REGIONAL TRANSPORT OFFICE, BALASORE
Introduction
  MANUAL-1  
Particulars of Organization, Functions & Duties
1.  Objective / purpose of the Public authority:
     The R.T.O. Balasore is entrusted with the management of road transport activities such as  collection of MV Taxes in the Revenue District of Balasore covering 2 subdivisions. This office is also responsible for collection of Motor vehicle tax from vehicles registered at Balasore and other state vehicle entering into Odisha. The main aim and objectives of the organization are to see the smooth transport management, lawful movement of vehicles, road safety, comfort and safe journey of passengers. 

2.  Mission/ Vision:
Management of Road Safety Stands, pollution control measure,  adoption of effective ways of tracking down traffic offenders

3.  Brief history of the public authority :
     This office is part of Commerce and Transport (Transport) Department . R.T.O., is the Head of the office assisted by MVI, Addl. RTO, Asst. RTO & Jr. M.V.I.s. Collector, Balasore is the Chairman of the RTA. Balasore.

4. Duties of public authority:
To regulate the vehicles

Check and detect the vehicles violating  the laws.

Check and detect the vehicles evading M.V. Tax .

To create awareness among the public about the Road Safety .

5.  Main activities / functions of the public authority:
Registration of Motor Vehicles, issue of Permit, Fitness Certificate to vehicles, issue of L.L., Issue & Renewal of DL, issue and renewal of Conductor licence, Transfer of ownership of vehicles, cancellation of HPA/ HPC, collection M.V. Taxes, issue of licence to Driving Schools, grant of Trade Certificate, Transporting Agents licence, checking of vehicles on road, establishment of employees, drawing and disbursing of salary to the employees etc.

Functioning as Secretary of R.T.A, District Road Safety society.

.

6. List of services being provided by the public authority:
Registration of New Vehicles. Issue of Permit, Fitness, New Driving Licence and Renew of D.L.

7.  Organisational structure :
Commerce & Transport Deptt. - Parent Department.
State Transport Authority - Controlling Authority.
Collector, Balasore - Chairman.
Regional Transport Officer - Head of Office. 

8.  Expectation of the public authority from the public for enhancing its effectiveness and efficiency:
Co-operation of the public and cordial relationship.

9.  Arrangements and methods made for seeking public participation/ contribution :
Road Safety week is being observed from 1st January to 7th January every year in which the public of the District are participating .

10.   Mechanism available for monitoring the service delivery and public grievance resolution :
Public queries are dealt with very courteously by the staff and officials as it is a public office. To hear the grievance of the  public at Grivence Cell is functioning in the office of the Collector and District Magistrate – cum – Chairman RTA, Balasore. 

  MANUAL-2  
Powers and Duties of  Officers & Employees
	Sl. No.
	

	1
	Designation
	RTO

	
	Powers

Duties
	Administrative
	Head  of the office.

	
	
	Financial
	Drawing and disbursing officer.

	
	
	Statutory
	Secretary, RTA.

	
	
	
	Registering Authority.

	
	
	
	 Licensing Authority.

	
	
	
	 Taxing officer.

	
	
	
	Tax Recovery Officer.

	2
	Designation
	           Asst. R.T.O

	
	Powers

Duties
	Administrative
	Asst to RTO.

	
	
	Statutory
	

	
	
	
	

	3
	Designation
	            M.V.I

	
	 Powers

        Duties
	Statutory
	Motor Vehicle Inspecting Authority.

	
	
	Others
	Testing of Driving Skill.

	4
	Designation
	  Addl. R.T.O (enf)
	

	
	Power

Duties
	Administrative
	Assist to RTO.

	5
	Designation

Duties
	     Jr. M.V.I

	
	
	Statutory
	Inspecting Authority.

	
	
	Others
	Testing of Driving Skill.

	6
	Designation
	Head Clerk

	
	Power
	 

	
	Duties
	Supervision & Monitoring of office work.

	7
	Designation
	Sr. Clerk

	
	Power
	 

	
	Duties
	To deal with cash, bill, treasury, Regn., permit, off  road & establishment matter, enforcement, G.R.

