right to information act.-2005
district information & public relation’s 

office, balasore.
manual-1
Particulars of Organisation, functions and duties Sec.4(I) 6(I)

1.
Aims and objectives of the Organisation :



To plan and undertake activities for promotion preservation and its dissemination of Information and Public Relations in the District perticularly to look after the publication and awareness of developmental news of District Administration, Control the Media both like Print and Electronics of District and awareness of Anti provaties programme, and plan of Govt. State & Central to keeping leation between the District Administration and General Public. On arrising  any law and order situation during huge confrigation created in various  occasion. The Deptt. disbursing on vital role to maintain peace.
2.
Mission / Vision


To creat awareness on different wings to promote the living style of public and to promote the image of State Govt. as well as the Image of the District Administration the Information and Public Relations Department of Orissa funding to Organise the State and National Celebrations in the District, Organisation of Songs & Drama to create awareness in rural area organisation of cinema show etc. Organisation of Meeting of V.I.Ps. and V.V.I.Ps. like Ministers of State and Cabinate Hon’ble Chief  Ministers, His Excellency Governor of Orissa, Hon’ble Prime Minister of India and His excellency teh President of India and other dignitories.



The current topics awareness of the General Public the Information and Public Relations Department maintained the District, Sub-Division and block level library and also funding for library books and purchase of daily news papers and periodicals etc.

3.
Brife History and background for its establishment.



In order to promote the Information and Public Relations activities the Post of  District Information and Public Relations and Sub-Divisional Information and Public Relations Officer created in the District by the State Govt. from 27.03.1948.

4.
Organisation Chart.

Inf. and P.R. Deptt.

Orissa, Bhubaneswar

DI & PR Office, Balasore


SDI & PRO, Balasore


SDI & PRO, Nilgiri

      Inf. Centre-Cum-

1) Jaleswar Inf.

Inf. Centre-Cum-

Reading Room, Balasore

    Centre-cum-

Reading Room,






    Reading Room

   Nilagiri






2) Simulia Inf. Centre-







    Cum-Reading Room

5. a)
To organise Block / District Level Information and Public Relations Activities.

b)
To promote block level Media Correspondent to coverage the Development Activities of Govt.

c)
To develope the awareness among the rural peoples for conciousness of anti proverty programme of  Govt.

d)
To organise the cultural programme through the Songs & Drama Division for awareness on different Govt. Programme.

e)
To awareness of rules & regulation among the general public during law and order situation.

6.
Duties to be performed to achieve the Mission.

a)
To act as Nodal officer

b)
To keep close contact with District Administration when the different diginitories visiting to this District and District Administration during different celebration.

c)
Execution of various District Level Celebration directly, under the funding and  instruction of  I & P.R., Deptt. for the purpose.

d)
Review of Sub-Divisional P.R. activities and work of all Information Centre-Cum- Reading room functioning in the District.

7.
Details of Services Rendered.

a)
To create awareness for publication the developmental news in the all news paper and Electronics Media in the District by all correspondent.

b)
To recomended to Govt. in I & P.R. Department for enpanelment in advertising list of I & P.R. Deptt. to provide Govt. advertise for different Oriya daily news paper and priordicals according to their circulation in  the district.

c)
Recomendation of the name of Press Correspondent for accridiation journalist for Block / Sub-Division and District Level.

d)
Recomended for granteenate for organise the different District and Sub-Divisional Level Celebration and execution of Information Centre-Cum-Reading room  activities.

8.
Citizens Interaction



Maintain cordial relationship with all Press Correspondents, Bar Association All voluntary organisation’s, Senior Citizens Forum and general public.

9.
Postal address of the Branches & Main office -


1)
District Information and Public Relations Office



At-Collectorate, P.O./Dist.-Balasore - 756001


2)
Inf. Centre-cum-Reading Room, Balasore



At-Collectorate Campus, P.O./Dist.-Balasore- 756001



3)
Inf. Centre-cum-Reading Room, Jaleswar



At-Station Square, P.O.-Jaleswar, Dist.-Balasore- 756001



4)
Inf. Centre-cum-Reading Room, Simulia



At-Simulia, Near Block Office, 



P.O.-Markona, Dist.-Balasore- 756001



5)
Office of the Sub-Divisional,



Information and Public Relations Office,




At-Sana atta, P.O.-Nilagiri, Dist.-Balasore


6)
Inf. Centre-cum-Reading Room, Nilagiri



At-SDI & PRO Campus, P.O.-Nilagiri, Dist.-Balasore 

10.
Map of office location



Collectorate building near Collectorate conference hall.

