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Chapter-1
INTRODUCTION

1.1. Please throw light on the background of this hand-book ( Right to Information Act. 2005 )

With a view to ensure greater and more effective access to information, the Government of India enacted the Freedom of Information Act, 2002. The National Advisory Council suggested certain important changes to be incorporated in the existing Acts with a view to ensure smoother and greater access to information. The Government of India on examination of the suggestions put forward by National Advisory Council found that the important changes proposed include establishment of an appellate machinery to review the decisions of the Public Information Officers; Penal provisions for failure to provide information as per law, provisions to ensure maximum disclosure and minimum exemptions and effective mechanism for access to information and disclosure by competent authorities etc. In view of the radical changes proposed in the existing Act, the Government of India decided to repeal the Freedom of Information Act, 2002. In order to provide effective frame work for effectuating the right to information recognized under the Article 19 of the Constitution of India. Government of India passed the Right to Information Act, 2005 which received the assent of the President on 15th June, 2005.

1.2. Objective/purpose of this hand-book.

The Act is framed to provide for setting out the practical regime of right to information for citizens to secure access to information under the control of public authorities, in order to promote transparency and accountability in the working of every public authority.

1.3. Who are the intended users of this hand-book?

General public.

1.4. Organisation of the information in this hand-book.

Articulate and illustrative.

1.5. Definitions ( Please provide definitions of various terms used in the hand-book )

Information- means any material in any form, including records, documents, memos, e-mails, opinions, advices, press releases, circulars, orders, logbooks, contracts, reports, papers, samples, models, data material held in any electronic form and information relating to any private body which can be accessed by a public authority under any other law for the time being in force.

Public authority- means any authority or body or institution of self-government established or constituted-

A. by or under the Constitution;

B. by any other law made by Parliament;

C. by any other law made by State Legislature;

D. by notification issued or order made by the appropriate Government;

(i) body owned, controlled or substantially financed;

(ii) non- Government organization substantially financed, directly or indirectly by funds provided by the appropriate Government;

 Record  includes-

(a) any document, manuscript and file;

(b) any microfilm, microfiche and facsimile copy of a document;

(c) any reproduction of image or images embodied in such microfilm         ( whether enlarged or not); and

(d) any other material produced by a computer or any other device;

Right to information means the right to information accessible under this 
Act 

which is held by or under the control of any public authority and 


includes the 
right to-

(i) inspection of work, documents, records;

(ii) taking notes, extracts or certified copies of documents or records;

(iii) taking certified samples of material;

(iv) obtaining information in the form of diskettes, floppies, tapes, video cassettes or in any other electronic mode or through printouts where such information is stored in a computer or in any other device;

State Information Commission: means the State Information Commission constituted under Sub-section (1) of Section 15,

State Chief Information Commissioner- and “State Information Commissioner” mean the State Chief Information Commissioner and the State Information Commissioner appointed under 
Sub-section (3) of Section 15;

State Public Information Officer- means the State Public Information Officer designated under Sub-section (1) and includes a State Assistant Public Information Officer designated as such under Sub-section (2) of Section 5; 


1.6. Contact person in case some body wants to get more information on topics covered in the hand-book as well as other information also.

Deputy Collector Revenue-cum-Executive Magistrate, Sub-Collector Office, Anandapur.
1.7. Procedure and Fee Structure for getting information not available in the hand-book.

Person seeking information has to apply in prescribed format with application fee of Rs.10/- in the form of cash/ treasury challan. The said information will be prepared by the public authority and the applicant will be informed to deposit the cost of providing information as per list detailed below.


