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I1- ORGANISATIONAL STRUCTURE OF THE DRDAs

2.1

22

Each district will have its own District Rural Development
Agency. Ordinarily it would be a society registered under a
Societies Registration Act. In respect of such states where DRDA
does not have a separate identity a separate cell should be
created in Zilla Parishad which maintains a separate identity
and separate accounts, so that the accounts are capable of being
audited separately. This Cell should be directly under the
charge of CEO or alternatively on officer who has the
qualifications to be a Project Director. The accounts of DRDAs
should under no circumstances be merged or amalgamated
with those of the Zilla Parishads.

In order to be effective, the DRDA must have an appropriate
staffing structure as well as suitable personnel policy. Keeping
in view the role and functions of the DRDA listed in the
previous chapter, the staffing structure of DRDA must include
positions for Planning for poverty alleviation, Project
formulation, Social organisation and Capacity building, Gender
concerns, Engineering supervision and Quality control, Project
monitoring, Accountancy and Audit functions as well as
Evaluation and Impact studies. An indicative staffing structure
15 given in Annexure and is also detailed below. The State
Government may modify the structure suitably, but without
altering the basic design, to take care of the needs of individual
districts keeping in view their size as well as specificity. However,
this will also be subject to the overall ceiling of administrative
costs admissible to the DRDAs in the State. By and large the
staff appointed should be dedicated to DRDA—related works
and should not be frequently transferred.

The Staffing structure will be as follows :

A)

PROJECT DIRECTOR

i) Each DRDA should be headed by a Project Director, who
should be of the rank of an Additional District Magistrate,
The Project Director should preferably be a senior scale
officer of the All India Services or a senior officer of the
State Service, eligible for appointment to the All India
Services. He would be in overall charge of the activities of
the DRDA and responsible for interaction with the District/
State administration as well as with the Government of
India. The PD should be exclusively for the DRDA work.




ii)

iii)

In some States, such as Maharashtra, the CEO of the Zilla
Parishad is the Chairman of the Zilla Parishad. Government
of India have suggested to all the State government that
the chairman, Zilla Parishad should be the chairman of the
governing body of the DRDA. In the light of this, in such
states, the CEQ of the Zilla parishad could also be
designated as the Project Director of the DRDA.

Each DRDA should have the following wings :
a) SelfFemployment Wing;
b) Women's Wing,
c) Wage employvment Wing;
d) Engincering Wing
¢) Accounts Wing
)  Monitoring and Evaluation Wing; and
g)  General Administration Wing,

B) SELF-EMPLOYMENT WING

i)

The self-employment Wing, shall be headed by a Project
Oificer and should have APQs in the field of planning,
social mobilisation, credit and Technology. The Project officer
may be specifically responsible for any of these four
functions. The APO (Planning) would look after the activity
clusters, district/block/village group plans, guiding the
BDOs and others in plan preparation, planning for
infrastructure including marketing infrastructure. He would
coordinate with the district officers, the banks as well as
other institutions in the district. The APQ (Sacial
Mobilisation) would look after group formation, capacity
building, monitoring of groups, choice of activities for
groups, release of revolving funds and coordination. The
APO (Credit), who should be from the commercial banking
sector, would coordinate with the banks in all matters
relating to credit, including the interface between the
bankers and the beneficiaries/beneficiary groups, loan
disbursements as well as loan recovery. The APO
(Technology) would look after issues conceming Technology
upgradation as well as transfer of technology.

The DRDAs would be drawing up projects for specific
activities under the Self-emplovment programmes. It would



C)

D)

E)

be necessary lo have suitable experts to oversee the
successful implementation of such projects. As part of the
overall programme management, the DRDAs may take
outside experts on a consultancy basis. Secretary, Rural
Development of each state should develop guidelines for
selection of consultants so as lo avoid any wrong use of
such provisions and to see that only those who have a
proven practical expertise are engaged. Such experts to be
engaged on project specific basis will function under the
overall control and supervision of the Project Officer, self-
employment programmes.

WOMEN'S WING

In order to ensure that women receive adequate attention
in all the anti-poverty programmes, a Women's Cell should be
set up in each DRDA. This Cell would establish necessary
synergy with Departments such as Women & Child
Development, Education and health Departments to ensure
that women not only receive their due share in the anti-poverty
programmes but are also able to receive benefits of other
programmes. The Women's wing will be headed by an Asst,
Project officer, who will function under the overall co-ordination
of the Project Officer of the self emplovment wing.

WAGE EMPLOYMENT WING

The Central concern of the DRDA in the wage-emplovment
programmes should relate to planning, monitoring and vigilance
by a technical wing. The DRDA should not concern itself with
the actual implementation and execution of works which can
be done by the line department/engineers or the Panchayati
Raj Institutions. At the same time, the magnitude of the wage
emplovment wing, with a Project officer assisted by a small
complement of staff.

