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ORISSA POLICE
STATE HEADQUARTERS

CUTTACK

1 A . r
polrc' crRcuLAR 9RDER No. I q{ } l2oos

Sub : - Duties and functions of DCRB staff'

Consequent upon amalgamation of crime sections of the District Police

Oflices n-ith their respective District Crime Records Bureaux vide Office

Order No. II-A-9/2002/ fO-]O /Force dt. {t ' r-:}-Cil  of State Police

Headquarters it is norr necessar1,' to redefrne the duties and functions of

executive and ministerial staff of the DCRB, as under:

A. Duties and functions of Inspector. DCRB

1. To work under the direct control, supervision and direction of the

Additional, Assistant or Deputy Superintendent of Police in charge of

crime a.s the case may be, and overall control of the SP.

2. To exercise control and supervision as ofhcer-in-charge of the DCRB,

Crime and SR Section over executive, ministeriai, fingerprint and other

staff posted to the DCRB, Crime and SR sectiory

3. To be responsible for general management, maintenance of discipline,

distribution of work, efficiency and other functions of the DCRB, Crime

and SR sections.

4. To promptly scrutinize all FIRs, case diaries, supervision notes, final

forms, inquest and post mortem reports, UD case records, non*FIR

reports, jud"gments and all other papers related to crime and

prosecution matters and submit them in concerned fiies, registers,

indices etc rnrith his comments to the Addl.SP/ SP in matters relating

to SR cases; and to DSP, Crime/ SP concerning al l  other crime

files/matters, and obtain timely compliance to the observations and

remarks of the DSP, Crime Addl.SP/ SP from all  concerued.
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To ensure proper maintenance and up-keep of all records' registers'

h is torysheets,photo-a lbums' | r les,d 'ocuments,equipmen! ,mater ia ls

etc.

Toensure t ime lysubmiss iono f re tu rns ' repo r t s , rev iews ,s ta temen ts

etc" to concerned quarters'

Toobtaintimelycompliancetotheremarks,observations,instructions

e tc .o fh ighe rau tho r i t i esonc r imeandprosecu t i onmat te rs f roma l l

concerned and put up to the SP for submission of repl-v'

Toscrur in iu tourd iar iesandMsW(Month lySummar.vofWorkdone)

o fa l l l nspec to rsandsubmi t r r ' i t hh i scomments to theSPandob ta in

compliance to the remarks of the SP from all concerned'

Toensuree f f i c i en twork ingo fPR(Po l i ceReg is te red . ) sys temasperPM

Rules and other instructions'

Tosuperv isetherr ,ork ingofFPSIandotherFPsta_f fandberesponsib ie

f o r p r o p e r a n d e f f i c i e n t f u n c t i o n i n g o f | r n g e r p r i n t s y s t e m i n t h e

district.

l l . T o a t t e n d ' , a n d e n s u r e a t t e n d a n c e o f c o n c e r n e d . s t a f f o f , w e e k i y j a i l- , ^ t ^  + ^  l h a

parad .esandpu tup theJa i lPa rad 'eReg is te rw i thh i scomments to the

SP every MondaY as Per PMR-350'

12. To monitor timely execution of NBWs' processes u/s 82 & 83 CrPC

ando the rcou r tp rocessesandsubmi tde ta i l ed in fo rma t ion the reon to

the District SP at least once in every month'

1 3 . T o a n a l y s e m o n t h l y a n d p e r i o d . i c a l c r i m e t r e n d ' s a n d a p p r * i s e t h e

District SP'

| 4 ' T o e n s u r e p r o p e r m a i n t e n a n c e a n d e f f i c i e n t h a n d l i n g / u s e o f t h e

C o m p u t e r s y s t e m s , c r i m e c r i m i n a i i n f o r m a t i o n s y s t e m ( C C I S ) '

automared fingerprint identification system (AFIS), Portrait Building

System(PBS)and'otherspecia i izedequipmentsandtechniquesaSmay

be Provided to the DCRB'

8 .

9 .

1 0 .
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Toberespons ib le fo rcomputer tza t ionofc r imerecords ,promptent ry

of alr data into computers and timely retrieval and supply of d'ata to all
1 5 .

