RIGHT TO INFORMATION 2005

CHAPTER – 1

INTDODUCTION

The Right to Information bill was introduced in the Lok Sabha in December 2004 both houses of Parliament passed it in May 2005. The assent of the President was received on the 15th June 2005 and the Act was notified in the Gazette of India on the 21st June 2005. The Right to Information will become operational by the 12th October 2005.

Right to Information will cover all levels of Government. It will also cover non-government organization that are financial substantially with public funds provided by the Government.

1.1 Objective: The purpose of this handbook is to provide information for citizens to secure access to information under the control of Public Authority in order to promote transparency and accountability in the working the Public Authority.

1.2 Users: Every citizen has the right to put in an application requesting information as copies of records held by the bodies and the concerned body should give such information.

1.3 Organization: 

	District Election Officer

	Additional Deputy Commissioner (El) 

	Extra Assistant Commissioner (El) & Drawing Disbursing Officer

	Assistant System Engineer

	Upper Division Assistant (El)

	Lower Division Assistant  (El)

	Enumerator

	Process Server

	Peon

	Chowkidar


1.4 Fee Structure: Regulation of Fee and cast are as follows.

A) Information and necessary action 6 (1) – Rs10 (Cash / DD/ Bankers cheque payable to A/O of the Public Authority)

B) Information and necessary action 7(1)-

(1) Rs2 for each page (A4 or A3 size paper) created or copied.

(2) Actual charge or cost price of a copy in larger size paper.

(3) Actual price or cost for samples or model, and

(4) No fee for inspection for the 1st hour and a fee of rupees five for each fifteen minutes.

C) Information and necessary action 7(5):

(1) Provided in diskette or floppy rupees fifteen per diskette or floppy.

(2) In printed form at the press fixed for such publication or rupees two per page of photocopy for extracts from the publication.

CHAPTER – 2

2.1. Objective of the Public Authority: The main objective of the Public Authority is to coordinate and supervise all works in the District in connection with the preparation and revision of Electoral Rolls, EPIC for all Assembly Constituencies within the District. Also to conduct Polls to the Lok Sabha and to the State Legislative Assembly. 

2.2. Mission / Vision Statement of the Public Authority: The main mission of the Public Authority is to provide error free and accurate electoral rolls and EPIC and to conduct free and fair Election.

2.3. Its formation: Formed under the Constitution or a law made by Parliament, constituted by a notification or order by the Election Commission and State Government and controlled by the Election Commission of India and State Government.

2.4. Duties of the Public Authority:
(1) To maintain data in a catalogued and indexed form and computerize all appropriate records which facilitates the right to information under this Act.

(2) Information disclosure must be implemented.

(3) Provide reasons for its administrative or quasi-judicial decisions to affected person.

(4) Provide assistance to an applicant who is sensorily disabled to access information or inspect records. 

(5) Take into consideration representation made by third party before deciding on an information request.

2.5. Services being provided by the Public Authority: 

(1) To provide information as much suo moto to the public at regular intervals through various means of communication.

(2) All materials shall be disseminated taking into consideration the cost effectiveness local language and the most effective method of communication.

2.7. Organizational structure: The organizational structure at the District level is as follows:

	Deputy Commissioner (El)
	District Election Officer
	District Election Officer

	Additional Deputy Commissioner (El)
	Electoral Registration Officer
	Returning Officer

	Extra Assistant Commissioner (El)
	Assistant Electoral Registration Officer
	Assistant Returning Officer

	Assistant System Engineer
	Enumerator
	Enumerator

	Upper Division Assistant (El)
	Process Server
	Process Server

	Lower Division Assistant  (El)
	Peon
	Peon

	Enumerator
	Chokidar
	Chokidar

	Process Server
	
	

	Peon
	
	

	Chokidar
	
	


As prescribed by the Representative of People’s Act 1951.

2.8. Expectation of the Public Authority from the public: Provide assistance o an applicant who is sensority disabled to access information or inspect records.

2.9. Public participation: Information regarding the arrangement of Electoral Rolls, EPIC and preparation the electioneering process in conservation with the public in relation to the formation of action plan and implementation.

2.10: Monitoring the service delivering and public grievance resolution: Grievances cell cum Control Rooms has been set up in the office of the District Election Officer and All Electoral Registration Officers to redress the complaints / grievances of the public.

2.11: Addressed: 

1. District Election Officer

Jaintia Hills District

Meghalaya – 793150

2. Sub-Divisional Officer (E) 

Khliehriat Civil Sub-Division

Jaintia Hills District

Khliehriat, Meghalaya.

