MANUAL-1  
Particulars of Organization, Functions & Duties
[Section-4 (1) (b) (i)]

   The Right to Information Act, 2005 enacted by an act of parliament aim to ensuring transparency in administration and credibility and legitimacy of Govt. The act entitles a Civil citizen of India to get the information on administration of the Dhenkanal District on Revenue, Establishment, Touzi, Judicial, General & Misc, Record Room, Emergency, Nizarat, Land Acquisition, Forest Settlement, Sport Office & Small Savings Office from the concerned section of Collectorate, Dhenkanal u/s 4(i)(a),(b)&(c) of said act.
  
   All current records and files are maintained in concerned section with regular maintenance of case records. The consigned records are available in District Record Room.

MANUAL-2  
Powers & Duties of Officers & Employees
[Section-4 (1) (b) (ii)]

	Sl.
No.
	Name
	Designation
	Powers
	Duties Attached

	
	
	
	Administrative
	Financial
	Statutory
	Others
	

	1
	-
	Collector
	-
	-
	-
	-
	Head of Office Supervision & Monitoring in all section

	2
	-
	A.D.M.
	-
	-
	-
	-
	Head of Office Supervision & Monitoring in all section

	3
	-
	D.D.O.
	-
	-
	-
	-
	I/c of Development Section, Judicial, SLR & Record Room.

	5
	-
	Establishment Officer
	-
	-
	-
	 
	I/c of Establishment Section & Nizarat Section.

	6
	-
	Gen. & Misc. Officer
	-
	-
	-
	-
	I/c of Gen. & Misc. Section, LA Section, Revenue, Touzi & RTI

	7
	-
	Emergency Officer
	-
	-
	-
	 
	I/c of Emergency Section &PGC

	8

9  

10 -                         
	-

           
	F.S.O

Sports Officer

Small Savings Officer


	-

-

-
	-

        -                 

        -                 
	-

        -

        -                               


	-

       - 

      -           
	I/c of Forest Settlement Section

Sports Section

Small Savings  Section




MANUAL-3  
Procedure Followed in Decision Making Process
[Section-4 (1) (b) (iii)]

All decision made by collector
MANUAL-4  
Norms for Discharge of Functions
[Section-4 (1) (b) (iv)]

 All discharged function decision by collector on working day 

MANUAL-5  
Rules, Regulations, Instructions, Manuals & Records for Discharging Functions
[Section-4 (1) (b) (v)]

	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
	2
	3
	4
	5

	1
	Establishment Section:

	
	Odisha Service Code
	-
	-
	-

	
	Odisha Traveling Allowances Rules
	-
	-
	-

	
	Odisha Leave Rules
	-
	-
	-

	
	O.G.F.R.
	-
	-
	-

	
	Treasury Code
	-
	-
	 

	
	Pension Rules
	-
	-
	-

	
	CCA. rules
	-
	-
	-

	
	Govt. Servants Conduct Rules
	-
	-
	-

	
	Reservation Act
	-
	-
	-

	
	Book Circulars
	-
	-
	-

	
	Manual of All Indian Services
	-
	-
	-

	2
	Revenue Section:

	
	Odisha Survey & Settlement Act
	-
	-
	-

	
	O.C.H. & P.F.L. Act
	-
	-
	-

	
	Regulation 2/56
	-
	-
	-

	
	O.L.R. Act
	-
	-
	-

	
	O.E.A. Act
	-
	-
	-

	
	O.P.L.E. Act
	-
	-
	-

	
	O.G.L.S. Act
	-
	-
	 

	
	Mutation Manual
	-
	-
	-

	
	EC. Act
	-
	-
	-

	
	Stamp Act
	-
	-
	-

	
	O.P.D.R. Act & Rules
	-
	-
	-

	3
	Nizarat Section :

	
	Nizarat Manual
	-
	-
	-

	4
	Emergency Section :

	
	Odisha Relief Code
	-
	-
	-

	5
6              
	Judicial Section :

	
	National Security Act
	-
	-
	-

	
	Police Act
	-
	-
	-

	
	Arm Act
	-
	-
	-

	
	Explosive Act
	-
	-
	-

	
	Petroleum Rules Cinematography Act
	-
	-
	 

	
	Cr. P.C.
	-
	-
	-

	
	Minimum Wages Act

Record Room
	-
	-
	-



	           
	Odisha Records Manual 
	
	
	


