MANUAL - II

Power and Duties of Officers and employees [Section 4(1) (b) (ii) of Right to Information Act, 2005]
A. Details of Powers & duties of Officers.

	Sl.

No.
	Name &

Designation
	Powers
	Duties

	
	
	Adminis-trative
	Financial
	Statutory
	Others
	

	1.
	Shri Kikamanen Jamir

Managing Director
	Full

Power
	Full

Power
	Full

Power
	Full

Power
	1. Approval of all matters relating to NSMDC Ltd.
2. Technical Approval of Civil Estimates & execution of Works.

3. Appellate Authority (AA)

	2.
	Shri Albert Yanthan

General Manager
	
	
	
	
	1. To assist HOD in all matters.

2. Projects in-charge

3. Transportation in-charge

4. Public Information Officer (PIO)

	3.
	Shri Kevitsobi Savino

Deputy General Manager (Electrical)
	
	
	
	
	Looking after Electrical Section, SEGS and Nodal Officer for (SVEEP) of the Department.

	4.
	Shri U.C. Saikia

Dy. General Manager
	
	
	
	
	Monthly reports, Consolidated Statements, to assist in all Technical matters.

	5.
	Shri Petevil Visa

Manager

(DDSP – C)
	
	
	
	
	To ensure smooth operation of the DDSP, Chumukedima.

	6.
	Shri Wapangtoshi

Manager

(DDSP-W)
	
	
	
	
	To oversee smooth operation of the MCP & DDSP, Wazeho.

	7.
	Shri Sentimoa Longchar

Manager (Estt.)
	
	
	
	
	To ensure smooth functioning of Office establishment matters and Asstt. Public Information Officer (APIO)

	8.
	Shri Aosupong

Manager (Civil)
	
	
	
	
	To oversee all the civil construction works including MIGC and maintenance of the residential & service building of various units under the corporation.

	9.
	Shri Kikrusalie

Manager (Mech)
	
	
	
	
	To oversee all the mechanical Works including Machineries & vehicles & operation of MIGC

	10.
	Shri Viketouzo

Manager (F&A)
	
	
	
	
	1. To ensure smooth functioning of the Accounts Section of the Corporation by submitting all statutory requirements in time, day today transactions etc.

2. Finalization of Accounts, Internal Audit, Statutory Audit, C&AG Audit, COPU reports, A.G Inspection Audit reports, Grant-in-Aid.

3. DDO

	11.
	Shri Vetazo Vetaho

Deputy Manager (Mining)


	
	
	
	
	To ensure smooth operation of the limestone and clay quarry at MCP Wazeho & feed the Cement Factory with the required raw material.

	12.
	Shri Yashimongba

Deputy Manager(Qry)
	
	
	
	
	To ensure smooth operation of the limestone and clay quarry at MCP Wazeho & feed the Cement Factory with the required raw material.

	13.
	Shri Pitoshe Sumi

Deputy Manager (Mining)
	
	
	
	
	All Coal related matters, to assist GM in all matters. Nodal Officer.

	14.
	Shri Mezhuvolie Usou

Deputy Manager (Civil)
	
	
	
	
	All Civil works and to assist Manager (Civil) in all matters.

	15.
	Shri Kopetso Wezah

Assistant Manager
	
	
	
	
	All Account matters of MCP, Wazeho.

	16.
	Smti I. Alemla

Asst. Superintendent
	
	
	
	
	Receipt, Dispatch of letters, Receipt & issue of stationeries, maintaining Leave Records, processing in files, Library Books and to assist Mgt (Estt) in all establishment matters.

	17.
	Smti Zeneithienuo

Asst. Superintendent
	
	
	
	
	File Processing (General), Professional Tax Register updates, HBL & HRR Register updates, All Register Updates.

	18.
	Mr. M. Viwatho,

Asstt. Manager
	
	
	
	
	To do all Estt & Accounts related works at MCP, Wazeho & DDSP, Wazeho.


MANUAL –II:
B. DUTIES AND RESPONSIBILITIES OF GRADE – III STAFF.

	Sl

No.
	Name & Designation of

Employees
	Duty allotment

	1.
	Shri Tilak Chandra Mech,

Chemist
	To do the analysis of Raw materials, Raw meal and cement etc and maintain records.

	2.
	Shri Alemchiden,

Senior Foreman
	To do all Electrical works, attending faults of Motors, Panel boards etc.

	3.
	Shri Inaho Sema,

Foreman
	To  supervise the works ,distributing  Manpower etc.

	4.
	Shri Mezavi Vitso,
Foreman
	To operate the Machines, supervise all the plant works.

	5.
	Shri T. Lupuchu,

Foreman
	To operate the kiln for producing good quality clinkers.