Typed copy/ Photocopy in A4 paper
- Rs.2/- per page


Print out from computer


- Rs.5/- per page


CD with cover



- Rs.50/- per CD


Floppy Diskette



- Rs.50/- per floppy

On payment of the cost the information, the same will be provided to the applicant by the Public Information officer/ Asst. Public Information Officer.
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PARTICULARS OF ORGANISATION, FUCTIONS AND DUTIES

          [Sec-4(1) (b) (i)]      

2.1 Objective/purpose of the public authority.  



Anandapur Sub-Divisional office with Headquarters at Anandapur in the District of Keonjhar function as an Administration unit of the State of Odisha. The main function and duties of the office are summed up below:

a) 
Administration of Law & Order.
b) 
Administration of Relief & Emergency in case of natural calamities and other 
disasters.
c) 
Implementation of various Social Welfare Schemes.
d) 
Ensure Food Security & Administration of Public Distribution System.
e)
Preparation of Electoral Roll & conduct of Election.
f)
Administration of Land Revenue & other land related matters.
g)       Protection of Human Rights.
h)
Protection of Rights of Weaker Section like Schedule Tribe, Schedule Caste and 
other Minority groups.
i) 
Supervision of Health & Education.
j) 
Supervision of other Developmental matters.
k) 
Redressal of Public Grievances. 
2.2  Details of Service Rendered: 

   
    The Organization function with its main aims and objectives as indicated in Para No.1. However the details of service rendered by the organization are briefed below:


a) 
Supply of essential commodities.

b)
Issue of Ration Card.

c) 
Issue of Electors' Photo Identity Card.

d) 
Issue of Birth & Death Certificates.

e)
Sanction of NOAP/ SOAP/ MBPY/ NFBS etc.

f) 
Issue of Solvency Certificates.

g) 
Issue of Certificated copies of Documents/ Case records held under the 

control of 
the organization.

h) 
Issue of permit for use of Loud Speaker, Fire works etc.

i)
Issue of permission to transfer land in case of Schedule Tribe & Schedule 

Caste.

j) 
Provide information under Right to information Act.

K)
Conducting Cases under appeal, OLR, OPDR, Criminal & other Revenue 

Cases.
2.3  Brief history of the public authority & context of its formation. 

            This Sub-Collector Office started functioning from Dt. 01.12.1945. [As mentioned in incumbency Chart]
2.4  Duties of the public authority.

To maintain law & order & supervision of the developmental work of the Sub-Division. 

2.5  Main activities/functions of the public authority:- 

a) Provide relief & rehabilitation during natural calamity. 

2.6  List of services being provided by public authority with a brief write- up. 

a) Relief and rehabilitation work during natural calamity. 

b) Execution & disposal of certificate cases. 

2.7  Expectation of the public authority from the public for enhancing its effectiveness & efficiency.

Good behavior & cooperation is expected.   

2.8  Arrangements & methods made for seeking participation / contribution.

There is regular interaction between this organization and citizen in order to let them know the rules of this organization and its aims and objectives. In citizen interface counter people get information and copies of land related documents.

2.9  Mechanism available for monitoring the service delivery & public grievance resolution: 

Soon after receipt of the grievance from any quarter such petition is entered in Grievance Register duly opened and maintained. If enquired, enquiry is made either at the Sub-Collector level or Sub-ordinate office level. 

Grievance of public is heard on every Saturday at 11.00 A.m.. 

2.10 Addresses of the main office & other offices at different levels:






Main office :
OFFICE OF THE SUB-COLLECTOR & SUB-DIVISIONAL MAGISTRATE,
ANANDAPUR,AT-ANANDAPUR, KEONJHAR
Pin- 758015
SUB-ORDINATE OFFICES:

1. Tahasil Office, Anandapur, At-Ghasipura, Keonjhar

               
.

2. Tahasil Office, Ghasipura, At-Ghasipura, Keonjhar

3. Tahasil Office, Hatadihi, At- Hatadihi, Keonjhar

4. Block Development Office, Anandapur, At- Anandapur, Keonjhar

5. Block Development Office, Ghasipura, At-Ghasipura, Keonjhar

6. Block Development Office, Hatadihi, At- Hatadihi, Keonjhar

7. C.D.P.O, Anandapur, At- Anandapur, Keonjhar

8. C.D.P.O, Ghasipura, At- Ghasipura, Keonjhar

9. C.D.P.O, Hatadihi, At- Hatadihi, Keonjhar




2.11  Morning hours of the  office : 10.00AM to 1.30 PM
   Closing hours of the Office   :  2.00PM to 5.00 PM. 


In the time of summer, office functions from 7.00 AM to 1.00 PM.