1 6 ,

concerned'

To be resPonsible for securitY'

maniPulation and unauthorized

integrity (i'e' loss or corruption)'

communication of data from the

17. ;:::il'ilil::.:;.T 
all Integrated Porice Forms' finger print

s l ipsandot} rer records inat lcas€sfromal lpo l icestat ionsandcour t

offrcesandanvdelal.ornon-receiptthereofshallbepromptlybrought

to the nodce of the SP' ' 
r all cases to ensure proper

18. To scruti ntze aJl Integrated Police Forms rr

f i l l i ngupo fa l lmand .a to ry f i e lds /co lumns(markedw i thas te r i sk . * ' i n \

the lPF)and'getanydefectsrect i | re .dbeforeentry in tothecomputer '

1 9 . T o p r o p e r i . i , a ; r d t i m e l y c o m p i y a l i i n s t r u c t i o n s o n c r i m e r e c o r d s

managementand.policeComputertzatrort issuedbytheDirectcr,SCRB

aSp€rHomeDepartmentResolut ionNo.40464lPdt .23.o7.1988.

20. ," 'r^rr;;; .ro-,o-u".e d.acoity and gang register as per PMR-882 and

Pho to -a lbumandpu t i t up to theSPa t leas tonce ineve rymon th .

2 I . T o p e r f o r m a l l d . u t i e s a n d ' f u n c t i o n s r e l a t e d t o o f f i c e w o r k c o n n e c t e d

w i t h c r i m e a n d p r o s e c u t i o n m a t t e r s a S p r e s c r i b e d i n P M R u l e s 3 2 3 ,

878 to 885 '  1O1O to IOl2 '  1019'  1020'  1026'  lO27 and other

p r o v i s i o n s o f P o l i c e M a n u a l a n d o t h e r i n s t r u c t i o n s a S m a y b e i s s u e d

from time to time' 
rlation of the

22. To ensure compliance to' and promptly brin* 
"tO 

utl

p r o v i s i o n s o f t h e f o l l o w i n g P o l i c e o r d e r s a n d P o l i c e C i r c u l a r o r d e r s

andother inst ruct ionstothenot iceof theSPforappropr ia teact ion.

POLTCE oRDERS ' 
lence)

(i) P'O'No'40 (Punctual appearance in court for giving evrc

i i l  P'o'No'4l (cr ime maps) ' lents)

iiiit p.o.N.'ss iPost-mort:il i,' death due to electrical accl(

ii,,) o.o.'0".i6 ii,'"p".tio'"ii*o."iver,ictes 
involved in accidents)

(v) p o'i'i"'s6 ir"=btttio; ;;;;' and' explosives bv cls)
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( v i ) P . o . N o ' 9 2 ( I n s t r u c t i o n s t o l o s w h i l e t a k i n g o v e r c h a r g e o f

(vu) 
'JtT[1?bi!1!-t 

Y'*:l."'dum 
now court Disposal Memo)

(riiil P.O.No. f OO ipt"*pt writing and d'ispatch of CDs)

ll;" ;.6.^l'i;. ioz a 152 (Surveillance Register)

(x) p.o.No.rir iirrrr."tigation of certain percentage of heinous cases and

supervrsi;; :;;D t1"1" bv cls/IsIC/Inspectors of Police)

(xil p.o.No.. L24 (communicat'ion of remarks on cDs to IOs instead of

returrlrng the remarked CD)

(xii) P.O-No' r1+ penOencli of taige no' 9f- non-FIR cases i" tott't";

(:aiil P-O-No' riz iSt'U"tjt=io" of Supervision' Notes by CIs')

(xiq P.o-No- i; it*edu1e roi rtuit'g appeal-against acquittai)

(n) P.o.No-i+i isttu*i::igl-oraupicaG cDs b-v Inspectorg '1o sP)

(xvi) p.o.No. L74 1243 l24S l2ri (Instructions.for sending exhibits)

(xvii) P.O.No' 175 (Proper registration of crime)

(xv i i i )P .o .No.181( Improvement ins tandardof inves t iga t ion}
(xix) P.O.No. iSi ift"tttctlons for sending documents to HWB)

i;t '  P.o.No.191 (Road safetY)

(xxi) P.o.No. igi ipi=posal oi preventive proceedings)

i.xxil P.o.No. t96 iReglster of acquittal cases)

(x_xiii) p.o.No.ioi iu.iiiring clb offr."r" to study crime fluctuation)

txxiv) P.O.No'226 (Observangt of quarterly traft-rc weeki

(xxv') p.o.No.ll7 itt""=tigation and supervision by CIs')

(xxvi) p.o.No'zss isuumission:l t"tb:-t 
:T-1T 

of CS to CIs')

i"""i i f P.O.No.27t iHeinous and important crime)

i"""i i i  P.o.No.27z (upaating of crime records)

(v,xix) p.O.No.ZZO iS'U*i""io" of CS within 60 lgO (now 12O) days)

(xxx) p.O.No'ZZO itn"estigation of embezzlement cases)

(xxxi) Any other b.O. rJated to SR, Crime, FP, Computerisation and

prosecut ionmat te rsaSmaybe issued ' f romt imeto t ime.