	6.
	Shri Kikumsungba,

Foreman
	To operate the Ball Mills, to produce Raw Meal by controlling the feed materials etc.

	7.
	Shri Vikheyi Sema,

Foreman
	To operate the Ball Mills and produce Raw Meal by controlling the feed materials etc.

	8.
	Shri T. Throchu,

Foreman 
	To operate the Ball  Mills and   produce Raw Meal by controlling  the feed materials etc.

	9.
	Shri Tiatemsü Sangtam

Foreman
	To ensure proper maintenance & smooth functioning of vehicles, machineries & equipments at MCP, Wazeho.

	10.
	Shri Shihovi Sema,

Foreman
	To operate Jack hammer at quarry section. Make drill holes for blacking for extracting Lime stone for cement production.

	11.
	Shri Ibunga Singha,

Foreman
	To do the maintenance Job of all  machineries at  Plant & fixing of  new equipments etc.

	12.
	Shri Y. Elias Kikon,

Foreman
	To operate Kiln for producing of good quality clinkers.

	13.
	Smti K. Odinungla,

UDA
	Attached to DGM (Elect.) and all works as entrusted by other Senior officers.

	14.
	Smti Chuvithsu,

UDA
	Attached to Accounts Section and to do all types of computer works like typing, sketching etc.

	15.
	Smti Vikieno Dolie

UDA
	Attached to Managing Director.

	16.
	Smti L. Sherli Sema,

Accountant (DDSP, C)
	Establishment, Computer typing, Account related works, Production record maintenances and other official works.

	17.
	Shri Atani

Accountant
	Cash book & ledger, Salaries & Wages, Fixed Deposits, ROC filing, DSC & IT related matters, all online transaction matters.

	18.
	Shri Nagatho Nyusou,

LDA
	All Estt. & Accounts works at DDSP, Wazeho & other works as assigned from time to time.

	19.
	Shri Birajmoni Defoe,

Sr. Miller (Spl. Gr).
	To operate the Ball Mills and produce Raw Meal by controlling the feed materials etc.

	20.
	Shri Pangerremba,

Sr. Miller (Sp.Gr.)
	To operate the ball Mills for producing of Raw Meal etc.

	21.
	Shri Aidan Kumawat,

Sr. Operator (Spl. Grade)
	Operation of Apollo Junior, Excel –III, E.C.M. and maintenance of Machines.

	22.
	Shri T. Enok,

Sr. Crusher Operator (Spl. Grade)
	To operate the Crusher for crushing of Lime stone & maintain records etc.

	23.
	Shri Vikholhou Shunyu,

Sr. Operator (Spl. Grade)
	Supervision of works, Operation of Machine i.e. (Apollo Jr, ECM, & other maintenance works etc)

	24.
	Shri Mapumeren,

Machinist
	To do the maintenance jobs in Lathe Machine, shaping machine etc.

	25.
	Shri Lipokmeren,

Senior Driver
	Attached to  DGM (Elect.)

	26.
	Shri Tiajungba Ao,

Senior Driver
	Attached to pool (staff) vehicle at Head Office, Kohima and perform whatever is assigned from time to time.

	27.
	Shri Tachi Thupitor,

Analyst (Gr-III).
	To do the analysis works at Laboratory of MCP, Wazeho.

	28.
	Shri Neikeso Yhoshu

Driver Gr- I
	Attached to H.O

	29.
	Smti Vilakuonuo Metha

LDA-cum-Computer Assistant
	Attached to Manager (Estt) and doing all Estt. Works, file processing, drafting, noting, Computer Typing and other Works as entrusted by Manager (Estt) and other Senior Officers.

	30.
	Shri Abiba A. Annar

LDA (MIGC)
	Attached to MIGC, all establishment matters

	31.
	Smti Ravoleu Dozo

LDA
	Attached to DGM (P)

	32.
	Shri Ngupe-u

LDA
	Attached to MCP, Wazeho, all establishment matters

	33.
	Shri Mako Pfithu

LDA
	Attached to DDSP, Wazeho, all establishment matters

	34.
	Shri M. Kaison Pfithu

LDA
	Attached to H.O Accounts section, EPF & Allied contributions, Gratuity, LIC- GSLI, GI (Labour) & EDLI, GST & TDS returns and filings, file processing (bills), Income tax returns

	35.
	Shri Bendangtemjen Pongen

LDA
	Attached to DDSP, Chumukedima, all establishment matters

	36.
	Shri Thsingtsase

Accounts Assistant
	Attached to Accounts Section, H.O

	37.
	Shri Moarenba Ao

Accounts Assistant
	Attached to Accounts Section, H.O

	38.
	Shri Weku Kapfo,

Driver Gr-I
	Attached to DGM (Q.C)

	39.
	Shri Mhasizolie,

Driver Gr-I
	Driving Tipper Truck, Supervise in quarry work during stone  block collection and other production related work in Plant.

