Manual-1
Particulars of organization function and duties selection 4(1) (b) (i)

	1. 
	Aim & objectives of the orgarnisation.
	Organization of sports competitions and youth festivals, Development of play fields in all Blocks and grampanchayats.



	2.  
	Mission /Vision
	Improvement of Sports

	3. 
	Brief History and back grounds of its establishment.
	This office is functions as a selection of collector, Bargarh since creation of new district. The establishment of this selection as hereunder.

1. Collector

2. Additional Dist. Magistrate

3. District sports  officer

4. Peon on daily wage basis.



	4.
	Orgarnisation chart
	1.Collector

2.Additional District Magistrate

3.District Sports officer

4.Peon daily wage basis



	5
	Details of service rendered
	Improvement of sports and development of play fields.

	6
	Postal address of the main officer attached sub-ordinate office/field units
	District sports office Bargarh 

At/Po- Bargarh

Dist-Bargarh

	7
	Map of the office location
	Back side of sub-collector office Bargarh

	8
	Working hour both for office & public
	10 A.M to 1.30 P.M and 2 P.M. to 5 P.M.

	9
	Public interaction if any
	When public are coming with any doubt pertaining to sports and play field development the same are  being clarified to them by the District sports officer.

	10  
	Griecance redress Mechanism
	Immediate steps are being taken to dispose of the grievance petitions.
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Power and duties of staff and employees section 4 (1) (b) (ii)

Power and duties of officers and staffs

	SL NO
	Designation
	Powers Administrative
	Financial 
	Statutory 
	Others 
	Duties



	1
	2
	3
	4
	5
	6
	7

	1
	Collector
	Head of office
	As per OGFR
	
	
	Control of Dist. sports office

	2
	A.D.M
	
	Do
	
	
	Do

	3
	D.S.O
	
	Do
	
	
	Organisation of sports competition
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Selerction 4 (1) (b) (iii)

Power and duties of officers and employees

	SL NO
	ACTIVITY
	LEVEL OF ACTION
	TIME FRAME

	1
	2
	3
	4

	1
	To receive all the papers and documents presented and put the papers in files
	D.S.O
	Same day
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Section4 (1) (b) (iv)

	SL NO
	ACTIVITY
	TIME FRAME / Norms
	Remarks



	1
	2
	3
	4

	1
	Diary of letter
	On the same day
	-

	2
	Diary of letter
	On the same day
	-
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Selection 4 (1) (c) (v)

List of rules & regulation instruction Manual and records for discharging functions.

	Sl no 
	Name of the Act Rules Regulation
	Brief gifts of the contents
	Reference No. if Any
	Price in case of priced publication 

	1
	2
	3
	4
	5


There is no Act and manual for organization of different sports and play field development. Sports competitions are being conducted and play fields are being development as per rules and guidelines issued from Govt. from time to time.
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A statement of the categories of documents that are held by it for under its control.

Section 4 (1) (b) (ii)
Details of records available my be made in a statement from wing wise, unit wise branch wise and it may be got tabulated indexed and catalogues.

	SL NO
	NATURE OF RECORD
	DETAILS OF INFORMATION AVAILABLE 
	UNIT/SECTION WHERE AVAILABLE
	RETENTION PERIOD WHERE AVAILABE

	1
	Cash book 
	D.S.O, Bargarh 
	District sports office, Bargarh
	Permanent

	2
	Index register
	Do
	Do
	Do

	3
	Receipt register
	Do 
	Do
	Do

	4
	Issue register
	Do
	Do
	Do

	5
	Log Book
	Do
	Do
	Do

	6
	Stock register of furniture
	Do
	Do
	Do

	7
	Pass book
	Do
	Do
	Do

	8
	Cheque book 
	Do
	Do
	Do

	9
	Attendance register
	Do
	Do
	3 years
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Particulats of any arrangement that exits for consultation with representation by members of the exists for consulation with or representation by the members of the public in relation to the formulation its policy of implementation.

Section (4) (b) (vii)
Details of consulatative committee and other bodies with which consultantation are held.
	SL NO
	Name & address of the consultative committee/bodies
	Consultation of the committee body
	Rome & responsibility 
	Frequency of members

	1
	District level executive committee meeting 
	1. President of Zilla parisad

2. Collector 

3. C.D M.O

4. P.D.D.R.D.A

5. M.L.A

6. M.P.

7. C.I of Schools

8. D.P.O

9. D.S.O

10. Dist youth Co-ordination

11. Five sarpanches


	Chairman
	When required

	2
	Dist level committee for conducting sports
	1. Collector

2. D.S.O

3. D.E.O

4. Dist. Youth Coordinator

5. Representative of Zilla parishad
	Chairman
	When required
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Statement of Board Council Committee and other bodies constituted section Section 4 (4) (b) (viii)