	8
	Designation
	Jr. Clerk

	
	Power
	 

	
	Duties
	Dealing with issue, receipt, dispatch of letters, GRs, D.L., C.L..

	9
	Designation
	Peon

	
	Power
	 

	
	Duties
	To carry files from seat to seat, distribution of daks, assist the staff & officers in office work.

	10
	Designation
	Process server

	
	Power
	 

	
	Duties
	To serve the notices on vehicle owners and delivery of letters to the local offices..

	10
	Designation
	Night Watcher

	
	Power
	 

	
	Duties
	Watch and guard of office.


MANUAL-3  
Rules, Regulations, Instructions, Manual and Records for Discharging Functions
	Sl. No.
	Title of documents
	Type of documents
	Brief write up of the documents
	From where one can get a copy of rules, regulations, manual, and records
	Address, Telephone No., Fax, E-mail & others
	Fee charged by the Department for a copy of rules, regulations, instructions, manual and records (if any)

	1
	2
	3
	4
	5
	6
	7

	1
	Act.
	M.V Act.1988
	
	
	
	

	2
	Rule
	CMV Rule 1989
	
	
	
	

	3
	Rule
	OMV Rules 1993
	
	
	
	

	4
	Act
	OMVT Act. 1975
	
	
	
	

	5
	Rule
	OMVT Rule 1976
	
	
	
	

	6
	Code
	Orissa service code
	
	
	
	

	7
	Code
	Orissa Treasury code
	
	
	
	

	8
	Rules
	OG.F.R
	
	
	
	

	9
	Rule 
	G.P.F Rule 
	
	
	
	

	10
	Rule
	O.R.M. 1964
	
	
	
	


  MANUAL-4  
Particulars of any arrangements that exists for consultation with, or representation by, the members of public in relation to the formulation of its policy or implementation thereof. 
Implementation of Policy

	Sl. No.
	Subject /Topics 
	Is it mandatory to ensure public participation (Yes / No)
	Arrangements for seeking public participation

	1
	2
	3
	4

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


  MANUAL-5  
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 and its introduction in one line
	Procedure to obtain the documents
	Held by / under control of 

	1
	2
	3
	4
	5

	1
	All files, registers, records relating to Registration, Permit, Fitness, VCRs, Lincece
	Register of letter received, issued and Dispatch, Permit Registers, G.R.s, VCR register, Fitness register, Driving lincece, Conductor lincece.
	On application as per RTI Act. 2005 and Rules and an application as per Orissa Records Manual 1964

	Under the control of R.T.O.

	2
	Cash and Establishment matter 
	Cash Book, Money receipt, Stock Register, Service Book of employees, Bill Register
	 -do-
	-do-


  MANUAL-6  
A statement of boards, council, committees and other bodies constituted as its part
  MANUAL-7  
The names, designations and other particulars of the Public Information Officers

Name of the Public Authority

Asst. Public Information Officers: 

	Sl. No.
	Name
	Designation 
	STD Code
	Ph. No.
	Fax
	E-mail
	Address

	
	
	
	
	Office
	Home
	
	
	

	1
	2
	3
	4
	5
	6
	7
	8
	9

	1
	Manoj Ku. Toppo
	Asst. R.T.O.
	06782
	262203
	-
	262203
	rto_balasore

@yahoo.co.in
	Regional Transport office, Balasore

	2
	Basanti Patra
	Head Clerk
	06782
	262203
	-
	262203
	rto_balasore

@yahoo.co.in
	Regional Transport office, Balasore


Public Information Officers:

	Sl. No.
	Name
	Designation 
	STD Code
	Ph. No.
	Fax
	E-mail
	Address

	
	
	
	
	Office
	Home
	
	
	

	1
	2
	3
	4
	5
	6
	7
	8
	9

	1
	Biranchi Narayan Adhikari, O.T.E.S.-II
	I.M.V.
	06782
	262203
	-
	262203
	rto_balasore

@yahoo.co.in
	Regional Transport office, Balasore


Appellate Authority:

	Sl. No.
	Name
	Designation 
	STD Code
	Ph. No.
	Fax
	E-mail
	Address

	
	
	
	
	Office
	Home
	
	
	

	1
	2
	3
	4
	5
	6
	7
	8
	9

	1
	Sri Manorajan Lodha, O.T.E.S-I (JB)
	R.T.O.
	06782
	262203
	-
	262203
	rto_balasore

@yahoo.co.in
	Regional Transport office, Balasore


  MANUAL-8  
Procedure followed in Decision Making Process
 

  MANUAL-9  
Directory of Officers & Employees
	Sl. No.
	Name
	Designation 
	STD Code
	Ph. No.
	Fax
	E-mail
	Address

	
	
	
	
	Office
	Home
	
	
	

	1
	2
	3
	4
	5
	6
	7
	8
	9

	1
	Sri M.R. Lodha, O.T.E.S-I (JB)
	R.T.O.
	06782
	262203
	-
	262203
	rto_balasore

@yahoo.co.in
	Regional Transport office, Balasore

	2
	Sri B. N. Adhikari, O.T.E.S.-II
	I.M.V.
	
	
	
	
	
	

	3
	Sri P.K. Samal
	A.R.T.O.
	
	
	
	
	
	

	4
	Sri M.K. Toppo
	A.R.T.O.
	
	
	
	
	
	

	5
	Sri A. Samal
	T.I.
	
	
	
	
	
	

	6
	Sri J. Naik
	T.I.
	
	
	
	
	
	

	7
	Sri P. Sahu
	Jr. MV.I.
	
	
	
	
	
	

	8
	Sri D.D. Paikray
	Jr. MV.I.
	
	
	
	
	
	

	9
	Sri L. P. Pattnaik
	Jr. MV.I.
	
	
	
	
	
	

	10
	Sri D.K. Naik
	Jr. MV.I.
	
	
	
	
	
	

	11
	Sri P.K. Sahoo
	Jr. MV.I.
	
	
	
	
	
	

	12
	Sri M.R. Khatua
	Jr. MV.I.
	
	
	
	
	
	

	13
	Sri B. K. Pati
	Jr. MV.I.
	
	
	
	
	
	

	14
	Smt. B. Patra
	H.C.
	
	
	
	
	
	

	15
	Sri D. Swain
	Jr. steno
	
	
	
	
	
	

	16
	Sri A. Behera
	Sr. Cl.
	
	
	
	
	
	

	17
	Sri N. Nayk
	Sr. Cl.
	
	
	
	
	
	

	18
	Sri B. K. Patra
	Sr. Cl.
	
	
	
	
	
	

	19
	Sri T. Sundar Gopal
	Jr. Cl
	
	
	
	
	
	

	20
	Sri S.K. Das
	Jr. Cl.
	
	
	
	
	
	

	21
	Sri S. K. Nanda
	Constable
	
	
	
	
	
	

	22
	Sri A. Nayak
	Constable
	
	
	
	
	
	

	23
	Sri P. Nayk
	Constable
	
	
	
	
	
	

	24
	Sri S. Lenka
	Driver
	
	
	
	
	
	

	25
	Sri S. Ghadei
	Driver
	
	
	
	
	
	

	26
	Sri N. Das
	Peon
	
	
	
	
	
	

	27
	Sri K. C. Jena
	Peon
	
	
	
	
	
	

	28
	Smt. P. Singh
	Peon
	
	
	
	
	
	

	29
	Sri D.N. Rout
	Process server
	
	
	
	
	
	

	30
	Sri G. Majhi
	Chowkidar
	
	
	
	
	
	


  MANUAL-10  
The monthly remuneration received by each of its officers and employees, including the system of compensation as provided in Regulations 
	Sl. No.
	Name
	Designation 
	Monthly Remuneration

(Gross salary in Rs.)
	Compensation / Compensatory Allowance
	The procedure to determine the remuneration as given in the regulation