	40.
	Shri Dingu Kapfo,

Asstt. Electrician Gr-II
	Repairing of Electrical equipments/fittings, maintenance

of Machines etc.

	41.
	Shri S. Rhitaru

Miller
	To assist and to operate the Ball Mills & produce Raw meal by controlling the feed materials etc.

	42.
	Shri Labu Bhagti

Asstt. Electrician –II
	To assist to do all electrical works, attending faults of Motors, Panel board etc.

	43.
	Shri Imtikumzuk

Technician
	Bank duties, all electrical works in H.O etc.

	44.
	Shri Chujangmeren,

Driver Gr-II
	Attached to DDSP, Wazeho

	45.
	Shri Thaneshwar Brahma

Driver Gr-II
	Driving Recovery Van

	46.
	Shri M. Lisiru

Lab Asstt.
	To assist in analysis works at Laboratory of MCP, Wazeho.

	47.
	Shri Z.Apu

Lab Asstt.
	To assist in analysis works at Laboratory of MCP, Wazeho.

	48.
	Shri T. Chikaho

Mill Attendant
	Attached to MCP, Wazeho.


MANUAL-II:
Procedure followed in decision making process including channels of supervision and accountability (Section 4 (1) (b) (iii) of Right to Information Act, 2005)
C. LIST OF DRIVERS AND THEIR ALLOTED DUTIES.

	Sl.

No.
	Name of Drivers
	Designation
	Vehicle No.
	Officer/office to whom attached.

	1
	Mr.  Lipokmeren
	Driver Gr-I
	NL-10/ 1013 (Van)
	Dy. General Manager (Elect.)

	2
	Mr.  Tiajungba
	Driver Gr-I
	NL-10/1014 (Van)
	H.O. Kohima

	3
	Mr.  Weku Kapfo
	Driver Gr-I
	NL-10/1012 (Van)
	Dy. General Manager (Q.C)

	4
	”       Mhasizolie
	Driver Gr-II
	NL-11/1340 (Tipper Truck)
	DDSP(C)

	5
	“       Thsapi Sangtam
	Junior Driver
	NL-10/1014 (Van)
	H.O. Kohima

	6
	”       Shevotso
	Junior Driver
	NL-11/1351 (Tipper Truck)
	DDSP (C)

	7
	”       Chujangmeren
	Driver Gr-III
	NL-10/1530 (Gypsy)
	Manager, DDSP (W)

	8
	”       Yangpothung
	Worker Gr-II
	NL-10/1485 (Gypsy)
	Manager, DDSP(C)

	9
	”       Thaneshwar
	Driver Gr-III
	NL-11/0877 Recovery Van.
	DDSP(C)

	10
	”       L. Sipiru Trakha
	Junior Driver
	Lot-163 Recovery Van
	DDSP (Wazeho)

	11
	”       Zekope
	Jr. Driver
	NL-10/8101 (Bolero)
	Manager (Civil)

	12
	”       Neipezo
	Jr. Driver
	NL-11/0809 (Truck)
	Mcp,Wazeho

	13
	”       Toshiba
	Worker Gr-II
	NL-11/1426 (Tipper Truck)
	MCP,Wazeho (Quarry)

	14
	”       Joyram
	Worker Gr-II
	NL-11/1400 (Tipper Truck)
	MCP, Wazeho (Quarry)

	15
	”       Nganshimongba
	Worker Gr-I
	NL-11/1085 (Scorpio)
	Managing Director

	16
	”       Tshingsethvü
	Junior Driver
	NL-11/1352 (Tipper Truck)
	DDSP, Wazeho

	17
	”       Avi Pochury
	Junior Driver
	NL-11/1364 (Tipper truck)
	DDSP,Wazeho

	18
	”       Jatin Tamuly
	Jr.Bull Dozer Operator
	NL-11/2357
	Link Road, Wazeho

	19
	”       Ashok Kushwaha
	Jr. Hydraulic Excavator operator
	BE-71
	Link Road, Wazeho

	20
	”       Muchizhu
	Junior Driver
	NL-10/1024
	Dy. General Manager (Projects)

