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SPORTS SECTION, COLLECTORATE,BALASORE.

MANUAL-I

Particulars of organisation, functions and duties

(Section 4(I) (b) (i)

1. Aims and objectives of the organisation 

To promote sports & games in the district and implement various schemes of Govt.

2. Mission/Vision 

To improve the performance of Sports person and establish the District as one of the leading sports district in the State

3. Brief history and back ground for its establishment 

With a view to broad base sports activities, the district level post of S.S.O. was created in the year 1975 and since then has been functioning as an integral part of District Administration.

4. Organisation Charts. 


[image: image1]
5. Allocation of Business 

a. To organise Block/Dist. Level sports Competition 

b. To aid dist. Level sports Association. 

c. To create and develop infrastructure at rural areas as well as Dist. Headquarter. 

d. To recommend Small Sports Association for financial assistance. 

e. To organize youth activities 

f. To conduct talent scouting for admission of talent in sports Hostels. 

6. Duties to be performed to achieve the mission. 

a. To act as nodal officer. 

b. To keep close liaison with Panchayat and Block functionaries/Educational institutions/Sports Clubs/N.G.Os etc and involve them in program/activities. 

c. Timely execution of various programs. 
7. Details of Services rendered 

a. To create mass awareness and broad base sports and games in the dist. 

b. Provided opportunity to rural and urban talents for admission in to sports Hostels. 

c. Provided Sports talent scholarship forms of State Govt /SAI and recommended their names for availing the same. 

d. Recommended Small Sports Associations for financial assistance. 

e. Recommend the names for sports pension etc. 

8. Citizens interaction 

Maintain cordial relationship with public

9. Postal address of the main office attached/subordinate office/field units etc. 

Collectorate, Balasore

10. Map of office location 

Dist. Sports Office is functioning in Collectorate Building

11. Working hours both for office and public 

Office working hours-10 A.M. to 5 P.M.

12. Public interaction, if any 

Inter action with public during outdoor sports programs and also for disposal for continue work

13. Grievances redress mechanism 

Grievances are heard during office hour and disposed of which are within the jurisdiction  of D.S.O and rest are forwarded to higher authorities for needful action.

MANUAL-2

Powers and duties of office and Employees

(Section-4 (10 9b) (ii)

Powers and duties of office and staff

	Sl. 
No.
	Designation of Post
	Powers
	Duties

	
	
	Administration
	Financial
	Statutory
	Others
	

	1
	Dist. Sports Officer
	Being the nodal officer for Sports & Youth Services, Deptt. in the district the D.S.O. implement all the scheme/programs policies/activities e.g. Rural sports, Women Sports, Talent scouting, youth festival and other youth activities, etc. He also keep liaison Dist. Ath. Assn. And other sports clubs/organization, forwards/recommends applications for scholarship, financial assistance to sports pension, sports and youth Awards etc.
	Not Vested with Financial Power
	To ensure and function for the promotion of Sports and games in the Dist.
	
	To actively involve in all sports related activities as a facilitator.

	2
	Head Clerk
	-
	-
	-
	-
	Perform duties in regard to maintenance of all files, records etc. To process files and put up to officer for further action.

	3
	Jr. Clerk- cum- Storekeeper Sports Hostel
	-
	-
	-
	-
	Maintain Accounts of sports Hostel and other Establishment matter

	4
	Coaches

2 nos.
	-
	-
	-
	-
	1. To organize coaching camps
2. To impart regular Coaching in sports hostel and D.C.C..

3.To assist the conduct of Various sports and Y.S. programs.
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Procedure followed in decision-making process

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

The procedure can be described both in narrative form and through flow process chart. In narrative form the stages through which a proposal passes, the levels at which it 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) directions/instructions of Deptt. and other general correspondence are examined and processed at D.S.O. level and put up to A.D.M./Collector for approval and disposal.
	Head Clerk
D.S.O.

A.D.M.

Collector
	1-3 day
-do-

-do-
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Norms set for discharge of function.

                                                  (Section-4 (1) (b) (iv)

 


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

 





Illustration

 





………….

	Sl. No.
	Activity
	Time 

Frame/ Norm
	Remarks
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A statement of the categories of documents

 

that are held by it or under it control. 

	Sl.No.
	Categories of the document
	Name of the documents & introduction in one line 
	Procedure to obtain the documents
	Held by/ under control of 

	1
	2
	3
	4
	5

	1
	Personal files of the employees
	Self explanatory a 
	As per rules
	District Sports Officer,Balasore

	2
	Files relating to establishment matters of employees.
	-
	-
	-

	3
	Files relating to Accounts matter
	-
	-
	-

	4
	Audit & Inspection files.
	-
	-
	-

	5
	Files relating to Development of sports infrastructure                        in the District.
	-
	-
	-

	6
	Files relating to different Awards,Incentives & Scholarship
	-
	-
	-

	7
	Files relating to Competition like rural sports, woman sports etc.
	-
	-
	-

	8
	Talent scouting               for sports hostel.
	-
	-
	-

	9
	Files relating to sports hostel Balasore
	-
	-
	-

	10
	Files relating to Youth activities
	-
	-
	-

	11
	Sports pension
	-
	-
	-

	12
	All matter related to sports & youth Activities of the Directorate of sports & youth services in respect of Balasore District
	-
	-
	-

	13
	Files relating to implementation of  PYKKA Scheme in the District.
	-
	-
	-
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A statement of the Categories of documents that are held by it for under is control.