Chapter-3 (Manual-2)



Powers and duties of Officers and Employees



[Sec-4(1) (b) (ii)]      
3.1 Please provide details of the powers and duties of officers and employees of the organization. 
	Designation 
	Sub-Collector

	Powers
	Administrative
	Maintain law & order & Disposal of cases, supervision of developmental works. 

	
	Financial
	Drawing & disbursing of salary, allowances, prize money & contingent expenditure.



	
	Statutory
	SDM as per (CrPC-1973 (new) Explosive Act-1884, Maintenance of law and order Orissa Money lending Act 1939, Inquest under 176 IPC. The cinematography Act- 1957. Holding of Sub- divisional Magistrate court and to deal in cases under preventive sections U/S 97,107,109,110,144,145,133,147, Cr.PC- 1973 (1973), holding Certificate Court under Orissa Public Demand, Recovery Act- 1972., Issue of Solvency Certificate, To grant of permission U/S 22 of OLR Act and Restoration of possession of land of SC/ST persons U/S 23, 23-A of OLR Act. Public distribution system Essential Commodities Act- 1955, PDS Control Order- 2002. Appointment of Agents under standardized Agency system, issue of gift coupon to investors as small savings incentive Schemes Rules- 1993 Dowry Prohibition Act- 1961, Panchayat Samiti Act- 1959 Orissa Grama panchayat Act-1964, Orissa Grama panchayat rules, 1968, Orissa Gama Panchayat Election rules, 1965 OLR 22 & 23-A under Orissa Land Reforms Act.1960. Orissa Govt. Land Settlement Act, 1962, Orissa Public premises Eviction Act. 1972, Orissa Mutation Manual 1962, Indian Stamp Act. 1987, Orissa miscellaneous Certificate Rules, 1984, Arms Act, 1959, Bonded labour system Act. 1976, Immoral Traffic prevention Act. 1956, Police Act. 1961, Press Registration of books Act. 1867, Prevention cruelty to animal Act. 1989, Wakf of Act. 1954, Oath Act. 1969.

	Duties
	 Dispose of various revenue cases, distribute relief during natural calamity,  Sanction fire accident relief, Maintains the office, draw & disburse salary and allowances to all staff, Annual verification of Accounts i.e. saltamami as per M.T.A.

	Designation


	Deputy Collector, Revenue (Revenue Officer)

	Powers
	Administrative
	General supervision of the office ,

Misc. enquirers on administrative matters.       

	
	Statutory
	Maintenance of law and order Inquest U/S 176 IPC, Holding of Executive Magistrate court under preventive Sections of 107, 109, 114, 145 & 147 of criminal procedure code 1973 (Cr. P.C) holding of certificate court under Orissa public Demand Recovery Act, Assistant Electoral,

Issue of Birth & Death Certificates Advocates Birth & death registration Act, 1969, Certificate cases under OPDR Act, Establishment, Revenue cases-lease, alienation etc

	Duties
	To supervise works of Clerks in respect of sections allotted including record Keepers/ Nazir

	Designation


	Deputy Collector, Nizarat

	
	Administrative
	

	
	Financial
	

	
	Statutory
	Maintenance of law and order Inquest U/S 176 IPC, Holding of Executive Magistrate court under preventive Sections of 107, 109, 114, 145 & 147 of criminal procedure code 1973 (Cr. P.C) holding of certificate court under Orissa public Demand Recovery Act, Assistant Electoral,Issue of Birth & Death Certificates Advocates Birth & death registration Act, 1969, Certificate cases under OPDR Act,

	Duties
	Keep cash, accounts and all related registers and correspondences; stock and store; distribute relief materials.

	Designation


	Sub-Divisional Panchayat Officer (SDPO)

	Powers


	The SDPO is competent to supervise the work of GPEOs in different Blocks. He is also assigned to receive the proposal in form No.18 from GPEOs. He can also inspect G.P. officers.

	Duties
	Various enquiry of petition of allegation regarding GP administration Processing the files for:

 Fixation of upset price of public properties. 

Approval of bid sheet for auction. Review of meeting proceedings.

Other G.P. related matters.

