TAHASIL OFFICE: BIRAMITRAPUR
DISCLOSURE OF INFORMATION ON 17 POINTS U/S- 4 (1) (b) OF R.T.I. ACT, 2005

(i)  Particulars of organization, functions and duties: - 
Tehsil Office is a grass root level of Revenue administration. It’s duties and functions are to maintain and update the ROR published by the Settlement Organisation, provide service to people regarding matters relating to record of rights, collection of land revenue, relief to victims of natural calamities such as fire accident, flood, cyclone, sunstroke, lightening etc., grant of certificate under Miscellaneous Certificate Rules and Orissa Caste Certificate Rules and disposal of various revenue cases filed under Mutation Manual, OLR Act, OEA Act, OPDR Act and different revenue laws, supervision of law and order situation in the area. Besides it implements various plans and programmes of the State Government issued from time to time.
(ii) The powers and duties of its Officers and employees;-
The power and duties of officers and staffs of this office is indicated below. 
	Sl. No
	Designation of the officer and staff
	Administrative
	Financial
	Statutory
	Others
	Duties attached

	1
	Tahasildar
	Yes
	Yes
	Yes
	Yes
	Over all charges of the Tahasil Office.

	2
	Addl. Tahasildar
	Yes
	--
	--
	--
	To assist Tahasildar in his official work.

	3
	Head Clerk
	--
	--
	--
	--
	Supervision of all sections of Tehsil Office and  Audit section

	4
	Senior Clerk
	--
	--
	--
	--
	In charge of specific sections of Tahasil office allotted to him.

	5
	Junior Clerk
	--
	--
	--
	--
	-do-

	6
	Revenue Inspector
	--
	--
	--
	--
	Head of office of R.I. Circle.

	7
	A.R.I.
	--
	--
	--
	--
	To assist the R.I. in official work at R.I. Circle

	8
	Amin
	--
	--
	--
	--
	Official work relating to measurement of land and correction of ROR.

	9
	Collection Peon
	--
	--
	--
	--
	To assist the R.I. in discharging his official work.

	10
	Process Server
	-
	--
	--
	--
	Service of notices to the people issued from Tehsil Court.

	11
	Peon
	--
	--
	--
	--
	Official work

	12
	Chowkidar
	--
	--
	--
	--
	Night watchman


(iii) The procedure followed in the decision making process, including channels of supervision and accountability:-


The decisions are made by the Tahasildar and Addl. Tahasildar as per the instructions contained in different revenue Acts, Rules, Regulations etc.
(iv) The norms set by it for the discharge of its functions:- 

The details of naorms and standard set out can be given in respect of various activities. Some of the norms are indicated below as an illustration.
Illustration

	Sl. No
	Activities
	Time frame/ norms
	Remarks

	1
	Assembly Question
	Within 3 days
	

	2
	Audit
	Within 15 days
	

	3
	Checking
	Within a day.
	

	4
	Public Grievance
	Within a week
	

	5
	Correction of ROR
	10 per day
	

	6
	Verification of ROR 
	10 per day
	

	7
	Govt. Money received
	30 per day
	

	8
	Issue letlterl
	20 per day
	

	9
	Receive letter 
	10 per day
	

	10
	Certified copy 
	10 per day
	

	11
	Misc. certificate
	30 per day
	

	12
	Demarcation  (order)
	10 per day
	

	13
	Emergency
	2 per day
	

	14
	Encroachment
	3 days
	

	15
	Establishment
	Within a week
	

	16
	Mutation
	3 months
	

	17
	Conversion
	Within one month
	


(v) The rules, regulations, instructions, manuals and records, held by it or under its control or used by its employees for discharging its functions: 

The officer and staffs works as per instructions contained in the following rules, regulations, Manuals and other instructions issued by the State Government from time to time.
	Sl. No
	Name of the Act, Rules, Regulations
	Brief list of contents

	1
	Orissa Record Manual, 1964, & M.T.A
	Record room

	2
	Orissa Nizarat Manual
	Nizarat 

	3
	Manual of Tehsil Accounts, Irrigation Manual, OMMC Rule,2004
	Touzi

	4
	OLR Act, 1970 and subsequent amendments
	Conversion u/s-8(i)©, partition u/s 19(i)©

	5
	Orissa Mutation Manual
	Mutation

	6
	OPDR Act., 1962
	OPDR, Collection of outstanding Govt. dues from different individual/ firms etc.

	7
	Orissa Miscellaneous Certificate Rules, 1984
	Issue of different certificate like, Resident/ Nativity,Income, Legal heir, Solvency, Valuation etc