MANUAL-6  
Categories of Documents Under Control
[Section-4 (1) (b) (vi)]

	Sl.
No.
	Nature of Record
	Details of Information Available
	Unit/Section Where Available
	Retention Period ,Where Available

	1
	2
	3
	4
	5

	1
	Files & Records of Establishment Matter relating to Gazetted and Non-Gazetted Officers/staff of Collectorate Cadre.
	Bill, Budget & Expenditure/ Drawal of Personal entitlements of Officers/staff of Collectorate/ Pension cases of staff of Collectorate cadre(NG)/CCRs & gradation list of Non-gazetted staff of Collectorate cadre/ Proceeding & suspension cases/ OAT cases/ Transfer & posting of officers/ staff /Tour Programme of Collector/ADM/ Sub-Collectors/Tour diary of Collector/Sub-Collectors
	Establishment Section
	District Record Room

	2
	Files & records of all shorts of Revenue matter under Revenue Administration.
	OLR Revision/ G.P. appeal /
regulation-2/56 revision/ M.V.Appeal/ CEA revision/ Cases under 7(OGLS) Act/ EC Act/ Cases under Stamp Act/Revision of lease cases/encroachment/certificate/
Alienation  cases/ Dereservalion of Govt. land/Site Selection/Revenue Master Plan/ Settlement of Forest land/Allotment of land to Ex-Serviceman and Green card
	Revenue Section
	-do-

	3
	Files & Records of all shorts of General & Misc. nature of work
	Issue of Distress Certificate/
Correspondence of ULB matters/Grant-in-aid to Voluntary Organization/ Issue of Sub-Plan Area Certificate / Misc. Certificates / Verification of Character & anticipants/ Registration of Societies under SR Act,1860/Agriculture/ Indian Census report/Correspondence on DUDA/ Railway/Postal matter/Issue of "C" certificates to Govt. vehicle/ Inspection programme/ note/ compliance of higher authority/
Meetings/Conference/ Visit &
Tour of VIPs. etc.
	General & Misc. Section
	-do-

	4
	Files & Records regarding various
judicial/
quasi-judicial matter
	Correspondence of Odisha Freedom of Religion Act/Communal offence/Communal harmony/
NHRC /OHRC/ Issue & renewal of Fire arm licenses/Issue of temporary explosive licenses/ Issue of licenses for manufacturing & sale of fire crackers/Issue & renewal of K. Oil Sub wholesale storage licenses/ issue of NOC under explosive Act/ Retralium Act/Noise Pollution Act/Minimum wages Act/Law & orders/Hunger strike Integrated internal security scheme/Jail matters/Appointment of Law Officers/Appointment of Notary/Notice U/S 80 C.P.C/Grant of Permission exhibiting cinema show/filming show/video show and renewal thereof/ Solatium Fund scheme/ Odisha Money landing Act/Judgment on SC/St cases/Correspondence on FIR & Janasamparka Sibira/Foreign Contribution Regulation Act/Custodial death U.TPs./Convicts
	Judicial Section
	-do-


MANUAL-7  
Particulars of Arrangement in Formulation of Policy
[Section-4 (1) (b) (vii)]

Not Applicable
MANUAL-8  
Boards, Councils, Committees & Other Bodies Constituted
[Section-4 (1) (b) (viii)]

Not Applicable
MANUAL-9  
Directory of Officers & Employees
[Section-4 (1) (b) (ix)]

	Sl.
No.
	Name
	Designation
	STD Code
	Office
Phone No
	Residence
	E-Mail
	Address

	1
	2
	3
	4
	5
	6
	7
	8

	1
	Sri Bishnu Ch. Panda, IAS
	Collector & District Magistrate
	06762
	225601
	226500
	-
	-

	2
	Sri Babaji Ch. Das O.A.S(S)
	Additional District Magistrate
	06762
	225700
	-
	-
	-

	3
	Sri Chandra Sekhar Mohanty, OAS Deputy Collector
	Development and additional, Charge of Record/SLR Room and Judicial.
	-
	-
	-
	-
	-

