                                                                                                                            RTI ACT 2005


Manual – 1

Particulars of Organization, functions & duties

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

	111

 1
	Aims & objectives of the Organization
	For Construction of Roads and Buildings.

	
	
	

	2
	Mission/Vision
	For payment of dues for the works done by the executants and the maintenance of roads and buildings.

	
	
	

	3
	Brief history & back ground for its establishment
	This Division is created for maintenance, construction of roads buildings and bridge since – 1954

	
	
	

	4
	Organization Charts
	The activity covers part of Sundargarh district

	
	
	

	5
	Allocation of business
	A part of Sundargarh district

	
	
	

	6
	Duties to be performed to achieve mission
	For supervision of works

	
	
	

	7
	Details of services rendered
	Supervision of works by Junior Engineer, Assistant Engineer and Executive Engineer and maintenance of accounts by Divisional Accounts Officer.

	
	
	

	8
	Citizens interaction
	With the executants and Zilla Parishad District Collector

	
	
	

	9
	Postal Address of the main office, attached/subordinate office/filed units etc.
	R & B Division Sundargarh, Dist – Sundargarh, Orissa, Pin - 770001

	
	
	

	10
	Map of office location
	Near District Stadium Sundargarh.

	
	
	

	11
	Working hours both for office & public
	10.00A.M. to 5.00 P.M.

	
	
	

	12
	Public interaction, if any
	Some times peoples come with their difficulties on roads.

	
	
	

	13
	Grievance redress mechanism
	By giving instructions to Sub-ordinate offices to intigate the grievances of the public.


Manual – 2

Power & duties of officers & employees

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

Power & duties of officers & staff

	Sl. No.
	Designation of Post
	Power
	Duties attached

	
	
	Administrative
	Financial
	Statutory
	Others
	

	1
	Executive Engineer
	√
	√
	√
	√
	Supervision of works and payment of executants

	2
	Assistant Engineer
	-
	-
	√
	√
	Supervision of works and miscellaneous petty payments.

	3
	Divisional Accounts Officer
	-


	√
	√
	√
	Internal auditor and financial advisor

	4
	Junior Engineer
	-
	-
	-
	√
	Supervision Works

	5
	Head Clerk
	-


	-


	-


	√
	Maintenance of official discipline

	6
	Senior Clerk
	-
	-
	-
	√
	Cooperation in official works

	7
	Junior Clerk
	-


	-


	-


	√
	Cooperation in official works

	8
	Stenographer
	-
	-
	-
	√
	Executive Engineer in the function.

	9
	Draughtsman
	-


	-


	-


	√
	Preparation of drawings and charts

	10
	Tracer
	-
	-
	-
	√
	To assist the Draughtsman.


Note:- Substantive power & duties for each position may be defined.

Manual – 3

Procedure followed in decision-making process

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

The procedure can be described both in narrative form & through flow pre-narrative form he stages which a proposal passes. The levels at which it gets of final authority to which it has to go for approval may be explained.

The Flow process Charts can give a comprehensive process as may be seen from illustration preparing a food card.

Flow Process Charts for issue of Food Card

	S.No.
	Activity
	Level of action

	1
	Receipt of the contractor bills and diary
	Dealing assistant

	2
	To mark application to concerned clerk
	Executive Engineer

	3
	To check measurement the works
	Executive Engineer

	4
	Checking of the bills by Auditors
	Auditors

	5
	Clearance of the bill by Financial Advisor
	DAO

	6
	Preparation of the cheques
	Cashier

	7
	To sign the cheque
	Executive Engineer

	8
	To deliver the cheques to executants
	Cashier


Such charts may be prepared for major functions.

Manual – 4

Norms set for the discharges of functions

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

Details of norms & standards 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 letter
	3 minutes per letter
	

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

	3
	Typing job
	50 pages per day
	

	4
	Issue of Cheques
	Average 5 to 6 Cheque per day
	Including entry in cash book

	
	
	
	


Manual – 5

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

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

Prepare a list of Rules, regulations, instructions, manuals & records for discharging functions available with the public authority for the smooth discharge of its functions.