	8
	Orissa Caste Certificate Rules, 1980
	Issue of Caste Certificate

	9
	Orissa Traveling Allowance Rules
	Establishment

	10
	Orissa Service Code
	-do-

	11
	Orissa Treasury Code
	-do-

	12
	Orissa Revenue Laws
	Lease, Encroachment, etc.

	13
	Orissa Estate Abolition Act,1951
	Revenue

	14
	Orissa Relief Code
	Emergency Sec (G& M)


 (vi) A statement of the categories of documents that are held by it or under its control:-

The details of registers, records and documents ect. Available in Tehsil Office is given below in a statement form branch and section wise 
	Sl. No
	Nature of record
	Details of information available
	Branch/ section where available
	Retention period, where available

	1
	Audit
	Compliance report of Audit Report and Inspection Report
	Audit section
	

	2
	P.G.
	Correspondence on public  grievance
	PG Section
	

	3
	Checking/ verification
	Checking of all Bill, Budget
	Establishment section
	

	4
	Assembly Question
	Correspondence on different Assembly Questions
	Head Clerk
	

	5
	ROR & Map of all village under Biramitrapur Tehsil
	ROR & Maps of 181 villages
	Record Room
	

	6
	Cash Book & S.R.
	Main Cash Book-1, S.R- 8 nos, User’s Fee Cash Book – 1
	Nizarat Section
	

	7
	Touzi
	Sairat Case, Minor Mineral, and Irrigation
	
	

	8
	Conversion
	Conversion of agricultural land to non-agricultural purpose
	Concerned B.C.
	

	9
	Mutation
	Mutation case & Register
	Concerned BC
	

	10
	OPDR
	OPDR cases & Register
	-do-
	

	11
	Partition
	Cases u/s-19(i)© of OLR Act & Register
	-do-
	

	12
	Letter Received & issued 
	Register
	Issue & Despatch section
	

	13
	Miscellaneous Certificate
	Issue of Resident, Caste, Income, Legal Heir, Solvency certiciate etc.
	Concerned B.C.
	

	14
	Emergency
	Report on lightening death, fire accident case, sunstroke death etc.
	-do-
	

	15
	Demarcation
	Demarcation case
	-do-
	

	16
	Service of Process
	Service of Notice & Process Register
	Asst. Nazir
	

	17
	Forms & Stationaries
	Stationery items received from Govt. Press, Orissa
	Asst. Nazir
	

	18
	Encroachment 
	Encroachment cases and Register
	Concerned BC
	

	19
	Lease of House site
	Cases & Register
	-do-
	

	20
	Establishment
	Bill, Budget etc
	Establishment clerk
	


1. Record of Rights of each village under the Tehsil.
2. Different revenue case records dealt by the office at various points of time.

(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 of implementation thereof:



For allotment of Govt. land for house-site purposes a Village Level Committee is formed at R.I.Circle level for consultation with them regarding allotment of house sites to homestead less persons of different villages.

(viii) A statement of the boards, councils, committees and other bodies consisting of two or more persons constituted as its part or for the purpose of its advice, and as to whether meeting of those boards, councils, committees and other bodies are open to the public or the minutes of such meeting are accessible for public.


The meeting of aforementioned Village Level Committee, as mentioned in sl. No.(vii) above, is open and accessible to the general public.
(ix)  A directory of its officers and employees:-