	Designation


	Additional District Welfare Officer (ADWO)

	Duties
	Matters relating to ST & SC Act and Rules, 
Visit of Sevashram under SSD, Post Matric Scholarship, ORV Act



	Designation


	Assistant Civil Supply Officer (ACSO)

	Powers
	Administrative
	To Supervise the works of Supply Inspectors, Inspection of retail shop

	
	Financial
	Drawing disbursing Officer in respectof civil supplies staff attached to the Sub-Division.



	
	Others
	To exercise the powers and functioning as delegated in different control orders read with Section-3 of the E.C. Act, 1955

	Duties
	Ensure proper lifting & distribution of stocks through retail out let to the targeted PDS consumers

Conduct checks & raids for effective enforcement of different control orders issued U/s 3 of the EC Act

Supervise work of inspectors working at block & NAC

To monitor & supervise procurement of paddy operation

	
	

	
	

	Designation


	Sub-Divisional Social Welfare Officer (S.S.W.O.)

	
	Administrative
	 To supervise the works of S.E.Os in different blocks.

	
	Financial
	 

	
	Others
	 As empowered under provisions of M.T.A.

	Duties
	Provides various schemes like Old Age Pension, Widow Pension etc.

	Designation
	 Head Clerk

	
	Administrative
	Control over staff, supervision and monitoring of ministerial staff, daily routine jobs of employees & in-charge of Record Room.

	
	Financial
	Cash verification ensuring U.C. and cash deposits as Head Accountant of the Office.



	
	Others
	Watching to movements of files and carrying out orders

	Duties
	 Maintain corresponding registers, maintain Index register & ensure that all reports/ returns receive public papers on behalf of Sub-Collector & maintain Official Works.

	Designation
	Revenue Assistant

	
	Administrative
	

	
	Financial
	

	
	Others
	

	Duties
	Deals with all correspondence files, Prepare case records for recommendation to district office.

	Designation
	 Establishment Asst.

	
	Administrative
	

	
	Financial
	

	
	Others
	

	Duties
	Deals with all correspondence files, Deals with establishment matters of all staff.

	Designation
	Bench Clerk

	
	Administrative
	

	
	Financial
	

	
	Others
	

	Duties
	 Custodian of case records. Scrutinize application & connected documents, reports and put up to Revenue Officer & Sub-Collector for orders, maintains case registers, court diary ect. And comply the orders.

	Designation
	 Nazir

	
	Administrative
	

	
	Financial
	

	
	Others
	

	Duties
	 Deals with all correspondence files, Keep cash, accounts and all related registers and correspondences; stock and store; distribute relief materials.

	Designation
	Emergency Assistant

	
	Administrative
	

	
	Financial
	

	
	Others
	

	Duties
	Deals with all correspondence files. Provide relief during all emergent natures of works like disaster managements during famine, drought, flood, fire and other natural calamities and weather reports, Functioning of Control Room, Relief Work, Natural Calamity Meeting & Other Emergency Meetings. 

.

	Designation
	Development Assistant

	
	Administrative
	

	
	Financial
	

	
	Others
	

	Duties
	Deals with all correspondence files.Receive applications & letters  regarding development work & Comply.

	Designation
	Diary Assistant

	
	Administrative
	

	
	Financial
	

	
	Others
	

	Duties
	Receive & issue all correspondence letters.

	Designation
	General & Misc. Assistant

	
	Administrative
	

	
	Financial
	

	
	Others
	

	Duties
	Deal with all miscellaneous work like meeting, conference, grievance petition. 

	Designation
	Junior Clerks

	Duties
	Attached to all Sr. Clerks in different sections.

	Designation
	Election Assistant

	
	Administrative
	

	
	Financial
	

	
	Others
	

	Duties
	Deals with all correspondence files regarding Election matters.

	Designation
	G.P. Assistant

	
	Administrative

	
	Financial
	

	
	Others
	

	Duties
	Deals with all correspondence files on Grampanchayat matters.

	Designation
	Debottar Assistant

	
	Administrative
	

	
	Financial
	

	
	Others
	

	Duties
	Deals with all correspondence files related to debottar matters.

