Development Section
Manual- I

Particulars of Organisation, functions and duties[Section-4 (1)(b) ( i)]
1. Aims and objectives of the Organisation.
The aim and objective of the Development Section is monitoring and persuing all the developmental works of the district either directly or indirectly through the Line Department. As the overall performance of the district is the performance of the Collector and District Magistrate. The various scheme like  "Recruitment Rally" and matter like miscellaneous correspondence on education, single window monitoring system, repair of residential and non-residential building, I/R & A/R send by A.G. and Local Fund Audit Officers are perused here.

Various meeting like Citizen Committee, Cooperatives, DLLC are all either monitored or dealt here. Visit of higher officer, committees and meeting are dealt here. No direct funds for implementation of various developmental programs are received.

2. Mission/Vision

The overall mission and vision of the Section is reviewing, monitoring and optimum achievement of target of all the line department and its vision is all round success of all the developmental works of the district by repeated persuasion.

3. Brief History and back-ground for its establishment 

Before the emergence of DRDA & ITDA, all the developmental works and schemes were directly dealt in the sections. But after the emergence of DRDA & ITDA only development Section is a pursuing branch of DRDA and functioning in the Collectorate. Only direct work which is dealt here is establishment of J.Es. & P.As.

4. Organisation charts 

1. Collector,Nuapada…………………Controlling Authority

2. Addl.District Magistrate,Nuapada... Controlling Authority

3. Officer in charge 

4. Head Clerk

5. Sr.Clerk

 

5. Allocation of business 

The works are distributed amongst the dealing assistance with one in charge Head Clerk to have supervision over D.A.s. 

6. Duties to be performed to achieve the mission 
The staffs are entrusted wit whatever duties as per ORM, 1964.The daks received are entered in proper register and then distributed among D.A. wise which as per ORM. They have to enter in to their Log Books which they are to put up as per ORM 1964. The Head Clerk & OIC are their to supervise the work of the D.As that the duties performed by them are properly and in time. For this lob books and other register are checked from time to time and they are perused for in timely work through staff meeting.

7. Details of Service rendered 
The various developmental work as per Work chart and ORM as given above is done here and also the J.E. Establishment, their pension. Besides, proceeding are dealt here. Development Section is held responsible for annual performance of Collector, which is actually the performance of the district.

8. Citizens interaction 
Does nor arise. One meeting with Citizen Committee is held on development as per exigencies.

9. Postal address of the main office attached/Sub-ordinate office/field units etc. 

The postal address of this section is Development Section, Collectorate, Nuapada. 

10. Map of Office location 
This Section is functioning in side Collectorate campus. 

11. Working hours both for office and public 

The Official working hours of this Section has been fixed for public from 10 AM to 5 PM. 

12. Public interaction if any 
During office hours.

13. Grievance redress mechanism. 
Through the Grievance Cell of Collector redressed is rendered. Besides whatever grievance petition is received immediate steps are always taken or is redressal. 
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Powers and duties of Officer and employees. 

(section 4(1)(b)(ii))

	Sl.No.
	Designation of post.
	Powers
	Duties attached

	 
	 
	Administrative
	Financial
	Statutory 
	Others
	 

	1
	2
	3
	4
	5
	6
	7

	1
	Officer incharge
	As per power mandatory fixed in ORM 1964 
	-
	Statutory power has been given by order of Collector/Sub-Collector as and when required (Magistrate Power in Law order situation) 
	Order has been passed to deal the other section as officer-in charge
	1.Disposal of correspondence letter 2. Inspection to his office at any moment 3.Power delivered to function as OIC in respect of all items in ORM,1964.

	2
	Head Clerk
	-
	-
	-
	-
	To examine and process the files observing rules and procedures. Supervision of works of Dealing Assistants and peon. Preparation and correction of draft.

	3
	Dealing Assistant
	-
	-
	-
	-
	1.Preparation of draft 2.Issue & received of letters 3.All other correspondence works.

	4
	Peon
	-
	-
	-
	-
	Delivery of dak and taking and bringing of files.
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RULES, REGULATIONS, INSTRUCTIONS, MANUAL AND RECORDS, FOR DISCHARGING FUNCTIONS.


Please provide list of rules, regulations, instructions, manual  and records, held by public authority or under its control or used by its employees for discharging functions as per the following format. This format has to be filled for each type of document. 

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
	ORM,1964
	 
	 
	 

	2
	Orissa Service Code
	 
	 
	 

	3.
	O.C.A.
	 
	 
	 

	4.
	Orissa Leve Rules
	 
	 
	 

	5
	Orissa Pension Rules
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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 OR IMPLEMENTATION THEREOF

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

	No Such consultative committee/bodies have formed relates to this section.
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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)]

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. 