	Sl. No.
	Name of the officers and employees
	Designation

	1
	2
	3

	1
	Sri Basudeb Naik, OAS
	Tahasildar

	2
	Sri Sanjay Kumar Naik,OSCS
	ASO-cum Addl. Tahasildar

	3
	Sri Thakurendra Bhainsal
	Sr. Clerk

	4
	Sri Shankar Badi
	-do-

	5
	Sri Kshita Kua
	-do-

	6
	Sri Kedar Nag
	Jr. Clerk

	7
	Sri Golak Bihari Mangaraj
	Rev. Supervisor

	8
	Sri Krishna Chandra Patra
	Rev. Inspector

	9
	Sri Gopinath Kandi
	-do-

	10
	Sri Niranjan Majhi
	-do-

	11
	Sri Bhabani Shankar Tripathy
	A.R.I.

	12
	Sri Ruben Hasda
	A.R.I.

	13
	Sri Oliver Bage
	Driver

	14
	Sri Purna Chandra Lakra
	Peon

	15
	Smt Subhadra Sunani
	Peon

	16
	Sri Hrushikesh Biswal
	Collection Peon

	17
	Sri Bideswar Tripathy
	Collection Peon

	18
	Sri Nilambar Singh
	Collection Peon

	19
	Sri Pan Patar
	Collection Peon

	20
	Sri Japa Bag
	Peon

	21
	Smt Rajat Kumari Kujur
	Peon


(x) The monthly remuneration received by each of its officers and employees, including the system of compensation as provided in its regulations:

The monthly remuneration received by each of the officers and employees are indicated in the table below

	Sl. No.
	Name of the officers and employees
	Pay scale/ Monthly remuneration

	1
	2
	3

	1
	Sri Basudeb Naik, OAS, Tehsildar
	9300 to 34800

	2
	Sri Sanjay Kumar Rout,OSCS, 

ASO-cum-Addl. Tahasildar
	Not drawn in this office.

	3
	Sri Thakurendra Bhainsal,SC
	5200 to 20200

	4
	Sri Shankar Badi, SC
	5200 to 20200

	5
	Sri Kshita Kua,SC
	5200 to 20200

	6
	Sri Kedar Nag, JC
	5200 to 20200

	7
	Sri Golak Bihari Mangaraj, RS
	9300 to 34800

	8
	Sri Krishna Chandra Patra, R.I.
	9300 to 34800

	9
	Sri Gopinath Kandi, R.I.
	9300 to 34800

	10
	Sri Niranjan Majhi, R.I.
	9300 to 34800

	11
	Sri Bhabani Shankar Tripathy, A R.I.
	5200 to 20200

	12
	Sri Ruben Hasda, A R.I.
	5200 to 20200

	13
	Sri Oliver Bage, Driver
	5200 to 20200

	14
	Sri Purna Chandra Lakra. Peon
	4440 to 7440

	15
	Smt Subhadra Sunani, Peon
	4440 to 7440

	16
	Sri Hrushikesh Biswal, Peon
	4440 to 7440

	17
	Sri Bideswar Tripathy, Peon
	4440 to 7440

	18
	Sri Nilambar Singh, Peon
	4440 to 7440

	19
	Sri Pan Patar, Peon
	4440 to 7440

	20
	Sri Japa Bag. Peon
	4440 to 7440

	21
	Smt Rajat Kumari Kujur, Peon
	4440 to 7440


(xi) The budget allocated to each of its agency, indicating the particulars of all plans, proposed expenditures and reports on disbursements made:


This office receives budget/funds regarding the matter of payment of salary & other remuneration of the staffs only. Besides, it receives funds on office contingency, Telephone expenses and Oil for the Govt. vehicle. No other allotment is given by the Govt. to this office.

(xii) The manner of execution of subsidy programmes, including the amounts allocated and the details of beneficiaries of such programmes:

Does not arise as this office does not deal with various development programme of the State Govt.
(xiii) Particulars of recipients of concessions, permits or authorizations granted by it:

As per point No.(xii) above.

(xiv) Details in respect of the information, available to or held by it, reduced in an electronic form:


The record of rights of all the villages under this Tehsil, Miscellaneous certificate like Resident, Income and Caste Certificate are reduced to an electronics form in this office.

(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:


The citizens are allowed to receive informations i.e. copy of orders in the case records, enquiry reports, trace maps, ROR certified copy etc. by filing application for providing certified copy of the same on affixing due court fee stamps on the application as prescribed in O.R.M.,1964. 
(xvi) The names, designations and other particulars of the Public Information Officers;-


(1)  Sri Sanjay Kumar Rout, O.S.C.S.

: 
Public Information Officer 
                   A.S.O.-cum- Addl. Tahasildar, Biramitrapur

 (xvii) Such other information as may be prescribed   

              (1) Sri Basudeb Naik, OAS


: 
1st Appellate Authority

                  Tahasildar, Biramitrapur

Public Information Officer,

Tahasil Office, Biramitrapur

