PROFILE, FUNCTIONS AND DUTIES OF SUB-COLLECTOR’S OFFICE.

(i) The particulars of its organization functions and duties:

(a) Sub-Collector’s office is 2nd in command after District Administration. It is the pivot around which Sub-Divisional administration revolves.

(b) The prime duties of this office are as follows : 

    *
To maintain law and order in it’s administrative area, it deals with cases U/S 107,109,110,133,144 and 145 under Cr.P.C. To keep peace in the locality, the Sub-Collector conduct Police Magistracy Meeting for better co-ordination between Police and Magistrate.

    *
It administers Social Security Measures such as OAP, NOAP,ODP , NFBS etc. Besides Sub-Collector is competent to sanction Gratuitous Relief to the needy for one month.

*
It has a Welfare Wing and Revenue Section. To render social justice to ST/SC people it deals the cases under Regulation-2/1956 and 23,23(A) of OLR Act. There is a Sub-Divisional Task Force Committee under the Chairmanship of Sub-Collector. It enforces various measures for betterment of ST/SC people.

*
This office brings to the notice of Collector all instances of epidemics, loss of life, damage of properties and crop loss on accounts of national calamity & administer relief to the affected people.

     *
This office monitors Public Distribution System. It is the responsibility of Sub-Collector that the essential commodities are distributed to BPL families and others as per rule.

*
It supervises distribution of house sites and wasteland to the homesteadless and landless persons.

*
As Electoral Registration Officer it ensure registration of name of every adult in the Electoral Roll. This office conduct Election to Orissa Legislative Assembly and Lok Sabha.

     *
It has a Small Savings branch. It encourages small savings in the area.

· It monitors ICDS programme such as MDM, Immunisation, health camp etc.
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(ii)
The powers and duties of its officers and employees.
Besides Sub-Collector there are two officers namely Revenue Officer and Nizarat Officer. They all enforce preventive sections under 107,109,110,144,145 under Cr.P.C. & O.P.D.R.Act. Sub-Collector lookafter law and order situation in his administrative area. 



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

This office carry out important decision taken up at District level. It supervises and monitors financial activities of G.P., Block and ICDS. It brings to the notice of District Administration in case of any misappropriation of funds etc. There are grassroot level offices like R.I. office, Tehsil office, Gram Panchayat office, Block office, ICDS office etc. This office is accountable for implementation of Govt. programme. 

(iv) The norms set by it for the discharge of its functions.

To supervise Revenue administration at Tehsil level , a monthly Revenue Meeting is held. There is a Task Force Committee which also sits in every 2 months. This office also conducts monthly P.D.S.Meeting and SDCC Meeting.

(v) The rules and regulation, instructions manual and records held by it or under its control of used by its employees for discharging its function.

The following Act. and rules are held by it for discharging of its function.

Criminal.

1.Criminal Procedure Code.

Revenue.
1. O.L.R.Act.1960.

2. Regulation-2/1956.

3. Mutation Manual.

4. Orissa Irrigation Act.

5. Orissa Certificate Manual.

6. O.P.L.E.Act.

7. Indian Stamp Act.

8. Orissa Public Premises Act.

9. Orissa Public Demand recovery Act.
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P.D.S. 

1. Essential Commodities Act. and other control orders issued by Govt.of Orissa and Govt. of India.

Gram Panchayat.

1. Orissa Gram Panchayat Act. 

Election.

1. R.P.Act.1951.

(vi) A statement of the category of documents that are held by it or under its control.
There are three categories of documents. Permanent ‘A’ category, ‘B’ category and ‘C’ category.

Category ‘A’ 
-
Case record under different cases in the court of Sub-Collector, Revenue Officer and Nizarat Officer are held permanently.

Category ‘B’ & ‘C’
-  ‘B’ category and ‘C’ category papers are destroyed after 12 years. But this office has no Record Room.

(vii) The particulars of any arrangement that exist for consultation with or representation by the members of the public in relation to the 

Formulation of its policy or administration thereof.


There is no such arrangement.

(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 meetings of those boards, councils, committees and other bodies are open to the public or the minutes of such meetings are accessible for public.

The Task Force Committee is an important arrangement to discuss various problems of ST people. 2 nos of ST members are represented this committee for better deliberation. 
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There is one Sub-Divisional Vigilance Committee to discuss various problems of bonded labour and their re-habilitation. There are 6 non-official members in this committee.

