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EXCISE SECTION
Manual – 1

Particulars of organization, function and duties

{Section 4(1)(b)(i)}

Name of the Department 
:
EXCISE DEPARTMENT, KEONJHAR.

Back ground/ Objective 
:
The purpose of Excise Department is to check excise 





crime and add revenue to Govt. exchequer.

Structure of Department
:
(District and Downward)

Collector
Additional District Magistrate
Superintendent of Excise
Deputy Supdt. of Excise
	Inspector of Excise,

Sadar
	Inspector of Excise,

Champua
	Inspector of Excise, Anandapur

	S.I. of Excise, Sadar
	S.I. of Excise, Telkoi
	S.I. of Excise, Patna
	S.I. of Excise,

Dist. Mobile
	S.I. of Excise, Champua
	S.I. of Excise, Barbil
	S.I. of Excise,

Joda
	S.I. of Excise, Anandapu
	S.I. of Excise, Ghatagaon


Superintendent of Excise -------(
Inspector of Excise -------------(

Sub-Inspector of Excise --------(
A.S.I. of Excise ------------------( Excise Constable.

PROGRAMME OF IMPLEMENTATION :

Brief description about different Programme:


The Principal aim and objective of Excise Department is to collect revenue and to add the same to the Govt. Exchequer and to save the persons from drinking of spurious liquor who are fond of liquor drinking.



To achieve the above aims and objectives the following Programme are chalked out by the Excise Administration.

SETTLEMENT OF EXCISE SHOPS :



As per Bihar & Orissa Rules as well as Excise Policies decided by the State Govt. from time to time, the settlement process is started from November for the next financial year. At the outset, proposal for opening of different kind of Excise shops both existing and new shops, the Range Inspectors and Charge Sub-Inspectors of Excise one submitted for the next financial year in the office of the Superintendent of Excise. Then Form ‘A’ Notices inviting objections from general public are issued U/S. 22 and 26 ( A ) giving 15 days time in respect of  shops proposed to be opened in Municipality/ N.A.C. areas and 30 days in scheduled areas. Objection received within the stipulated period are enquired departmentally. Then the proposals alongwith objection petitions and inquiry reports are sent by the Collector to the Govt. through Excise Commissioner, Orissa, Cuttack. Then on receipt of approval from the Govt. the shops are settled through inviting applications and draw of lottery system as per Govt. recent policy. Settlement of Excise shops are made by the Collector. Before settlement, sale notices fixing the date of settlement are issued. The application found in order is settled in favour of the applicant if he is single applicant in respect of the applied shop. In case of more applicants, the shop is settled through draw of Lottery. Licences are also issued on the date of settlement on realization of current month’s Consideration money/ Licence fee. After Settlement the M.G.Q. in respect of the shop settled are fixed as follows:-

 O.S. Shops :- 
M.G.Q. 
= Consideration money ÷ Rs.1000/- × 1.5 Qntls. M.F.


M.F. Utilization Fee

= M.G.Q. × Rs.225 

M.F. Transport Fee

= Rs.15/- Per Qntls.
I.M.F.L. ‘OFF’ shops :-

MGQ = I.M.F.L. Con. Money ÷ Rs. 1000/- × 27 LPL. (F.L) for Urban area 
MGQ =
-do-

÷ Rs.1000/- × 24 LPL (F.L) for Rural area 

MGQ  = Beer Con. Money 
÷ Rs.1000/- × 40 BL (Beer) for Urban area  
MGQ = 
-do-

÷ Rs. 1000/- × 35 BL (Beer) for Rural area 



Beside the settlement procedure in respect of IMFL ‘ON’ shop and Beer parlor is separate.



Application form for above shops have been prescribed by the Govt. The intending persons who have Hotels/ Restaurants can apply for IMFL ‘ON’ licence. On receipt of applications in prescribed form the application is enquired by the concerned Range Inspectors of Excise of the locality and then by the Superintendent of Excise. On enquiry, if the application is found is in order in all respect, Form ‘A’ notice inviting objections from the general public of the locality of the shop was issued by the Collector giving a prescribed time. If objection received, same are departmentally enquired and then proposal for opening of new IMFL ‘ON’ shop licence in favour of the applicant is forwarded to the Govt. through Excise Commissioner, Orissa, Cuttack by the Collector within recommendation. Govt. is competent for grant of IMFL ‘ON’ licence. Licence of Beer Parlor is granted by the Govt. on the recommendation of the Collector also. The M.G.Q. in respect of IMFL ‘ON’ shop and Beer Parlor is fixed by the Govt. 


