of Public Information Officer

(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
	Miss Sona Tudu, 
OAS-I(JB), Dy.Collector, Collectorate, Keonjhar
	Collectorate, Keonjhar
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Other information as may be prescribed.

(Section 4(1)(b)(XVII)

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

