                                                       CHAPTER-1

1.2 To provide certain information to the citizens who desire to have it.

1.3 Citizens of India with

1.4 D.I & P.R.O,Nuapada

1.5 Not applicable

1.6 Asst .Public Information Officer.

1.7 NIL





CHAPTER-2(Manual-I)


PARTICULARS OF ORGANISATION, FUNCTIONS AND DUTIES.

2.1 To provide information to the general public about different works of Govt. and maintain relation with them.

2.2 To work as eye and ear of the Dist .Administration as well as Govt.

2.3 This office incepted on 1.4.1993 after Nuapada was declared as district being separated from the mother district Kalahandi.

2.4 Collection and dissemination of information.

2.5 National Day celebration, networking with Dist. Administration on different developmental activities and make publicity.

2.6 2nos.of Information Centre and Reading Rooms are running in Nuapada district under this authority. One ICRR functioning at Nuapada Hqrs. and another ICRR functioning at Khariar.

2.7 Nuapada district comprises of one sub-division at Dist. Hqrs. Nuapada.

 
One DIPRO office and 2nos.of ICRR of I&P.R Deptt. are functioning.

	Sl. No
	Name of the Office

	1
	D.I & P.R.O,Nuapada

Backside of Collectorate

Campus, Nuapada

	2
	Information Centre-cum,-Reading Room, Nuapada
At/Po-Nuapada

Information Centre-cum –Reading Room, Khariar

At/Po-Khariar.


2.8 Full co-operation from the general Public including immediate intimation in case of problem if any.

2.9 Information Centre and Reading Room is Woking effectively and efficiently National Day and other important function of the region are being celebrated.

2.10 Every Saturdays (Except holidays) are scheduled for hearing public grievance. Information Centre cum-Reading Room work is updated through magazines and papers.

2.11 As provided in item 2.7

2.12 Morning hours of the office - 10 A, M.
Closing   hours of the office – 5 P.M.


Information Centre-cum-Reading Room – 8A.M to 11 A.M and 5P.M to 8P.M.



CHAPTER3-(Manual- 2)


Powers and duties of Officers, Employees




      Section4 (1) (b) (ii)



Power and duties of officers and staff




      DIPRO, Nuapada



	Sl.

No
	Designation of Post
	                            Powers
	Duties attached

	
	
	Administrative
	Financial 
	Statutory
	Others
	

	1
	Sri Durga  Charan Nayak ,DIPRO,

Nuapada
	Office Administration
	Delegated by Govt.


	---
	---
	In charge of the office establishment, Collection

And dissemination of information.

	2
	Smt. Urmila Kundo, ,Jr.Clerk
	----
	----
	---
	----
	Dealing with celebration

Files, publicity, M.P.R ,

Gen & Misc. files Issue & Receipt.

	3
	Sri Rajesh Ranjan Bohidar ,Jr.Typist and Store Keeper
	---
	---
	---
	---
	Deals with Establishment, Bill and Budget and stock & Store.

	4
	Sri Daridrya Bhanjan Das,Operator
	---
	---
	---
	---
	Deals with Audio Visual



	5
	Smt. Sushama Panda, Clerk Librarian, ICRR

Khariar.
	---
	---
	---
	---
	Official work of ICRR, Khariar

	6
	Sri Khira Prasad Naik

Lt .Peon, ICRR, Khariar.
	---
	---
	----
	---
	Literate Peon ICRR, Khariar

	7
	Sri Rupadhar Behera,NW
	---
	-----
	---
	---
	Night Watcher of ICRR

Khariar

	8
	Sri Gadadhar Majhi,Lt.Peon
	---
	---
	---
	---
	Literate Peon & In charge of  Clerk Librarian ICRR,Nuapada

	9
	Sri Kishore Dalpati,NW ICRR,Nuapada
	---
	---
	---
	---
	Night watcher       of

ICRR,Nuapada

	10
	Sri Mahendra Sahu,Peon-cum-NW DIPRO Officer,Nuapada
	--
	--
	--
	--
	Office work and NW DIPRO Officer,Nuapada     




                           CHAPTER- 4 (Manual – 3)
             Rules, Regulations, Instructions, Manual and Records for Discharging Functions.