The following kinds and numbers of Excise shops are functioning in this district for the year 2009-10.

PROFORMA – I
	Name of Shop
	No. of shops sanctioned
	No. of shops renewed/ settled
	No. of shops unsettled
	Total monthly C.money of settled shops
	Total monthly M.G.Q. of the settled shops

	
	
	
	
	
	IMFL in LPL
	Beer in Bl
	M.F. in Qntls.

	
	
	
	
	
	
	
	

	IMFL ‘OFF’
	61
	59
	02

Licence not issued due to stay order of Hon’ble High Cort


	2893254
	76261.044
	112186.076
	---

	O.S. (main)
	31
	31
	---
	1733858
	---
	---
	2601

	O.S. (Bramch)
	54
	54
	---
	270000
	---
	---
	---


PROFORMA – II

	Nature of Shop
	No. of shops sanctioned
	No. of shops renewed/ settled
	Total annual Licence fee
	Total M.G.Q.
	

	
	
	
	
	IMFL in LPL
	Beer in BL

	1
	2
	3
	4
	5
	6

	IMFL ‘ON’
	18
	18
	4500000
	2500.000
	6850.000

	Beer parlor
	04
	04
	450000
	---
	2300.000

	Bhang shop
	04
	04
	7793
	---
	---

	Tari
	04
	04
	2038
	---
	---

	Pachawi
	01
	01
	4392
	---
	---




Consideration money/ Licence fee except IMFL ‘ON’ and Beer parlor are collected in monthly basis. The IMFL and Beer are lifted by the Licensees from O.S.B.C Depots. This year target for collection of Excise revenue for this district has been fixed by the Govt. to Rs.8,30,00,000/-.



Besides, M.F. storage/ sale licensees are issued to the intending applicants. The rates of storage fee of M.F. for different quantities are as follows:- 

1. Upto 200 Qntls.

-
Rs.2000/-
2. 201 to 500 Qntls.

-
Rs.3000/-
3. 501 to 1000 Qntls.
-
Rs.7500/-
4. 1001 to 2000 Qntls.
-
Rs.10000/-
5. 2001 to 5000 Qntls.
-
Rs.15000/-
6. Above to 5000 Qntls.
-
Rs.20000/-


The intending persons are applied for grant of Mohua Flower storage permit/ sale licence in the prescribed form during the month of December and January.



The Medicinal Opiums are also sold by this department to the registered Addicts for their own consumption only. On receipt of application the same is sent to the C.D.M.O. for medical examination. Then on the recommendation of C.D.M.O. Medicinal Opium permit-com-card is granted by the Collector subject to payment of Rs. 10/- towards permit fee. The rate of Medicinal Opium per tablet/ gram is Rs.4/-.
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The Powers and duties of its Officers and employees

Section-4(1)(b) (II)
COLLECTOR:


The administration on Excise Department and the collection of Excise revenue within the district shall ordinarily be under the charge of the Collector (Section – 7 of Bihar & Orissa Excise Act’1915).


Para – 24 of Orissa Excise Manual Vol. III provides that the Collector of each district is primarily responsible for the Excise Administration of his district. As provided under para – 18- Supra, the powers which the Collector is permitted to declares under the same section of Bihar & Orissa Excise Act’ 1915 are stated in Part- V (b) (i) of the delegation Page- 61 and 62 of O.E.M. Vol. I.

ADDITIONAL DISTRICT MAGISTRATE:



The Additional District Magistrate appointed under Sub-section – 2 of Section of Cr. P.C. shall within their respective jurisdiction exercise all the powers and perform all the duties conferred and imposed on the Collector by or under the Bihar & Orissa Excise Act’ 1915 subject to general supervision and direction of the respective Collector except in matters relating to appeal vide Part- II (2) – Supra.

