MANNUAL -1

Particulars of Organisation, functions and duties

(Section 4 (1) (b) (i))
1.  Aims and objectives of the Organizations: To provide service to people regarding matters relating to Record of Rights, Collection of Land revenue, relief to victims of natural calamity such as fire accident, flood, cyclone etc. Grant Certificate under Misc certificate rules, dispose of cases filed under Mutation Manual, O.L.R Act, O.E.A Act, O.P.D.R Act and cases under other revenue laws, supervision of law and order situation in the area. 

2. Mission/Vision:- To provide free, impartial and transparent service to the public with regard to preparation, maintenance of land records and collection of land revenue administration.

3. Brief history and background for its establishment prior to vesting of estate under O.E.A. Act., and coming in to force of O.L.R. Act, there were different land tenure system prevalent in different areas under different Zanmandari system. All the Zamindari system by now have  been vested. And the state Govt. Is regarded as l;andlord under whom there is only tenancy system. Any persons or individuals havng land, are considered as raiyat/tenant under the Govt. Revenue Administration is the supervisingagency through which the relationship between Govt. and tenant are regulated.
4. Origanisation Charts- There are 111 villages under this Tahasil and total area is divided into the R.I. Circles.

5. Allocation of business- Distributed among different staffs and sections.

6. Duties to be performed to achieve the mission- All types of duties relating to Revenue matter as detailed at item No.1 .

7. Details of services rendered- Details given in manual 5 & 6.

8. Citizens interaction- Open citizen interaction.

9. Postal address of the main office,attached/subordinate office/field units etc.- Tahasil Office, Subdega, At/Po.- Subdega Dist. Sundargarh.

10. Map of the office location – attached.

11. Working hours both for office and public- 10 A.M. to 5 P.M. .

12. Public interaction, if any- Open public interaction.

13. Grievance redress mechanism- Tahasildar grievance cell, on every Saturday.
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MANNUAL-2

Powers and duties of Officers and employees.

[ section 4 (1)(b)(ii) ]

Powers and duties of Officers and staffs.

POWERS

	Sl. No.
	Designation of posts
	Administrative
	Financial
	Statutory
	Others
	Duties attached  

	1
	2
	3
	4
	5
	6
	7

	1
	Tahasildar
	Yes
	Yes
	Yes
	Yes
	Overall charges of Tahasil.

	2
	Head Clerk
	-
	-
	-
	-
	Supervision of all sections of Tahasil and audit section

	3
	Senior Clerk
	-
	-
	-
	-
	In charge of specific section of Tahasil Office

	4
	Junior Clerk
	-
	-
	-
	-
	-do-

	5
	Revenue Supervisor
	-
	-
	-
	-
	Supervision of RI circle

	6
	Revenue Inspector
	-
	-
	-
	-
	Head of Office of RI circle

	7
	Asst. RI
	-
	-
	-
	-
	Assist RI in official work at RI office

	8
	Amin
	-
	-
	-
	-
	Official work in connection with land measurement and correction of ROR

	9
	Process Server
	-
	-
	-
	-
	Process work

	10
	Peon
	-
	-
	-
	-
	Official work
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MANNUAL-4
Norms set for the discharge of functions.

[ section 4 (1)(b)(iv) ]
Details of norms and standards set out can be given in respect of various activities. Some of the norms are indicated as an illustration.

Illustration
	Sl . No.
	Activity
	Time frame / Norms
	Remarks

	1
	Assembly question
	Within 3 days
	

	2
	Audit
	Within 15 days
	

	3
	Checking
	Within a day
	

	4
	P.G. Petition
	Within a week
	

	5
	Correction of ROR
	After appeal period is over
	

	6
	Verification of ROR
	Within a day
	

	7
	Govt. money received
	Same day
	

	8
	Issue and receipt of letter
	Same day
	

	9
	Misc. certificate
	Within 7 days
	

	10
	Certified copy
	Same day
	

	11
	Demarcation order
	Same day
	

	12
	Emergency
	Within 48 hours
	

	13
	Establishment
	Within a week
	

	14
	Mutation
	Within 2 months
	

	15
	Conversion
	Within one month
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MANNUAL-5
Rules, regisatration, instructions, manuals and records for discharging functions.
[ section 4 (1)(b)(v) ]
Prepare a list of rules, regulations, instructions, manuals and records for discharging functions available with the public authority for the smooth discharge of its functions.