(Section-4 (1) (b) (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 catalogued.

A Statement of the categories of documents held.

	Sl. No.
	Nature of Record
	Details of information available
	Unit/section where available
	Retention period where available

	1
	Receipt
	Entry of all records received
	Sports section 
	Up to date

	2
	Issue Register
	Issue of letter to proper quarters
	Sports section 
	Up to date

	3
	Stamp Account
	Maintenance of stamp account of Sport Section
	Sports section 
	Up to date

	4
	Stock Register
	Entry of stationary, Sports goods and other material.
	Sports section 
	Up to date

	5
	Guard files
	Important orders, circular maintain
	Sports section 
	Up to date
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The names, Designations & other particulars of the public Information officers

Public information officer

	Sl.
No.
	Name
	Designation
	STD code
	Ph. No.
Office/Home
	Fax
	E-mail
	Address

	1
	2
	3
	4
	5
	6
	7
	8

	1
	 Smt. Priyadarshini Mallick O.A.S(1) Jr.
	Deputy Collector
G&M section Collectorate, Balasore
	-
	-
	-
	-
	Collectorate, Balasore


A.P.I.O.
	Sl.
No.
	Name
	Designation
	STD code
	Ph. No.
Office/Home
	Fax
	E-mail
	Address

	1
	2
	3
	4
	5
	6
	7
	8

	1
	 Sri Gyana Ranjan Parida
	Sr.Dist. Sports Officer, Collectorate ,Balasore  
	-
	Mob-9937595986
	-
	-
	Collectorate, Balasore


First appellate Authority

	Sl.
No.
	Name
	Designation
	STD code
	Ph. No.
Office/Home
	Fax
	E-mail
	Address

	1
	2
	3
	4
	5
	6
	7
	8

	1
	Sri Sushanta Kumar Barik, OAS (S) 
	ADM, Balasore
	06782
	262120 
	-
	-
	Collectorate, Balasore
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A statement of boards, Council,Committee and others constituted

 


 

Selection -4(1) (b) (viii)

 



List of boards councils Committee etc.

	Sl.No. 
	Name & address of the body.
	Main function of the body
	Constitution  of the body.
	Date of Construction.
	Date up to which valid.
	Whether mutes open to public
	Whether mutes accessible   to public
	Frequency of meeting
	Remarks

	1
	2
	3
	4
	5
	6
	7
	8
	9
	10

	1
	District Sports & youth services Advisory committee, Balasore.
	Promotion of sports & games in the district and recommendation for sanction of financial Assistance etc. to different organizations.
	The committee is headed by the collector with officials and no officials as members.
	
	
	Yes
	Yes
	Once in a year and when required.
	

	2
	District council for youth welfare.
	Promotion of youth activities .
	-do-
	
	
	Yes
	Yes
	Once in a year and when required.
	

	3
	District level Executive committee for PYKKA 
	Implementation of PYKKA Scheme        in the District.
	The committee is headed    by president Zilla Parishad Balasore as Chairman and PRI representatives nominated by Zilla Parisad Balasore and other official members.
	
	
	Yes
	Yes
	Once in a year and when required.
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	Sl.No.
	Name
	Designation
	STD Code
	Phone No.

O /R
	Fax
	E.mail
	Address

	1
	2
	3
	4
	5
	6
	7
	8

	1
	G.R.Parida
	Sr.D.S.O.Bls.
	-
	Mob- 9937595986
	-
	-
	Collectorate,Balasore

	2
	U.Satpathy
	Foot ball Coach
	-
	-
	-
	-
	Sports Hostel,Balasore

	3
	P.C.Jena
	Vollet ball Coatch
	-
	-
	-
	-
	 - do-

	4
	B.C.Sahoo
	Jr.Clerk-cum-Storekeeper
	-
	-
	-
	-
	- do-

	5
	L.Das
	Peon
	-
	-
	-
	-
	Collectorate,Balasore

	6
	S.Palei
	Coock
	-
	-
	-
	-
	Sports Hostel,Balasore

	7
	B.C.Pati
	Coock Helper
	-
	-
	-
	-
	Sports Hostel,Balasore

	8
	P.Behera
	Sweeper -cum-night watch man
	-
	-
	-
	-
	Sports Hostel,Balasore
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	Sl.No.
	Name
	Designation
	Monthly Remunation
	Allowance

