Manual – 1

Particulars of Organization, function and duties: -

Aims & Objectives of the Organization: -

A detailed and comprehensive review of the tribal problem was taken up on the eve of the Fifth five year plan period and the concept of tribal sub-plan strategy was evolved. The strategy was followed in Socio-economic development of tribals through Income Generating Schemes allied with Infrastructure Development programmes and protection of the tribals against exploitation.

The entire Revenue Sub-Division of Sundargarh, Sadar consisting of 9 blocks comes under the ITDA, Sundargarh and the entire area is coming under tribal sub-plan area. The percentages of ST & SC population of the area are 59.44 % & 9.98 % respectively.

Mission/Vision: -

  

The tribal sub plan approach envisages the integrated development of the tribal areas in which all programmes irrespective of their sources of funding operate in unison to achieve a common goal of bringing the area at par with the rest of the state and to improve quality of life of the tribals.


This Agency is promoting the implementation of different earmarked projects by utilizing funds from the State, Central Plan Sector Outlays, Special Central Assistance etc. Conceptually this is leading to abridge the gap that has been appearing among the tribals and others on different socio-economic fronts.

Background of establishment: -

This office was started as Integrated Tribal Development Project (ITDP) since 1974-75. It was converted to agency and renamed as ITDA during 1979-80. Since then it is functioning both as ITDP & ITDA.

Allocation of Business: -

This ITDA receives allotment from State Govt. out of its State Plan, Central Plan Sectoral Outlays, Special Central Assistance and 1st proviso to Article 275 (1) of the constitution etc.
Address and Location of Office: -

The Director (ST/SC) – cum – Joint Secretary is the controlling officer and the ST & SC Development Department is the Administrative Department of this ITDA. This ITDA is situated inside the Collectorate premises in front of Res. Office of Collector, Sundargarh.

Working hours: -

This official business hour is usually from 10 AM to 5 PM on every working day.

Grievance redressal: -

Public petitions on received are properly enquired into after conducting field visits and problems sorted out. Aggrieved person can meet the head of the office, if he so desires.

Manual – 2

Powers and duties of officers and employees

[Section 4(1) (b) (ii)]
	Sl.
No.
	Designation of Post
	Powers and duties of officers and staff
	

	
	
	Powers
	Duties attached

	
	
	Administrative
	Financial
	Statutory
	Others
	

	1.
	Project Administrator, ITDA, Sundargarh
	To ensure all round development of tribals and execute projects.
	To act as DDO of Govt. grants and maintain Govt. accounts & Submit UCs to Govt.
	To implement poverty alleviation, income generation Schemes and development activities
	To redress the grievance of the tribals, safeguard their interest, protect their cultural interests etc.
	Monitor & supervise development activities of the tribals through blocks and different executive agencies related with tribal development.

	2.
	Special Officer, ITDA, Sundargarh
	To assist P.A., ITDA in all official and field activities. Visit & guide tribal educational institutions. Guide welfare activities at block level through WEOs. Promote income generation activities.
	To act as DDO if ordered by P.A., ITDA.
	No specific powers given to perform any statutory functions.
	To supervise the activities of WEOs.
	To organize SHGs. Inspect LI points. Encourage agricultural and horticultural production. Conduct checking on the activities of beneficiaries under various schemes. Guide the activities of educational institutions. Conduct inquiries as entrusted by authorities.

	3.
	Assistant Engineer, ITDA, Sundargarh
	To monitor & supervise the works executed by the JEs/Contractors and give technical guidance.
	-------
	Accord technical sanction on the estimate above Rs. 2.00 lakhs up to 5.00 lakhs.
	Redress grievance on execution of development works.
	To check measure the works. Monitor & Supervise execution of development works. Conduct inquiries on allegations. Guide the JEs for preparation of plan, designs & estimate for development works.