	SlNo
	Name/Type of the documents
	Type of documents


	Brief write up of the documents
	From where one can get a copy of rules,regulations,Instructions,

Manual and records.
	Address,Tele

Phone No.

Fax-mail 

& others
	Fee charged by the deptt. for a copy rule etc.

	1
	2
	3
	4
	5
	6
	7

	1
	Establishment section
	Service,

Audit
	Bill and

Budget
	--
	--
	As per prescribed in Orissa Records Manual Rules through Court fee and folio.

	2
	Govt.Functions.
	--
	National Day,Celebration,Birth Anniversary Celebration of sons of the soil
	---
	----
	


                                                        CHAPTER-5(Manual-4)

	Sl. No.
	       Subject /Topic
	 Is it mandatory to ensure public participation (Yes/No)
	Arrangement for seeking public participation.

	1
	2
	3
	4

	1
	
	
	

	2
	
	
	

	3
	
	
	

	4
	
	
	





           CHAPTER-6 (Manual-5)






           As per Chapter-4 (Manual-3)




           CHAPTER-7(Manual-6)




            






                             NIL








           CHAPTER-8 (Manual-7)


The Names,  Designation and other particulars of the Public Information Officers.

Public Information Officer:-

	Sl.No.
	Name
	Designation
	STD code
	Phone number
	FAX
	E-mail
	Address

	1
	Sri Durga Charan Nayak
	District Information & Public Relations Officer,Nuapada
	06678
	9438185821

(Mobile no.)
	---
	--
	Backside of collectorate campus, at/Po/Dist. Nuapada





                 CHAPTER-9(Manual-8)




Procedure followed in decision making process

9.1 Files are being processed by the concerned dealing assistant through the D.I & P.R.O, to the Collector and decisions are taken up according to law.

9.2 Through different rules, regulations and circulars issued from state Government from time to time. The levels of a decision process moves through DI&PRO level to Collector.

9.3 Through correspondence and press note.

9.4 DI&PRO, A.D.M and Collector.

9.5 Collector.

9.6 Providing information in the following format for the important matters on which the decision is taken by the public authority.



SL No.



1. Subject on which decision to be taken



2. Guide lines/Direction if any



3. Process of Execution.



4. Designation of officers of above mentioned Officers



5. Contract information of above mentioned officer



6. If not satisfied by the decision where and how to appeal.



       .

CHAPTER-10(Manual-9)


        Directory of officers and Employee



        District Office, Collectorate, Nuapada.
	Sl.No.
	Name
	Designation
	STD code
	Phone number
	FAX
	E-mail
	Address

	1
	Sri Durga Charan Nayak
	District Information & Public Relations Officer,Nuapada
	06678
	9438185821

(Mobile no.)
	---
	--
	Backside of collectorate campus, at/Po/Dist. Nuapada




              CHAPTER-11(Manual-10

The monthly remuneration received by each of the officers and employees including the system of compensation as provided in the regulations (Section4 (i) (b) (x))

Sl.No          Name &   Designation.                                Pay Scale               Monthly

                                                                                                                  Remuneration.

