07. Details of services rendered:

Law and Order Situation, Deployment of Fxecutive Magistrates, issuc / renew of gun
license, to dispose off atrocity cases, conduet of P.M.C. Meeting, sanction of prosecution,
correspondence on opinion to prosecute against persons, correspondence on jail related
malters, issuc / renewal of explosive license, conversion from one religion to another
religion (as per the Act and Rules), issues on Bangladeshi Infiltrators, National Security
Act, Establishment of Govt. Advocates, issues on N.H.R.C. case matters,

08.Citizen interaction:
The people of the area are well aware aboul the scrvice rendered to them
by this section.

09. Postal address of the main office, attached/sub-ordinate office/licld
Unite ete:
MAIN OFFICE:

Collectorate, Malkangiri.

At/Po/Dist: Malkangiri.Pin Code: 764048.
Section

Judicial section. Collectorate, Malkangiri.

10. Map of Office location:

Not required.
11. Working hours both for office and public:

Office hour: First Scssion: 10.00 A.M. to 1.30 P.M.
Second Session: 2.00 P.M. to 5.00 P.M.

12. Publie interaction, if any:

The Public is at liberty to get the information at any times
during the working hours.
13. Grievance redress mechanism:

All the grievance petitions of tenants are disposcd off in due time as per
law and rules and given reprisal as per law and also a grievance day fixed on every
Saturday.



MANNUAL-02
Powers and duties of Officers and employces.
(Section 4 (1)(b)(11)
Power and duties of Officers and staff:

Designation of S
SlL.No. Em‘st Adminisirati | Fmancial | Statutor | Others Duties Attached.
HERE: ve ¥
Overall ; 5 ; Supervision of
; el e : Lxecutive Magistrate P :
01 Dy Collector. | administrati No No i work of the
VE POWET. ) section.
Management ;
; & : | Supervision & to expedite Office
02 Head Clerk - No K o 2R iy B
supervision | any work Irom clerks Management
B |
of Office.
Files relating to issue ¢
explosive licenst
Ihe Jr.Clerk cenlings with the files ;"I'_W:;w” 7 Ularp:;:;
relating w0 ssue of  explosive : Bl Sy Ll
) o S teligion, M8 A A
License, conversion of one religion iy W
; ¥ il
to ancther religion, N.S.AAc I;:c‘:qc a|r6ni|y Hi“
03 Tunior Clerk Mo NO No issne of fresh gun license, atrocity | " ks
cases,  luckle  law  and  order %‘illbk;:f'o lﬂ\\"caﬂ];ij‘. i
situation, sanclicn ol prosccution, :ﬂ_?_"\ I;i,f o ety
Fsrablishmant of Govt Advesale, I:Si;:lth;in F Gov
correspondence ol Jal mallers ete s ey
Advocate,
cotrespondence ol ju
maticrs eie
Assist  in offic
" o work &
04 OlTice Peon Nao No No -- e
distribution (v

daks.

MANUAL-03

Procedure followed in decision-making process.

(Section 4(1) (b) (iii)

The files are put up at dealing assistant level and routed through
the Head Clerk and Dy.Collector of concerned section and the final decision
are taken by the Addl.District Magistrate, Malkangiri/Collector, Malkangiri.



MANNUAL-4
Norms set for the discharge of functions.

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

[llustration: .
S1.No. Aclivity Time Frame/Norm. Remarks.

01 Diary of letter. 03 minutes per letter.

02 Despatch of 05 minutes per letter.

__ letien.
03 Typing Job. 30 pages per day.
04 Preparation of | 50 food cards per day.
fooseapth | 0

MANUAL.-5
Rules, regulations, instructions, manuals and records for discharging
functions.
(Section 4(1)(b)(vi)
Prepare a list of rules, regulations, instructions, manuals and records for
discharging functions available with the public authority for the smooth
discharge of its functions.
[.ist of regulations, instructions, manuals and records.

Sl.No. Name of the act, rules, regulations etc. Briet' zist | Reference No it'| Price in casc of
of the any. priced
contents. publications.
01 [ssue of explosive license No -
02 Conversion of one religion to another religwon. No s
03 N.SAL A . ~No
04 Issue ol fresh gun license. TS
No
0s Afrocity cases. ' No e
06 Tackle law and order situation, No --
07 Sanction of prosecution. ' No --
08 Sanction of prosecution. No --
a9 correspondence of jail matters No --




MANUAL-6

A statement the categories of documents that are held by it for under its

control.

(Section 4 (1)(1)(b)(vi)

Details of the records available made in a statement from, wing wise unit
wise branch wise and it may be got tabulated, indexed and catalogues (An

illustrative list is given below : )
A Statement of the categories of documents held:

SENo. Nature of Details of information available. Unit/Section | Retention
Record. where available. period where
available.
0l [n shape of Issue of explosive license, conversion of one After consignment | Permanent.
files. religion to another religion, N.S.A.Acl. issue of | the files are placed

fresh gun license, atrocity cases, tackle law and

| order situation, sanction of prosceution.