	4
	Miss Sigdharani Dhal, O.AS, Dy. Collector
	Deputy Collector, Establishment & Nizarat.
	-
	-
	-
	-
	-

	5
	Sri Saroja Kumar Behera, O.A.S, Dy. Collector
	Deputy Collector Gen & Misc, Revenue& Touzi PIO&LAO, 
	-
	-
	-
	-
	-

	6
	Sri Pradipta Ku. Mohanty
	Sports Officer
	
	
	
	
	

	7
	Smt. Jayashree Mallic, OAS, Dy. Collector.
	Emergency & Red cross& PGC
	06762
	260763
	-
	-
	-

	8
	Sri Dillip kumar Nanda
	D.I O.,
	06762
	252726
	-
	-
	-

	9
	Sri Mrutyunjaya Nayak
	 (A.D.I.O)
	06762
	252726
	-
	-
	-

	10
	Sri Sanjay Kumar Sahoo
	Small Savings officer  
	06762
	226656
	
	
	


   

MANUAL -10  
Monthly Remuneration & Compensation of Officers & Employees
[Section-4 (1) (b) (x)] 

	Sl. No.
	Name
	Designation
	Scale of Pay 

	1
	2
	3
	4

	1
	Sri Bishnu Prasad Panda,IAS
	Collector & District Magistrate
	15,600-39,100/-

Grade Pay-7600

	2
	Sri Babaji Ch. Das, O.A.S(S)
	Additional District Magistrate, 
	15,600-39,100/-

Grade Pay-7600

	3
	Sri Chandra Sekhar Mohanty, OAS Deputy Collector
	Development and additional, Charge of Record Room/SLR and Judicial.
	15,600-39,100/- Grade Pay-5400/-

	4
	Sri Soraj Kumar Behera, O.AS, Dy. Collector.
	Deputy Collector, Gen & Miss
PIO, Collectorate.
	15,600-39,100/- Grade Pay-5400/-

	5
	Sri. Pradipta Ku. Mohanty
	Dist. Sports Officer
	15,600-39,100/- Grade Pay-5400/-

	6
	Snigdharani Dhal,OAS, Dy. Collector
	Dy. Collector, Estt & Nizarat
	15,600-39,100/- Grade Pay-5400/-

	7
	Smt. Jayashree Malliack,O.A.S-Dy. Collector,
	Deputy Collector ,Emergency , Red Cross and PGC.
	15,600-39,100/- Grade Pay-5400/-

	8
	Sri Dillip kumar Nanda
	D.I O.
	-

	9
	Sri Mrutyunjaya Nayak
	 (A.D.I.O)
	-

	10
	Sri 
	Dist. Small savings Officer
	

	11
	Sri Manohar Swain, 
	PA to Collector
	9300-34400/- Grade pay 4200/-

	12
	Sri Saroj Kumar Panda 
	Steno to Collector
	9300-34400/- Grade pay 4200/-

	13
	Sri Manohar Behera
	Steno to ADM
	5200-20200/- Grade pay 2400/-


 Staff: 