Lists, regulations, instructions, manuals & records

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

	
	1                                                   
	Invitation of Tenders
	Before agreement tender is invited for publication
	Reference made in the tender call register
	Free of cost as the same of born by the
 I & PR deptt.

	
	2                                                   
	Execution of Agreements
	For doing the work agreement is to be made
	Reference made in the agreement register
	

	
	3                                                
	Preparation of bills
	After the work is executed bill is prepared.
	Reference in measurement books
	

	
	4                                            
	Issue of the cheques
	After passing the bills the cheque is to be issued
	Reference in the cash book and cheque book
	

	
	5                                             
	Preparation of Accounts
	Submission of the accounts to the Accountant General
	Monthly accounts for a particular month.
	

	
	
	
	
	
	

	
	
	
	
	
	


Manual – 6

A statement of the categories of documents that are held by it for under its control

[Section 4(I)(b)(vi)]

Details of the records available may be made in a statement from, wing wise, unit wise, branch wise & it may be got tabulated, indexed & catalogued. ( An illustrative list is given below)

A statement of the categories of documents held

	
	Nature of record
	Details of information available
	Unit/section where available
	Retention period, where available

	1
	Work Bills
	Measurement of the work with payments details
	Available in the accounts branch/section
	Retained in the accounts section for pretty good period.

	2
	Cash Book
	Details of payments, work and executants.
	Cash Section
	Permanently lying with the cashier

	3
	Measurement Book
	Details measurement of the work
	Accounts section
	Temporary

	4
	Work Register
	Details of work with payments and agency
	Accounts section
	Permanent

	5
	Estimates
	Nature with approximate amount of work to be done.
	Estimating section
	Permanent

	6
	Agreements
	A deed between the Executive Engineer and Contractor
	Estimating section
	Permanent

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


Manual – 7

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(I)(b)(vii)]

Details of consultative committees & other bodies with which consultations are held.

	Sl. No.
	Name & address of the Consultative
	Constitution of the committee/body
	Role & responsibility
	Frequency of meetings

	1
	    Zilla Parishad, Sundargarh
	Headed by the President and its members
	The proposal for Improvements of road and bridges are to be initiated by them.
	Monthly

	
	
	
	
	

	
	
	
	
	


Other produces adopted for foramen & informal consultations with the public may also be indicated  such   as Bhagidari, Jan Sunvai, 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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A statement of boards, Council, committees & other bodies continual

[Section 4(I)(b)(viii)]

List of boards, councils, Committees etc.

	
	Sl. No


	Name &

address of

the body
	Main functions of the body
	Constitution of the body
	Date of constitution
	Date up to which valid
	Whether meetings open to public
	Whether minutes accessible to public
	Frequency of meetings

	
	1
	W.O.D.C. Bhubaneswar
	Provide fund for improvement of roads in western Orissa
	Chairman with members
	
	
	
	Yes
	

	
	2
	ITDA, Sundargarh
	Provide deposits for construction of roads and buildings
	Project Administrator
	
	
	
	Yes
	

	
	3
	DRDA     Sundargarh
	Provide deposits for construction of roads and buildings
	   Collector
	
	
	
	Yes
	

	
	4
	Works Deptt . Orissa , Bhubaneswar 
	Provide funds  for construction of roads and buildings
	E.I.C – Cum -Secretary
	
	
	
	Yes
	


Please attach copies of detailed notification/orders for their constitution.

Manual – 9

Directory of officers & employees

[Section 4(I)(b)(ix)]
                                                                                     Directory
	Sl. No.
	Name & designation
	Officer phone no.
	E-mail address
	
	
	

	1
	Sri Home  Singh Majhi   Executive Engineer
	06622-272230
	pwd_sng @ yahoo.co.in
	
	
	

	2
	Sri Narayan Patel                   Assistant Engineer
	
	
	
	
	

	3
	Sri Bijayananda Das           Assistant Engineer
	
	
	
	
	

	4
	Sri Kailash Ch. Sahu

Assistant Engineer
	
	
	
	
	

	5
	Sri Amit Prasan Kiro               Assistant Engineer (Estimator)
	
	
	
	
	

