Record Room

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.
	General public on applying for certified copy of land records. Revenue Case record, Judicial Case record etc. through Moharir.

	13
	Grievance redress mechanism
	In case of any problem General Public are meeting OIC Recording Room Collectorate, Keonjhar and getting their problem mitigated. 
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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
	

	01.
	OIC Record Room
	Yes
	
	
	
	

	02.
	Head Clerk( Record Keeper)-01
	
	
	
	
	Record Keeper

	03.
	Sr. Clerk-01
	
	
	
	
	Comparer 

	04.
	Jr. Cclerk-02
	
	
	
	
	Copyist 

	05.
	Daptari-01 
	
	
	
	
	Office helping hand

	06.
	Peon-01
	
	
	
	
	-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)}`

The procedure  can be describe  both  in narrative  from & through  flow  process chart  in narrative  from  the stages  through which  a proposal passes , the level at which  it get examine &  the final authority  to which  it has to go approval may be explain.


The  flow process are can give comprehensive process as may be  seen  from the following  illustration of preparing a food card. 



The Flow Process Chart for issue of  Food Card.


The following time frame work has been programmed /fixed since 12.09.2005
	Sl.No.
	Activity
	Level of action
	Time frame

	1
	Receipt of application
	Same day
	 2nd  hours

	2
	Registration of application
	Next day 
	2nd day

	3
	Assessment of application
	
	3rd day on wards.

	4
	Disposal of application
	
	

	a)
	I) Hal Records
	1 to 15 folios
	7 days

	
	II)   -do-
	10 to 20 Folios 
	15 days

	
	III)   -do-
	Above 20 folios
	25 days

	b)
	Court matters
	
	

	
	I) Bail matter
	
	Same day

	
	ii) Requisition 
	
	7 days

	c)
	Sabik matters
	
	No specific time is fixed


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.

	1
	Diary of C.C. application
	Next day ( 2nd Day)
	

	2
	There are two Jr. Clerks working as copyist and each copyist to write by hand. 
	Each copyist to write 15 folios/pages consisting of 240 Oriya or 180 English work in each page per day. 
	

	3
	Comparer( Sr. Clerk) 
	To compare 20 pages /Folio per day
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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.

	01
	ORM 1964 333-364 Part-I
	Information and copies
	333-364
	

	02
	-do-
	Application for C.C. 
	365-388
	

	03
	-do-
	Court fee 
	389-404
	

	04
	-do-
	Copyist/ comparer  
	405-414
	

	05
	-do-
	Consignment 
	141-288
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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.

	01.
	Revenue record 
	Register file/ case Record 
	
	

	02
	Land Record
	Hal ROR/ Sabik ROR
	
	

	03
	OLR case 
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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 Dehuri, OAS, OIC
	--
	--

	02.
	Ananda Ch. Beriha, H.C (deployed to parna tahasil0
	
	

	03.
	Manoranjan Sahu, Sr.Clerk (deployed to govt. pleder)
	
	

	04.
	Mamata Mahakud, Jr. Clerk
	
	

	05.
	Nirmal Jena,Daftari
	
	

	06.
	Rabindra kumar Naik, Peon
	
	

	07.
	Dwarika prasad Rath S.C.
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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.
	Durbadal Dehuri, OAS, OIC
	9300-34800/-
	16384/-

	02.
	Ananda Ch. Beriha, H.C
	9300-34800/-
	14,815/-

	03.
	Manoranjan Sahu, Sr.Clerk
	5200-20200/-
	9391/-

	04.
	Mamata Mahakud, Jr. Clerk
	5200-20200/-
	7150/-

	05.
	Nirmal Jena,Daftari
	4440-7440/-
	8872/-

	06.
	Rabindra kumar Naik, Peon
	4440-7440/-
	9256/-
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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.


On assessment of C.C. application the requirement of folies / pages and Court fees is intimated to general Public through notice C/O- Information Centre Collectorate, Keonjhar
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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
	Sir Tarani Sen Naik O.A.S
	C/O- Sub-Registrar , Sadar, Keonjhar
	
	
	