	Sl.
No.
	Name
	Designation
	Scale of Pay

	1
	2
	3
	4

	Revenue Section

	1
	Smrutiranjan Mohapatra
	Sr. Clerk
	5200-20200/- Grade pay 2400/-

	Touzi Section

	4
	Nihar Ranjan Behera
	Jr. Clerk
	5200-20200/- Grade pay 1900/-

	5
	Pravakar Swain
	Peon 
	4440-14680/- Grade pay 1300/-

	Development 

	6
	Abhiram Seth
	Jr. Clerk 
	5200-20200/- Grade pay 1900/-

	7
	Mamata Sendha
	Peon 
	4440-14680/- Grade pay 1400/-

	Establishment 

	8
	Biranchi Kumar  Dash
	Sr. Clerk 
	5200-20200/- Grade pay 2400/-

	9
	Harihar Panchuati
	Sr. Clerk 
	5200-20200/- Grade pay 2400/-

	10
	Pradata  Sahoo
	Sr. Clerk 
	5200-20200/- Grade pay 2400/-

	11
	Narottam Biswal 
	Amin 
	5200-20200/- Grade pay 1900/-

	Forest Settlement 

	15
	Promod Kumar Patra
	Peon
	4440-14680/- Grade pay 1400/-

	16
	Pitabash Biswal
	Chainman 
	4440-14680/- Grade pay 1400/-

	Mining  

	17
	Arnapurana Mahakhud 
	Sr. Clerk  
	5200-20200/- Grade pay 2400/-

	18
	Arjun Parida
	Peon 
	4440-14680/- Grade pay 1400/-

	Nizarat 

	19
	Prakash Ch. Das
	Head Clerk 
	9300-34400/- Grade pay 4200/-

	20
	Umesh Kumar Mishra 
	Sr. Clerk 
	5200-20200/- Grade pay 2400/-

	21
	Hukumsingh Mundari
	Sr. Clerk 
	5200-20200/- Grade pay 2400/-

	
	Dhruba Ch. Bhatta
	Daftdary 
	4440-14680/- Grade pay 1400

	22
	Nibaran Jena 
	Peon 
	4440-14680/- Grade pay 1400

	
	Manoram Sahoo
	Peon 
	4440-14680/- Grade pay 1300

	Judicial 

	22
	Pravakar Nayak 
	Head Clerk 
	9300-34400/- Grade pay 4200/-

	23
	Prasanta Kumar Mishra 
	Sr. Clerk 
	9300-34400/- Grade pay 4200/-

	24
	Gokulananda Nayak 
	Peon 
	4440-14680/- Grade pay 1400/-

	General Misc

	25
	Bijaya Kumar Swain 
	Sr. Clerk 
	5200-20200/- Grade pay 2400/-

	
	Surama Pattnaik 
	Sr. Clerk 
	5200-20200/- Grade pay 2400

	
	Gangadhar Dehury
	Daftdary 
	4440-14680/- Grade pay 1400

	26
	Nakula Sethy
	Peon 
	4440-14680/- Grade pay 1400

	
	Halima Begam
	Peon 
	4440-14680/- Grade pay 1300

	Public Grievance Cell 

	27
	Sibaprasad Rout 
	Peon 
	4440-14680/- Grade pay 1400/-

	Emergency 

	28
	Phaka Khan 
	Head Clerk 
	9300-34400/- Grade pay 4200/-

	29
	Rabin Prakash Behera
	Sr. Clerk 
	5200-20200/- Grade pay 2400/-

	
	Devanarayan Mallick
	Jr. Clerk 
	5200-20200/- Grade pay 1900/-

	
	Santosh Kumar Panda
	Peon 
	4440-14680/- Grade pay 1400/-

	Land Acquisition 

	
	Antaryami Behera
	Sr. Clerk 
	5200-20200/- Grade pay 2400/-

	
	Utsab Behera
	RI
	9300-34400/- Grade pay 4200/-

	
	Rafique Ahemad 
	Sr. clerk 
	5200-20200/- Grade pay 2400/-

	
	Arun Kumar Nayak
	Amin 
	5200-20200/- Grade pay 1800/-

	
	Anjalibala Bhoi
	Amin 
	5200-20200/- Grade pay 1900/-

	
	Ananta Ch. Behera
	Chainman 
	4440-14680/- Grade pay 1400/-

	
	Pravash Kumar Swain 
	Chainman 
	4440-14680/- Grade pay 1400/-

	
	Biranchi Tarei
	Chainman 
	4440-14680/- Grade pay 1400/-

	Dist. Record Room, SLR & RTI

	1
	Gangadhar Behera
	Sr. Clerk 
	5200-20200/- Grade pay 2400/-

	
	Subash Ch. Panigrahi
	Peon
	4440-14680/- Grade pay 1400/-

	
	Bhaskar Ch. Samantaray
	Peon 
	4440-14680/- Grade pay 1400/-

	Small Savings 

	1
	Sri Brundaban Panigrahi
	Peon 
	4440-14680/- Grade pay 1400/-


MANUAL-11  
Budget Allocated to each Agency
[Section-4 (1) (b) (xi)]

Non-Plan Budget: 
	Sl. 
No.
	Major Head
	Activities to be Performed
	Sanctioned Budget
	Budget Estimate
	Revised Estimate
	Expenditure for the last year

	1
	2
	3
	4
	5
	6
	7

	1
	3-2053-District Estt.
	Pay
	82,12,000
	84,06,022
	84,13,082
	81,96,661

	
	 
	DA
	34,07,000
	21,98,148
	29,89,712
	4,60,683

	
	 
	H.R.A
	4,60,700
	5,02,921
	4,88,451
	4,60,683

	
	 