	1
	2
	3
	4
	7
	9

	1
	Sri M.R. Lodha, O.T.E.S-I (JB)
	R.T.O.
	Rs.45864/-
	
	

	2
	Sri B. N. Adhikari, O.T.E.S.-II
	I.M.V.
	Rs.32,088/-
	
	

	3
	Sri P.K. Samal
	A.R.T.O.
	Rs.32,193/-
	
	

	4
	Sri M.K. Toppo
	A.R.T.O.
	Rs.26,781/-
	
	

	5
	Sri A. Samal
	T.I.
	Rs.37,918/-
	
	

	6
	Sri J. Naik
	T.I.
	Rs.31,634/-
	
	

	7
	Sri P. Sahu
	Jr. MV.I.
	Rs.37,572/-
	
	

	8
	Sri D.D. Paikray
	Jr. MV.I.
	Rs.29,047/-
	
	

	9
	Sri L. P. Pattnaik
	Jr. MV.I.
	Rs.34,345/-
	
	

	10
	Sri D.K. Naik
	Jr. MV.I.
	Rs.28,199/-
	
	

	11
	Sri P.K. Sahoo
	Jr. MV.I.
	Rs.26,944/-
	
	

	12
	Sri M.R. Khatua
	Jr. MV.I.
	Rs.23,033/-
	
	

	13
	Sri B. K. Pati
	Jr. MV.I.
	Rs.33,852/-
	
	

	14
	Smt. B. Patra
	H.C.
	Rs.24,696/-
	
	

	15
	Sri D. Swain
	Jr. steno
	Rs.22,411/-
	
	

	16
	Sri A. Behera
	Sr. Cl.
	Rs.21370/-
	
	

	17
	Sri N. Nayk
	Sr. Cl.
	Rs.19,782/-
	
	

	18
	Sri B. K. Patra
	Sr. Cl.
	Rs.20,382/-
	
	

	19
	Sri T. Sundar Gopal
	Jr. Cl
	Rs.16,701/-
	
	

	20
	Sri S.K. Das
	Jr. Cl.
	Rs.12,734/-
	
	

	21
	Sri S. K. Nanda
	Constable
	Rs.16,078/-
	
	

	22
	Sri A. Nayak
	Constable
	Rs.15,826/-
	
	

	23
	Sri P. Nayk
	Constable
	Rs.16,934/-
	
	

	24
	Sri S. Lenka
	Driver
	Rs.19,522/-
	
	

	25
	Sri S. Ghadei
	Driver
	Rs.19,703/-
	
	

	26
	Sri N. Das
	Peon
	Rs.15,070/-
	
	

	27
	Sri K. C. Jena
	Peon
	Rs.15070/-
	
	

	28
	Smt. P. Singh
	Peon
	Rs.13,490/-
	
	

	29
	Sri D.N. Rout
	Process server
	Rs.14,179/-
	
	

	30
	Sri G. Majhi
	Chowkidar
	Rs.13,335/-
	
	


  MANUAL-11  
Budget Allocated to each Agency

(2011-12)
	Sl. No.
	Major Head
	Unit
	Proposed Budget
	Sanctioned Budget
	Amount released / disbursed 
	Total Expenditure

	1
	2
	3
	4
	5
	6
	7

	1
	Demand No. 21-2041-00-101-1175 
	PAY
	31,00,000
	31,00,000
	31,00,000
	18,76,806

	
	
	D.A.
	17,56,000
	17,56,000
	17,56,000
	9,97,342

	
	
	H.R.A
	3,10,000
	3,10,000
	3,10,000
	1,10,053

	
	
	R.C.M.
	10,000
	5,000
	5,000
	-

	
	
	O.A.
	6,108
	2,400
	2,400
	1,527

	
	
	O.C.
	1,10,000
	52,627
	52,627
	-

	
	
	M.V.
	60,000
	60,000
	60,000
	36,698

	
	
	TELEPHONE
	30,000
	30,000
	30,000
	7,674

	
	
	WATER
	6,000
	6,000
	6,000
	-

	
	