	21
	”       Bendangtemsü
	Junior Driver
	NLH/1369
	DDSP, Wazeho

	22
	”       Nokzenketba
	Jr. Driver
	
	MCP, Wazeho

	23
	”       Maluka Sharu
	Dozer Operator Junior
	NL-11/2356
	Link Road, Wazeho

	24
	”       Joy S. Pfithu
	Dozer Operator (Fixed pay)
	NL-DIA-2308
	Link Road, Wazeho

	25
	”       Kuluchu Pfithu
	Dozer Operator (Fixed pay)
	NL-11/2356
	Link Road, Wazeho

	26
	”       Niko Sharu
	Jr. Dozer Operator
	NL-11/2356
	Link Road, Wazeho

	27
	”       Lemjongba Sangtam
	WG-II (Driver)
	NL-10/2504 Bolero pick up
	MIGC


MANUAL – III : procedure  followed  in  decision  making  process including  channels of supervision and accountability.
         

      (Section 4 (1) (b) (iii) of Right to Information Act, 2005)
	Sl.

No.
	Activity
	Level of Action
	Time Frame

	1.
	Policy matters
	By Board of Directors
	Board meeting once in 

3 months (minimum)

	2.
	Yearly Budget Proposals
	Managerial Committee of the Corporation prepare the draft.
	Approve by B.O.D once in a year.

	3.
	Project Proposals
	Managerial Committee prepare the draft.
	Approve by B.O.D in any of the quarterly B.O.D meeting followed by State Planning Board.

	4.
	Notice Inviting Tenders

(N.I.T.)
	Selection by State Level Tender committee appointed by State Government.
	As and when necessity arises only

	5.
	Purchases
	By Managerial Committee for any approved project
	As and when require only

	6.
	Selection of Entrepreneurs  under People Development Programme (PDP)
	Scrutiny, Selection and recommendation by PEOPLE DEVELOPMENT PROGRAMME COMMITTEE (PDPC) approve by State Government.
	As and when arises.

	7.
	Operation of Factories 

-150TPD Cement Plant

- Decorative and Dimensional 

  Stone Plants at Chümukedima 

  and Wazeho.
	Dy. General Manager in charge take decisions in case of Mini Cement Plant, Managers in charge of Decorative and Dimensional Stone Plants take decision in their respective plants.
	On daily activities of the Factory Operations.

	8.
	Administrative Decision.
Appointment/Upgradation/ promotion
	By Board of Directors.
	As and when require.

	9.
	Financial Decision.

i)   Below Rs.1.00 crore

ii)  Above Rs.1.00 crore
	i) Board of Directors.

ii)  To be approved by 

     State Government.
	As and when require.


MANUAL – IV : THE NORMS SET BY IT FOR DISCHARGE OF  ITS FUNCTIONS.


       (Section 4 (1) (b) (iii) of Right to Information Act, 2005)
	NORMS    FOR    OFFICERS

	Sl

No.
	Activity
	Time Frame/Norms
	Remarks

	1
	Endorsement of files to Managing Director with comments, suggestion and/or proposals.
	Within one day from the time of submission of files by the subordinates
	Excepting the matter which  require discussion.

	2
	Checking the files, re-endorsing with directions, advice, suggestion for further actions or after approval
	Within the same day
	All files are cleared on daily basis.

	3
	Drafting of correspondence letters and submission for approval by Managing Director, fair type and signing.
	1–2 days
	Depending upon the type of official correspondences and the datas to be included

	4
	Preparation of progress report, Financial Statement utilization certificates etc.
	1–2
	

	5
	Compilation of expenditures supported by Receipts/cash memos against advances drawn for regularization. Approval by Managing Director
	1(one) day
	Almost daily as per the requirement.

	6
	Approval and signing of documents for withdrawal of C.P.F; pension, gratuity etc.
	One  day
	Almost daily as per requirement.

	7
	Signing of cheques, vouchers etc. by D.D.O.
	One day
	Daily as per the requirement

	8
	Preparation of concept papers on small projects.
	1(one) week
	

	9
	Preparation of Estimate for one Building
	(1(one) week
	

	10
	Preparation of Feasibility Report on small projects.
	1(one) month
	


	Sl.

No
	NORMS FOR STAFF

	
	Activity
	Time Frame/Norms
	Remarks

	1.
	Putting up of files for perusal, advice, direction for needful action etc.

	1- 2 days   
	

	2.
	Drafting of letters as directed and fair typing after approval.


	1 (one) day
	

	3.
	Putting up of Bills for approval


	2 (two) days
	

	4.
	Preparation of cheques, vouchers and entering into Ledger, Cash Books etc.


	2 (two) days
	

	5.
	Filling up of application forms and drafting of forwarding letters to Asstt. Provident Fund Commissioner Guwahati for withdrawal of C.P.F, 


	1 (one) day
	Within one day upto 3 applications; Approval and signing by M.D. on the same day.