List of regulations, instructions, manuals and records.

	Sl. No.
	Name of the act, rules, regulations etc.
	Brief list of contents
	Reference No. if any
	Price in case priced publication

	1
	Orissa Record Manual 1964 & MTA 1996
	Record Room
	-
	-

	2
	Orissa Nizarat Manual
	Nizarat
	-
	-

	3
	MTA, 1996 & Irrigation Manual, OMMC Rule-2004
	Touzi
	-
	-

	4
	OLR act, 1960
	Conversion U/S 8(A), Partition of holding U/S-19(c) etc
	-
	-

	5
	Mutation Manual-1962
	Mutation
	-
	-

	6
	Regulation-2 1956
	Regulation-2
	-
	-

	7
	OPDR Act
	Certificate cases (OPDR)
	-
	-

	8
	Orissa Misc. Certificate cases-1984
	Misc. certificate
	-
	-

	9
	Orissa service Code
	Establishment
	-
	-

	10
	OTA Rule
	Establishment
	-
	-

	11
	Orissa Treasury Code
	Establishment
	-
	-

	12
	OPLE Manual
	Encroachment
	-
	-

	13
	Orissa Revenue Law
	All matters related to revenue matter
	-
	-
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MANNUAL-6
A Statement of the categories of ducuments these are held by it for under its control.
[ section 4 (1)(b)(vi) ]
 Of the record available may be made in a statement form, wing wise, unit wise, branch wise and it may be got tabulated, indexed and catalogued. (All illustrative list is given below)




A statement of the categories of documents held.

	Sl.No.
	Nature of Record
	Details of information available
	Unit/Section where available
	Retention period where available

	1.
	Audit
	Details Audit Report and Inspection report
	Audit Cell
	

	2.
	P.G
	Correspondence on public grievance
	P.G. Cell

	

	3.
	Checking/Verification
	Checking of Bill, Budget, checking of certified copy of RO, Checking of certified copy of order passed by Tehsildar, R.I./Report.
	
	

	4.
	Assembly Question
	Correspondence on Assembly Question
	
	

	5. 
	R.O.R & Map of all the villages under Subdega Tehsil
	R.O.R & Map of 37 villages Khatian
	Record Room
	2008

	6.
	Old R.R.Books used by R.I and old different case records
	               300
	
	

	7.
	Current Main Cash Book & its S.R
	Main Cash Book-1 S.R.-8 Nos, Users Fee Cash Book-1
	Nizarat Section
	2008

	
8.
	Touzi
	Sairat case / Minor Mineral / Irrigation
	
	

	9.
	Conversion
	Conversion of Agril to Non-Agril.
	
	

	10.
	Mutation
	Mutation Cases
	
	

	11. 
	Regulation-2
	Execution of warrants received from O.S.D.(L.R)
	
	

	12.
	O.P.D.R
	O.P.D.R. Cases
	
	

	13.
	Partition
	U/S 19 (1) C of OLR Act.
	
	

	14.
	Issue of letters
	
	G & M Section
	

	15.
	Letter Receipt
	
	G & M Section
	

	16
	Gen. & Misc.
	
	
	

	17.
	Misc. Certificate
	Issue of R/C, R/C, I/C, legal heir etc.
	
	

	18.
	Emergency
	Compliance report of lightening fire accident etc.
	
	

	19
	Certificate Copy
	Issue of C.C. of different case records
	
	

	20
	Demarcation
	Demarcation cases
	
	

	21.
	Asst. Nazirs
	Service of Notices
	
	

	22.
	Stationary
	
	
	

	23.
	Establishment
	Bill Budget
	Establishment
	

	24. 
	Encroachment
	Un-authorized of Govt. land
	Encroachment
	

	25.
	Revenue Section
	Lease of Govt./ Land
	Revenue
	

	26. 
	Revenue section
	Lease of House sites
	Revenue
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MANUAL-7
	Sl No.
	Name and address of the consultative committees bodies under Forest Right Act
	Constitution of the committee body
	Role and 

responsibility
	Frequency of meetings

	1
	2
	3
	4
	5

	1
	Forest Right Committees in respective Revenue villages.

Sub-Divisional Level Committee, Sub-Collect orate, Sadar, Sundaragarh.