	Designation
	                                     Welfare Assistant

	
	Administrative
	

	
	Financial
	

	
	Others

	Duties
	Deals with all correspondence files related to welfare matters.
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Procedure Followed in Decision Making Process
[Section-4 (1) (b) (iii)]

 
   Decision making process is mainly based on specific Acts and Rules and executive instruction issued from time to time.

1.
 In case of Administration of criminal matters dealt under the Cr. P.C., the petition after its registration is placed before the Sub- Divisional Magistrate or other Executive Magistrate for hearing. The Magistrate after due evidence and making such enquiry as deemed proper decides the petitions.

2. 
In case of Revenue and other Civil matter the petition of the first instance or the appeal petition after its registration is placed before the Sub-Collector who after taking such evidence and making such enquiry as deemed proper disposes the petitions.

3.
 In day to day matters relating to disposal of letters the procedure runs through the following stages.

a)
 Stage-1: Registration of the letter by the Ministerial Officers-in-charge of diary and dispatch.
b) 
Stage-2: Handing over the letter to the concerned Ministerial Officers-in-charge of particulars section.
c) 
Stage-3: Processing of file by the concerned ministerial officers and placing same to the Sub-Collector through Revenue Officer/ Nizarat Officer.
d)
 Stage-4: Final order and disposal by the Sub-Collector
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Norms for Discharge of Functions

[Section-4 (1) (b) (iv)]

    The Norms for discharge of various functions are governed by various Acts, Rules and Executive instructions issued from time to time by the Government and higher officers.
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Rules, Regulations, Instructions, Manuals & Records for Discharging Functions

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

	Sl. No.
	Name / Title of the Document
	Type of Documents
	Brief write up of the Documents
	From where one can get a Copy of Rules, Regulations, Instructions, Manual and Records

	1
	2
	3
	4
	5

	1
	Administration of Preventive sections under Cr. Pc.
	Section
	-
	-

	2
	Disposal of Appeal cases under Orissa Mutation Manual, Orissa Govt. Land Settlement Act, Orissa Prevention of Land Encroachment Act, Orissa Land Reforms Act
	Act
	-
	-

	3
	Disposal of cases under OPDR Act, Regulation 2/56
	Act
	-
	-

	4
	Implementation of Bonded Labour Abolition Act, 1976
	Act
	-
	-

	5
	Birth & Death Registration Act
	Act
	-
	-

	6
	Prevention of Atrocity Act
	Act
	-
	-

	7
	Implementation of Orissa Fireworks & Loud Speaker Act
	Act
	-
	-

	8
	Disposal of cases under OPDR Act
	Act
	-
	-

	9
	To exercise the powers and functions as delegated in different control orders read with Section 3 of the E.C. Act 1955
	Act
	-
	-
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Categories of Documents Under Control

[Section-4 (1) (b) (vi)]

	Sl.
No.
	Name of Record
	Details of Information Available 
	Procedure to Obtain the Documents
	Remarks

	1
	2
	3
	4
	5

	1
	All files & registers as per file Index register maintained under Orissa Records Manual 1964
	All correspondence received
	-
	-

	
	
	All correspondence issued
	 
	 

	2
	Case Records
	Criminal cases
	 
	 

	
	
	Revenue cases
	 
	 

	
	
	Other cases
	 
	 

	3
	Cash & Nizarat
	Cash Books
	 
	 

	
	
	Bank Pass Books
	 
	 

	
	
	Money receipts
	 
	 

	
	
	Stock Registers
	 
	 

	4
	Establishment
	Service Books of employees
	 
	 

	5
	Bill & Budget
	Bill Register
	 
	 

	
	
	Book of Drawal
	 
	 

	
	
	Aquittance Roll
	 
	 

	6
	Election
	Photo Electoral Roll
	 
	 

	7
	Civil Supplies
	Register of Retailers
	 
	 

	
	
	Register of Security Deposit by Retailers
	 
	 

	
	
	Register of Consumers cards
	 
	 

	
	
	PDS Allotment Register
	 
	 

	8
	Record Room
	All Records as consigned from time to time
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Particulars of Arrangement in Formulation of Policy

[Section-4 (1) (b) (vii)]

Not Applicable
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Boards, Councils, Committees & Other Bodies Constituted

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

	Sl. 
No.
	Name
	Type of Affiliated Body
	Brief Introduction 
	Role
	Structure and Member Composition

	1
	2
	3
	4
	5
	6

	1
	Sub-Divisional Forest Rights Committee constituted under Schedule Tribe & Other Traditional Forest Dwellers (Recognition of Forest Rights) Act
	Committee, Act
	-
	-
	-

	2
	Sub-Divisional Vigilance & Monitoring Committee under Bonded Labour Abolition Act
	Act
	-
	-
	-
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Directory of Officers and employees.


