DISTRICT NIZARAT SECTION,

COLLECTORATE, NUAPADA.

Manual- I
Particulars of Organisation, functions and duties [(Section-4 (1)(b)(i)]

1. Aims and objectives of the organisation.
Smooth cash transaction of the District Office, 

Proper maintenance of Circuit House, 

Arrangement and smooth accommodation of the V.I.Ps and State Guests.

Stock & Store of the articles of the office, 

Provision of forms & stationery and saleable village maps. 

2. Mission/Vision

Smooth financial transaction and proper utilization of Govt. money, 

Proper maintenance of Circuit house and smooth accommodation of VIPs and State guests. 
3. Brief History and back-ground for its establishment 
The Nizarat Section is functioning as a wing of the Collectorate, Nuapada from its inception and deals with the cash transaction of Collectorate and maintenance of Circuit House.

4. Organization chart 
	Collector

	ADM

	Deputy Collector, Nizarat

	Nazir
	Asst. Nazir

	Khansama

	Gardener

	Peon

	Chowkidar


 It is functioning in a single room of the Collectorate building.
5. Allocation of business 

All cash transaction of Collectorate, 

Maintenance of circuit house and treatment of State guests & VIPs,

Submission of annual indent of forms and stationary, 

Sell of village map, 

Stock & store 

Maintenance & account of Govt. vehicles.
6. Duties to be performed to achieve the mission 
One Nazir is engaged for cash transaction of the Collectorate. 

One Asst. Nazir  for maintenance of Circuit House and smooth accommodation of VIPs & State Guests. 

The work is being performed under the direct supervision of Deputy Collector, Nizarat.
7. Details of Service rendered 
Sale of Village Map of the district to the public.
8. Citizens interaction : 

As and when required
9. Postal address of the main office : District Nizarat Section, Collectorate, Nuapada - 766105
10. Map of Office location 
This Section is functioning within the Collectorate, Building.

11. Working hours both for office and public 

Office functions between 10 AM to 5 PM with a lunch break between 1.30 PM to 2 PM. during day office and from 7.00 A.M. to 1.00.pm. without lunch break during morning office. 

12. Public interaction if any : 

Does not arise

13. Grievance redress mechanism. 

Monitored by Collector/ Addl. District Magistrate through grievance cell vis-à-vis Nizarat Officer

Manual-2
Powers and duties of Officer and employees. (section 4(1)(b)(ii))

	Sl. No.
	Designation of post.
	Powers
	Duties attached

	
	
	Admini

strative
	Financial
	Statutory 
	Others
	

	1
	2
	3
	4
	5
	6
	7

	1
	Collector
	Yes
	Yes
	Yes
	 
	 

	2
	ADM
	Yes
	Yes
	Yes
	 
	 

	3
	Deputy Collector, Nizarat 
	Direct control over the section.
	-
	Supervision of Circuit House and to see its proper maintenance. Verification of Cash Book as well as physical verification of Cash and Stock store.
	-
	Supervision of day to day work

	4
	Nazir
	-
	-
	-
	-
	Maintenance of Cash book and keeping accounts and records thereof. 

	5
	Asst. Nazir
	-
	-
	-
	-
	Supply of Forms & stationary to different sections, Maintenance of library, Selling of village maps to the public, Look after the maintenance of Circuit House and accommodation of VIPs and State Guests.

	6
	Peon
	-
	-
	-
	-
	Distribution of daks and other official works

	7
	Khansama
	-
	-
	-
	-
	Preparation of food for the VIPs at the Circuit House.

	8
	Gardener
	-
	-
	-
	-
	Look after the cleanliness of the surroundings of Circuit House & maintenance of Garden.

	9
	Choukidar (Circuit House)
	-
	-
	-
	-
	Attend the Guest and watch & ward the circuit house.


Manual-3
Procedure followed in decision-making process (Section 4(1)(b)(iii) 

	Sl.No.
	Activity
	Level of action
	Time frame

	1
	Maintenance of Cash Book
	Nazir
	Same day

	2
	Payment of salary & other entitlements of staff
	Nazir
	After passing of bill by the Treasury.

	3
	To send reply of the letters
	Nazir/ Asst. Nazir
	3 Days

	4
	Reservation of Circuit House
	Asst. Nazir
	As per vacancy

	5
	Sale of Village Map
	Asst. Nazir
	Same day as per availability


Manual-4
Norms set for the discharge of functions (Section 4(1)(b)(iv))

Details of norms and standards set out in respect of various activities are given in following tables. Some of the norms are indicated below as an illustration.