	6
	   Sri Bikram Keshari  Pattnaik
D.A.O
	
	
	
	
	

	7
	Sri Gangadhar Patel            Junior Engineer
	
	
	
	
	

	8
	Sri Basanta Ku. Dehury               Junior Engineer
	
	
	
	
	

	9
	Sri Surendranath Mahanta        Junior Engineer
	
	
	
	
	

	10
	Sri Benudhar Naik                    Junior Engineer
	
	
	
	
	

	11
	Sri Dambrudhar Bisoyi                Junior Engineer
	
	
	
	
	

	12
	Sri Binod Kumar Lakra               Junior Engineer
	
	
	
	
	

	13
	Sri Radeshyam Kalo                       Junior Engineer
	
	
	
	
	

	14
	Sri Sumanta Ku. Parekh 
Junior Engineer
	
	
	
	
	

	15
	Sri N.C. Ojha
DM 
	
	
	
	
	

	16
	Sri Chandrabhanu Naik

  Sr. Clerk / H.C.  in  Charge 
	
	
	
	
	

	17
	Sri Akhaya Kumar Rout 

Sr. Clerk
	
	
	
	
	

	18
	Sri Kulamani Choudhury 

Sr. Clerk
	
	
	
	
	

	19
	Sri Bijay Ku. Rath 
Sr. Clerk
	
	
	
	
	

	20
	Sri Harish Ch. Kar 

Jr. Clerk
	
	
	
	
	

	21
	Sri Braja Bihari Patra 

Jr. Clerk 
	
	
	
	
	

	22
	Sri Kailash Ch. Kisan 
Jr. Clerk 
	
	
	
	
	

	23
	Sri Subodh Ku. Sahoo  
Jr. Clerk 
	
	
	
	
	

	24
	Smt  Niali Sasini   
Jr. Clerk 
	
	
	
	
	

	25
	Sri Bijnyan Kumar Bastia 
Jr. Clerk 
	
	
	
	
	

	26
	Sri Sushanta Chandra Mishra 
Jr. Clerk 
	
	
	
	
	

	27
	Sri Narayan  Samal 
Jr. Clerk 
	
	
	
	
	

	28
	Sri Sekhar Chandra Thakur 
Jr. Clerk 
	
	
	
	
	

	29
	Sri Jagdish Bag  

Peon 
	
	
	
	
	

	30
	Smt. Manabhangi Bhaisal 

Peon 
	
	
	
	
	

	31
	Sri  Prasanna Ku. Dash

Peon 
	
	
	
	
	

	32
	Sri Hare Krishna Mohanty 

Peon
	
	
	
	
	

	33
	Sri  Prafula Ku. Sharma 

Peon
	
	
	
	
	

	34
	Sri Umakanta Nag 

Peon
	
	
	
	
	

	35
	Sri  Ashram Laria 

Peon
	
	
	
	
	

	36
	Sri Surendra Nath  Mishra 

Peon
	
	
	
	
	

	37
	Smt. Manjubala Behera 

Peon
	
	
	
	
	

	38
	Smt. Chandini Tanty 

Peon
	
	
	
	
	

	39
	Sri . Adikanda Bhoi 

Peon
	
	
	
	
	

	40
	Smt Ukia Dungri 

Sweeper
	
	
	
	
	

	41
	Sri Dibakar Pattanaik 

Peon
	
	
	
	
	

	42
	Sri Kalakar Bag 

Peon
	
	
	
	
	

	43
	Sri Laxman Ghasi 

Night Watchman 
	
	
	
	
	

	44
	Sri Gangaram Soreng 

Peon
	
	
	
	
	

	45
	Sri K.C.Panigrahi                         Peon
	
	
	
	
	

	46
	Sri Shasankar Sahu                     Peon                  
	
	
	
	
	


Manual – 10

The Monthly remuneration received by each of the officers & employees,

Including the system of compensation as provided in the regulations

[Section 4(I)(b)(x)]