	4.
	Junior Engineer, ITDA, Sundargarh
	To execute development projects.
	To prepare estimate & designs.
	To accord technical sanction on estimates up to Rs. 2.00 lakhs. Conduct measurement of the works.
	To execute MPLAD, MLALAD, WODC, NFFW & RSVY works etc. as entrusted by Collector.
	Supervise development project works. Hear public grievance on development projects & redress those. All miscellaneous works as entrusted by authorities.

	5.
	Statistical Assistant, ITDA, Sundargarh
	To process information.
	-------
	-------
	-------
	To process information

	6.
	Head Clerk, Senior Clerks & Junior Clerks etc.
	Routine matters as per ORM correspondence etc. maintenance of registers & records
	To maintain Accounts
	-------
	-------
	Accounting
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Procedure followed in decision-making process

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

Flow Process Charts for issue of Correspondence

	Sl. No.
	Activity
	Level of action
	Time frame

	1
	To receive letters and put a diary number
	Receipt Clerk
	Same day

	2
	To mark letters to concerned DAs
	HMO
	Do

	3
	To enter in log book and put up to PA, ITDA, through Head Clerk & Special Officer
	DA
	2-3 days

	4
	To put up to Special Officer
	Head Clerk
	Same Day

	5
	To Put up to PA, ITDA
	Special Officer
	1 day

	6
	To pass orders and take decision
	PA, ITDA
	1 day

	7
	To sign and return fair copies
	PA, ITDA
	Same Day

	8
	To deliver/dispatch to concerned agency/ addressee
	Issue Clerk
	Same Day
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Norms set for the discharge of functions

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

Illustration

	Sl. No.
	Activity
	Time frame/Norm
	Remarks

	1
	Diary of letter
	3 minutes per letter
	

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

	3
	Typing job
	30 pages per day
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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

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

	
	No Acts or Rules made available to ITDA. Guidelines to implement projects and conduct IGS & Infrastructure development activities under SCA & Article 275(1) of the constitution, CSP & other schemes etc.
	To execute development and poverty alleviation works
	--------
	------
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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

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

	-----
	-----
	-----
	-----
	-----
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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)]

A statement of the categories of documents held

	Sl. No.
	Name and address of the ommittees/

bodies
	Constitution of the committee/body
	Role and responsibility
	Frequency of meetings

	
	Project Level Committee & Governing Body of ITDA, Sundargarh
	1. Collector of the District

2. Chairman of the Panchayat Samities in the ITDA

3. MPs of the area

4. MLAs of the area


5. Project Director, DRDA 

6. Sub-Collector 

7. Representative of NABARD in the District

8. The Lead Bank Manager of the District

9. A representative of the ST & SC Development Deptt.

10. Two Tribal members of Zilla Parishad 

11. A representative of one NGO working for tribal development 

12. A development expert 

13. A representative of a community based organization of the area


14. Project Administrator of the ITDA
	To review the expenditure & approval of Action Plan of ITDA.
	It sits quarterly
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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 and address of the body
	Main functions of the body
	Constitution of the body
	Date of constitution

	1
	2
	3
	4
	5

	
	Project Level Committee & Governing Body of ITDA, Sundargarh
	To review the expenditure & approval of Action Plan of ITDA. 
	1. Collector of the District

2. Chairman of the Panchayat   

     Samities in the ITDA

3. MPs of the area

4. MLAs of the area


5. Project Director, DRDA 

6. Sub-Collector of the District

7. Representative of NABARD in 

     the District

8.The Lead Bank Manager of the 

    District

9. A representative of the ST & SC 

    Development Deptt.