	Sl. No.
	Activity
	Time frame/Norm
	Remarks.

	1
	Disposal of ordinary letters
	With in 3 days
	 

	2
	Urgent letters and Assembly Questions
	Same day
	If information available with the office.


Manual-5
Rules, regulations, instructions, manuals and records for discharging functions (Section 4(1)b)(v)) 

List of regulations, instructions manuals and records for discharging of functions as follows.

	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 Nizarat Manual 1964
	1. Cash transaction and maintenance of cash book 2. Supervision & reservation of Circuit house 3. Village Map and forms & stationery.
	-
	100 /- approximately

	2
	O.R.M 1964
	Office Procedure
	-
	200/- Approximately.


Manual 6
A statement of the categories of documents that are held by it for under its control (Section 4(1)(b)(vi) )

Statement of the categories of documents held by the Section.

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

	1
	Cash Book and subsidiary Registers
	Details of cash transaction
	Nizarat Section
	 Permanent

	2
	Stock Store Register 
	Furniture’s and miscellaneous articles 
	-do-
	 

	3
	Stock register of Forms & Stationary
	Stock of forms and stationary
	-do- 
	 

	4
	Register of Village map
	Map position
	-do-
	 

	5
	Stock register of Circuit house
	Article of circuit house and other miscellaneous goods
	-do-
	 

	6
	Stock register of spare parts of vehicle
	Spare parts of vehicle
	-do-
	 


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(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

	No such arrangement exists


Manual 8

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

	No Board/ Council/ Committee constituted.


Manual 9

Directory of Officers and employees (section 4(1)(b) (ix)

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

	1
	2
	3
	4

	1
	Sri Debadutta Panda, OAS, Deputy Collector (Nizarat)
	06678 - 223073
	

	2.
	Sri Mana Mohan Pattanaik, Nazir
	NA
	

	3.
	Sri Madan Sundar Sahu, Asst. Nazir
	NA
	

	4
	Sri Biranchi Narayan Nayak, Khansama
	06678 - 223419
	

	5
	Sri Arun Kumar Sahis, Choukidar
	-do-
	

	6
	Sri Swetambar Rout, Gardener
	-do-
	


Manual 10

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 and designation
	Pay scale/monthly remuneration

	1
	2
	3

	1
	Sri Debadutta Panda, OAS, Deputy Collector (Nizarat)
	9300 - 34800

	2.
	Sri Mana Mohan Pattanaik, Nazir
	5200 - 20200

	3.
	Sri Madan Sundar Sahu, Asst. Nazir
	5200 - 20200

	4
	Sri Biranchi Narayan Nayak, Khansama
	5200 - 20200

	5
	Sri Arun Kumar Sahis, Choukidar
	4440 - 7440

	6
	Sri Swetambar Rout, Gardener
	4440 - 7440


Manual 11
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 the last year

	1
	2
	3
	4
	5
	6

	Not Applicable for Nizarat Section


Manual 12
The manner of execution of subsidy Programme (Section 4(1)(b)(xii)

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.

	Not Applicable


List of individuals given subsidy

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

	Not Applicable


Manual 13

Particulars of recipients of concessions, Permits or authorizations granted (Section 4(1)(b) (xiii)

List of beneficiaries.

	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 similar concession given in past with purpose.

	Not Applicable


Manual 14
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

	Nil


Manual 15

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
	Auction sale/ Quotation Call Notices if any
	10 AM to 5 PM 


Manual-16

Name designation and other particulars of public information officer [Section 4(b)(xvi)]

	Sl No
	Designation of Officer Designated as PIO
	Postal Address
	Telephone No
	E-Mail Address
	Demarcation of Area/ Activity if more than one PIO is There

	1
	Deputy Collector, Election
	Collectorate, Nuapada
	06678 - 223481
	-
	-


List of Asst. PIO

	Sl No
	Designation of Officer Designated as Asst. PIO
	Postal Address
	Telephone No
	E-Mail Address

	1
	Sri Debadutta Panda, OAS

Deputy Collector,Nizarat
	Collectorate, Nuapada
	06678-223073
	 


 

First Appellate authority with in the Department

	Sl No
	Designation of Officer Designated as First Applet authority
	Postal Address
	Telephone No
	E-Mail Address
	Demarkation of Area/ Activity if more than one PIO is There

	1
	Amarendra Rath,
	A.D.M.Nuapada
	
	 
	 


 

Manual -17
Other information as may be prescribed, compiled, collected and provided in the form of manual from time to time.

NIL