Establishment of Govt. Advocale,
correspondence of jail mallers ete.

to R.R.of Nizarat
Section.

MANUAL-7

Particulars of any arrangement that exists for consultations 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.

SI.No. Name and address of the Constitut Roles and Frequency of
consultative committee/bodies. ion of the | responsibility. meetings.
committe
e/body.
Nil.

Other procedures adopted lor formal and informal consultations with the
public also are indicated such as Bhagidri, Jan Sunvai, interaction with
resident welfare associations etc.
Other details whether the meetings are open to public, minutes are accessible
to public ete. may also be indicated.




MANUAL-8

A statement ol boards, council, committee and other bodies constituted.

(Section -4(1)(b)(viii)

List of Boards, councils, committees etc.

[ SINo. Name and address of the -};t:)_d-):-_ Main Constitution Date of
functions of the body. constitution.
of the
bady.

Nil.
[ SI.No. Whether meeti_n_g_s i}b&n to public. Whether Frequency of Remarks.
minutes meetings.
accessible to
public.

Nil.

Plcase attach copies of detailed notification/orders for their constitutions.

Directory:

MANUAL-9

Dircetory of Officers and employees.

(Section-4(1)(b)(ix)

MANUAL-10

SI.No. Name and designation. Mobile No. E-Mail

Address.
0l Smt.Sangita Behera, OAS-I{JB), Dy .Collector. -- --
02 Sri.Sushen Kumar Majumdar,llead Clerk - -
03 Sri Bharat Jena, Jr.Clerk e =
04 Sri Pradipta Ku.Mallick,Jr.Clerk - --
05. Sri Soma Muduli,Peon. -~ --
06. Smt.Sabitr1 Devi.Peon. = --

The monthly remuneration received by each of the officers and employees,
including the system compensation as provided in the regulations.

(Section-4(1)(b}(x)

S1L.No. Name and designation. T’:E

Scale/Montl.

y
remuneration
| 01 | Smt.Sangita Behera,OAS ()JR) Dy.Collcctor 9300-34800
02 Sri Sushen Kumar Majumdar.Head Clerk 9300-34800
03 Sri Bharat Jena, Jr.Clerk 5200-20200
04 Sri Pradipta Ku.Mallick Jr.Clerk 5200-20200
03 Sri Sema Muduli.Peon 4440-14680
06. Smt.Sabitri Devi Peon 4440-14680

Nole : Details about system of compensation provided in regulations may be given.







Note: Creation of database and its hosting on website should be done on priority basis lor

MANUAL-14
Information available in an electronic form
(Section-4(1)(b)(x1v)

Details of information.

activities like issue ol permits, issue of authorizations, grant of concessions licenses etc.

| SL. | Activitics for which electronic data Naturcof | Canitbe It is availablc on
No. available.. information shared with website or is
available. public? being used as
back and data ‘
base.
01 No No No s No

Facilitics available for obtaining information.

MANUAL-15
Particulars of facilities available to citizens for obtaining information.
(Section-4(1)(b}(xiv)

SI.No

Facility available...

Nature of information
available.

Working hours.

Information counter.

All information’s are
available in shape of

First Session : 10.00 AM
to 1.30 P.M.

All information’s are
availablc in shape of
files.

(iles. and second Session : 2.00
P.M. t0 5.00 P.M.
02 Website No -
03 Library No -
04 Notice Board.

First Session : 10.00 AM
to 1.30 P.M.

and second Session : 2.00

P.M. to 5.00 P.M.




MANUAL-16

Name & designation and other particulars of Public Information Officers:

Sl. | Designation of the Officer | Postal Address. Mobile E-mail | Demarcation of
No. designated as P.1.O. No. addres  area‘activitics il
S. more than one
‘ PIO) is there.
O1 | Sri K. N. Bhoi, OAS-I{JB), | Collectorate 8763130687 -- Collectorate,
Dy.Collector, Malkangiri. Malkangiri.

G & M Section

List of Asst.Public Information Officers:

Sl
Nao. ‘

Designation of the Oflicer
designated as Asst.P.1.O.

| Postal
Address.

Mobile
No,

E-mail address.

0l SmtySabitri Paraja

Office Superintendent
Collectorate, Malkangiri

Collectorate 58953 19469

Malkangiri

First appellate authority with in the Department.

SLNo. | Designation of the Officer Postal | Mobile | L-mail Demarcation of
designated as first appellate Address. No. address. area‘activities if
authority more than one
appellate authority
: % _ _18theie.
01 | Shri.Sundarlal Scal, OAS(S), | Collectorate, [2437579101 Collectorate,
Addl.Dist.Magistrate, Malkangiri. ; Malkangiri.
Malkangiri.
MANUAL-17
Other information as may be prescribed.
All other information as may be prescribed for dissemination shall be
collated, tabulated, complied, collected and provided in the form of manual rom time to
nme.

As per rule.

2 F \
_Deputy Co]lectof:,(.J udicial)
Collectorate, Malkangiri.