	6.
	Putting up of all type of Leave applications for approval.


	1 (one) day
	Upto 10 Applications

	7.
	Preparation of Pay Bills


	3 (three) days
	Once in a month

	8.
	Preparation of Expenditure State on each project for auditing purpose and Utilization Certificate


	2 (two) days
	


	QUALITY  NORMS    

	Sl

No.
	Activity
	Time Frame/Norms
	Remarks

	1
	Computerization :- All the Staff are compulsory to learn computer application. The Corporation Sponsors such training, followed by refreshers course from time to time.
	3 months training for general computer application, 1 month training on Special application.
	Staffs in accounts section are trained with special application of computer in Accounts works.

	2
	Typing, drawing, tabulations, drawing of graphs are all done by computer 
	Day to day works are to be completed on daily basis
	

	3
	Proof reading, corrections, re-typing, printing and signing for officer concerned.
	To complete on the same day.
	Some voluminous works may take 2-3 days time, which are exceptional

	4
	i) Preservation of all the official    records and datas in computers

ii)  All the correspondence letters are saved in computers.

iii) All the hard copies preserve in respective files.
	All are part of daily activities
	All the record, datas and correspondence letters are accessible or can be made available to the public.

	5
	Systematic Book keeping of all the accounts in the forms of Cash-Book, Ledgers, Trial balance, Payment registers, Vouchers etc.
	Entries are made on day to day transactions on daily basis
	

	6
	All type of transactions and payment including salaries and wages, by Demand Draft and cheques (No cash payment)
	Day to day transaction and payment on daily basis.
	All payments to outside parties by Demand Draft, others by cheque (No cash payment).

	7
	Dispatching of all the correspondence letters, Reports etc. by Fax, speed Post and private couriers
	Almost all the letters are first sent by Fax/ email followed by Courier on the same day. Within Kohima, all the letters are dispatched through Peons
	

	8
	Picking up and dropping of the Staff by a Pool Vehicle on all working days
	Picking up at 9:30 hrs sharp and dropping at 16:00 hrs sharp daily
	Staff reaches office by 10:00hrs and leave office by 16:00 hrs.


	MONITORING  AND  EVALUATION   NORMS     

	Sl

No.
	Activity
	Time Frame/Norms
	Remarks

	1
	Compulsory signing of attendance  Register on all working days
	All the officers and Staff sign in the Attendance Register latest by 10: 00hrs.
	Attendance Register for the Officers is with Managing Director and the Register for Staff is with Manager (Establishment) 

	2
	Submission of report on unauthorized absence of the employees at the end of the month by all the Manager-in-charge of the NSMDC units every month
	On the last day of the month list of absentees are being submitted to the Managing Director and thereafter the pay/wages Bills are prepared for necessary deductions.
	No pay no work is strictly followed.

	3
	Preparation and submission of “Cash Trial” by all the units of NSMDC i.e. Mini Cement Plant, DDSP(Wazeho), and DDSP(Chumukedima) at the end of every month
	Latest by 10th of the next month the Report is to be submitted
	

	4
	Preparation and submission of Monthly Performance/Production Report by all three production units under N.S.M.D.C.
	Latest by 10th of the next month the Report reaches Head Office, Kohima 
	The main informations are, Production, Sale, closing Stock, Production cost Expenditure, Status of Power Supply etc.

	5
	Analysis of the monthly Performance Reports by the Staff concerned, observations, remark with comments, suggestion, advice etc by the Managing Director. Communicating to the Managers of the units with Managing Director’s remarks and directions.
	To complete within 5 days i.e. within 15th day of the month
	Managers of the units are either congratulated or warned depending upon the performance.


MANUAL – V : THE RULES, RUGULATIONS, INSTRUCTIONS, MANUALS AND RECORDS HELD BY IT OR UNDER ITS CONTROL OR USED BY ITS EMPLOYEES FOR DISCHARGING ITS FUNCTIONS. (Section 4 (1) (b) (iii) of Right to Information Act, 2005)
	Sl.

No.
	Name of the Acts, Rules, Regulations, Instructions, Manual Records etc.
	Type of Document
	Brief gist 

of the Document
	From where one can get a copy (Name/ Phone No/ Fax/ email/ address etc.
	Fee charged by the department for a copy of rules, regulations, manual & record, (if any) OR the price in case of priced publications.

