PUBLICATION OF 17 MANNUALS AS REQUIRED UNDER SECTION 4(I) (b) RIGHT TO INFORMATION ACT, 2005.

Introduction:


Consequent upon enactment of Right to Information Act, 2005 on 15th June, 2005 it came into force with effect from 12th October, 2005(120 the day of the enactment). Clause 4 (i) (a) of the RTI Act, 2005 lays down that each Public Authority shall maintain all its records duly catalogued and indexed in a manner and the form which facilitates the right to information under this Act and ensure that all records that are appropriate to be computerized and connected through a network all over the state on different systems so that access to such records is facilitated.

1.
Particulars of organization, function and duties:

The Sikkim Government Press under Printing & Stationery Department is headed by Secretary followed by Director, Joint Director, Deputy Director, Works Manager, Technical Officers, Accounts Officer and Under Secretary. There are 147 Regular staff and 10 Muster roll workers. The strength of 147 regular staff constituting of three different sections 123 technical staff, 6 Accounts and 18 ministerial staff.


The department mainly functions to cater needs of printed materials and supply of stationeries covered under Circular No.110/-Ptg.& Sty/2010 dated 03/11/2004 with a view to bring uniformity in the use of stationeries and printed materials in different departments and simultaneously generate revenue to the State Government.  The department also regulates the printing rates in the state as an economic measure in expenditure.

2.       Powers and duties of Officers and employees: 

The Department is headed by a Secretary. The Director is delegated with the power of Head of Office.  The technical sections namely, Offset Section, Printing Section and Binding Section are under the charge of Works Manager.  The lay-out Section, Gazette Section, Screen Section and Computer Section are under the charge of Technical Officer.  The Joint Director is the overall incharge of above mentioned sections alongwith Composing and Letter Press Section.  The Accounts and Administrative Section is under the charge of Accounts Officer and Under Secretary under direct supervision of Director.

3.
The Procedure followed in the decision making process including channels of supervision and accountability:

The Department is run by Secretary of IAS Cadre and all decisions rest on him on the aid and advice of departmental officers. The daily business of office, punctuality, maintenance and employees welfare is supervised by the Director who is the Head of Office of the Printing & Stationery Department.

4.
 The norms set for the discharge of functions:-


As per standing norms of the Government, all printing works should be executed in the Sikkim Government Press.  In the event of the Press being incapable to undertake the job due to various constraints or non availability of facilities, the clearance is given to indenting department to undertake action from their end, by outsourcing established local press duly observing the government norms, 3% commission is levied as service charge and deducted from source and credited under department’s revenue.

5.
The rules, regulations, instructions manuals and records used by the employees for discharging its functions:- 

The Sikkim Service Rules and Sikkim Government Financial Rules and their allied rules as amended from time to time by the Government which include important government’s instruction on specific matters are used by the concerned employees in disposing day to day work.

6.
Statement of documents held by the department: the Department exclusively base itself on the following documents:

i. Business Allocation Rules 1990

ii. Notification pertaining to sanctioned strength of the department

iii. Circular No.110/Ptg.& Sty/2010 dated 3/11/2004-making it mandatory to procure all printed materials from Sikkim Government Press with a view to standardize the forms and registers commonly used in different government departments and thereby generating revenue.

iv. Circular No.129/Ptg.& Sty/2011 dated 3/11/2004-levying 3% commission charges in case of job allotted to the Private Press.

7.
Particulars of any arrangements made for consultation with the representative or members of public in formulation of department’s policy and its implementation:

The department has not made any arrangement for consultation with the representative or members of public in formulatives of departments policy due to the reason that the nature of job undertaken by the department are not directly people centric but it caters to the demands made by the different government departments of printing forms, registers, statutory papers, etc.

8.
Statements of Board, Councils, Committees constituted for the purpose of advice:

No such Boards, Councils or Committees have been constituted for the purpose of advice.  However, the same will be constituted in future, if needed.

9.
Directory of Officers and Staff:

Sl.No.

Name & Designation


Telephone No.







       Office/Residence
i

Mr.M.G.Kiran,Secretary


204828, 231889

ii

Mr.G.C.Lepcha, Director


220283,226690

iii

Mr.T.D.Bhutia, Joint  Director

202517,226171

iv

Mr.Chopel Lepcha,

Deputy Director



203137,281067

v

Mr.Bikash Rai, 

Technical Officer



203137,231572

vi

Mr.Palden Tamang


202517

vii

Ms.Tsewang Doma Bhutia,



Under Secretary



9932393418

vii

Mrs.Sonam Diki,Office Suptd.

9434444630

viii

Mr.Jit Bahadur Chettri,



Works Manager


          9434103192

Ix

Mr.Ongdup Lepcha,


9832304261



Foreman

10.
Monthly renumerations received by each officers and staff:


The Officers and staff of this department holds salaried job payable in monthly basis for the period of duties attended including authorized leave for the previous months. The Muster Roll Employees get their daily wages at the rate fixed by the Labour Department vide Notification No.2/DL dated 07/01/2004.

11.
Budget allocation for the financial year 2008-09:
Plan






Rs.120.00 lakhs Non Plan






Rs.228.45 lakhs Revenue Collected during the financial
       

Year 2007-08




Rs.197.00 lakhs


12.
Manner of executing subsidy programmes:

No subsidy programme exists in this Department.

13.
Particulars of Concessions: 

No concession whatsoever is warranted or available.

14.
Details of informative released through electronic form 

The department proposes to release its manual prepared under RTI Act, 2005 through government website in consultation with the Information Technology Department. However, correspondence to the department may be directly reached at ptgsty @ yahoo.com.

15.
Particulars of facilities available to Citizens for obtaining informations:

 The department has appointed Public Information Officer and Assistant Public Information Officer to attend to those citizens seeking information under RTI Act, 2005.  The citizens can accessed to such information to be applied in proper application format and on payment of prescribed fees enumerated in Sikkim State Right to Information (Regulation of Fees, cost and miscellaneous) Rules 2005 as amended from time to time.  The names and designations of PIO and APIO have been displayed in the entrance gate of the department.

16.
Names and designation of PIO and APIO: 

The names and designations of PIO and APIO are as under:

I.
Shri Chopel Lepcha, Deputy Director, Printing & Stationery, State Public Information Officer,

II.
Ms. Tsewang Doma Bhutia, Under Secretary, Asstt.Public Information Officer

17.
Other Information:


The Printing & Stationery Department does not deal directly with the public but it act as facilitator to other department in disposing their work in a standard form and manner.