List of Boards Councils Committee
	Sl No
	Name & Addres the body
	Main function of the Body
	Constitution of the body
	Date of constitution 
	Date upto which valid
	Whether minutes accessible to public
	Frequency 

Of 

Meetings

	1
	District level executive committee meeting
	Approval list
	1. President Zilla parisad

2. C.E.O Zilla parishad

3. P.D.D.R.D.A

4. C.D.M.O

5. C.I Schools

6. Dist. Youth coordinator

7. D.P.O

8. D.S.O

9. M.L.A

10. M.P

11. Five sarpanches
	25.10.2011
	Name time limit
	As per restriction in R.T.I Act.
	When required

	2
	District level committee for sports competition
	Approval of Collector
	1 collector 

2.D.S.O

3.D.E.O

4.Representative of Zilla parishad

5.dist. youth coordinator
	25.10.2011
	Do
	Do
	do
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Directory of officers and employee

Directory  


section 4 (1)(b)(ix)

	Sl no
	Name & address
	Officers phone no
	E.Mail Address

	1
	2
	3
	4

	1
	Shree Bhabagrahi Mishra collector
	06646-235040
	

	2
	Srinibas kabi 

Additional District Magistrate 
	06646-235040
	

	3
	Sri Tusharkanti Mishra Dist.Sports officer
	
	


Manual 10

The monthly remuneration received by each of the officers and employee including the system of competition as provided in the regulation.

Section 4 (1) (b) (ix)
	Sl NO
	Name & Designation
	Pay/Scale
	Remuneration

	1
	Sri Bhabagrahi Mishra Collector
	Drawn Collectorate
	

	2
	Sri Srinibas Kabi

Additional Dist. Magistrate
	Do
	

	3
	Sri Tusharakanti Mishra Dist. sports officer
	Rs. 9500/-
	

	4
	Sri Hareram Meher
	Daily wages basis
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The budget allocated to each category

Section 4 (1) (b) (x)

	Major head 
	Appropriate units of allotment
	Sanctioned budget
	Budget estimate
	Revised estimated 
	Expenditure for the last year


Consolidated pay drawn at state level

Phm budget

	Name of the scheme 
	Activities to be undertaken
	Date of commencement
	Expected date for completion
	Amount sanctioned 
	Amount disbursed


Nil
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the manner of execution of subsidy programme

Section (4) (b)(xii)

	Sl no
	Name & address of the institution
	Purpose for which subsidy provides
	No of beneficiaries
	Amount
	Previous years utilization progress
	Previous achievement


Nil

	Sl no 
	Name & address of the beneficiary
	Purpose for which subsidy provides
	Amount subsidy
	Scheme criterion selection
	No of time subsidy given in past with purpose


Nil
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Particulars of receipients of concessions permits of authorizations granted

Selection (4) (b)(xiii)


	Sl no
	Name of the beneficiary
	Address of beneficiary
	Nature of concession/permit/authorisarion
	Purpose for which granted
	Scheme & criterion for salection
	No o f iteams concession given in past which purpose


Nil
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Information available in an electronic form

Selection (4)(b)(xiv)

Details of information

	Sl no 
	No for electronic 
	Activities which data available 
	Nature information public
	Can it be shared with public
	It is available with websitd or is being used back of data base


Nil
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Information available in an electronic form

Selection (4) (b)(xv)

	Sl no 
	Facility available
	Nature information available
	Of working hour

	1
	Natural information centre, Bargarh
	All the information of District Sports office, Bargarh
	10 A. M. to 5 P.M each working day

	2
	Website
	-
	-

	3
	Library
	-
	-

	4
	Notice board
	Information related to public
	10 A. M. to 5 P.M each working day
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Selection (4)(b)(xvi)

Name designation and other particulars of publish information officer
	Sl no
	Designation of officer designated P.E.O
	Postal address
	Telephone no
	e. mail address
	Demarcation of area activities

	1
	Dist. sports officer Bargarh
	At/Po/Dist-Bargarh
	-
	
	Sports activities & PYKKA


List of Assistant public information officers

	Sl no
	Designation of officer designed
	Postal address
	Telephone No
	E mail Address
	Demarcation of area activities

	
	
	
	
	
	


Nil
First appellate authority of the office

	Sl no
	Designation of officer designated P.I.O A.D.M Bargarh
	Postal address
	Telephone no
	e. mail address
	Demarcation of area activities

	1
	Dist. sports officer Bargarh
	At/Po/Dist-Bargarh
	06645/235040
	
	Within District
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Other information as may be priscribed

Selection (4)(b)(xvii)
All other information as may be prescribed for dissemination shall be collected, tabulated complied and provided in the form of manual from time to time as per the provisions.