Statement of the categories of documents held 

	Sl.No.
	Nature of records
	Details of information available
	Unit/Section where available
	Retention period , where available

	1
	Log Books
	 
	 
	 

	2
	Received Register
	 
	 
	 

	3
	Issue Register
	 
	 
	 

	4
	Peon Book
	 
	 
	 

	5
	Index Register
	 
	 
	 

	6
	Assembly question Register
	 
	 
	 

	7
	Central Despatch register
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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
	Date upto which valid
	Whether meetings open to public
	Whether minutes accessible to public
	Frequency of meetings 
	Remarks

	1
	2
	3
	4
	5
	6
	7
	8
	9
	10

	 

 Nil


CHAPTER – VIII (MANUAL –7)

THE NAMES, DESIGNATIONS AND OTHER PARTICULARS OF THE

PUBLIC INFORMATION OFFICERS


Please provide contact information about the Public Information Officers, Assistant Public Information Officers and Department Appellate Authority of the Public Authority in the following format.
NAME OF THE PUBLIC AUTHORITY

Asst. Public Information Officers : 

	Sl. No.
	Name
	Designation
	STD Code
	Ph. No.
	Fax
	E-mail
	Address

	
	
	
	
	Office
	Home
	
	
	

	
	Sri B.S.Patel
	D.E.O.
	06678
	223357


	
	
	
	Dist. Emergency Cell, Nuapada Collectorate.


Public Information Officers : 

	Sl. No.
	Name
	Designation
	STD Code
	Ph. No.
	Fax
	E-mail
	Address

	
	
	
	
	Office
	Home
	
	
	

	
	Sri Chittaranjan Sahu

	PIO
	
	
	
	
	
	


Department Appellate Authority: 

	Sl. No.
	Name
	Designation
	STD Code
	Ph. No.
	Fax
	E-mail
	Address

	
	
	
	
	Office
	Home
	
	
	

	
	Sri Amarendra kumar Rath, OAS (I) SB  
	ADM
	06678
	223352
	223433
	
	
	


CHAPTER –IX  (MANUAL –8)

PROCEDURE FOLLOWED IN DECISION MAKING PROCESS

The procedure can be described both in narrative form and through Flow Process chart. In narrative form the stages through which a proposal passes, the levels at which it gets examined and the 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 the following illustration of preparing a food card.

 Flow Process chart for issue of Food Card

	Sl.No.
	Activity
	Level of action
	Time frame

	1
	To received letter & put up to OIC 
	Dealing assistant
	Same day

	2
	Mark application to concerned D.A.
	OIC
	Same day

	3
	Entry in Log book and put up in file
	Dealing assistant
	Same day

	4
	Preparation of Draft 
	Dealing Assistant
	1.Same day, if information is available 2.If figure in compilation within 3 days

	5
	Approval of the Draft
	OIC
	Same day

	6
	Typing of Draft
	Dealing Assistant
	In One day

	7
	Issue and dispatch of draft
	Dealing Assistant
	In One day


The works of the section has been distributed among the D.As categorically. They process the files through the Head Clerk and O.I.C. After due examination of the files observing different rules and procedures the Head Clerk and OIC transmits the files to the A.D.M./ Collector for final decision/ disposal. 
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DIRECTORY OF OFFICERS AND EMPLOYEE


Please provide information district wise in following format 

Directory

	Sl.No.
	Name and designation
	Office Phone number
	E.Mail address

	1
	2
	3
	4

	1
	Sri B.S.Patel,OAS, OIC
	
	 

	2.
	Sri Rabindra Nath Dash, Head Clerk
	
	 

	3.
	Sri Sujit Singh Maharatha, Sr. Clerk
	 
	 

	4
	Sri Jagannath Tandi, peon
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THE MONTHLY REMUNERATION RECEIVED BY EACH OF ITS OFFICERS AND EMPLOYEES, INCLUDING THE SYSTEM OF COMPENSATION AS PROVIDED IN REGULATIONS


Please provide information in following format

	Sl. No.
	Name
	Designation
	Monthly remuneration
	Compensation Compensatory Allowance
	The Procedure to determine the remuneration as given in the regulation

	1
	Sri B.S.Patel
	Dist.Emg. Officer
	27,610/-
	
	

	2
	Sri Rabindra Nath Dash
	Head Clerk
	18,764/-
	
	

	3
	Sri Sujit Singh Maharatha
	Sr. Clerk
	14,677/-
	
	

	4
	Sri Jagannath Tandi
	Peon
	15,628/-
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THE BUDGET ALLOCATED TO EACH AGENCY

(PARTICULARS OF ALL PLANS, PROPOSED EXPENDITURES AND REPORTS ON DISBURSEMENT MADE)

FOR PUBLIC AUTHORITIES RESPONSIBLE FOR DEVELOPMENTAL, CONSTRUCTION, TECHNICAL WORKS

Non-plan budget
	Major Head
	Activites to be performed
	Sanctioned budget
	Budget estimate
	Revised estimate
	Expenditure for the last year

	1
	2
	3
	4
	5
	6

	THIS RELATES TO ESTABLISHMENT SECTION,COLLECTORATE,NUAPADA
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THE MANNER OF EXECUTION OF SUBSIDY PROGRAMMES

List of institutions given subsidy

	Sl.No.
	Name and address of the institution
	Purpose for which subsidy provided
	No.of beneficiaries
	Amount of subsidy
	Previous year utilization progress
	Previous year achievements.