P.C.O.No .22 (Attachment of property of absconders)

P.C.O.No.3O (PM in deaths due to electr ical accidents)

p.C.O.No.37 (Acquittal of dacoity cases-instructions)

P.C.O.No.59 (Supervision of cases by gazette-d officers)

b.c.o".N o.69lt i+ l tnstructions regard' ing TI parade)

p.C.O".N o.7O I 160 1193 (Theft of copper wires)

P.C.O.No.76 (supervision of cases by superior off icers)

ir.c.o.N".as (Rdverse comments by courts)

p.C.O.No.9 I (Examination of questioned documents)

P.C.O.No.94 (Furnishing comments of court on HW expert witness to

ADGP, CID)
P.C.O.No.99 (Part iculars relating to 9tp history sheets)

(i)
(ii)
(iii)
(iv)
(v)
(vi)
(vii)
(viii)
(ix)

txf

(xi)
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1,, ' ,  p.c.o.No.111 (Enquiries about missing and recovered persons and

\^r, 
unidentihed dead bodie-s) 

ases in DPo)
(xiii) P.C'o'N;'ilo irt""slation of FIRs in SR c

i - i . , \  P.C.O.No.115 (Submission of CDs to Sessions court)

l*, i:':,*: li? iry.','llx?'::i?:?":!:r::i: ""'encv notes & coins)
i><r'ii1 P'c'o'N;' i+g iptra)' in sending exhibits for cE)

(rvriil P-C'o'N;' rs+ ip"ad'ing of evidence)

iS" i: : il:.i* 
i",**ii:i ::$l:il"#";":'""1o*y cases to bordering

Police offrcersf -- -:3i
(rixil i'-C-O'X"'161 (Recogrution of BCs)

i$l, ii,S,Xll:: l*".Uruiil'J #:'3il'"""r parties ror burgrary and
theft cases in urban areas)

(xxiv) P'C'O'No' 167 (Court attenaance of police ofhcers)

i**r) P.C.o'N;' i7o ictpies.of acquittal judgments)

(xxvi) p.c.o.;*;.i;1 
'1s,.r.u.*i"i'.?:;*;;;itionaliv released convicts o'n

Parole)
( x x v i i ) P . C ' o . N o . 1 7 4 ( P r o s e c u t i o n o f w i t n e s s e s r e t r a c t i n g f r o m t h e i r

statements u/s 164 CrPC)

(xxvi i i )P'C'O' ; ; ' iZgtCot 'v iut ic; icfGovt 'serr ' rantsbycourts)
(rocix) '.C.O.'N;. igO iSr,,Umission of progres" tlp"tt to PRl. 

by cour-u officers)

(>oor) p.c.o.io".rao'(Institution of FIRs t"J'investigation of cognizable

;, ;:t;r:rffi":C1ffi"* as per Home Department Resorution

;, il:cl8i^?31Gfl^?:J,33i',',o'. to identifv and track suspects/missing

(xxxiii) 
pe:::fiL' 

1e8 (chec\ins of fire arms and licenses)

(xxxiv) P.C'O'i'i;' rgg if"*ple thefts in the state)

(xxxv) p.c'cj'io"'ioz in""ctioning of PR in districts)

(xxxvi) p'c'cj'i'r"'zoo iwtiting of dD" pto*ptlv bv los')

(xxxvii) t' t' o''ni"' ii I iy::rcfinvestigation 
kit boxe s)

(xxxviii)p'C'O'No'21o (Entty;a; p'art-Ii and issue of CD slips)

(xxxix) P'C'O'i'r;'i f + iq''lck completion'of investigation)

(xl) p.c.o.i,r".irg iMo,,.h;il{J ;ii"t or "..p"i'i"i9'' 9f cases by Gos)

(xii) p.c.o.rto .222 (Det_.,ifn of smugglers and collection of intelligence by

Potice under COFEPOS A' 1974lr

(xlii) p.C'O'N" 'ZZO g'futntenance of HSs by GRPS)

(xliii) p'c'6'i{"'i+S iFlt"aing over 
"""-1t::rd's 

on transfer)

( x l i v ) p . c . o " . N o . 2 4 8 1 2 6 1 ( C 3 * i . r ' i . ' o o / 9 o ( n o w 1 2 o ) d a y s )
( x l v ) p . c . o . N o . 2 5 4 ( s u b m i s s i o n o f z i m a n a m a s a l o n g w i t h C S )
(xlvi) p.C'O'No'258 (Non-execution of NBWs/BWs)

(xlvii) p'C'O'No'259 (Use of prescribed baii bond form)

