CHAPTER – I

Introduction

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

1.3 Citizens of India.

1.4 DIPRO, Bargarh

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 relations with them.

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

2.3 This office was incepted on 01/04/1993 after Bargarh was declared as a district being separated from the mother district Sambalpur.

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 Information Centre and Reading Room are running under this authority for benefit of youngsters, students and general public. 

2.7 Bargarh district comprises of two sub-divisions namely Bargarh and Padampur. Two offices of I.& P.R. Department are functioning. 

	Sl. No.
	Name of the Office

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

Rangharpara, Bargarh

	2
	S.D.I.& P.R.O., Padampur

Sub-Collector’s Office, Padampur


2.8 Full cooperation from the general public including immediate intimation in case of problem if any.

2.9 Information Centre and Reading Room is working 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. I.C.& R.R. 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.

I.C. & R.R.


-
8 A.M. to 11A.M. and 5 P.M. to 8 P.M.

Manual 2

Powers and duties of officers, employees

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

Power and duties of officers and staff 

Collectorate, Bargarh. 

	Sl. No.
	Designation of Post
	Powers
	Duties attached 

	
	
	Administrative
	Financial
	Statutory
	Others
	

	1
	Sri.Dillip Ch. Samantray, DI&PRO
	Office Administration
	Delegated by Govt.
	-
	-
	In-charge of the office establishment, collection and dissemination of information

	2
	Sri.Susanta Ku. Mishra, Jr. Clerk
	-
	-
	-
	-
	D.A. for all the office work

	3
	Sri.Arun Ku. Mishra, Asst. Operator (Adhoc)
	-
	-
	-
	-
	Deals with audio visual programme

	4
	Sri.Debananda Ranbida, Driver 
	-
	-
	-
	-
	Office Vehicle

	5
	Sri Dinakrushna Swain, Jr. Typist-cum-Store Keeper (Adhoc) Deputed to DI&PRO, BBSR.
	-
	-
	-
	-
	Typing & Store

	6
	Sri.H.S.Mohapatra, Lt. Peon
	-
	-
	-
	-
	Office work of ICRR

	7
	Sri. Premsaya Kalihari, NW-cum-Sweeper
	-
	-
	-
	-
	Office NW-cum-Sweeper

	8
	Sri. Dataram Ratha, Peon-cum-NW
	-
	-
	-
	-
	Office work and NW.


CHAPTER – 4 (Manual – 3 )

Rules, Regulations, Instructions, Manual and Records  for Discharging Functions 

	1
	2
	3
	4
	5
	6
	7

	1
	Establishment Section
	Service, Audit
	Bill & 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 )

5.2

	Sl.No.
	Subject / Topic
	Is it mandatory to ensure public participation (Yes /No)
	Arrangements 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, designations and other particulars of the Public Information Officers :- 

Public Information Officer :- 

	Sl. No.
	Name 
	Designation
	STD Code
	Ph. No.
	FAX
	E-Mail
	Address

	1
	Sri.Dillip Ch. Samantaray
	Dist. Information & Public Relation Officer, Bargarh
	06646
	234481
	-
	-
	-
	Rangaghar para, Bargarh. 


Chapter – 9 (Manual – 8 )

Procedure followed in Decision Making Process 

9.1. Files are being processed by the concerned dealing assistant through the DI&PRO to the Collector through the Additional District Magistrate, Bargarh 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 and Addl. District Magistrate level. 

9.3. Through correspondence and Press notes.

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
	

	Guide lines/ Direction if any
	

	Process of Execution
	

	Designation of officers involved in decision making
	

	Contract Information of above mentioned officer
	

	If not satisfied by the decision where and how to appeal
	


CHAPTER – 10 (MANUAL 9)

Directory of Officers and Employee

District  Office, Collectorate, Bargarh

	Sl. No
	Name
	Designation
	STD Code
	Ph. No.
	FAX
	E-Mail
	Address

	
	
	
	
	Office
	Home
	
	
	

	01
	Sri Dillip Ch. Samamntaray 
	DI&PRO, Bargarh
	06646
	234481
	
	
	-
	Rangaghar

para, Bargarh. 