District Level Committee, Collectorate, Sundargarh                                                                                                                                                                                                                                   
	Barpali
	To  receive claim forms from the claimants under forest right Act , facilitating the joint verification, onward transmission of claim forms after due approval in Grama Sabha.
	To  attend meeting as and when necessary as per provisions of Forest Right Act - 2006

	2
	
	Bhagapali
	
	

	3
	
	Birtola
	
	

	4
	
	Chhatasargi
	
	

	5
	
	Chikatjore
	
	

	6
	
	Damkuda
	
	

	7
	
	Deogaon
	
	

	8
	
	Deobahal
	
	

	9
	
	Didiga
	
	

	10
	
	Dumerbahal
	
	

	11
	
	Gailo
	
	

	12
	
	Gopepur
	
	

	13
	
	Hamirpur
	
	

	14
	
	Jamuna
	
	

	15
	
	Jaisor
	
	

	16
	
	Jagannathposh
	
	

	17
	
	Kainsara
	
	

	18
	
	Kiralaga
	
	

	19
	
	Kurumkel
	
	

	20
	
	Lathdega
	
	

	21
	
	Luhurenberna
	
	

	22
	
	Malidihi
	
	

	23
	
	Mayabahal
	
	

	24
	
	Panchmahala
	
	

	25
	
	Peruabhadi
	
	

	26
	
	Pindapathar
	
	

	27
	
	Ronpur
	
	

	28
	
	Rasipatra
	
	

	29
	
	Runipani
	
	

	30
	
	Sagjore
	
	

	31
	
	Simdega
	
	

	32
	
	Subdega
	
	

	33
	
	Sudarsanpur
	
	

	34
	
	Tangargaon
	
	

	35
	
	Tedikaha
	
	

	36
	
	Tiljora
	
	

	37
	
	Tentulijharia
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MANNUAL-9
Directory of Officers and employees.
[ section 4 (1)(b)(ix) ]
Directory

	Sl. No.
	Name and Designation
	Office Phone No.
	E Mail address

	1.
	Sri U.K.Mohapatra,Tehsildar
	06622-278120
	

	2.
	Sri S.K.Acharya, H.C.
	
	

	3.
	Sri M.B.Pattanaik, S.C.
	
	

	4.
	Sri A.K.Tirkey, S.C.
	
	

	5.
	Sri.K.C.Hota,DEO cum  Asst.
	
	

	6. 
	Sri L.Munda,R.S.
	
	

	7.
	Sri G.C.Das,R.I
	
	

	8.
	Md.F.Umar,A.R.I
	
	

	9.
	Sri B.Swain, A.R.I.
	
	

	10.
	Sri N.Bhiteria, P.S.
	
	

	11. 
	Sri B.Sahu,Peon
	
	

	12.
	Sri H.C.Patel, Amin
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MANNUAL-10
The monthly remuneration received by each of the Officers and employees, including the system of compensation as provided in the regulations.
[ section 4 (1)(b)(x) ]
	Sl. No
	Name and Designation
	Pay scale/Monthly remuneration.