11.
Working hours both for office and public


a)
Office working hour, 10AM to 5PM


b)
Inf. Centre-cum-Reading Room, Balasore 10AM to 5PM


c)
Inf. Centre-cum-Reading Room, Jaleswar 10AM to 5PM


d)
Inf. Centre-cum-Reading Room, Simulia 10AM to 5PM


e)
Inf. Centre-cum-Reading Room, Nilagiri 9AM to 12.30PM








4.30PM to 7.30 PM

12.
Public Interaction if any



Interaction with Public and Media persons during Organisation of different programme for disposal of routine work irrespective of I & P.R. Deptt. Concerned.

13.
Grievances redress Mechanism.



Grievances are heard during office hour and disposed of which are within the jurisdiction of DI & PRO and rest are forwarded to the higher authorities for needful action as required.

Manual-2

Powers and duties of office and Employees Section 4(I) 6(ii)

Power and duties of office and staff

	Sl. No
	Designation of Post
	Powers
	Duties

	
	
	Administration
	Financial
	Statutory
	Others
	

	1
	2
	3
	4
	5
	6
	7

	1
	DI & PRO
	Being the nodal officer for department of Inf. And P.R. Orissa, in the District the DI & PRO implements all the scheme/programmes policies activities relating to the Deptt. Of I & PR, Orissa. He keeps liaison with District Administration, all media persons & publishers and other recommendation to higher authorities as and when required concerned to
	DI & PRO, vested with drawing & disburshing Power relating to Salary and other claims/of his office employees and other concerned to the Deptt. for this district.
	To ensure and function for promotion of Inf. And P.R. activities in the District.
	----
	To actively involve with District Administration with service as required for Infor-mation and P.R. Activities.

	2
	SDI&PRO Balasore
	Being the Sub-Divisional Information and Public Relations officer. He is supposed to assist the DI & PRO concerned to Balasore Sadar except the drawing power. He is supervise the all Information centre-cum –Reading room work
	No drawing disbursing power
	To ensure Sub-Divisional Inf. And P.R. Activities
	----
	Actively involve and disburse the Inf. And P.R. Activities

	3
	SDI&PRO Nilagiri
	- do -
	- do -
	- do -
	---
	- do -

	4
	Jr. Store Keeper
	- do -
	- do -
	To ensure and keeping the records of Deptt. activities equipments anddistribution to all branch office
	----
	Custodian of all Deptt. equipments

	5
	Clerk-cum –Librarian Balasore
	- do -
	- do -
	- do -
	---
	Perform duties relating to maintenance and preservation of books in the Dist. Library and News papers, Priordicals & Megazine to Readers and local administration.

	6
	Clerk-cum –Librarian Jaleswar
	- do -
	- do -
	- do -
	---
	- do -

	7
	Clerk-cum –Librarian Simulia
	- do -
	- do -
	- do -
	---
	- do -

	8
	Clerk-cum –Librarian Nilagiri
	- do -
	- do -
	- do -
	---
	- do -

	9.
	Driver
	- do –


	- do -
	- do -
	---
	Drive the official vehicle

	10
	Projectio-nist Balasore
	- do –


	- do –


	- do –


	---
	Attend Govt. programme




Manual-3
Procedure followed in decision making process section4(I) 6(iii)

The procedure can be described both in narrative form. The levels at which in gets examined and the final authority to which it has to go for approval may be explained.

Flow Process chart official Transactions

	Sl.No.
	Activity
	Level Action
	Time Frame

	1
	Receipts of Daks in shape of a direction instructions of Deptt. and other general correspondence are exmined and processed of at DI & PRO level and put up to the Collector and Direction on I & PR Deptt.
	DI & PRO

Collector/Director
	1 – 7 days

1 – 7 days

	2
	Organisation of different celebration like District and Sub-Divisional level according to the Direction of Inf. And P.R. Deptt.
	DI & PRO

Collector
	Within scheduled


Manual-4
Norms set for discharge of function section 4(I) 6(iv)

Details of norms and standards set out can be given in respect of various activities.

Illustration

	Sl.No.
	Activity
	Time
	Remarks

	
	
	Frame
	Norm
	

	1
	News release
	Same day
	Release
	-----

	2
	News paper circulation report
	15 days
	Verification
	

	3
	Subscriber in library
	One day
	Enrolled
	

	4
	Verification of cable network
	7 days
	Verification
	

	5
	Audio arrangement in meeting
	As per scheduled
	Audio system arrangement
	

	6
	Co-ordination of VIP & VVIPs programme
	As per scheduled
	Co-ordinate
	

	7
	All field activities
	As per scheduled
	Needful action
	


Manual-5
Rules, Regulations, Instructions manuals and records for discharging functions.