	1.
	Memorandum and Articles of Association
	Booklet
	-
	Establishment 

Shri Sentimoa 

Mb – 9436005465
Mineral House, Below A.G. Office Tsiepfu-Tsiepfhe,

A.G. Colony,

Kohima
	Rs. 50/-

	2.
	NSMDC Service Rules, 2005
	Booklet
	-
	- do -
	Rs. 20/-


MANUAL – VI:
A STATEMENT OF THE CATEGORIES OF DOCUMENTS THAT ARE HELD BY IT OR UNDER ITS CONTROL. (Section 4 (1) (b) (iii) of Right to Information Act, 2005)
	Sl.

No.
	Nature/Category

of the document
	Name of the document


	Procedure to obtain the   document
	Held by/under            control of

	1.
	PROFILES & DETAILED

PROJECT REPORT (DPR)
	1.  Cement Manufacturing

     Technology and Lime

     Manufacture 

     Technology
	Managing Director    
	General Manager 

	
	
	2.
DPR on       Reconstruction

      of Borjan Coal Mine

      (Phase II)
	- do -
	- do -

	
	
	3.   Approach Note on


      Mineral Based      

      Industries

      in Nagaland.
	- do - 
	- do -



	
	
	4.   Inventory of Viable

      Technologies based   

      on Resources of N.E.   

      Region.
	- do -
	- do -


MANUAL – VII:  The particulars of any arrangement that exists for consultation with, or representation by the members of the public in relation to the formulation of its policy or administration thereof. (Section 4 (1) (b) (iii) of Right to Information Act, 2005)
Formulation of Policy:  Whether there is any provision to seek consultation/participation of public or its representative for formulation of policies. If there is, please provide details of such policy in the following format:

	Sl.

No
	Subject/Type
	Is there a provision to ensure public participation (Yes/No)
	Arrangement for seeking public participation.

	1.
	Environmental Impact Assessment (EIA) for mineral based industries.
	As per the norms set by Nagaland Pollution Control Board, Public opinion are taken as part of the EIA. 
	Meetings are organized in the Villages concerned.

	2.
	Site selection and alignment of roads.
	Villagers are being consulted and also take their help in site selection for Factories and making of road alignment who know the  area best.
	The Technical people goes to the Villages, holds discussion and engages the people with the help of Village Council Chairman.

	3.
	Extraction of Minerals
	With the consent of the Villagers, the deposit areas are either acquired or the Villagers are allow to fix the rate of the minerals in tonnage basis
	The management team goes to the villages and organize meeting with the people.


MANUAL-VIII.  A Statement of  boards, Council, committees and other bodies consisting of two or more persons constituted as its part or etc. (Section 4 (1) (b) (iii) of Right to Information Act, 2005)


There is a Board of Directors (BOD) and 4 (four) other Committees, members of which include Senior officers from NSMDC Ltd for the purpose of its  advice on technical matters  and for policy matters respectively.

Board of Directors (BOD) of NSMDC.

The Board of Directors, appointed by the State Government, include Development Commissioner, Finance  Commissioner, Commissioner & Secretary, Geology and Mining, Commissioner and Secretary, Industries  & Commerce, Director, Geology & Mining and  Managing Director NSMDC, all  by designation.  The Board is headed by a Chairman, who is generally an M.L.A. The Board has its meeting at least 4 times in a year. The Board decides all types of policy matters for the Corporation. The following are the present members of the Board of Directors:-

1. Shri Kashiho Sangtam
Minister, Soil & Water Conservation, Geology & Mining 
and Chairman, NSMDC Ltd.     



 - Chairman

2.   Shri Sentiyanger Imchen, IAS

      Finance Commissioner





- Board Member


3.   Shri  J. Alam, IAS 

      Development Commissioner


 

- Board Member

4.   Shri Kekhrivor Kevichusa 
      Commissioner & Secretary, Industries & Commerce 

- Board Member   
                                                          
5.   Shri Imjung M. Panger, IAS
                                                

      Commissioner & Secretary, Geology & Mining

- Board Member

6.   Shri S. Manen
      Director, Geology & Mining


           

- Board Member

7.   Shri Kikamanen Jamir
      Managing Director, NSMDC Ltd


            - Member Secretary

         Departmental Promotion Committees (DPCs)

I.    Departmental Promotion Committee (DPC-I)

      1.     Shri Kashiho Sangtam
   Minister, Soil & Water Conservation, Geology & Mining 


  and Chairman, NSMDC Ltd.       




- Presiding Officer

2.     Shri  Kikamanen Jamir,  Managing  Director


- Member

3.     Any Senior Officers nominated by Chairman


- Member

II.    Departmental Promotion Committee (DPC-II).

1.      Shri  Kikamanen Jamir, Managing Director


- Presiding Officer

2.      Senior Officers nominated by Managing Director


- Member

III.     Departmental Promotion Committee (DPC- III).
1.       Shri 
Kikamanen Jamir, Managing Director


- Presiding Officer

2.          ”   Albert Yanthan, General Manager 



- Member

3.          ”   Kevitsobi Savino, Dy. General Manager (Elect.)