Superintendent of Excise:


A Superintendent of Excise in every district shall exercise the powers conferred and performed the duties imposed on Excise Officers by or under the Bihar & Orissa Excise Act’ 1915 throughout the district for which he is appointed and shall in subordination to the Collector and subject to the general control of the Excise Commissioner exercise in such district all the powers performed and duties conferred and imposed on the Collector by the provisions of the Act as specified in Part- II- 4 (a) of the declaration and delegations etc. Which are as follows :-

(i) Grant of passes under Sub-section (2) of Section – 12.

(ii) Grant of authorization under Clause (c) of Sub-section – (2) of section 18 to possess intoxicants  not detained from a licensed venders.

(iii) Grant of permit under Clause (g) of Sub-section – (2) of section 18 and under clauses (C) of Provision (4) to Section – 20 to use Tari in the manufacture of bread.

(iv) Grant of permit under Sub-section – (I) of section – 19 for possession of intoxicants.

(v) Power to empower Excise Officers under Clauses (b) of Section – 14 to require licensees to weight or test intoxicants.

(vi) Publication of lists under Sub-section (I) of section – 31.

(vii) Confiscation under Sub-section – (2) of Section – 67.

(viii) Composition of offences under section – 68 in respect of breach of conditions of licence, permit or pass or general conditions applicable to such licence and release of property liable to confiscation.

(ix) Issue of Warrant of arrest under section – 71.

(x) Issue of search Warrant under section – 72.

(xi) Arresting or searching in person or directing arrest or search in his presence under section – 73.

(xii) Investigation of offences under Sub-section (I) of section – 77.

(xiii) Power relating to security and bail under section – 79.

(xiv) Powers, functions and protection of a court under Sub-section – (2) of section – 85.

(xv) Complaints and reports to Magistrate under Clause (b) of section – 87.

(xvi) Issue of Distress Warrants under Sub-section – (1) of section – 93.

INSPECTOR OF EXCISE AND THEIR DUTIES:

(I)
Inspectors will closely watch the working of the Sub-Inspectors employed within this jurisdiction in all branches of Excise work and will see that shops are regularly inspected and proper steps are taken for detection of offences. Sub-Inspectors are bound to carry out all the instructions and orders of the Inspectors and in all matters should first reference to the Inspectors for advice and guidance. Instructions given by the Inspectors should not be inconsistent with the orders passed by the superiors.

(ii)
An Inspector is primarily a supervising officer. But he has also power to investigate offences. He is in executive charge of the area to which he is appointed by the collector and he has to supervise the actions of all Excise officers within that area.

(iii)
He must thoroughly inspected every spirit and Bhang Warehouse situated within such area at least once in each month.

(iv)
He should either of his own accord or at the requisition of Sub-Inspector under him take an active part in the detection of cases of which information was received by them and also in important cases seek the permissions of the courts concerned to conduct the prosecutions.

(v)
The Sadar Inspector when a Headquarter will attend the Excise Office and compare the entries in chalan register which Chalans and to such other months the absence of the Supdt. of Excise from Headquarters as the Superintendent may think necessary and permit.

(vi)
He must inspect all Excise shops in his jurisdiction.
(vii)
He must examine the records kept by the Sub-Inspector. The inspection notes will be forwarded to the Supdt. of Excise who will bring to the notice of the Collector points, if any, which require his orders.

DUTIES OF SUB-INSPECTORS OF EXCISE:


The principal duties of Excise Sub-Inspectors are following:-

1. To detect Excise offences against the Excise, Opium Dangerous Drugs trading.

2. To cheek movements of old convicts in their jurisdictions.

3. To take measure for the prevention of drunkenness.

4. To inspect shops licensed for retail sale of intoxicants and Opium other than denatured spirit throughout their charge at least once a month. Tari and Pachwai shops should be visited once in two months. Denatured spirit shops and premises of persons licensed to possess or sell dangerous drugs should be inspected quarterly.