	This may be treated as NIL 


List of individuals given subsidy

	Sl.No.
	Name and address of the beneficiariary
	Purpose for which subsidy provided
	Amount of subsidy
	Scheme and Criterion for selection
	No.of time subsidy given in past with purpose.

	This may be treated as NIL 
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PARTICULARS OF RECIPIENTS OF CONCESSIONS, PERMITS OR

AUTHORIZATION GRANTED BY IT

List of beneficiates.

	Sl.No.
	Name and address of the beneficiary
	Nature of concession/permit/authorization provided
	Purpose for which granted
	Scheme and Criterion for selection
	No.of time simila concession given in past with purpose.

	This may be treated as NIL 
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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. Some of the norms are indicated below as an illustration.

	Sl.No.
	Activity
	Time frame/Norm
	Remarks.

	1
	Diary of Letter
	3 minute per letter
	 

	2
	Diary of Log Book
	3 minute per letter
	 

	3
	Preparation of draft
	1. In case of reminder 10 minute per letter 2. If figure available within 24 hours 3. If figure in compilation within 3 days
	 

	4
	Approval of Draft
	In one day
	 

	5
	Typing of draft
	In one day
	 

	6
	Issue and dispatch of draft
	In one day
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INFORMATION AVAILABLE IN AN ELECTRONIC FORM

	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

	Nil
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PARTICULARS OF THE FACILITIES AVAILABLE TO CITIZENS FOR

OBTAINING INFORMATION


Means, methods or facilitation available to the public which are adopted by the department for dissemination of information.

	Office Library 
	Yes

	Drama and Shows 
	-

	Through News paper 

Exhibition 
	-

	Notice Board 
	Yes

	Inspection of Records in the Office
	Yes
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OTHER USEFUL INFORMATION

18.1 Frequently Asked Questions and their Answers by Public 

18.2
Related to seeking Information 

· Application form (a copy of filled application form for reference)

· Fee 

· How to write a precise information request. Few Tips 

· Right of the Citizen in case of denial of information and procedure to appeal

18.3 With relation to training imparted to public by public Authority.

	Name of training programme with brief description 
	

	Time period for Training Programme/Scheme

Objective of training
	

	Physical and Financial Targets (Last Year)
	

	Eligibility for training 
	

	Perquisite for training (If any)
	

	Financial and other form of help (If any)
	

	Description of help (Mention the amount of Financial help, if any)
	

	Procedure of giving help
	

	Contact information for applying 
	

	Application Fee (Wherever applicable)
	

	Other Fees (Wherever applicable) 
	

	Application Form (In case the application is made on plain paper, please mention the details which the applicant has to provide) 
	

	List of enclosures/ documents 

Format of enclosures /documents 
	

	Procedure of application
	

	Selection Procedure 
	

	Time table of training programme (In case available)
	

	Process to inform the trainee about the training schedule 
	

	Arrangement made by the Public Authority for creating public awareness about the training programmes. 
	

	List of Beneficiary of the training progrmme at various levels like district level, block level etc. 
	


18.4 With relation to Certificate, No Objection Certificate etc issued by the Public Authority not included in Manual –13 

	Name and description of the certificates and NOCs 
	

	Eligibility for applying 
	

	Contact Information for applying
	

	Application Fee (Wherever applicable)
	

	Other Fees (Wherever applicable)
	

	Application Form (In case the application is made on plain paper please mention the details which the applicant is to provide). 
	

	List of enclosures.
	

	Format of enclosures / Documents.
	

	Procedure of applications. 
	

	Process followed in the public authority after the receipt of applications. 
	


18.5 With relation to registration process 

	Objective 
	

	Eligibility for registration 
	

	Pre-requisites (If any)
	

	Contact Information for applying 
	

	Application Fee (Wherever applicable)
	

	Other Fees (Wherever applicable)
	

	Application Form (In case the application is made on plain paper, please mention the details which the applicant has to provide)
	

	List of enclosures /documents 
	

	Format of enclosures /documents 
	

	Procedure of application 
	

	Process followed in the Public after receipt of application 

Validity period of registration (If applicable)
	

	Process of renewal (If any) 
	


18.6 With relation to collection of tax by Public Authority (Municipal Corporation, Trade Tax, Entertainment Tax etc) 

	Name and description of tax 
	

	Purpose of tax collection
	

	Procedure and criteria for determination of tax rates
	

	List of major defaulters 
	


18.7
With relation to issuing new connection electricity / water supply, temporary and permanent disconnection etc. (This  will be applicable to local bodies like Municipalities/Municipal Corporation / UPCL) 

	Eligibility for connection 
	

	Pre-requisites (If any)
	

	Contact Information for applying. 
	

	Application Fee ( Wherever applicable) 
	

	Other Fees/Charges ( Wherever applicable)
	

	Application Form (In case the application is made on plain paper, please mention the details which the applicant has to provide)
	

	List of enclosure /documents 
	

	Format of enclosures /documents 
	

	Procedure of application 
	

	Process followed in the Public Authority after receipt of Application 
	

	Brief description of terms used in the bills 
	

	Contact information in case of problems  regarding Bills or service 
	

	Tarriff and Other Charges 
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