Section 4(I) 6(v)
A statement of the categories of documents that are held by it or under its control.

	Sl.No.
	Categories of the documents
	Name of the document
	Procedure to obtain the documents
	Held by /under control of

	1
	2
	3
	4
	5

	1
	Personal filed of all employees
	---
	---
	D.I. & P.R.O., Balasore

	2
	Files relating to establishment
	---
	---
	D.I. & P.R.O., Balasore

	3
	Files relating to Accounts matter
	---
	---
	D.I. & P.R.O., Balasore

	4
	Audit and Inspection file
	---
	---
	D.I. & P.R.O., Balasore

	5
	Files relating to Financial grant of Deptt.
	---
	---
	D.I. & P.R.O., Balasore

	6
	Files relating to different celebration
	---
	---
	D.I. & P.R.O., Balasore

	7
	Files relating to Meeting and programme for Audio system arrangement
	---
	---
	D.I. & P.R.O., Balasore

	8
	Files relating to songs & drama
	---
	---
	D.I. & P.R.O., Balasore

	9
	Files relating to Daily news papers cutting
	---
	---
	D.I. & P.R.O., Balasore

	10
	Press release files
	---
	---
	D.I. & P.R.O., Balasore

	11
	Files relating to different festival
	---
	---
	D.I. & P.R.O., Balasore

	12
	Files relating to News paper circulation report
	---
	---
	D.I. & P.R.O., Balasore

	13
	Files relating to Accreditation of Press reporter
	---
	---
	D.I. & P.R.O., Balasore

	14
	File relating to All Information-Centre-cum-Reading Room
	---
	---
	D.I. & P.R.O., Balasore

	15
	Files relating to Miscellaneous matters
	---
	---
	D.I. & P.R.O., Balasore


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

Details of the records available may be made in a statement forum wing wise, unit wise branch wise and it may be got tabulated indexed and categorized. 

	Sl.No.
	Name of the record of the document
	Details of Information available
	Unit Section where available
	Retention period to here available 

	1
	2
	3
	4
	5

	1
	Receipt Register
	Entry of all records received
	DI & PRO
	 Uptodate

	2
	Issue register
	Issued of all to proper quarter
	DI & PRO
	- do -

	3
	Stamp Account Register
	Maintained S.P. Stamp account of DIPR office
	DI & PRO
	- do -

	4
	Stock & Store register
	Entry of stationary and other items
	DI & PRO
	- do -

	5
	Guard file
	Important orders circular
	DI & PRO
	- do -

	6
	i) Receipt register

ii) Issue register

iii) Attendance register etc. concerned to SDI & PRO, Nilagiri
	-----
	SDI & PRO

Nilagiri
	- do -

	7
	Records & documents & different Information Centre-cum-Reading room
	-----
	Concerned Librarian
	- do -


Manual-7
Names, Designtion & other particulars of the Public Information Officers.

Section 4(I) b(vii)

Public Information Officer

	Sl.No.
	Name & Designation
	STD Code
	Phone No.
	FAX
	E-mail
	Address

	1
	2 
	3
	4
	5
	6
	7

	1
	Sri Harmohan Jena, OIS, DI&PRO
	06782
	262155
	---
	---
	Collectorate Balasore


A.P.I.O.

	Sl. No.
	Name
	Designation
	STD Code
	Phone No.
	FAX
	E-mail
	Address

	1
	2
	3
	4
	5
	6
	7
	8

	1
	Sr. Clerk
	Dist. Inf. & P.R. Officer, Balasore
	06782
	262155
	--
	---
	Collectorate Balasore


First Appellate Authority
	Sl. No.
	Name
	Designation
	STD Code
	Phone No.
	FAX
	E-mail
	Address

	1
	2
	3
	4
	5
	6
	7
	8

	1
	Sri S. Barik, OAS(I) Sr. 
	A.D.M., Balasore
	06782
	262120
	--
	---
	Collectorate Balasore


Manual-8
A statement of Boards, Council, Committees and other constituted.

Section 4(I) b(viii)
List of Boards, Councils, Committees etc.