	1
	2
	3
	4
	5

	1
	G.R.Parida
	Sr.D.S.O.Balasore
	38,374/-
	-

	2
	U.Satpathy
	Foot ball Coach
	22,000/-
	-

	3
	P.C.Jena
	Vollet ball Coatch
	22,000/- 
	-

	4
	B.C.Sahoo
	Jr.Clerk-cum-Storekeeper
	Daily wages Rs 116/- Per day
	-

	5
	L.Das
	Peon
	14,179/-
	-

	6
	S.Palei
	Coock
	Daily wages Rs 116/- Per day
	-

	7
	B.C.Pati
	Coock Helper
	Daily wages Rs 103/- Per day
	-

	8
	P.Behera
	Sweeper -cum-night watch man
	Daily wages Rs 90/- Per day
	-
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The budget allocated to each agency 
 




(Section -4 (1) (b) (xi)

 




Non-Plan Budget

	Major head
	Activities to be performed
	Sanctioned budget (Allotment received) 
	Budget estimate
	Revised estimate
	Expenditure for the year up to Aug-

	Demand No-15-2204-sports & youth Services.
	Pay & Allowance of D.S.O. Staff-
	
	
	
	

	
	
	
	
	
	


 




Plan Budget
	Name of the plan scheme
	Activities to be under taken 
	Date of Commencement
	Expected date for completion
	Amount sanctioned
	Amount disbursed/spent

	1
	2
	3
	4
	5
	6

	Sports Competition
	Rural sports 

Woman sports

Coaching Camps
	
	
	
	Placement of funds to Districts are made by directorate separately.

	National Integration and other youth activities
	Youth Festival and other youth activities
	
	
	
	-do-

	Infrastures
	-
	-
	-
	-
	Allocation funds are made to concerned executive agency directly by Deptt./Dirctorate
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The manner of execution of subsidy program

 




Section-4 (1) (b) (xiii)

 



      List of Instructions given subsidy

	SlNo. 
	Name & address of the institution
	Purpose for which subsidy provided 
	No. of beneficiaries
	Amount of subsidy
	Previous year utilization progress
	Previous years achievements

	1
	2
	3
	4
	5
	6
	7

	No subsidy scheme of sports is in operation


	SlNo. 
	Name & address of the institution
	Purpose for which subsidy provided 
	Amount of subsidy
	Scheme and criterion for selection
	No. of the subsidy given in past with purpose.

	1
	2
	3
	4
	5
	6

	Does not aries.
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Particulars if recipients of concessions, permits or authorizations granted.
 




Section-4 (1) (b) (xiii)

	Sl.No. 
	Name & address of the benificiary
	Nature of connection/permit/ authorization provided
	Purpose for which granted
	Scheme and criterion for selection
	No. of times similar concession given in past with purpose.

	1
	2
	3
	4
	5
	6

	No such schemes are dealt in sports Section
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Information available in an electronic form

 




Section-4 (1) (b) (xiv)


	SlNo.
	Activities for which electronic date
	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 Sports Section.
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Particulars of facilities available to citizens for obtaining information.

  




Section-4 (1) (b) (xv)

 



Facilities available for obtaining information. 

	Sl.No. 
	Facility available
	Nature of information
	Working hours

	1
	2
	3
	4

	1
	Information Counter
	-
	-

	2
	Website
	Website NIC
	10A.M. to 5P.M.

	3
	Library
	-
	     -

	4
	Notice Board
	Public Notice
	      -do-
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Name Designation and other particulars of public Information officers

Section-4 (1) (b) (xvi)

 



List of public Information Officers.
	Sl.No.
	Designation of the officer Designated as PIO
	Postal address 
	Telephone No.
	e-mail
	Demarcation of Area Activities, if more than one PIO is there

	1
	2
	3
	4
	5
	6

	1
	Deputy Collector Gen. Misc. Section Collectorate,Balasore
	Collectorate, Balasore
	
	
	Jurisdiction includes all sections of collectorate Balasore.




List of  Assistant public Information Officers.

	Sl.No.
	Designation of the officer Designated as Asst.PIO
	Postal address 
	Telephone No.
	e-mail

	1
	2
	3
	4
	5

	
	 Sri Gyana Ranjan Parida

Sr.Dist. Sports Officer
	Sr.Dist. Sports Officer, Collectorate ,Balasore  
	Mob- 9937595986
	-


 


First appeallate authority with in the Department.
	Sl.No.
	Designation of the officer Designated as First appeallate authority
	Postal address 
	Telephone No.
	e-mail

address
	Demarkation of area /Activities,if more than one appeallate is there.

	1
	2
	3
	4
	5
	6

	1
	Sri Sushanta Kumar Barik, OAS (S) 
	ADM, Balasore
	06782-262120
	
	-
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Other information as may be prescribed.
Section-4 (1) (b) (xvii)

All other information as may be prescribed for dissemination shall be collected,tabulated,Compiled, collected and provided in the form of manual from time to time.
COLLECTOR�
�






A.D.M�
�






District Sports Officer�
�






Sports Hostel , Coaches , Jr Clerk-cum- Storekeeper


Cook, Cook helper, Sweeper-cum-watchmen�
�






Accountant, Peon





�
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