5. To check the licensee’s accounts.

6. To examine the weights and measures in use in Excise shops.

7. To inspect passess granted for the conveyance of intoxicants, dangerous drugs and Opium and to see they do not cover articles for which duty or fee as the case may be, has not been paid.
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Procedure followed in decision making process

{Section 4 (1) (b) (iii)}
Procedure can be described both in narrative form and through Flow Process Chart narrative form the stages through which a proposal passes, the levels at which it gets examined and the final authority to which it has to go for approval may be explained.

	Sl. No.
	             Activity
	  Level of action
	 Time frame

	1
	To  prepare report
	Head Clerk
	

	2
	To prepare Bill & submitted to treasury  
	Sr. Clerk
	During the period dt.25-30 every month

	3
	To take log book and then put up in file.
	Jr. Clerk 
	Next day

	4
	Issue of reply/disposal
	-do- 
	Within 3 days

	5
	To receive letters & put a diary number.
	Jr. Clerk
	Same day
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Norms for the discharge of functions

{Section-4(I)(b)(iv)}

Details of norms and standards set out can be given in respect of various activities. Some of the norms are indicated below as in illustration.

Illustration 

	Sl.No.
	Activity
	Time frame/Norm
	Remarks

	1
	Diary of letter 
	3 minutes per letter
	

	2
	Despatch of letter 
	5 minutes per letter
	

	3
	Typing job
	30 pages per day
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Rules, Regulation, instructions, manuals and records for discharging function

Section-4(1)(b)(v)



The rules, regulations, Bihar & Orissa Excise, Act, 1915 and instructions are inscribed in four manuals, which are called O.E.M. Vol. I, II, III and IV. These four volumes are scrupulously followed for its functions and for performance of duties by employee.
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A statement of the categories of documents that are held by it for under its control 

(Section 4(I) (b) (vi))

Details 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. 

(An 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
	All Paper, Register  and Case Records
	Available
	--
	Category-A

Permanent in nature

	2
	All the papers relating  to correspondence 
	Available
	--
	Category-B

Preserved for 12 years

	3.
	All reports and returns
	Available
	--
	Category-C

Preserved for 1 year
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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]

(Section 4(I)(b)(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 or implementation thereof.


No.
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A statement of boards, council, committees and other bodies constituted 

[Section 4(1)(b)(viii)]



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



No.
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Directory of Officers and employees

Section-4(1)(b)(ix)

Directory

	Sl. No
	Name of the officer
	Designation
	Station
	Phone No.

	1.
	Nepal Ch. Sethi,O.E.S.(II)
	I/C.Supdt. of Excise
	Keonjhargarh
	06766-255452

	2.
	Shishir Ku. Naik,O.E.S.(II)
	Dy.Supdt.of Excise
	Keonjhargarh
	

	3.
	Bhimasen Majhi
	Inspector of Excise
	Keonjhargarh/ Patna
	

	4.
	Chanchal Ku. Pattnaik
	Inspector of Excise
	Champua
	

	5.
	Sankarsan Naik
	Inspector of Excise
	Anandapur
	

	6.
	Dinadayal Panigrahi
	S.I. of Excise
	Joda
	

	7.
	Muralidhar Biswal
	S.I. of Excise
	Barbil
	

	8.
	Ranjit Kumbhar
	S.I. of Excise
	Champua
	

	9.
	Pradeep Ku. Sahoo
	S.I. of Excise
	Keonjhargarh/ Ghatagaon
	

	10.
	Jhasaketan Bariha
	S.I. of Excise
	Keonjhargarh/ Telkoi
	

	11.
	Sumitra Oram
	S.I. of Excise
	Anandapur
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The monthly remuneration received by each of the officers and employees, including the system of compensation as provided in the regulations

Section-4(I)(b)(x)