	Sl.No.
	Name of the designation
	Pay Scale/Monthly Remuneration
	Grade Pay 

	1
	Sri Home  Singh Majhi  
 Executive Engineer
	15600-39100 / 31958
	6600

	2
	Sri Narayan Patel              

 Assistant Engineer
	9300-34800 / 25416
	4600

	3
	Sri Bijayananda Das              Assistant Engineer
	9300-34800 / 26381
	4600

	4
	Sri Kailash Ch. Sahu

Assistant Engineer
	9300-34800 
	4600

	5
	Sri Amit Prasan Kiro              Assistant Engineer (Estimator)
	9300-34800 / 22468 
	4600

	6
	    Bikram keshari  Pattanaik

D.A.O
	9300-34800 / 25730
	4600

	7
	Sri Gangadhar Patel                 Junior Engineer
	9300-34800 / 21797
	4200

	8
	Sri Basanta Ku. Dehury 

Junior Engineer
	9300-34800 
	4200

	9
	Sri Surendranath Mahanta        Junior Engineer
	9300-34800 / 21622
	4200

	10
	Sri Benudhar Naik                    Junior Engineer
	9300-34800 / 22785
	4200

	11
	Sri Dambrudhar Bisoyi             Junior Engineer
	9300-34800 / 22028
	4200

	12
	Sri Binod Kumar Lakra              Junior Engineer
	9300-34800 / 19256
	4200

	13
	Sri Radeshyam Kalo                 Junior Engineer
	9300-34800
	4200

	14
	Sri Sumanta Ku. Parekh 

Junior Engineer
	9300-34800
	4200

	15
	    Sri  N.C. OJha 

               DM 
	               5200-20200 
	2800

	16
	Sri Chandrabhanu Naik 

Sr. Clerk / HC in Charge
	5200-20200 / 13433
	2400

	17
	Sri Akhaya Kumar Rout 

Sr. Clerk
	5200-20200 /  14591
	2400

	18
	Sri Kulamani Choudhury 

Sr. Clerk
	5200-20200 / 13433
	2400

	19
	Sri Bijay Ku. Rath 
Sr. Clerk
	5200-20200 / 14181
	2400

	20
	Sri.  Harish Ch. Kar 

 Jr Clerk
	5200-20200 / 8236
	1900

	21
	Sri Braja Bihari Patra 

Jr. Clerk 
	5200-20200 / 12632
	2000

	22
	Sri Bijnyan Kumar Bastia 

Jr. Clerk 
	5200-20200 / 11378
	1900

	23
	Sri Sushanta Chandra Mishra Jr. Clerk 
	5200-20200 / 11217
	1900

	24
	Sri Narayan  Samal                    Jr. Clerk 
	5200-20200 / 10858 
	1900

	25
	Sri Sekhar Chandra Thakur Jr. Clerk 
	5200-20200 / 11326
	1900

	26
	Smt  Niali Sasini   
Jr. Clerk 
	5200-20200 / 8491
	1900

	27
	Sri Kailash  Ch.  Kisan 

Jr. Clerk 
	5200-20200 / 9123
	1900

	28
	Sri Subodh  Sahu 

Jr. Clerk 
	5200-20200/ 8491
	1900

	29
	Sri Jagdish Bag  

Peon 
	4440-7440 / 9475
	1300

	30
	Smt. Manabhangi Bhaisal 

Peon 
	4440-7440 / 9620
	1400

	31
	Sri  Prasanna Ku. Dash

Peon 
	4440-7440 / 9060
	1300

	32
	Sri Hare Krishna Mohanty 

Peon
	4440-7440 / 8881
	1300

	33
	Sri  Prafula Ku. Sharma 

Peon
	4440-7440 / 9636
	1400

	34
	Sri Umakanta Nag 

Peon
	4440-7440 / 9620
	1400

	35
	Sri  Ashram Laria 

Peon
	4440-7440 / 9083
	1300

	36
	Sri Surendra Nath  Mishra 

Peon
	4440-7440 / 9083
	1300

	37
	Smt. Manjubala Behera 

Peon
	4440-7440 / 8932
	1300

	38
	Smt. Chandini Tanty 

Peon
	4440-7440 / 9475
	1300

	39
	Sri . Adikanda Bhoi 

Peon
	4440-7440 / 9620
	1400

	40
	Smt Ukia Dungri 

Sweeper
	4440-7440 / 9451
	1300

	41
	Sri Dibakar Pattanaik 

Peon
	4440-7440 / 6658
	1300

	42
	Sri Kalakar Bag 

Peon
	4440-7440 / 7163
	1300

	43
	Sri Laxman Ghasi 

Night Watchman
	4440-7440 / 9087
	1300

	44
	Sri Gangaram Soreng 

Peon
	4440-7440 / 9620
	1400

	45
	Sri K. C. Panigrahi                  Peon                
	4440-7440 / 9222
	1400

	46
	Sri Sasankar Sahu                     Peon
	4440-7440 / 6658
	1300
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The Budget allocated to each agency

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

Non – Plan Budget

	Major
	Activities to be performed
	Sanctioned budget
	Budget estimate
