RIGHT TO INFORAMTION ACT  2005

MANUAL – 1

Particulars of Organisation , Function and Duties

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


District Record Room  is one of the sections of Collectorate, Sundargarh. This section is situated in the Collectorate building.


The aim and objective of this section is to preserve important records and registers/supply of certified copies  of records to the public as and when required/consignment work of files, registers , records from different sections/ offices etc. The office period has been scheduled from 10 AM to 5 P.M. for both Office and public excluding Sunday and holiday .


A citizen public either from locality or outside is entertained properly for his/her work relating to the Record Room of this Collectorate at any moment during office hour .,


Administration hierarchy of Record Room of Collectorate 

COLLECTOR

ADDL.DISTRICT MAGISTRATE

DEPUTY COLLECTOR

HEAD CLERK     SENIOR CLERK      JUNIOR CLERK



  2

RECORD ROOM  & S.L.R.

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 
	

	1
	Deputy Collector, Record Room, Collectorate, Sundargarh
	Executive Magistrate
	-
	-
	-
	In charge of the 

Section 

	2
	Head Clerk
	
	
	
	
	 To preserve Files.Registers etc.

2. Land Records

	3
	Sr. Clerk 
	
	
	
	
	To deal with files relating to Creation of Tehsils/

R.I.Circles/Police Stations/ Out Post 

Monthly Return on Mutation and Land Pass Book /district boundary disputes and certified copies 

	4
	Junior Clerk 
	
	
	
	
	Consignment / comparer /destruction of B Class Papers etc.

	5
	
	
	
	
	
	


Note:- Substantive powers and duties for each position  may be defined 
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Mannual 3

Procedure followed in decision –making process

(Section 4 (1) (b) (iii)

The procedure can be described both in narrative form and through Flow Process Chart . In narrative form the stages through which  a proposal passess, the levels at which it gets  examined and the final authority to which  it has to go for approval may be explained .

FLOW PROCESS CHART FOR PRESERVATION OF LFILES AND REGISTERS

	Sl.No.
	Activity
	Level of action 
	Time frame 

	1
	To receive files consigned from different sections of the Collectorate
	Dealing Assistant 

Record Keeper
	At once just after receipt of the files/Registers 

	2
	Destruction of “B” Class Papers/Files 
	Dealing Assistant

Record Keeper

Deputy Collector
	Just after completion of 12 years of the “B” Class Papers

	3
	Issue of Certified copy
	Dealing Assistant 

Comparer

R.K.

Deputy Collector
	Ordinary copy with in 3 days and Urgent Copy on the same day of the receipt of application

	4.
	Supply of Files Registers on requisition 
	R.K.

Deputy Collector
	Within 3 days of the requisition 


FLOW PROCESS CHART  FOR LAND RECORD


	1
	Submission  of MPR on disposal of Mutation cases 
	D.A

Deputy Collector

Addl.District Magistrate 
	By 5th of succeeding month 

	2
	Submission of proposal  for creation of new Sub Division/Tehsil/R.I.Circle/P.S./OutPost 
	D.A

Deputy Collector

Addl.District Magistrate

Collector 
	Within 3 days from the receipt of proposal from concerned Authorities 

	3
	Submission of proposal for change of boundaries of Revenue Villages 
	D.A

Deputy Collector

Addl.District Magistrate

Collector
	Within 3 days from the receipt of proposal from Chain Proceeding Cell
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Manual  4

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 

	Sl.No
	Activity
	Time  frame  Norm 
	Remarks 

	1
	Diary of letter 
	3 minutes per  letter 
	

	2
	Despatch of letter 
	5 minutes per letter 
	Registered dak including entry in messenger book

	3
	Typing job 
	30 Pages per day 
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Manual 5

Rules , regulations , instructions , manuals and records for discharging functions 


( Section 4 (1) (b) (v)   )

Prepare  a list of rules, regulations, instructions, manuals  and  records for discharging  functions  available with the public authority  for 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 

	1
	Orissa Record Manual 1964
	Office Procedure 
	
	

	2
	Orissa Mutation Manual
	Relating mutation of Land 
	
	

	3
	Orissa Survey and Settlement Act 
	Survey/ Settlement 
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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 