     3.    Sub-Divisional Officer (C)

Amlarem Civil Sub-Division

Jaintia Hills District

Amlarem, Meghalaya.

2.12: Office Hours: 10 Am to 5 Pm (February 15 to October, 31st)



          10 Am to 4.30 Pm (1st November to 15th February)

CHAPTER – 3

POWERS AND DUIES OF OFFICERS AND EMPLOYEES.
3.1: Powers and duties of officers and employees are provided in the Representative of People’s Act 1951, Registration of Electors Rules 1960 Conduct of Election Rules 1961 and other instructions and guidelines provided by the Election Commission of India from time to time.

Designation: District Election Officer, Additional Deputy Commissioner (El), Extra Assistant Commissioner (El), Assistant System Engineer, Upper Divisional Assistant, Lower Divisional Assistant, Enumerator, Process Server, Peon, Care taker. 

	
	DEO
	ADC (El)
	EAC (El)
	ASE
	UDA

	Administration


	Supervise all works in the District in connection with the preparation and Revision of the Electoral Rolls for all Assembly Constituencies. 
	Branch Officer and Assist the DEO
	Assist ADC (EL). Coordinates all the Election works with other officers in the DC’s office.
	Supervise and advice all Technical Works
	Supervise the Election Branch

	Financial


	Sanctioning Authority
	Assist DEO
	Function as DDO
	
	Checked the LOA/LOC, Expenditure. Etc.

	Others


	Perform such other functions as may be entrusted to him by the ECI & CEO.
	Perform such other functions as may be entrusted to him by the DEO.
	Perform such other functions as may be entrusted to him by the DEO/ADC (EL).
	Imparting Trainings. 
	Any other works entrusted by the Officers.

	Duties


	Supervise the performance of the Election Office.
	Supervise the performance of the Election Office.
	Look after Daily Matters and look after the Election Branch.
	Ensure that no errors crept into the database.
	Checked and Supervise the performance of the Election Staff daily.


CHAPTER – 4

RULES, REGULATION, INSTRUCTION, MANUAL AND RECORDS FOR DISCHARGING FUNCTION.

Name / Title of Document

1. Election Manual

2. Returning Officers Handbook

3. Con   Vol I, Vol II, Vol III,..

4. Electoral Rolls / EPIC guidelines.

The aforesaid manual, handbook, guidelines, instruction issued by the Election Commission of India from time to time to bring improvements in the election procedure.

CHAPTER – 5

N.A

CHAPTER – 6

A statement of the categories of documents that are held by it or under its control that are available in the District headquarter.

	Sl no
	Category document
	Name of document
	Procedure to obtain the document
	Held by / under control of

	1
	2
	3
	4
	5

	1
	Electoral Roll
	(a) Electoral Roll (on line)

(b) Certified copy
	1. Free inspection

2.  Rs2 per page
	ERO

	
	
	
	1. Application with fee of Rs2. Non judicial stamp
	

	2
	EPIC
	
	1. Free

2. Duplicate Rs10
	ERO

	3
	Result Sheet
	Result sheet (form 20)
	1. Application
	RO

	4
	Certificate
	Certificate (form
	Issued by Returning Officer after declaration of the result
	RO

	5
	List of Polling Station
	List of Polling Station
	1. Free supply to Political Parties.

2. Rs2 per page
	DEO / RO

	6
	List of Designated Location
	List of Designated Location
	1. Free supply to Political Parties.

2. Rs2 per page
	ERO


                   CHAPTER – 7

N.A

CHAPTER – 8

	Sl no
	Name & Designation of Information Officer
	STD Code
	Phone No
	FAX
	Branch
	Address

	
	
	
	O
	R
	
	
	

	1
	Shri. T.Dkhar  IAS, DEO

Public Authority, Appellate Authority
	03652
	220721
	223723
	220865
	
	Jaintia Hills District

Meghalaya – 793150   Jowai.

	2
	Shri. B.Mawlong, MCS
Electoral Registration Officer
	03652
	221507
	
	220711
	
	Jaintia Hills District

Meghalaya – 793150   Jowai.

	3
	Shri. S.S. Syiemlieh, MCS

EAC (El)

APIO
	03652
	220711
	224026
	220711
	
	Jaintia Hills District

Meghalaya – 793150   Jowai.


CHAPTER – 9

PROCEDURE FOLLOWED IN THE DECISION MAKING PROCESS.