	Sl. No.
	Name of Address of the body
	Main functions of the body
	Constitution of the body
	Date of constitution
	Date up to which valid
	Whether minutes open to public
	Frequency of meetings
	Remarks

	1
	District Celebra-tion committees
	To  celebrate the different celebration
	The committee is Chairmanship of Collector with officials and non officials members
	---
	---
	---
	Prior to the celebration
	---


Manual-9 
Section 4(I) b(ix)
	Sl. No.
	Name
	Designation
	STD Code
	Phone No.
	FAX
	E-mail
	Address

	1
	2
	3
	4
	5
	6
	7
	8

	1
	Sri Harmohan Jena. 
	DI&PRO Balasore
	06782
	262155
	--
	---
	DIPRO Collectorate Balasore

	2
	Sri Ratnakar Mandal
	SDI&PRO Nilagiri
	---
	---
	--
	---
	SDI&PRO Nilagiri

	3
	Sri Purusottam Sethi
	Projectionist
	---
	----
	--
	---
	DI&PRO Collectorate Balasore

	4
	Sri Surendra Nath Sahu
	Driver
	---
	----
	--
	---
	- do -

	5
	Sri Gourahari Patra
	Clerk-cum- Librarian
	---
	----
	--
	---
	Information Centre-cum –Reading Room Balasore Collectorate Balasore

	6
	Smt. Satyabhama Sethi
	Peon
	---
	----
	--
	---
	- do -

	7
	Sri Gobardhan Biswal
	Clerk-cum- Librarian
	---
	----
	--
	---
	Inf.Centre- Cum-R.R. Nilagiri

	8
	Sri Gajendra Nath Behera
	Peon
	---
	----
	--
	---
	- do -

	9
	Sri Rabindra nath Swain
	Peon
	---
	----
	--
	---
	DIPRO Balasore

	10
	Smt. Malati Kisku
	Peon
	---
	----
	--
	---
	- do -

	11
	Sri Srimanta Parida
	N. W.
	---
	----
	--
	---
	Inf. Centre- Cum-R.R. Simulia

	12
	Sri Kartick Chandra Behera
	N.W.
	---
	----
	--
	---
	- do -


Manual-10 
The monthly Remuneration received by each of the officer and employees

Section 4(I) b(X)
	Sl. No.
	Name & Designation
	Monthly Remuneration

(Pay + GP + DA + HRA + O/A)

	1
	2
	3

	1
	Sri Harmohan Jena, DI&PRO Balasore
	Rs.38854/-

	2
	Sri Ratnakar Mandal, SDI&PRO Nilagiri
	Rs.23822/-

	3
	Sri Purusottam Sethi, Projectionist

Sri Surendra Nath Sahu, Driver

Sri Gourahari Patra, Clerk-cum- Librarian

Smt. Satyabhama Sethi, Peon

Sri Gobardhan Biswal, Clerk-cum- Librarian

Sri Gajendra Nath Behera, Peon

Sri Rabindra nath Swain, Peon

Smt. Malati Kisku, Peon

Sri Srimanta Parida, N. W.

Sri Kartick Chandra Behera, N.W.
	Rs.24797/-

	4
	
	Rs.18312/-

	5
	
	Rs.17758/-

	6
	
	Rs.13978/-

	7
	
	Rs.17506/-

	8
	
	Rs.13757/-

	9
	
	Rs.13994/-

	10
	
	Rs.10248/-

	11
	
	Rs.13333/-

	12
	
	Rs.13155/-


Manual-12
The manner of Execution of Subsidy Programme.

Section 4(I) b(xii)
List of Institutions given subsidy.

	Sl. No.
	Name & Address of the Institution
	Purpose for which subsidy provided
	No. of beneficiaries
	Amount of subsidy
	Previous years utilization progress
	Previous years achievements

	1
	2
	3
	4
	5
	6
	7

	No subsidy scheme on DI & PRO is in operation.




	Sl. No.
	Name & Address of the Institution
	Purpose for which subsidy provided
	Amount of subsidy
	Previous years utilization progress
	Previous years achievements

	1
	2
	3
	4
	5
	6

	Does not arise.




Manual-13
Particulars of recipient of concessions, permits or authorizations granted  
Section 4(I) b(xiii)
List of beneficiaries

	Sl. No.
	Name & Address of the Institution
	Nature of concession permit authorization provided
	Purpose for which granted
	Scheme and criteria for selection
	No. of times similar concession given in past with purpose

	1
	2
	3
	4
	5
	6

	No such scheme are details in DI & PRO Section




Manual-14
Information available in an electronic 

form Section  4(I) 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 data base

	1
	2
	3
	4
	5

	Not yet maintained by DI & PRO Section.




Manual-15
Particulars of facilities available to citizens for obtaining information.

Section  4(I) b(xv)
Facilities available for obtaining information.

	Sl. No.
	Facility Available
	Nature of Information
	Working hour

	1
	2
	3
	4

	1
	Information Centre
	Notice Board, T.V., News paper & priordicals in all Information Centre, P.R. office as well as SDI & PR office, NIlagiri
	10A.M. to 5P.M.