- Member

4.          ”

Umesh Chandra Saikia, Dy. General Manager (Q.C)

- Member

 IV.      Managerial Committee (M.C).
1.       Shri 
Kikamanen Jamir, Managing Director


- Chairman
2.          ”   Albert Yanthan, General Manager



- Member

3.          ”   Kevitsobi Savino, Dy. General Manager (Elect.)

- Member

4.          ”

Umesh Chandra Saikia, Dy. General Manager (Q.C)

- Member

      
Please provide information on boards, council, committees and other bodies related to the public authority in the following format:
 1.
Name and address of the Affiliated Body


- Not applicable

 2.
Type of Affiliated Body (Board, Council, Committees,



Other Bodies)






- Not applicable

3. Brief introduction of the Affiliated Body (Establishment

Year, Objective/Main Activities)



- Not applicable

4. Role of the Affiliated Body (Advisory/Managing/Executive/

Others)






- Not applicable

       5.
Structure and Member Composition



- Not applicable

       6.
Head of the Body





- Not applicable

       7.
Address of main office and its Branches


- Head office, Kohima

       8.
Frequency of meetings




- 4 times in a year (Quarterly)

       9. 
Whether meetings open to public ?



- No.

      10.
Whether minutes accessible to public ?


- Yes.

MANUAL XI :
The Budget Allocated to each Agency indicating the particulars of all plans, proposed expenditures and reports on disbursement made.

(Rs.  in lakhs)
	Sl.

No.
	Name of the Scheme/

Head
	Activity
	Starting date of the activity
	Planned date of the activity
	Amount proposed

 (2019-20)

in lakh
	Amount sanctioned

(2019-20)

in lakh
	Amount released/ disbursed
(2019-20)
in lakh
	Actual Expenditure for the last year in lakh
(2018-19)

	1.
	Direction & Administration and Promotion Activities
	
	May 1981
	
	862.24 
	828.50
	828.50
	820.26

	2.
	Promotional  Activities 
	
	
	
	Nil
	       Nil
	      Nil
	      Nil

	3.
	Infrastructure Development

i)  Housing
ii) Mineral  

    Industry  

    Growth Centre
iii) Mineral Link           

     Road
	
	
	
	Nil
Nil

Nil
	Nil
Nil
Nil
	Nil
Nil
Nil
	    Nil
Nil

Nil

	4.
	Other Projects 
  i) Upgradation of existing units
ii) New Projects
	….

….
	……

……
	……

……
	100.00
Nil
	100.00
Nil
	100.00
Nil
	100.00

           Nil

	
	Total
	
	
	
	962.24
	928.50
	928.50
	920.26


MANUAL – XII:  THE MANNER OF EXECUTION OF SUBSIDY PROGRAMMES, INCLUDING THE AMOUNTS ALLOCATED AND THE DETAILS OF BENEFICIARIES OF SUCH PROGRAMS.(Section 4 (1) (b) (iii) of Right to Information Act, 2005)
(NOT APPLICABLE)

· Name of the programme or activity
· Objective of the programme

· Procedure to avail benefits

· Duration of the programme/scheme

· Physical & financial targets of the programme

· Nature/scale of subsidy/amount allotted

· Eligibility criteria for grant of subsidy

· Details of beneficiaries of subsidy programme (Number, profile, etc.)

MANUAL – XIII:  PARTICULARS OF RECIPIENTS OF CONCESSIONS, PERMITS OR AUTHORIZATION GRANTED BY IT. (Section 4 (1) (b) (iii) of Right to Information Act, 2005)

       ( NOT APPLICABLE )

· Concessions, permits or authorizations granted by Public Authority
· For each concessions, permit or authorization granted

· Eligibility criteria

· Procedure for getting the concession/grant and or permits or authorizations

· Date of award of concessions/permits or authorizations

MANUAL – XIV:   THE DETAILS IN RESPECT OF THE INFORMATION, AVAILABLE TO OR HELD BY IT, REDUCED IN AN ELECTRONIC FORM (Section 4 (1) (b) (iii) of Right to Information Act, 2005)

·   Details of information available in electronic form.

	Sl.