To take decision for various matters, Rules and Acts as laid down in the Election Manual Handbook, Returning Officers, Handbooks, guidelines and instruction issued by the Election Commission of India from time to time were referred.


The decision process moves from the LDAs / UDAs level and proposed at the EAC (El) and ADC (El) level after duly referred to the Rules and other relevant documented procedures which were followed as per the prescribed criteria of any particular subject matter. Hence, the final authority that wets the decision is the Public Authority.   

CHAPTER –10

DIRECTORY OF OFFICERS AND EMPLOYEES.

	Sl no
	Name & Designation of Information Officer
	STD Code
	Phone No
	FAX
	Branch
	Address

	
	
	
	O
	R
	
	
	

	1
	Shri. T.Dkhar, IAS, 
	03652
	220721
	220723
	220865
	
	Jaintia Hills District

 Meghalaya – 793150 - Jowai.

	2
	Shri. B.Mawlong, MCS
	03652
	220859
	223998
	220711
	
	Jaintia Hills District       Meghalaya – 793150 - Jowai.

	3
	Smt. S.S. Syiemlieh, MCS
	03652

	220711
	224026
	220711
	Elections
	Jaintia Hills District       Meghalaya – 793150 - Jowai.

	4
	Shri. B.L. Pakyntien, MCS
	03652
	220711
	
	220711
	Elections
	Jaintia Hills District

 Meghalaya – 793150 - Jowai.

	5
	Smt. L.Diengdoh, ASE


	03652
	220711
	
	
	Elections
	Jaintia Hills District

Meghalaya – 793150 - Jowai.

	6
	Smt. L.Dhar, SA

	03652
	220711
	
	
	Elections
	Jaintia Hills District

 Meghalaya – 793150 - Jowai.

	7
	Smt. H.Susngi, UDA


	03652
	220711
	
	
	Elections
	Jaintia Hills District

 Meghalaya – 793150 - Jowai.

	8
	Smt. C.Suchiang, LDA


	03652
	220711
	
	
	Elections
	Jaintia Hills District

 Meghalaya – 793150 - Jowai.

	9
	Smt. A. Laloo, LDA


	03652
	220711
	
	
	Elections
	Jaintia Hills District

 Meghalaya – 793150 - Jowai.

	10
	Smt. Y.Laloo, LDA


	03652
	220711
	
	
	Elections
	Jaintia Hills District

Meghalaya – 793150 - Jowai.

	11
	Smt. L.Pohthmi, LDA


	03652
	220711
	
	
	Elections
	Jaintia Hills District

 Meghalaya – 793150 - Jowai.

	12
	Smt. R. Pohshna, Sr Enumerator
	03652
	220711
	
	
	Elections
	Jaintia Hills District

 Meghalaya – 793150 - Jowai.

	13
	Smt. M.Lytan, Sr  Enumerator
	03652
	220711
	
	
	Elections
	Jaintia Hills District

Meghalaya – 793150 - Jowai.

	14
	Smt. M. Lyngdoh, Enumerator
	03652
	220711
	
	
	Elections
	Jaintia Hills District

 Meghalaya – 793150 - Jowai.



	15
	Smt, W.Lhuid, Enumerator
	03652
	220711
	
	
	Elections
	Jaintia Hills District

Meghalaya – 793150 - Jowai.

	16
	Shri. N.S.Khonglah, Enumerator


	03652
	220711
	
	
	Elections
	Jaintia Hills District

 Meghalaya – 793150 - Jowai.

	17
	Smt.L.Lakiang, Enumerator


	03652
	220711
	
	
	Elections
	Jaintia Hills District

 Meghalaya – 793150 - Jowai.

	18
	Smt. K.Suchiang, Enumerator
	03652
	220711
	
	
	Elections
	Jaintia Hills District

Meghalaya – 793150 - Jowai.

	19
	Smt. S. Suting, Process Server
	03652
	220711
	
	
	Elections
	Jaintia Hills District

 Meghalaya – 793150 - Jowai.

	20
	Shri. L. Rymbai, Duftry
	03652
	220711
	
	
	Elections
	Jaintia Hills District

 Meghalaya – 793150 - Jowai.

	21
	Shri. P. Phawa Peon
	03652
	220711
	
	
	Elections
	Jaintia Hills District

Meghalaya – 793150 - Jowai.

	22
	Smt. J. Dkhar, Peon
	03652
	220711
	
	
	Elections
	Jaintia Hills District

 Meghalaya – 793150 - Jowai.


(T.DKHAR IAS)

Public Authority & Deputy Commissioner (Elections)

Jaintia Hills District

Jowai