	Sl. No
	Name of the officers
	Designation
	Pay scale
	Monthly Remuneration

	1.
	Nepal Ch. Sethi,O.E.S.(II)
	I/C.Supdt. of Excise
	Rs.9300-34800
	

	2.
	Shishir Ku. Naik,O.E.S.(II)
	Dy.Supdt.of Excise
	Rs.9300-34800
	Rs.26112

	3.
	Bhimasen Majhi
	Inspector of Excise
	Rs.9300-34800
	

	4.
	Chanchal Ku. Pattnaik
	Inspector of Excise
	Rs.9300-34800
	

	5.
	Sankarsan Naik
	Inspector of Excise
	Rs.9300-34800
	

	6.
	Dinadayal Panigrahi
	S.I. of Excise
	Rs.5200-20200
	Rs.15438

	7.
	Muralidhar Biswal
	S.I. of Excise
	Rs.5200-20200
	Rs.16019

	8.
	Ranjit Kumbhar
	S.I. of Excise
	Rs.5200-20200
	Rs.17749

	9.
	Pradeep Ku. Sahoo
	S.I. of Excise
	Rs.5200-20200
	Rs.15403

	10.
	Jhasaketan Bariha
	S.I. of Excise
	Rs.5200-20200
	Rs.11389

	11.
	Sumitra Oram
	S.I. of Excise
	Rs.5200-20200
	Rs.10565

	12.
	Madan Sundar Mishra
	A.S.I. of Excise
	Rs.5200-20200
	Rs.15755

	13.
	Kirtanbihari Hasda
	A.S.I. of Excise
	Rs.5200-20200
	Rs.13563

	14.
	Purnendu Ku. Rout
	A.S.I. of Excise
	Rs.5200-20200
	Rs.13068

	15.
	Spandan Ku. Mohanty
	A.S.I. of Excise
	Rs.5200-20200
	Rs.13693

	16. 
	Chandramani Pradhan
	A.S.I. of Excise
	Rs.5200-20200
	Rs.12686

	17.
	Pranaballav Jena
	Excise Constable
	Rs.5200-20200
	Rs.12619

	18.
	Maharshi Mallick
	Excise Constable
	Rs.5200-20200
	Rs.13097

	19.
	Arun Ku. Swain
	Excise Constable
	Rs.5200-20200
	Rs.12700

	20.
	Laxmidhara Sahoo
	Excise Constable
	Rs.5200-20200
	Rs.12892

	21.
	Sridhar Mohanty
	Excise Constable
	Rs.5200-20200
	Rs.12422

	22.
	Purna Ch. Nayak
	Excise Constable
	Rs.5200-20200
	Rs.12700

	23.
	Surendra Ku. Panda
	Excise Constable
	Rs.5200-20200
	Rs.12038

	24.
	Duryadhan Prusty
	Excise Constable
	Rs.5200-20200
	Rs.12038

	25.
	Krushna Ch. Chakra
	Excise Constable
	Rs.5200-20200
	Rs.12038

	26.
	Rabindra ku. Murmu
	Excise Constable
	Rs.5200-20200
	Rs.12494

	27.
	Lambodar Behera
	Excise Constable
	Rs. 4440-7440
	Rs.9850

	28.
	Pradeep Ku. Behera
	Excise Constable
	Rs.5200-20200
	Rs.12038

	29.
	Purna Ch. Saha
	Excise Constable
	Rs.5200-20200
	Rs.12524

	30.
	Rangadhara Patra
	Excise Constable
	Rs.5200-20200
	Rs.12524

	31
	Padmalochan Naik
	Excise Constable
	Rs. 4440-7440
	Rs.11240

	32.
	Narendra Ku. Sahoo
	Excise Constable
	Rs. 4440-7440
	Rs.11590

	33.
	Sarangadhar Marandi
	Excise Constable
	Rs. 4440-7440
	Rs.10917

	34.
	Janardan Palei
	Excise Constable
	Rs. 4440-7440
	Rs.12029

	35.
	Laxman Ku. Naik
	Excise Constable
	Rs. 4440-7440
	Rs.11851

	36.
	Ranjan Ku. das
	Excise Constable
	Rs. 4440-7440
	Rs.12029

	37.
	Fulamani Naik
	L. Excise Constable
	Rs. 4440-7440
	Rs.12029

	38.
	Puspalata Goswami
	L. Excise Constable
	Rs. 4440-7440
	Rs.11590

	39.
	Ranjan Ku. Sahoo
	Excise Constable
	Rs. 4440-7440
	Rs.11234

	40.
	Balabhadra Rout
	Excise Constable
	Rs. 4440-7440
	Rs.11659

	41.
	Susanta Ku. Rout
	Excise Constable
	Rs. 4440-7440
	Rs.8805

	42.
	Prahallad Mahanta
	Excise Constable
	Rs. 4440-7440
	Rs.8805

	43.
	Ranjan Ku. Patra
	Excise Constable
	Rs. 4440-7440
	Rs.8805

	44.
	Akhila Ch. Sardar
	Excise Constable
	Rs. 4440-7440
	Rs.9138

	45.
	Tapan ku. Sahoo
	Excise Constable
	Rs. 4440-7440
