Manual 2

Power and duties of officers and employees

[Section 4(1)(b)(ii)]

Power and duties of officers and staff

	S.

No.
	Designation of 

Post
	Powers
	Duties attached

	
	
	Administrative
	Financial
	Statutory
	Others
	

	1
	Deputy Coll , 

General & Misc. Section
	Admn.
	
	
	Head of Section
	Disposal of letters/Files

	2
	Head Clerk
	
	
	
	
	Monitory,

Overall supervisor of the section

	3
	Sr.Clerk
	
	
	
	
	To discharge the duty of dealing assistant, Incharge of files and records.

	4
	Jr.Clerk
	
	
	
	
	-do-
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Procedure followed in decision-making process

[Section 4(1)(b)(iii)]

	S.No.
	Activity
	Level of action
	Time frame

	1
	To receive letters & do put diary No.
	Jr.Clerk
	Same day

	2
	Allotment of Govt. Accomodation
	Jr.Clerk
	7 days

	3
	Issue of Misc.Certificate
	Jr.Clerk, OIC, ADM , Collector & Tehsildar.
	15 days

	4
	ULBs Election
	Sr.Clerk, OIC, ADM & Collector
	As per Notification of State Election Commissioner.

	5
	Meeting & Conference
	-do-
	As per scheduled date

	6
	Inspection
	OIC, ADM, Collector & Higher Officers.
	As per programme.

	7
	Press Registrations
	ADM
	-

	8
	Pass port
	S.P. & D.M.
	As per Pass port rule.

	9
	Verification of Misc.certificate
	Tehsildar/ ADM
	15 days
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Norms set for the discharge of functions

[Section 4(1)(b)(iv)]

	S.No.
	Activity
	Time Frame/Norm
	Remarks

	1
	Disposal of letters & pending files in time
	10 minutes per letter for seen & file.
	

	2
	Important & urgent letters where action is required.
	24 hours.
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Rules, regulations, instructions, manuals and records for discharging functions

[Section 4(1)(b)(v)]

List of regulations, instructions, manuals and records

	S.No.
	Name of the act, rules, regulations etc.
	Brief gist of the contents
	Reference No if any
	Price in case of priced publications.

	1
	O.M.C.R., 1984
	Issue of Misc.certificate
	-
	Requisite Court fee

	2
	O.P.D.R.Act
	To realize Govt. money
	-
	-

	3
	Orissa Municipal Act, 1950
	Municipality matters
	-
	-

	4
	Verification of Character & antecedents
	To check criminal & other illegal records from Police files and local enquiry for a newly appointed candidate.
	-
	-

	5
	Allotment of Govt. Quarters
	Allotment, repairment and maintainance of Govt. Offices, Staff Quarters, Bunglows, I.Bs.etc.
	-
	-
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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)]

A statement of the categories of documents held

	S.

No.
	Nature of Record
	Details of information available
	Unit/section where available
	Retention period, where available.

	1
	Misc. Case Record
	Nature of certificate issued
	General & Misc.Section
	12 years

	2
	OPDR Case Record
	Orders of Certificate Officer
	-do-
	Permanent
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Directory of officers and employees

[Section 4(1)(b)(ix)]

Directory

	S.No.
	Name and designation
	Office Phone No.
	E mail address

	1
	Smt. Lily Kullu, OAS-I( JB)

General & Misc. Section
	-
	-

	2
	Sri Birmitra Panda, Head Clerk
	-
	-

	3
	Sri Bimal Kumar purohit, Sr.Cleerk 
	-
	-

	4
	Sri Goutam Patra, Sr.clerk
	-
	-

	5
	Smt. Rashmita Behera, Jr.Clerk
	-
	-

	6
	Sri Jadunnath Naik, Jr.Clerk
	-
	-

	7
	Sri Parsuram Mishra, Jr.Clerk
	-
	-
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Particulars of facilities available to citizens for obtaining information.

[Section 4(1)(b)(xv)]

Facilities available for obtaining information

	S.No.
	Facility available
	Nature of information available
	Working hours

	1
	Notice Board
	As per instruction of O.R.M.
	10 A.M. to 5 P.M.

	2
	Through District Record Room
	-do-
	10 A.M. to 4 P.M.
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Name designation and other particulars of Public Information Officers

[Section 4(1)(b)(xvi)]

List of Public Information Officers

	S.

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

	1
	
	
	
	-
	


List of Assistant Public Information Officers

	S.

No.
	Designation of the officer designated as Assistant PIO
	Postal Address
	Telephone No.
	e-mail address

	
	
	
	
	


First appellate authority with in the department

	S.

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

	1
	A.D.M., Sundargarh
	Collectorate, Sundargarh
	06622-273889
	-
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Particulars of organization, functions and duties

[Section 4(1)(b)(i)]

1. Aims and objectives of the organization.

The  General and Miscellaneous Section is an integral part  of the Collect orate Sundargarh which is  functioning under the administrative control of Collector and District Magistrate,Sundargarh.All the official works  relating to miscellaneous nature are being  discharged  in this section with due approval of Collector Sundargarh on the interest of public service.

2. Mission/ Vision.

To make coordination for meetings ,consolidating information for collectors’ conference, VIP tour programmee,allotment of govt.accommodation,verification of antecedents if a person seeking jobs,   verification of certificates , receiving of passport applications. Municipal matters, insopection programme of officerses.

3. Brief history and background for its establishment.

This section is a part of Revenue administration of the state as well as for the district where the general and miscellaneous nature of official works are being discharged from inception.

4. Organization Chart.

General and Miscellaneous Section ,Collectorate,Sundargarh.

5. Allocation of business.

As stated above at item No.2

6. Duties to be performed to achieve the mission.

Disposal of all letters of urgent nature within the same day. Endeavour  is made for submitting replies of  letters to the respective  quarter in schedule time. The inspection Notes of Collector/A.D.M are released   and compliance report are being scrutinized. Besides verification of antecedents are being submitted to the issuing authority. Issue of certificates under Orissa Misc.Certificate Rules 1984 are put up to Collector, Sundargasrh.Maintenance of accommodation both residential and non residential are being initiated from this section. Press registration, Different award, matter relating to freedom fighters,information on assembly session,obitutary news of  VIPs etc.are being put up in files to Collector for onward transmission to respective quarters.  Countersignature of U.C.under grants released form H & U.D.Deptt. GIA bills etc are being dealt in this section. Besides holding of meeting under DUDA are being initiated from this section.

7. Details of services rendered.

The Officer and staff are  indulged themselves to discharge the above nature of duties.

8. Citizen interaction

It is very imperative to make citizen interaction and to satisfy their  to bring home to their requirement on both written and verbal.

9. Postal address of the main office, attached/subordinate office/filed units etc.

General & Misc.Section,Collectorate ,Sundargarh Dist.Sundargarh Pin 770001.

10. Maps of the Office location.

Available in the office of the Tehsildar, sadar,Sundargarh.

11. Working hours both for office land public.

10.00 A.M to 5.00 P.M. in every working day and in exigency beyond office hour also.

12. Public interaction, if any.

Nil.

13. Grievance redress mechanism.

The Grievance petitions of publics in general are being dealt in the grievance cell of Collector Sundargarh P.G.Cell. Each office working Saturday of a week is meant for grievance hearing day. Besides the P.G. Petitions relating to Genl. & Misc.Section are being attended on priority basis and in case it requires the services and attention of subordinate officers, appropriate direction are being communicated to them  for disposal of the grievances of the publics through the subordinate offices.