	1
	2
	3
	4
	5

	1
	Shelf Register 
	Contains details of all case records consigned  to Recsdord Room from different Courts  
	Record Room
	Permanent 

	2
	Register No.41-B
	Contains details of records received 
	Record Room
	Permanent 

	3
	Register No. 41-D 
	Contains details of records supplied /Returned to record Room
	Record Room
	Permanent 

	4
	Destruction Register 
	Contains details of records destroyed 
	Record Room
	Permanent 

	5
	Copy Register 
	Contains details of applications  received for certified copies  
	Record Room
	3 years 

	6
	Receive Register 
	Entry of letters received  in a particular year  
	Record Room
	Permanent 

	7
	Issue Register 
	Entry of letters issued  in a particular year  
	Record Room
	Permanent 

	8
	Index Register 
	Entry of File names opended in a particular year  
	Record Room
	Permanent 


Manual  7

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   committees and other bodies with which  consultations are held

	Sl.No.
	Name and address of the Consultative Committees /bodies 
	Constitution  of the Committee / Body
	Role and responsibility 
	Frequency of meetings

	1
	2
	3
	4
	5

	1
	Dist. Steering Committee
	Sub-Collector, Member Convenor

Collector- Chairman 

SO/Tehsildars /ASOs/MP-Member 
	To monitor the work  of computerisation of land records
	Quarterly 


   
Other procedures adopted for formal and non formal consultations with the public  may also be indicated such as Bhagidari,Jan Sunbhai ,interaction with resident  welfare associations etc.

Other details whether the meetings are open to public, minutes are accessible to public etc,. may also be indicated 
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Manual  9

Directory of Officers and employees

(Section 4 (1) (b) ( ix)   )


Directory 

	Sl.No.
	Name and Designation 
	Office Phone No
	E Mail Address 

	1
	Sri Santosh Kumar Das 

Deputy Collector, Record Room, Collectorate, 
	
	

	2
	Srimati Anu Kandi , Head Clerk
	
	

	3.
	Sri T.K.Parida, Sr.Clerk
	
	

	4.
	Smt. Binodini Saa, Jr.Clerk 
	
	

	5
	Sri Sukru Pahadia, Peon 
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Manual  10

The monthly remuneration received by  each of the  of the Officers and employees, including the system of compensation  as provided in the regulations

  ( Section 4 ( 1) (b) (x)   )

	SlNo.
	Name and Designation
	Pay Scale/Monthly Remuneration

	1
	2
	3

	1
	Sri Santosh Kumar Das 

Deputy Collector, Record Room, Collectorate, 
	16,260/- + D.P.4600/  =20,860.00

	2
	Srimati Anu Kandi , Head Clerk
	10,870/-  +DP 4200/-  = 15,070/-

	
	Sri T.K.Parida, Sr.Clerk
	8610/-  + D.P.2000/-  = 10,610/-

	4
	Smt. Binodini Saa, Jr.Clerk 
	6750/- + 1900/-          =8,650/-

	5
	Sri Sukru Pahadia, Peon 
	


Note :- Details  about system of compensation provided in regulations may be given 
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Manual  10

Particulars of facilities  available to citizens for obtaining informations 

                  

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

          FACILITIES  AVAILABLE   FOR  OBTAINING   INFORMATION 

	Sl.No
	Facility available 
	Nature of information available 
	Working hours 

	1
	Information counter 
	
	

	2
	Website
	
	

	3
	Library
	
	

	4
	Notice Board 
	1.Requirement of Court Fees and Stamp and Pholios 

2.Date of Ready of Certified Copy

3. Rejection of Certified Copy


	10 A.M. to 5 PM


Manual 16

Name  Designation and other particulars of Public Information Officers

(Section 4 (1) (b) ( xvi )   )

	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 

	
	Deputy Collector 
	
	
	
	


List of Assistant Public Information Officers

	Sl.No
	Designation of the Officer designated as  Asst. PIO 
	Postal Address 
	Telephone No.
	e-mail address 

	
	Deputy Collector 
	
	
	



First Appellate Authority with in the department 

	Sl.No
	Designation of the Officer designated as  First Appellate Authority 
	Postal Address 
	Telephone No.
	e-mail address 
	Postal Address 

	
	Addl.District Magistrate, Sundargarh 


	Collectorate,

Sundargarh
	06622-

273889
	
	