10.Two Tribal members of 

     Zilla Parishad 

11.A representative of one NGO 

     working for tribal development

12.A development expert 
13.A representative of a community

     based organization of the area   14.Project Administrator of the 

     ITDA
	7th September’2000


	Date up to which valid
	Whether meetings open to public
	Whether minutes accessible to public
	Frequency of meetings
	Remarks 

	6
	7
	8
	9
	10

	Till next Govt. order is received
	No
	Yes
	It sits quarterly 
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Directory of officers and employees

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

Directory: -

	Sl. No.
	Name & Designation
	Office Phone No.
	E-mail address

	1
	Rabinandan Nayak, Project Administrator
	06622-273057
	itdasng@ori.nic.in

	2
	Special Officer,Post vacant
	06622-273057
	itdasng@ori.nic.in

	3
	Baikuntha Bihari Pradhan, Asst. Engineer
	06622-273057
	itdasng@ori.nic.in

	4
	Jayant Kumar Patel,Junior Engineer
	06622-273057
	itdasng@ori.nic.in

	5
	Benudhar Dhal,Junior Engineer
	06622-273057
	itdasng@ori.nic.in

	6
	Laxmi Dhar Singh
	06622-273057
	itdasng@ori.nic.in

	7
	Kishore Chandra Patel, Head Clerk
	06622-273057
	itdasng@ori.nic.in

	8
	Sajjan Kumar Panigrahi, Statistical Assistant
	06622-273057
	itdasng@ori.nic.in

	9
	Liladhar Kalo, Senior Clerk
	06622-273057
	itdasng@ori.nic.in

	10
	Gokul Narayan Naik, Senior Clerk
	06622-273057
	itdasng@ori.nic.in

	11
	Sanatan Kar, Junior Clerk
	06622-273057
	itdasng@ori.nic.in

	12
	Dillip Kumar Banichhur, Junior Clerk
	06622-273057
	itdasng@ori.nic.in

	13
	Sureshwar Patel, Driver
	06622-273057
	itdasng@ori.nic.in

	14
	Gurucharan Nag, Peon
	06622-273057
	itdasng@ori.nic.in

	15
	Lalindra Pujhari, Peon
	06622-273057
	itdasng@ori.nic.in

	16
	Shankar Chhatria, Peon
	06622-273057
	itdasng@ori.nic.in

	17
	Siskar Tanty, Peon
	06622-273057
	itdasng@ori.nic.in

	18
	Harischandra Nag, Peon
	06622-273057
	itdasng@ori.nic.in
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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 & Designation
	Pay scale/Monthly remuneration

	1
	Rabinandan Nayak, Project Administrator
	Rs.15,600- 39,100/-

	2
	Special Officer,Post vacant
	

	3
	Baikuntha Bihari Pradhan, Asst. Engineer
	Rs. 9,300/--34,800/-

	4
	Jayant Kumar Patel,Junior Engineer
	Rs. 9,300/--34,800/-

	5
	Benudhar Dhal,Junior Engineer
	Rs. 9,300/--34,800/-

	6
	Laxmi Dhar Singh
	Rs. 9,300/--34,800/-

	7
	Kishore Chandra Patel, Head Clerk
	Rs. 9,300/--34,800/-

	8
	Sajjan Kumar Panigrahi, Statistical Assistant
	Rs. 9,300/--34,800/-

	9
	Liladhar Kalo, Senior Clerk
	Rs. 5,200/--20,200/-

	10
	Gokul Narayan Naik, Senior Clerk
	Rs. 5,200/--20,200/-

	11
	Sanatan Kar, Junior Clerk
	Rs. 5,200/--20,200/-

	12
	Dillip Kumar Banichhur, Junior Clerk
	Rs. 5,200/--20,200/-

	13
	Sureshwar Patel, Driver
	Rs. 5,200/--20,200/-

	14
	Gurucharan Nag, Peon
	Rs. 4,400/--7,440/-

	15
	Lalindra Pujhari, Peon
	Rs. 4,400/--7,440/-

	16
	Shankar Chhatria, Peon
	Rs. 4,400/--7,440/-

	17
	Siskar Tanty, Peon
	Rs. 4,400/--7,440/-

	18
	Harischandra Nag, Peon
	Rs. 4,400/--7,440/-
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The budget allocated to each agency

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

Non- Plan budget
	Major head
	Activities to be performed
	Sanctioned budget
	Budget estimate
	Revised estimate
	Expenditure for last year