WATERSHED WING

A Watershed Wing will be set up in the DRDA in all such
districts where IWDP/DPAP/DDP is in operation, This wing
should consist of a Project Officer, assisted by a small
complement of staff. This staff would be independent of the

programme support in the form of PIAs or Watershed
committees,




F} ENGINEERING WING

Each DRDA should have a technical wing, which should
also be responsible for innovations in design or use of materials,
as well as training of the engineering persornel of the line
departments or the PRIs. This wing should be manned by an
Executive Engineer assisted by one or two Assistant/Junior
Engincers.

G} ACCOUNT WING

i) Wherever it has not been done, the DRDAs should shift
over to commercial accounting systems from the existing
government account system. They should publish an annual
report alongwith the balance sheet. The accounts wing of
the DRDA should be headed by a Sr. Accounts Officer,
either on deputation or by engaging the services of a
chartered accountant. He should be supported by an
Accounts Officer each for self-employment programmes
and wage employment programmes duly assisted by
accountants. Wherever the Watershed programmes (IWDP/
DPAT/DDP) are under implementalion, an additional post
of Accounts Officer may be sanctioned. For Indira Awaas
Yojana, one Accountant at the district level should be
available to monitor the progress of the programme and
the accounts

i) One of the Accounts Officers should perform the role of
internal audit.

H} MONITORING WING

There should be a separate Monitoring and Evaluation
wing headed by a Project Economist and functioning directly
under the supervision of the Project Director. Apart from
monitoring the progress of all the pregrammes, this wing
should also carry out evaluation/impact studies regularly by
independent institutions/experts including NGDs. The cost of
such studies will be met from the respective programme funds.
This wing should also moniter issues relevant to poverty in the
district.

Categorization of Districts

Category A district (<6 blocks)

Category B district (<6-10 blocks)



Category C districts (11-15 blocks)

Category D districts (>15 blocks)

Staffing Position Of DRDA’s

Annexure
STAFFING PATTERN FOR DRDAs
Tt No. of Posts
| Category A | Category B | Categgory © | Category 1Y
Project Minigcmml ¥ ¥ [ ]
[ 1| Peoject Dinvetor! CEG i | 1 | 1
| | Self Employment Wing
1 *rojoct Chificee > 1 1 1 1
1 Al 2 2 3 3
i Techmcal Assistants 2 2 3 K
4 | Clerk-cum-Typist/ Typist 2 2 3 i
Women's Wing
1 Al 1 1 1 1
| 2 Techmieal Assistanis | i 1 1
| 3 Clerkecum-Tvpist [Ty Ms1 1 [ 1 1 1
| | Wagge Emplovment Wing
i Project Officer i | 1 1 1
2| Technical Assistants 1 [ : ‘ .
3 Clirkiecnim=T ';".|'|1Hr1 [Tyt | 2 2 2
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Engineering Wing
1 Executive E:'n;p;lru-:r 1 1 1 1
2 | Assistant Engineer I 2 2 2
| 3 Technical Assistants i s z 2
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Monitoring Wing
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2 Statistical Investigaler) ASO 1 2 2 2 |
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General  Admimistration
I Superintendent | Office Manajger 1 1 1
2 Assistants 2 3 3 3
1| Stenographier | i i i
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Who Are The Users for This Application?
The users for this application are the district rural development agencies.
Prerequisites

This application may be used by any user who already has some experience of using computer
& internet browser in windows environment.

What You Need To Run This Application?

To run the application ‘Automated Complaint System (Ver 1.1)’, you need to have the following:
y Windows 2000/XP/NT
y Microsoft Internet Explorer 5.0 and above
y Internet Connectivity

What Made Us To Develop This Application?
y Ministry asked NIC to develop this application.
What This Application does ?

y Prepares the reports on the staffing position in all the drda’s , state wise and district wise.
y This system facilitates the user to view the reports according to the user specifications
(i.e. for which state and district)
System makes easier for the user to view as well as to generate the reports.
Entry in the this application is done by all the district rural development agencies(DRDAS)
y Any number of users can access the system at same time and get the reports or status
of their complaint
Allow the authorized user to enter, edit, delete the data for drda
It keeps the record of the staff associated with the district rural development agencies.
The application is secured since we have two type of users accessing the application. First,
who can enter,edit,delete the data , second, who can view the reports.

< <

< < <

What Does This Manual Cover ?

This manual provides the information about the staffing position of the DRDAs which is monitored by

the
senior officers of the ministry from time to time. Using this application effectively, enable the users t¢
familiarize the various options on the basis of which Staffing position of DRDAs is given

On completion of reading of this manual, the user will have a complete understanding of the

application &
will be familiar to use this application independently.

Conventions

We have used a number of different styles , colors of text and layout in this manual to hel;
differentiate
between the different kinds of information.

Bullets appear indented, with each new row bullet marked as follows:
y Important Words are in bold type font



y Words that appear on the screen, or in menus like the File or Window menu, are in ¢
similar font
to the one you would see on a Windows desktop

y Keys that you press on the keyboard, like &Wand (QMUare in IMDOFV

Errata

We have made every effect to make sure that there are no errors in the text. However no one i
perfect

and mistakes do occur. If you find an error or suggestion in this manual, like a spelling mistake or
faulty information, we would be grateful for feedback.