	1.
	Sri U.K.Mohapatra, Tehsildar
	9300-34800 (GP-4600)

	2.
	Sri S.K.Acharya,H.C.
	9300-34800 (GP-4200)

	3
	Sri M.B.Pattnaik,S.C.
	5200-20200 (GP-2400)

	4.
	Sri A.K.Tirkey,S.C.
	5200-20200  (GP-2400) (Pay drawn in Sadar Tehsil)

	5.
	Sri L.Munda,R.S.
	9300-34800 (GP-4200)

	6.
	Md.F.Umar,A.R.I
	5200-20200 (GP-1900) (Pay drawn in Sadar Tehsil)

	7.
	Sri. B.Swain, A.R.I.
	5200-20200 (GP-1900) ( Pay drawn in Balisankara Tehsil)

	8.
	Sri H.C.Patel, Amin
	5200-20200 (GP-1900) (Pay drawn in Sadar Tehsil

	8.
	Sri N.K.Bhitria,P.S.
	4440-7440 (GP-1440) (Pay drawn in Sadar Tehsil)

	9.
	Sri B.Sahu,Peon
	4440-7440 (GP-1440)

	10
	Sri K.C.Hota,DEO cum Asst.
	Consolidated 4000/- P.M.


Tahasildar-cum-1st Appellate Authority

Subdega.

MANNUAL-11
The Budget allocated to each agency..
[ section 4 (1)(b)(xi) ]
Non-Plan Budget

	Major Head
	Activities to be performed
	Sanctioned budget
	Budget Estimate
	Revised Estimate
	Expenditure for the last year.

	3-2029 L.R
	Salary
	Rs. 9,18,300 /-
	Rs. 9,71,755 /-
	Rs.13,38,605 /-
	Rs. 1,87,569 /-

	
	
	
	
	
	

	
	
	
	
	
	






                        Plan Budget

	Name of the Plan Scheme
	Activities to be under taken
	Date of commencement
	Expected date for completion
	Amount sanctioned 
	Amount disbursed/Spent.
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MANNUAL-13
Particulars of recipient of concessions,permits or authorization granted.
[ section 4 (1)(b)(xiii) ]





List of beneficiaries.

\
	Sl.No.
	Name and address of the beneficiaries
	Nature of Concession/permit/authorization provided
	Purpose for which granted
	Scheme and criterion for selection
	No of times similar concession given in past with purpose

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Note: Creation of database and its hosting on web site should be done on the priority basis for activities like issue of permits, issue of Authorization, grant of concessions, licenses etc.
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MANNUAL-14
Information available in an electronic form
[ section 4 (1)(b)(xiv) ]





Details of information

\

	Sl.No.
	Activities for which electronic data available
	Nature of information available
	Can it be shared with public
	Is it available on web site or is being used as back and data base.

	1.
	Computer
	R.O.R Certify Copy, Misc. Certificates, Mutations Patta
	Yes
	It is used in Data base
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MANNUAL-15
Particulars of facilities available to citizens for obtaining information.
[ section 4 (1)(b)(xv) ]


          Facilities available for obtaining information
	Sl. No.
	Facility available
	Nature of information available
	Working hours

	01
	Information Counter
	
	10.00 A.M to 5.00 P.M.

	02
	Facilitation Centre 
	All types of infor5mation relating to Misc. Certificates

R.O.R Certify copy, Mutation Patta etc.

All types of information object, Tender Call, Auction of queries and other government circulars & orders.
	· Do -

	03
	Notice Board
	
	


Tahasildar-cum-1st Appellate Authority

Subdega.

MANNUAL-16
Name designation and other particulars of Public Information Officers..
[ section 4 (1)(b)(xvi) ]


                    List of Public Information Officers.

	Sl No.
	Designation of the Officer designated as P.I.O
	Postal Address
	Telephone No.
	E Mail Address
	Demarcation of Area /activities, if more than one PIO is there

	1.
	Head Clerk, Tehsil Office, Subdega.
	Tehsil Office, SubdegaAt,/P.O: Subdega Dist: Sundargarh
	278120
	
	


                                    List of Assistant Public Information Officer
	Sl No.
	Designation of the Officer designated as Asst. P.I.O
	Postal Address
	Telephone No
	E Mail Address

	1.
	Sri M.B.Pattnaik, Sr. Clerk
	Tehsil Office, SubdegaAt,/P.O: Subdega Dist: Sundargarh
	278120
	


                                               First Appellate Authority with the department    

	Sl.No.
	Designation of the Officer designated as first appellate authority
	Postal Address
	Telephone No
	E Mail address
	Demarcation of Area/Activities, if more than one appellate authority is there

	1.
	Tehsildar,Subdega
	Tehsil Office, SubdegaAt,/P.O: Subdega Dist: Sundargarh
	278120
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