	-Nil-
	-Nil-
	-Nil-
	-Nil-
	-Nil-
	-Nil-


Plan budget

(Rs. in lakh)

	Name of the plan scheme
	Activities to be under taken
	Date of commencement
	Expected date for completion
	Amount sanctioned

(Including Spill Over amount)
	Amount 
disbursed/
spent

	SCA
	IGS & Infrastructure development
	01.04.08
	31.03.09
	628.47
	504.37

	Article 275(1)
	(a) IGS & Infrastructure development
	01.04.08
	31.03.09
	198.49
	198.49

	
	(b) Implementation of  Forest Right Act
	01.04.08
	31.03.09
	17.25
	4.15

	CSP
	Infrastructure development
	01.04.08
	31.03.09
	151.86
	151.86

	State Plan
	Remuneration to cooks, Supdt. Allowances, Health measures & PMS
	01.04.08
	31.03.09
	241.35
	204.37

	Central Plan
	Organisation of VTC Training
	01.04.08
	31.03.09
	6.67
	2.68

	Establishment 
	Salary of Staffs
	01.04.08
	31.03.09
	32.13
	32.13


Manual –12

The manner of execution of subsidy programme

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

List of institutions given subsidy

	Sl. No.
	Name & address of the institution
	Purpose for which subsidy provided
	No. of beneficiaries
	Amount of subsidy
	Previous years utilization progress
	Previous years achievement

	----
	----
	----
	----
	----
	----
	----


List of individuals given subsidy

	Sl. No.
	Name & 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

	----
	----
	----
	----
	----
	----
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Particulars of recipients of concessions, permits or authorizations granted

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

List of beneficiaries

	Sl. No.
	Name & 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 date base

	
	SCA, Article275 (1) MPLAD, MLALAD WODC, CSP, 11TH FCA CENTRAL PLAN, STATE PLAN, NON-PLAN,  Untied Fund NFFW, RSVY
	Progress report
	Yes
	Not given to Website. Programmed to release to website through NIC, open a Website for ITDA, Introduce Internet system. Information now preserved in office computer
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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

	1
	Notice board
	All information available in office
	10 AM to 5 PM on working days

	2
	Office Documents
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Name designation & 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

	1
	Sri B.B.Pradhan,
Assistant Engineer, ITDA, Sundargarh
	ITDA, Sundargarh
	06622-273057
	itdasng@ori.nic.in
	Entire ITDA area of Sadar, Sub-Division, Sundargarh


List of Assistant Public Information Officers

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

	
	Sri Kishore Chandra Patel, 

Head Clerk, ITDA, Sundargarh
	ITDA, Sundargarh
	06622-273057
	itdasng@ori.nic.in


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
	Demarcation of Area/ Activities, if more than one appellate authority is there

	
	Sri Rabinandan Nayak, OAS (1) SB, P.A., ITDA, Sundargarh
	ITDA, Sundargarh
	06622-273057
	itdasng@ori.nic.in
	Entire ITDA area of Sadar, Sub-Division, Sundargarh
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Other information as may be prescribed

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

1. Two model schools, one at Laing (Mandira Dam Side) and the other at Bhawanipur are functioning in the ITDA area. Students are admitted to Class –VI after selection through written test each year before commencement of the academic session. Two nos. of Junior Science Colleges are functioning in the above two model schools.
2. To train the tribals under various vocational activities institutional training is being conducted.

3. Various trainings are imparted to both men and women unemployed youth in ITIs and other Govt. approved technical institutions on driving, masonry, computer, tie & dye, dress making, motor pump repairing, electronics, electrician and other skill development activities etc.

4. Tribal educational institutions are functioning to educate the tribal students with stipend facilities in the TSP area, Sundargarh. 
5. 38 nos. of ST Girls hostel buildings have been constructed under 1000 ST/SC Girls’ Hostel Scheme for better accommodation of tribal girls pursuing studies.

6. To encourage girls students for higher education bicycles are being distributed at +2 level.
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