By sending in errata or suggestion you will be helping us provide even higher quality user-friendly
task.
Simply e-mail the information to Mrs. Madhuri Sharma at madhuri@nic.in.

How To Access This Application?

This following screen is the home page Rural Portal , http://rural.nic.in , gateway to acces:
applications and sites of rural domain.

On the right side under the heading “Software for DRDAs/ZPs"” , Click Staffing Position Software



After clicking the above mentioned link page below will be displayed.



Fig: 2
This screen displayed above contains option of :-
@ Data Entry

@ Email
@J Reports

Clicking on Data Entry will open page displayed below

DATA ENTRY

Data entry is allowed to users having password for district. Other visitors can only view
reports.



Select States and District as shown in the following screen. After selecting the state and district
give password to enter the data entry part.

Change of password is also possible by clicking the change password button.

Fill in the old password and, password and confirm the new password in the third textbox. Ther
click

change the change password button screen showing link password successfully changed will be
displayed. Click the link to go to password page fill in the details and click Submit button.

After clicking submit button screen below will appear if password is correct.

If password is wrong then a message will come showing password is wrong. Click the link anc
move

to password page again to retry the password.



Fig : 3

Clicking the first link DRDA Details Entry. Screen below will appear.



For entering the information about the DRDA for selected state and District Click link ‘ENTRY
screen
below will appear.



Enter the information as per description in front of data entry fields.
Validations on the page are:
Fields, which are mandatory to be filled

Address

Phone

No. of Blocks

Name of chairman
Designation of PD

PD Name

Age of PD

Both date Fields (In ‘mm/dd/yyyy’)
Education of PD

Training done by PD
Service to which PD belongs

[SESEORORORSRSEORORSRS

Fields which only numbers are allowed:

Phone (numbers,-)

Pin (can be blank)

No. of Blocks

Fax (Numbers, -)(can be blank)

(SRS



Fields which require characters are :

® Name of chairman (cannot be blank)
@ Name of PD (cannot be blank)

You can use Back button from the browser to go to previous page

After filling the details in the specified fields click the submit button.
Page below will be displayed showing entry is successfully made.

Note : Date should be entered in MM/DD/YYYY format.

If you want to Edit the entered information then click ‘Edit’ link and after editing click save.
Validation is same as in entry page.

There is a link of deletion also select ‘Delete’ to delete information. After clicking the link Screen
below will asking you if you really wants to delete the record.



Click yes to delete the entry. Clicking on *No’ will take you to the previous page.

For viewing the information that has been entered click the ‘View’ button screen below wil
appear.



You can move to other data entry screen of ‘Staff details entry’ from here or either from Fig 3

(Second link). After clicking either of these two option screen below will appear asking for Pos
and

Wing for which entry has to be made for the selected State and District.



Here also links ‘Entry’, ‘Edit’ , ‘Delete’, ‘Goto DRDA Details’ ,'Home’ are available .
After selecting Wing and Post click link *Entry’ screen below will appear.



<RXFDQWH1R 21 SRW DV SHUIXCHEHV DARP DIFD® Z IOFRP H 1QIQ \WH RKHUGHMY
Validations for this form are:

Numeric entries are allowed and should not be blank in

No of Posts as per guidelines

No of Posts sanctioned

No of Post filled
No of posts lying vacant

(SRS

Now after filling details click submit button screen below will appear



For editing the entered information click the ‘Edit’ for deletion click the ‘Delete’ link a:
previously
done in DRDA Details.

For viewing information that you have entered click view button screen below will appear.



After completing this form entry of IT Infrastructure details are to be made by clicking the thirc
link
of (i.e. IT Infrastructure) Fig : 3 . Click will take you to the page displayed below.

You can move between pages by clicking Home .



Enter the required information. Clicking on Edit you can Edit the information for selected state

and
district.

After making entry Please logout form the link in fig : 3.
The Reports are available on the page shown in fig : 2.

Third link of Open Query in fig : 2 discussed below.

OPEN QUERY




After the selection of state and district click Report button on the extreme right of the

page.
Report is generated as shown in the screen below.



If data for the selected district of selected state is not entered, in that case the following
screen is displayed.



If the state or district is not selected in the above page , following page is displayed.
We have to select the state first then only district can be selected.



REPORTS

In Addition to open query link we have four other links of reports are displayed on the
following screen.



On clicking the 3State wise Project director profile” following report is generated .This
report

generated includes state name, drda nhame, address nhame of project director, post held, emai
of PD etc.



On clicking ““State wise staffing position details part-I"’ following report is generated.



On clicking ““State wise staffing position details part-II"’ following report is generated.



On clicking “IT Infrastructure Details™ following screen will be shown asking for State and
District after selection following report will be generated.