No.
	Name 
	Title of the document/record
	Location where available
	Other information

	1
	2
	3
	4
	5

	1
	Right to Information Act, 2005
	Voluntary Disclosures as per section 4 of RTI Act, 2005
	Available in the Office during working days

 9:30 AM to 4:00 PM
	Nil

	2
	Office Library
	Maintaining Office Library Stock Register


	-do -
	-do -

	3
	Email


	statemineral@gmail.com
	-do -
	-do -

	4
	Website


	nsmdc.nagaland.gov.in
	-do -
	-do -

	5
	Printed Manual
	i)  Memorandum and 

     Article of Association

ii)  Service Rules, 2005

iii) Brochure on Product 

      range of DDSPs

iv) Annual Administrative 

     Reports.
	-do -
	-do -

	6
	Notice Board
	Office Orders, Circulars, Office Memorandum, Notifications etc.
	-do -
	-do -

	7
	System of issuing copies of Documents
	As of now by Photostat copy
	-do -
	-do -


MANNUAL-XV

The particulars of facilities available to citizens for obtaining information, including the working hours of a library or reading room, if maintained for public use. (Section 4 (I) (b) (xv) of right to Information Act, 2005.

· Name & location of the facility.
Mineral House, 

Head Office, below A.G. Office, 

Tsiepfü - Tsiepfhe A.G. Colony, 

Kohima-797001,Nagaland

· Details of information made available.
Information furnished to the applicants as and when sought by the applicant(s).

· Working hours of the facility.
During Office Working  hours from 9:30 A.M to 4:00 P.M.

· Contact persons & Contact details.
1. Shri Albert Yanthan, 

Dy. General Manager (Projects) & PIO

Contact No: 9612610770
2. Shri Sentimoa Longchar, 

Manager (Estt.) & APIO

Contact No: 9436005465
MANUAL – XVI:  The names, designations and other particulars of the Public Information Officers 
Name of the Public Authority:     NAGALAND STATE MINERAL DEVELOPMENT CORPORATION LIMITED

 



        (A Government of Nagaland Undertaking)

a) Departmental Appellate Authority (DAA)

	Sl.

No.
	Name
	Designation
	STD

code
	Office

Phone
	Mobile


	Email
	Residential

Address

	1.
	Kikamanen Jamir
	Managing Director
	0370
	2240300
	9436078053
	statemineral@gmail.com
	Lerie Colony, Kohima.



b) Public Information Officer  (PIO)

	Sl.

No.
	Name
	Designation
	Place of

Posting
	STD

code
	Office

Phone
	Mobile


	Email
	Residential

Address

	1.
	Albert Yanthan
	Dy. General Manager 
	Kohima
	0370
	2240300
	9612610770
	statemineral@gmail.com
	Lower Chandmari, Kohima



c) Assistant Public Information Officer  (APIO)

	Sl.

No.
	Name
	Designation
	Place  of

Posting
	STD

code
	Office

Phone
	Mobile


	Email
	Residential

Address

	1.
	Sentimoa Longchar
	Manager (Estt)
	Kohima
	0370
	2240300
	9436005465
	sentimoa@gmail.com
	Lower Forest Colony, Kohima.


MANUAL – XVII:
SUCH OTHER INFORMATIONS AS MAY BE PRESCRIBED (Section 4 (1) (b) (iii) of Right to Information Act, 2005)
· Citizen’s Charter of the public authority:
Compiling of the charter is yet to be completed.
· Grievance redressal mechanism:
 
Under the NSMDC Ltd, grievances of the employees are being re-dressed as per Service Rules, 2005.

· Details of application received and response given under RTI Act, 2005:
i) Transfer of RTI  application under Section 6(30) of the RTI Act, 2005, seeking information on how many vacancies in all categories are pending in different departments in our State (Nagaland) with name, cast, category detailsof each post.
 
Information furnished to the PIO, Personnel & Administrative Reforms Department (AR Branch) with copy to the Commissioner & Secretary, Geology and Mining Department, Nagaland, Kohima vide letter No.NSMDC/E-565(I)/1815-1816 dated 31st May, 2019.

Manual – XVII
· Lists of completed Schemes/project/programmes
· List of all contract/projects/programme underway

· Details of all contract entered into including name of the contractor, amount of contract and period of completion of contract

	Sl. No.
	Lists of Schemes/Projects/Programmes
	Name of the Contractors/ Firms
	Amount

(` in Lacs)
	Period of Completion of Contract
	Remarks

	1
	Upgradation of Decorative and Dimensional Stone Plants at Wazeho under Negotiated Loan and State Plan.
	Departmentally Executed
	269.44
	Completed
	

	2
	Upgradation of Decorative and Dimensional Stone Plants at Chumukedima under State Plan.
	Departmentally Executed
	300.00
	Incomplete
	In Progress


Manual – XVIII
· Date of last updation of the proactive Disclosure
Date of last updation of the proactive Disclosure was on the 27th June, 2019.








































































































































