Nizarat Section.

Manual – 1(

Particulars of Organisation, functions and duties

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

	             01


	Aims and objectives of the organization.

 
	

	02
	Mission/Vision.


	

	03


	Brief history and background for its 

Establishment.
	

	04


	Organisation Charts.


	

	05


	Allocation of business.


	

	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.
	

	10


	Map of office location.
	

	11
	Working hours both for office and public.


	

	12


	Public interaction, if any.
	

	13
	Grievance redress mechanism
	



Manual – 2

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
	

	01.
	Nizarat Officer
	
	Drawing & disbursing  Officer(Contingent)
	
	
	Nizarat Section.

	02.
	Head clerk.
	
	
	
	Deployed to Jhumpura Block
	-do-

	03.
	Senior Clerk
	
	
	
	Maintenance of Cash book & Circuit House
	-do-

	04.
	Junior Clerk.
	
	
	
	Stock & Store Govt. quarter  accounts
	-do-


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

	01.
	To received application and put a diary number.
	Counter clerk
	Same day

	02.
	To mark application  to concerned inspector
	-do-
	-do-

	03.
	To visit premises of applicant to verify the fact.
	-do-
	-do-

	04.
	To approved /reject application.
	-do-
	-do-

	05.
	To deliver card to applicant
	-do-
	-do-


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.

	01.
	Diary of letter
	3mnt per letter.
	

	02.
	Put up in file for disposal of letter 
	4mnt per letter 
	Entry of the massager book

	03.
	Typing of fire copy.
	15 pages.
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Rules, regulations, instructions, manuals and records for is charging 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.

	01
	Nizarat Manuals 
	
	
	----


Manual – 6

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.

	01.
	Maintenance of Cash book 
	Receipt of  B.D, Cheque etc. 
	Nizarat Cash Section
	

	02.
	Accounts 
	Office Contingent 
	Nizarat Section 
	

	03.
	Maps 
	Village salable maps
	-do-
	

	04.
	Maintenance of vehicle
	Collector & A.D.M. Vehicle.
	-do-
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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

Dy.Collector, Nizarat  
	--
	--


            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
	Pay scale
	Monthly remuneration.

	01.
	Sri Durbadal Dehury, OAS 

Dy.Collector, Nizarat 
	9300-34800
	21,679/-

	02.
	Pramod Ku.Sarangi, H.C (deployed to Jhumpura Block)
	9300-34800
	20,308/-

	03.
	R.K.Jena.Sc.
	5200-20200
	15,672/-

	04.
	Alok Ku.Pattnaik, JC
	5200-20200
	13,881/-

	05.
	S.K.Mishra Khansama.
	4440-7740
	10,986/-

	06.
	R.K.Mahanta.Peon
	4440-7740
	10,425/-

	07.
	H.K.Panda. Chowkidar.
	4440-7740
	7,864/-

	08.
	R.Mukhi Sweeper & Chowkidar. 
	4440-7740
	10,401/-

	09.
	Kanhu Ch.Behera, Sweeper
	4440-7740
	7,864/-
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The budget allocated 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.
	Elect.
	2,10,000/-
	1,55,000/-
	
	2.10.000/-

	
	Telephone
	24,000/-
	1,00,000/-
	
	24,000/-

	
	M.V
	40,000/-
	4,00,000/-
	
	40,000/-

	
	O.C
	1,40,000/-
	2,16,000/-
	
	1,40,000/-

	
	O.C
	10,000/-
	55,000/-
	
	10,000/-

	
	Water Tax
	14,000/-
	43,000/-
	
	14,000/-

	D No 5-2047-OFS 
	O.C
	9,500/-
	
	
	9,500/-

	
	T.C
	500/-
	
	
	500/-

	
	Telephone
	3,000/-
	
	
	3,000/-

	4-2014-GP’s
	Telephone
	5,000/-
	
	
	5,000/-

	
	O.C
	2,000/-
	
	
	2,000/-

	3-2506-LR Estt
	O.C
	1,000/-
	
	
	1,000/-


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.

	01.
	Information counter
	
	

	02.
	Web site.
	
	

	03.
	Library.
	
	

	04.
	Notice Board.
	1. Tender Notice.

2. Auction 

3. Examination.

4.Official Notice.
	24 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.


List of Assistant Public Information Officers     

	Sl.

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

	01.
	Nizarat Officer,Keonjhar.
	Collectorate, Keonjhar.
	
	


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.
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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.