1            Sri Durga Ch.Nayak, DIPRO                  9300 - 34800                        24,219                    


2            Sri Rajesh Ranjan Bohidar, Jr.Typist      5200-20,200                          12,090

3.          Smt.Urmila Kundo, Jr.Clerk                    5200-20.200                          11,624

4.          Smt.Sushma Panda, Clerk-cum-

             Librarian, ICRR, Khariar.                        5200-20,200                           9296

5.          Sri Daridrya Bhanjan Das, Operator        5200-20,200                          11,773

6.          Sri Khira Pr.Naik, Lt.Peon                       4440-7440                              10,097

7.          Sri Gadadhar Majhi, Lt.Peon                    4440-7440                              10,056

8.           Sri Kishore Dalpati, NW                        4440-7440                               10,056

9         Sri Mahendra Sahu, Peon-cum-NW       4440-7440                               9652

10         Sri Rupdhar Behera NW                        4440-7440                               9474


                              CHAPTER-12(Manual-11)

The budget allocated to each agency (Section4 (i)(b)(xi)m)      

	Head
	Activities to be performed
	Sanctioned budget
	Budget Estimated
	Revised estimate


	Expenditure for the last year(2008-09)

	D.No.25-2220-60-106-0321-01003
	pay
	3,82,500
	---
	
	3,82,196

	
	D.A.
	2,10,800
	
	
	1,97,828

	
	HRA
	20,100
	
	
	20,035

	
	OA
	1000
	
	
	1000

	
	
	
	
	
	

	
	T.E
	7600
	
	
	7538

	
	Electricity Chargess
	10,000
	
	
	10,000

	
	ICRR,Nuapada
	6240
	
	
	6240

	
	ICRR,Khariarr
	5000
	
	
	4998

	
	Telephone
	4000/=
	
	
	Nil

	
	Office Contigency
	2000
	
	
	2000

	D.No.25-2220-60-001-0618-01003
	Pay
	1,81,800
	
	
	1,79,820

	
	D.A
	1,12,400
	
	
	1,01,994

	
	HRA
	7000
	
	
	7000

	
	T.E
	1000
	
	
	1000

	
	RCM
	500
	
	
	500

	D.No.25-2220-60-102-1349-01003
	Pay
	1,08,000
	
	
	1,07,390

	
	D.A.
	65,250
	
	
	65,250

	
	HRA
	6900
	
	
	6866

	
	T.E
	1000
	
	
	1000

	
	RCM
	500
	
	
	---

	
	
	
	
	
	

	
	
	
	
	
	




       CHAPTER-13(Manual-12)


  The  Manner of Execution of subsidy Programme

                                                         N I L



        CHAPTER-14(Manual-13)

           Particulars of Recipient of Concessions permits or authorisation granted by it



                    N I L




         CHAPTER-15(Manual-14)


    Norms set by it for the discharge of its functions. 



                    N I L



         CHAPTER-16(Manual-15) 
    
        Information available in an electronic form  



     Through NIC (Orissa.Gov.in)

 

       CHAPTER-17(Manual-16)

              Particulars of the facilities available to citizens for obtaining information. 

1. Office Library

2. Song & Drama. 

3. Through newspapers

4. Exhibition

5. Notice board

6. Inspection of the records in the office

7. System of issuing of copies of documents.

8. Printed manual available

9. Website of the public Authority.

10. Other means of advertisement.



        CHAPTER-18(Manual-17)



          Other useful information.

18.1 Regarding supply of information.

18.2 Application fee and information cost as per Govt.in I& P.R Deptt. Notification S.R.O No.251/2006 dt.29.5.2006 published in Orissa Gazette on 30.6.2006.

Application for information under Section 6(1) of the Right to Information Act in Form ‘A’

In case of denial of information, an appeal under sub-section (1)of Section(1) of Section-19  can befiled in Form ‘D’ before the Deputy Director (SD) I&P.R Deptt.Berhumpur-cum-1st Appellate Authority.

18.3 NIL

18.4 Not applicable

18.5 NIL

18.6 NIL

18.7 NIL:

18.8 In case of urgency the general public are being made aware of certain information by going through the records and registers on free of cost besides providing information as applied in application form ‘A’ 

                       Information Centre-cum-Reading Rooms are functioning at Dist.Hqrs, Nuapada and Khariar under the direct control of DIPRO, Nuapada. The enrolled members of the ICRR are getting benefit of the library which is equipped of famous book/research finding of famous writers of Orissa and outside.                   

DIPRO 1

