MANNUAL 2
Power and duties of officers and employees
{Section 4(1) (b) (ii) }

Power and duties of officers and staff

	Sl. No.
	Designation of post
	Powers
	Duties attached

	
	
	Administrative
	Financial
	Statutory
	Others
	

	1
	Deputy Collector, Judicial
	Admn.
	
	
	Head of Section
	Disposal of letters

	2
	Head Clerk
	
	
	
	
	Monitoring over all supervision of the section

	3
	Senior Clerk
	
	
	
	
	To discharge the duty of dealing assistant In-Charge of files

	4
	Junior Clerk
	
	
	
	
	-do-


MANNUAL 3

Procedure followed in decision-making process

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

	Sl. No.
	Activity
	Level of action
	Time frame

	1
	To receive letters & do put dairy No.
	Junior Clerk
	Same day

	2
	Grant of Arms licence
	JC, HC, DC, ADM, DM
	--

	3
	Grant of NOC for construction of Retail out-let &  Grant of Explosive licence
	JC, HC, DC, ADM, DM
	3 months

	4
	Grant/Renewal of Fire Work licence
	JC, HC, DC, ADM, 
	--

	5
	Grant/Renewal of K. Oil Storage licence
	SC, HC, DC, ADM, 
	--

	6
	Grant/Renewal of Cinema licence
	SC, HC, DC, ADM, DM
	--

	7
	Senior Officers Meeting
	SC, HC, DC, ADM, DM
	As per scheduled date

	8
	Sanction of Prosecution under Arms Act
	DM
	With Immediate effect


MANNUAL 4

Norms set for the discharge of functions

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

	Sl. No.
	Activity
	Time Frame/Norms
	Remarks

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

	2
	Important & Urgent letters where auction is required
	24 hours
	


MANNUAL 5

Rules, Regulations, instructions, manual and records for discharging functions

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

List of regulation, instructions, manuals and records

	Sl. No.
	Name of the Act, Rules, regulation etc.
	Brief gist of the contents
	Reference No. if any
	Price in case of priced publication

	1
	Arms Act 1959 & 1962
	Grant/Renewal of Arms licence & Sanction of Prosecution under Arms Act 
	
	

	2
	Explosive Rules 2008
	Grant of NOC for Explosive licence & Grant/Renewal of Fire Work licence
	
	

	3
	Petroleum Act 2004
	Grant of NOC for Construction of retail out-let & Grant/Renewal of K.Oil Storage licence
	
	

	4
	Cinema Autography Rules
	
	
	

	5
	Orissa Law Officer Rules 1971
	Regarding appointment of GP/PP, APP  & Payment of fee bills
	
	


MANNUAL 9

Directory of officers and employees

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

	Sl. No.
	Name and designation
	Office phone No.
	E-Mail address

	1
	Smt. Alomoni Sethy DC, Judicial
	06622273889
	--

	2
	Sri Dhirendra Kumar Sahoo, HC
	06622273889
	--

	3
	Sri Promod Kumar Patel, SC
	06622273889
	--

	4
	Sri Abdul Tahir JC
	06622273889
	--

	5
	Sri Geetarani Sonar, JC
	06622273889
	--

	6
	Sri Rajendra Bhoi Peon
	06622273889
	--