(ix)&

(x) A directory of its officer and employees. The monthly remuneration received by each of its officer and employees, including the system of compensation are provided in its regulations.


	Name of Estt.
	Name of the Officers / staff.
	Designation
	Gross Salary
	Net Salary

	Genl.
	Sri R.N.Nayak,OAS(I)JB
	Sub-Collector
	15,976/-
	9,106/-

	
	Sri S.Singh, OAS
	Revenue Officer
	11,323/-
	4,747/-

	
	Sri Debraj Panda, OAS
	Nizarat Officer
	10,660/-
	7,850/-

	
	Sri H.K.Pattnaik
	Head Clerk
	8,704/-
	6,944/-

	
	Sri Kailash Ch. Patel
	Sr.Clerk
	8,112/-
	6,433/-

	
	Sri Mrutunjaya Seth
	Sr.Clerk
	8,112/-
	6,090/-

	
	Md.Abdul Ansari
	Sr.Clerk
	8,036/-
	6,029/-

	
	Miss J.R.Mohapatra
	Sr.Clerk
	7,052/-
	5,017/-

	
	Sri Anup Ku.Naik
	Sr.Clerk
	6,845/-
	5,363/-

	
	Sri S.N.Beriha
	Jr.Stenographer
	8,281/-
	6,579/-

	
	Sri M.T.Chakravarty
	Jr.Clerk
	5,535/-
	4,152/-

	
	Smt.Anjana Patel
	Jr.Clerk
	5,535/-
	4,252/-

	
	Sri S.K.Panigrahi
	Jr.Clerk
	5,002/-
	3,570/-

	
	Sri Bhimsen Sahu
	Jr.Clerk
	5,272/-
	2,998/-

	
	Sri M.P.Singh,
	Driver
	6,109/-
	4,280/-

	
	Sri Jadumani Naik
	Peon
	5,223/-
	1,877/-

	
	Sri Sanatan Mahar
	Peon
	5,223/-
	2,177/-

	
	Smt.J.Bhainsal
	Peon
	5,205/-
	1,862/-

	
	Sri Renu Dhurua
	Peon
	4,901/-
	1,510/-

	
	Sri Kodanda Bhoi
	Peon
	4,901/-
	2,611/-

	Welfare
	Sri Sauna Ch. Tudu
	A.D.W.O.
	11,603/-
	6,674/-

	
	Sri K.B.Jena
	Jr.Clerk
	5,155/-
	4,118/-

	
	Sri L.K.Patel
	Peon
	5,223/-
	1,853/-

	Small

Savings
	Smt.Ranjita Panda
	Small Savings

Officer.
	9,295/-
	6,955/-

	Election
	Sri J.W.Bodra
	Sr.Clerk
	8,076/-
	5,513/-

	
	Sri M.Sa
	Peon
	5,068/-
	3,827/-

	Gram

Panchayat
	Sri Ambarish Rath
	S.D.P.O.
	10,774/-
	6,482/-

	Civil 

Supply
	Sri D.N.Behera
	A.C.S.O.
	11,603/-
	5,876/-

	
	Sri Agni Ku.Naik
	Sr.Clerk
	7,216/-
	4,608/-

	
	Sri Ram Ku. Ray
	Jr.Clerk
	6,355/-
	3,298/-

	Social 

Welfare
	Post vacant.
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(xii) The manner of execution of subsidy programmes, including the amount allocated and the details of beneficiaries of such programme.

Public Distribution System is a subsidy programme. BPL rice is provided to each family @ 25Kg. per month. The rate of BPL rice is given below:



16Kg.  rice
-
 @ Rs.4.75 per Kg.



  9Kg.  rice
-
 @ Rs.6.30 per Kg.

There are 80,557 nos of BPL families in the Sub-Division. Besides there are 1,416 nos of Annapurna and   15,478 nos of Antodaya Anna Yojana beneficiaries.

(xiii) Particulars of recipients of concessions, permits or authorization granted by it.

There are 2 nos of K.Oil Wholesalers and 21 nos of Sub-Wholesalers        13 nos of Storage Agents appointed for smooth management of Public Distribution System.

(xiv) The particulars of facilities available to citizen for obtaining information including the working hours of a library or reading room if maintained for public use.

The office works from 10.00 A.M. to 5.00 P.M. There is no library. Any citizen who wants to obtain any information may kindly contact to Sub-Collector or Revenue Officer. Any grievance may be brought to him for redressal. 