	CHAPTER - 11 (MANUAL - 10 ) 

	The monthly remunderation received by each of the Officers and employees , including the system of compensation as provided in the regulations  (Section 4 (I) (b) (x) ) 

	Sl.No.
	Name and Designation 
	Pay Scale
	Monthly Remuneration

	1
	2
	3
	4

	1
	Sri
	Dillip Ch. Samantaray, DI&PRO
	6500-200-10500/-
	13216

	2
	Sri
	S.K.Mishra, J.C.
	3200-85-4900/-
	8157

	3
	Sri
	D.K.Swain, Jr.Typist-cum-Store Keeper
	3050-75-3950-80-4590/-
	6016

	4
	Sri
	D.Ranbida, Driver
	3050-75-3950-80-4590/-
	7208

	5
	Sri
	A.K.Mishra, Asst. Operator (Adhoc)
	2650-65-3300-70-4000/-
	5227

	6
	Sri
	H.S.Mohapatra, Lt. Peon
	2550-55-2660-60-3200/-
	6335

	7
	Sri
	P.S.Kalihari, NW-cum-Sweeper
	2550-55-2660-60-3200/-
	6312

	8
	Sri
	D.Rath, Peon-cum-NW
	2550-55-2660-60-3200/-
	6109


CHAPTER – 12 (MANUAL –11 )

The budget allocated to each agency (Section 4 (i) (b) (xi)m )

NON PLAN BUDGET

	Head
	Activities to be performed
	Sanctioned budget
	Budget estimate
	Revised estimate
	Expenditure for the last year

	25-2220-INF & Publicity-60-Others-106-Field Publicity-0321-Dist. Organisation
	Pay
	509000/-
	
	
	507058/-

	
	DA
	133000/-
	
	
	129914/-

	
	HRA
	23400/-
	
	
	23189/-

	
	RCM
	1500/-
	
	
	1376/-

	
	TE
	4000/-
	
	
	4000/-

	
	Electricity 
	6000/-
	
	
	6000/-

	
	O.A.
	576/-
	
	
	576/-

	
	RRT
	38883/-
	
	
	38883/-

	
	Telephone
	2000/-
	
	
	2000/-

	
	Other Contingency
	1500/-
	
	
	1500/-

	
	Other Charges
	
	
	
	

	
	IC&RR
	10080/-
	
	
	10080/-

	
	Maintenance
	1000/-
	
	
	1000/-


	25-2220-INF & Publicity-60-Others-001-Direction & Administration-0618-HQ Organisation
	Pay
	229000/-
	
	
	191578/-

	
	DA
	62000/-
	
	
	50312/-

	
	HRA
	19000/-
	
	
	14697/-

	
	TE
	2962/-
	
	
	1958/-

	
	RCM
	500/-
	
	
	Nil

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Chapter – 13 (Manual – 12 )

The Manner of Execution of Subsidy Programme

NIL

Chapter – 14 (Manual – 13 )

Particulars of Recipients of Concessions,  permits or authrisation granted by it.

NIL

Chapter- 15 (Manual – 14 )

Norms set by it for the discharge of itsfunctions.

NIL

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. Dramas and Shows

3. Through newspaper

4. Exhibition

5. Notice Board

6. Inspection of 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 advertising.

Chapter – 18 (Manual – 17 )

Other useful information 

18.1 Regarding supply of information

Application fee and information cost as per Govt. in Information and Public Relation Department Notification S.R.O. No. 251/2006 dated 29.5.06 published in Orissa Gazette on 30.6.2006 (Copy enclosed) 

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

In case of denied of information, an appeal under sub-section (1) of Section (1) of Section –19 can be filed in Form “D” before the Addl. District Magistrate, Bargarh-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”.

IC & RR are functioning at Dist. HQ, Bargarh and Sub-Divisional HQ, Padampur under the direct control of DI&PRO, Bargarh. The enrolledsf members of IC & RR are getting benefit of the library which is equipped of famous book/ research findings of famous writers of Orissa and outside.

