MANNUAL –1

Particular of organization, functions and duties.

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

1. Aims and objectives of the organization (General & Misc.Section, Keonjhar)
The General & Misc. Section is functioning for supervising and monitoring the functions like Grievances, Inspections, Verification of Character and Antecedants, Welfare of Serving Soldiers, Solatium, health, matters relating to urban local bodies etc. The Central Issue and Diary section also functions under this section.

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/Officer-in-charge, General & Misc. Section, Ministerial staffs, peons .

5. Allocation of business.

To monitor proper functioning of Grievance Cell, Inspections, Tour Programme of VVIPs and higher officers, issuance of miscellaneous certificates like Natinality, Solvency, etc., Verification of Character and Antecedents, Welfare of Serving Soldiers, Solatium, health, matters relating to urban local bodies etc.

 Duties to be performed to achieve the Mission.

Work assigned from time to time

6. Details of service rendered.

As above

7. Citizens interaction.

Not applicable

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

Officer incharge, General & Misc, Section, Collectorate, Keonjhar, At/Po/.: Dist. Keonjhar.

9. Map of office location
Functioning in the Collectorate building, Keonjhar.

10. Working hour both for office and public.

10.00 A.M to 5.00 P.M

11. Public interaction if any.

N.A

12. 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 personally 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. Officer-in-Charge, General & Misc.Section.

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

ii) Financial power:
No

iii) Statutory power:
No

iv) Other:


1. Sri Biranchi Narayan Mishra,Sr. Clerk
2. Sri Bichitrananda Rout,Sr.Clerk,DUDA

3. Smt. Minati Sahu,Jr.Clerk

4. Smt. Mitali Dash,Jr.Clerk

5. Sri Pravakar Biswal,Jr.Clerk, Central Diary
6. Sri Sushanta Nayak,Jr.Clerk,Central Diary
7. Sri S.S.Naik,Peon

8. Sri B.D.Khanda,Peon

9. Smt. Malati Bewa

10. Sri Balaram Naik,Peon

11. Sri Ainthu Dehury,Peon

12. Sri Natabar Naik,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
	Officer incharge, General & Misc.Sec.
	Same day

	3
	Marking of Daks
	-do-
	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
	Endorsement of file to the Officer
	By each D.A.
	1 days

	7
	Approved or rejected
	As per delegation of powers
	Depends

	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
	Miscellaneous Certificate Rules

Citizenship Act

Book Circular and executive instructions thereon

Government instructions/circulars, orders etc.
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A statement of the categories of documents that are held by it forms 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
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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
	Sri Khitindranath Mohanty,O.A.S.

Dy. Collector 
	(Mob) 9777527564                       
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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/ Monthly Remuneration
	Gross

	01
	Khitindranath Mohanty,OAS
	15600-39100
	30017/-

	02
	Biranchinarayan Mishra, SC
	5200-20200
	14465/-

	03
	Bichitrananda Rout, SC
	5200-20200
	14755/-

	04
	Minati Sahu, JC
	5200-20200
	12040/-/-

	05
	Mitali Dash, JC
	5200-20200
	12040/-/-

	06
	Pravakar Biswal, JC
	5200-20200
	12618/-

	07
	Bidyadhar Khanda, Peon
	4440-7440
	11070/-

	08
	Shyamsundar Naik, Peon
	4440-7440
	11020/-

	09
	Malati Bewa, Peon
	4440-7440
	10729/-

	10
	Ainthu Charan Dehury, Peon
	4440-7440
	8617/-

	11
	Balaram Naik, Peon
	4440-7440
	7527/-


Manual – 11

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.

	Does not relate to this section.
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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.

NIL
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Particular of facilities available to citizens for obtaining information.

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

Particulars available for obtaining information.

NIL
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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.