(xlviii) p'c'o'i'r"'iO+ ic"idelines for making arrest)
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(liv)
(lv)
(lvi)
(h'ii)
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P.C.O.No.266 (Details of insurance in seizure list)

P.C.O.No .267 (Wr i t ing of  S 'Notes on the spot  by G'Os' )

P.C.O. No.27 1 (Police Computerisation programme)

P.C.O.No .272 (Coliection of FP sl ips at PS)

P.C.O.No.276 (MZI  Act ,  i981 cases to  be t reated as SR)

P.C.O.No .279 (Examination of high explosives)

P.C.O.No.3O3 (Disposal of seized NDPS material)

P.C.O.No.3O4 (FP sl ips of arrested persons)
p.c.o.No.3O6 (Pro..dtr" of declaring absconders and discontinuance

of shos'n absconders registers in CS cases)

P.C-O.No.313 (Duties of FP ofl icers)

lrr-" otfr.r p.i-O- related to SR' Crime, FP, Computerisation and

prosecution matters as may be issued from time to time'

B.

23. To undertake training progralrllrles as and when directed.

24. To report on the performance of ail staff of the DCRB in the manner

and frequency as may be directed by the SP'

25. To perform such other duties and functions as may be entrusted from

time to time.

1 . To work und.er the d.irect control, supervision and direction of

Inspector, DCRB, supervision of DSP, Crime/Addl.sP and overal l

control of the SP and perform the functions and duties as may be

entrusted.

To remain in-charge of seats assigned to him'

To be responsible for proper maintenance and up-keep of all records,

registers, ind.ices, hles, documents, history sheets, equipment'

materiais etc in his charge.

4. To promptly place all correspondence, reports, returns, notes, revlews

and other papers received. from all sources after processing in

concerned files, registers etc and submit to Inspector, DCRB'

5. To timely prepare all statements, returns, reports, reviews etc', and

submit to Inspector, DCRB for approval and signature of the SP and

2 .

3 .

dispatch to concerned authorities.
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To be responsible for security, integrity (i.e. loss or corruption),

manipulation and unauthorized communication of data from the

records or computer systems.

To attend, and assist lnspector, DCRB in holding, weekly jail parades.

To assist Inspector, DCRB in discharge of his duties and functions.

To perform such other duties and functions as may be entrusted.

C. Duties and frrnctions of ministerial oflicers (Head Moharir. 2"d &
3d Uoharir etcl of the DCRB

1. To u.ork under the direct control, supervision and direction of

inspector, DCRB, supervision of DSP, Crime/Addl.SP and overall

control of the SP and perform the functions and duties as may be

entrusted.

To remain in-charge of seats assigned to him.

To be responsible for proper rnaintenance and up-keep of all records,

registers, indices, files, documents, history sheets, equipment,

materials etc in his charge.

To promptly place all correspondence, reports, returns, notes, reviews

and other papers received from all sources after processing in

concerned files, registers etc and put up to Inspector, DCRB.

To timely prepare all statements, returns, reports, reviews etc and

submit to Inspector, DCRB for approval and signature of the SP and

dispatch to concerned authorities.

To be responsible for security, integrity (i.e. loss/corruption/

manipulation) and unauthorized communication of data from the

records or computer systems.

To assist Inspector, DCRB in discharge of his duties and functions.

To perform such other duties and functions as may be entrusted from

time to time.

7 .

8 .

9 .

F {
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4 .

5 .

6 ,

8 .
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Duties and functions of Constables of the DCRB

To work under the direct control, supervision and direction

Inspector, DCRB, supervision of DSp, crime/Addl.sp and over

control of the SP and perform the duties and functions as mav

entrusted.

To promptly and correctl-v enter all data related tq crime criminal

information sYstem (CCIS), automated hngerprint identification system

{AFISI etc. into the computers, transmission/export/import data, and

furnish retrieval and other reports there on.

To properly maintain and handle computer systems, accessories,

peripherals and stationeries, crime criminal information system
(CCIS), automated fingerprint iclentification system (AFI'S) and other
specialized equipment and techniques as may be providecl to DCRB.

To take data back up regularly and be responsible for security,

integritr , (i.e. lcssr/c,.,i"rupr-iorr/irranil:uiation) , and unauthorized

communication of data from the records or computer systems.

To maintain all records and registers and prepare periodical
returns/reports in respect of computer systems as prescribed by the
Director, SCRB,and submit to Inspector, DCRB.for approval of the sp.
To assist Inspector, DCRB in discharge of his duties and functions.
To perform such other duties and functions as may be entrusted from
time to time.

of

all

be

3 .

4 .

5 .

6 .

7 .

n
U-rtl;

(Bipin Bihhri Mishra, IpS|
Director General of police,

Orissa, Cuttack.