	Rs.9138

	46.
	Prasanta Ku. Parida
	Excise Constable
	Rs. 4440-7440
	Rs.8805

	47.
	Rasmirekha Mahanta
	L.Excise Constable
	Rs. 4440-7440
	Rs.9138

	48.
	Jatindra Ku. Mahanta
	Excise Constable
	Rs. 4440-7440
	Rs.8290

	49.
	Krushna Sundar Sethy
	Excise Constable
	Rs. 4440-7440
	Rs.8290

	50.
	Sangita Naik
	L.Excise Constable
	Rs. 4440-7440
	Rs.8290

	51.
	Jagannath Bhitiria
	Excise Constable
	Rs. 4440-7440
	Rs.8604

	52.
	Nityananda Dehury
	Head Clerk
	Rs. 9300-34800
	Rs.23577

	53.
	Sibana Soren
	Sr. Clerk
	Rs.5200-20200
	Rs.14111

	54.
	SK. Jakir Hossain
	Jr. Clerk
	Rs.5200-20200
	Rs.14511

	55.
	Radhagobinda Sahoo
	Jr. Clerk
	Rs.5200-20200
	Rs.14380

	56.
	Bijayalaxmee Patra
	Jr. Clerk
	Rs.5200-20200
	Rs.10028

	57.
	Raghunath Singh
	Driver
	Rs.5200-20200
	Rs.14303

	58.
	Sarat Ku. Sahoo
	Chowkidar
	Rs. 4440-7440
	Rs.11220
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The budget allocated to each agency

[Section 4(I)(b)(xi)

Non-Plan budget

Non-Plan budget.
	Major Head
	Activities to be reformed
	Sanctioned Budget
	Budget Estimate
	Revised Estimate
	Expenditure for the last year

	D. No. 26-2039-00 State Excise.
	Pay
	7730000
	
	
	3669545

	
	D.P
	100000
	
	
	996772

	
	D.A
	2111600
	
	
	1872635

	
	HRA
	719000
	
	
	315198

	
	RCM
	10000
	
	
	2991

	
	O.A
	105000
	
	
	89996

	
	T.E
	70000
	
	
	70000

	
	Elc.Dues
	20000
	
	
	11868

	
	Water Charges
	10000
	
	
	---

	
	Telp. Ch.
	8000
	
	
	4661

	
	M.V.
	85000
	
	
	70000

	
	O.C.
	40000
	
	
	30000

	
	S.S.E
	5000
	
	
	---

	
	C.C.
	5000
	
	
	8000

	
	U.C.F
	10000
	
	
	---

	
	Arr. Pay
	1500000
	
	
	1653405

	D No 2052 

S.G.S
	F.A.
	90000
	
	
	90000
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The manner of execution of subsidy program

[Section-4(I)(b)(xii)]



The manner of execution of subsidy Programme including the amount allocated and the details of beneficiaries of such programmes.



                         No.
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Particulars of recipients of concessions, permits or authorizations granted

[Section 4(1) (b) (xiii)]



Particulars of recipient of concessions permits of authorization granted by it.



                           No.
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Information available in an electronic form

[Section 4(1)(b)(xiv)]






No
Manual-15

Particulars of  available to citizens for obtaining information

[Section 4(1)(b)(xv)]



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



                           No.
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Name,  designation and other particulars of Public Information Officers 

[Section 4(1)(b)(xvi)]



Sri Nepal Ch. Sethy, O.E.S. (II) In charge Supdt. of Excise, Keonjhar.
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Other information may be prescribed

[Section 4(1) (b) (xvii)]

All other information as may be prescribed for dissemination shall be collated, tabulated, compiled, collected and provided in the form of manual from time to time.









Superintendent of Excise











Keonjhar.