	O.A
	8,700
	8,911
	14,840
	8,523

	
	 
	T.E
	84,000
	85,400
	1,20,000
	66,211

	
	 
	R.C.M
	80,000
	74,521
	1,10,000
	73,312

	
	 
	O.C
	55,000
	50,000
	4,13,000
	55,000

	
	 
	Telephone
	65,000
	80,000
	80,000
	65,000

	
	 
	M.V
	95,000
	1,10,000
	2,00,000
	95,000

	
	 
	Electricity
	2,40,000
	2,00,000
	1,50,000
	2,40,000

	
	 
	Water
	20,000
	10,000
	1,04,000
	20,000

	2
	Circuit House
	Electricity
	40,000
	1,00,000
	1,60,000
	79,621

	
	 
	Water
	-
	5,000
	10,000
	3,000

	
	 
	O.C
	10,000
	70,000
	1,00,000
	9811

	
	 
	Telephone
	6,000
	15,000
	1,60,000
	5,999

	3
	4-2014-AJ
	Pay
	14,60,000
	2,49,920
	16,84,120
	14,59,327

	
	 
	DA
	69,000
	36,864
	58,952
	69,000

	
	 
	H.R.A
	17,000
	13,992
	14,469
	16,069

	
	 
	Fees
	10,00,000
	9,99,641
	12,00,000
	9,97,136

	
	 

	
	 
	R.C.M
	2,000
	3,000
	3,000
	2,000

	
	 
	O.C
	2,000
	5,000
	5,000
	5,000

	
	 

	4
	3-2506-LRC
	Pay
	7,42,355
	2,95,385
	3,48,725
	3,33,843

	
	 
	DA
	1,42,910
	1,74,100
	1,24,161
	1,38,345

	
	 
	H.R.A
	28,601
	14,811
	  16,514
	11,998

	
	 

	
	 
	R.C.M
	5,991
	3,000
	-
	4,000

	
	 
	T.E
	4,496
	3,000
	4,000
	       1,820

	
	 
	O.C
	1,000
	3,000
	5,000
	       1,000


MANUAL-12  
Manner of Execution of Subsidy Programmes
[Section-4 (1) (b) (xii)]

Not Applicable
MANUAL-13  
Particulars of Recipients of Concessions, Permits or Authorizations Granted
[Section-4 (1) (b) (xiii)]

Not Applicable
MANUAL-14  
Information Available in an Electronic Form
[Section-4 (1) (b) (xiv)]

Available at Dhenkanal N.I.C 
MANUAL-15  
Particulars of Facilities Available to Citizens for Obtaining Information
[Section-4 (1) (b) (xv)]

Information Available for Citizens : 1. Office Library
                                                   2. Newspaper
                                                   3. Notice Boar
MANUAL-16  
Names, Designations & Other Particulars of the Public Information Officers
[Section-4 (1) (b) (xvi)]

Public Information Officer:
	Sl.
No.
	Name
	Designation
	STD Code
	Office
Phone No.
	Fax
	E-Mail
	Address
	Demarcation of Area / Activities if more than one PIO is there

	1
	2
	3
	4
	5
	6
	7
	8
	 

	1
	Sri Soraj Kumar Behera, OAS 
	OAS, Deputy Collector, Election-Cum-PIO
	06762
	226503
	-
	-
	Collectorate,
Dhenkanal
	-


 Assistant Public Information Officers:
	Sl.
No.
	Name
	Designation
	STD Code
	Office
Phone No.
	Fax
	E-Mail
	Address
	Demarcation of Area / Activities ,
if more than one PIO is there

	1
	2
	3
	4
	5
	6
	7
	8
	 

	1
	Sri Pravakar Nayak.
	Head Clerk
	-
	-
	-
	-
	Collectorate,
Dhenkanal 
	-


First Appellate Authority:
	Sl.
No.
	Name
	Designation
	STD Code
	Office
Phone No.
	Fax
	E-Mail
	Address
	Demarcation of Area / Activities ,
if more than one PIO is there

	1
	2
	3
	4
	5
	6
	7
	8
	 

	1
	Sri Babaji Ch. Das
	OAS(I)(S), A.D.M,

	06762
	225700
	-
	-
	Collectorate,
Dhenkanal.
	-


MANUAL-17  
Other Useful Information
[Section-4 (1) (b) (xvii)]