	Revised estimates
	Expr. For the last year.      08-09.

	7-4059 NP major
	
	
	41,06,000
	
	41,06,000

	7-3054 NP communication repair
	
	
	10,32,68,000
	
	10,32,68,000

	7-3054 NP barricading
	
	
	3,00,000
	
	3,00,000

	7-2216 housing M/R
	
	
	1,27,21,800
	
	1,27,21,800

	7-2059 NP bldg. M/R
	
	
	1,44,36,000
	
	1,44,36,000

	7-2059 NP M.W.
	
	
	----
	
	----

	7- 2059 MERC T& P
	
	
	1,28,000 
	
	1,28,000 

	7-5054-SP- Road (RIDF ) 
	
	
	58,50,000
	
	58,50,000

	7-5054-CRF 
	
	
	1,20,00,000
	
	1,20,00,000

	7-5054-ISC 
	
	
	50,00,000
	
	50,00,000

	7-5054-EI 
	
	
	50,00,000
	
	50,00,000

	7-5054-NP 
	
	
	92,00,000
	
	92,00,000

	7-4202-SP – Sports 
	
	
	25,00,000
	
	25,00,000

	7-4059-SP 
	
	
	15,54,000
	
	15,54,000


Manual – 12
The manner of execution of subsidy program

[Section 4(I)(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

	Treated to Nil
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 Particulars of recipients of concessions, permits or 

Authorizations granted

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

List of beneficiaries
	Sl.

No
	
Name & Address of the beneficiary
	Nature of concession/per/

mit/authorization

provided
	Purpose for 

Which 

granted


	Scheme &

Criterion for

Selection
	No. of items

Similar concession

Given in past with purpose

	Treated to be Nil

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Note:-Creation of database & its hosting on website should be done on

          Priority basis for activities like issue or permits, issue of authorizations, grants

Of concession, licenses etc.
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 Information available an electronic form 

                                                     [Section 4(I)(b)(xiiv)]

Details of information

	Sl.

No.
	Activities for which electronic data available


	Nature of

Information

Available
	Can it be shard with public
	It is available on website or is being used as back end database.

	                      Treated to be Nil
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 Particulars of facilities available to citizens for obtaining

Information  

                                                     [Section 4(I)(b)(xv)]
Facilities available for obtaining information
	S.l. No.
	Facility available
	Nature of information 

Available
	Working hours



	1
	Information counter
	
	

	2
	Website


	Publication of tender
	10.00 A.M. to 5.00 P.M.

	3
	Library
	
	

	4
	Notice board


	Notices and 

Publication of tender 
	10.00 A.M. to 5.00 P.M.
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Name designation & other particulars of public information officers

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

List of Public Information Officers

	Sl. No.
	Designation of the officer designated as                         1st Appellate Authority, PIO, APIO
	Postal Address
	Telephone  No.
	Email address
	Demarcation Area/ Activities, if more than one PIO is there

	1
	Executive Engineer                 Sundargarh (R&B) Division
	R & B Division Sundargarh Pin – 770001
	06622-272230
	
	

	2
	Assistant Engineer Estimator
	
	
	
	

	3
	           Head Clerk
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Other Information as may be prescribed

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

All other information as may be prescribed for dissemination shall be collated. Tabulated, completed, collected & provided in the form of manual from time to tome.