	ELECTRIC
	2,72,474
	2,72,274
	2,72,274
	39,609

	
	
	R.R.T
	15,000
	-
	-
	-

	
	
	DLR/N.M.R.
	4,09,290
	60,000
	60,000
	-

	2
	Demand No. 21-2041-00-101-0368
	PAY
	14,40,000
	14,40,000
	14,40,000
	9,25,520

	
	
	D.A.
	8,20,810
	8,20,000
	8,20,000
	4,86,146

	
	
	H.R.A
	1,44,000
	1,44,000
	1,44,000
	81,625

	
	
	R.C.M.
	3,000
	3,000
	3,000
	-

	
	
	O.C.
	30,000
	10,000
	10,000
	6,016

	
	
	M.V.
	40,000
	40,000
	40,000
	-

	
	
	TELEPHONE
	5,000
	5,000
	5,000
	-

	
	
	WATER
	2,000
	2,000
	2,000
	-

	
	
	ELECTRIC
	50,000
	20,000
	20,000
	5769

	
	
	Hire charge
	3,82,500
	2,04,000
	2,04,000
	-

	3
	Demand No. 21-2041-00-102-1454
	PAY
	4,40,450
	4,40,000
	4,40,000
	2,84,027

	
	
	.D.A
	2,54,056
	2,54,056
	2,54,056
	1,56,388

	
	
	H.R.A.
	4,00,000
	40,000
	40,000
	16,471

	
	
	O.C.
	10,000
	2,000
	2,000
	-

	4
	Demand No. 21-2045-00-104-1451
	PAY
	8,04,000
	5,36,000
	5,36,000
	3,23,700

	
	
	D.A.
	4,58,300
	2,73,000
	2,73,500
	1,77,784

	
	
	H.R.A.
	80,500
	54,000
	54,000
	22,907


  MANUAL-12  
The manner of Execution of Subsidy Programmes
  MANUAL-13  
Particulars of Recipients of Concessions, Permits or Authorizations Granted by it
  MANUAL-14  
Norms set by it for the discharge of its functions
The concessionaire shall adhere to the following performance standards in respect of each of specified service.
	Sl. No.
	Specified Services
	Turn Around Time (minutes)

	1
	2
	3

	1
	Issuance of driving license or Learners License in SCB card /Paper
	One day passing the test

	2
	Issuance of renewed Driving License or duplicate Driving license in SCB card
	One day

	3
	Issuance of upgraded driving license (up gradation to include additional categories of vehicle etc.) in SCB card
	One day passing the test

	4
	Issuance and or renewal of Trade certificate 
	Seven days

	5
	Issuance of duplicate Trade certificate 
	One day

	6
	Issuance of Renewal of Regn. Certificate in SCB card
	One day

	7
	Issuance of duplicate Regn. Certificate in SCB card
	One day

	8
	Issuance of Regn. Certificates consequent to assignment of new registration mark in SCB card
	One day

	9
	Issuance of Registration Certificates consequent to transfer of ownership
	One day

	10
	Issuance of Registration Certificates consequent to change of address in SCB card
	One day

	11
	Issuance of Registration Certificates consequent to recording alteration in the registration certificate in SCB card
	One day after inspection and certification of the vehicle by the Inspector of motor vehicles

	12
	Issuance of Registration Certificates consequent to endorsement/ cancellation of hire purchase / lease/ hypothecation agreement etc in SCB card.
	One day

	13
	Issuance/ renewal of fitness certificate in SCB card
	One day after inspection and certification of the vehicle by the motor vehicles

	14
	Temporary Registration
	One day

	15
	NOC in Form 28
	3 days after getting police report.

	16
	Conductor license
	2 days

	17
	Tax entry in R.C
	Same day

	18
	Issue of Temporary permit
	One day

	19
	Issue of Permanent permit
	One day

	20
	Issue of T.C.C
	Same day


  MANUAL-15  
Information available in an electronic form
http://orissatransport.org
  MANUAL-16  
Particulars of the facilities available to citizens for obtaining information
Notice Board

  MANUAL-17  
Other Useful Information