[Sec-4(1) (b) (ix)]
The Name, designation and other particulars of public information officers

Name of the public authority- Sub-Collector Office, Anandapur
Assistant Public Information Officers

	Sl.No 
	Name 
	Designation 
	S.T.D Code. 
	Telephone No 
	Fax. 
	E-mail address
	Postal address 

	1
	Sri Ramrai Tudu
	S.S.W.O.
	06731
	Office 
	Home
	----
	----
	Sub-Collector Office, Anandapur
At/Po. Anandapur.

	
	
	
	
	220245
	---
	
	
	


Public Information Officer. 

	Sl.No 
	Name 
	Designation 
	S.T.D Code. 
	Telephone No 
	Fax. 
	E-mail address
	Postal address 

	1
	Sri Rabindra Nath Swain,

O.A.S.(I) J.B.

 
	Revenue Officer

	06731
	Office 
	Home
	----
	----
	 Sub-Collector Office, Anandapur

At/Po. Anandapur

	
	
	
	
	220245
	-----
	
	
	


Department Appellate Authority 

	Sl.
No 
	Name 
	Designation 
	S.T.D Code. 
	Telephone No 
	Fax. 
	E-mail address
	Postal address 

	1
	Sri Madhusudan Dash, O.A.S-(I) (SB)
	Sub-Collector, Anandapur. 
	06731
	Office 
	Home
	----
	----
	Sub-Collector Office, Anandapur

At/Po. Anandapur

	
	
	
	
	220245
	
	
	
	


Directory of Officers and employees.

	Name 
	Designation 
	STD Code 
	 Phone No.
	Fax 
	E-mail address
	Address. 

	
	
	
	Office 
	Home
	
	
	

	Sri Madhusudan Dash, O.A.S(I) SB
	Sub-Collector
	06731
	220245
	
	
	
	Sub-Collector Office, Anandapur.



	Sri Rabindra Nath Swain, O.A.S.(I) JB
	Revenue Officer
	06731
	220245
	
	
	
	do

	Sri Ram Rai Tudu
	S.S.W.O
	06731
	220245
	
	
	
	do

	Sri Sadhu Charan Das
	Head Clerk
	06731
	220245
	
	
	
	do

	Jatindra Kumar Baitha
	    Sr. Clerk
	06731
	220245
	
	
	
	

	Dayanidhi Sethy
	    Sr. Clerk
	06731
	220245
	
	
	
	do

	Niranjan Sahoo
	Sr. Clerk
	06731
	220245
	
	
	
	do

	Krisnaswami Sethy
	Sr. Clerk 
	06731
	220245
	
	
	
	do

	Kunal Chandra Das
	Sr. Clerk 
	06731
	220245
	
	
	
	do

	Biswanath Barik
	Sr. Clerk
	06731
	220245
	
	
	
	do

	Bidyadhar Rout
	Sr. Clerk
	06731
	220245
	
	
	
	do

	Sushama Tripathy
	Sr. Clerk
	06731
	220245
	
	
	
	do

	Sraban Kumar Parida
	Sr. Clerk
	06731
	220245
	
	
	
	do

	Satyajit Pattanaik
	Jr. Clerk
	06731
	220245
	
	
	
	do

	Janmejaya Satapathi
	Jr. Clerk
	06731
	220245
	
	
	
	do

	Shubhasmita Jena
	Jr. Clerk
	06731
	220245
	
	
	
	do

	Hamalata Das
	Jr. Clerk
	06731
	220245
	
	
	
	do

	Rahit Kumar Mahanta
	Jr. Clerk
	06731
	220245
	
	
	
	do

	Manas Kumar Sahoo
	Jr. Clerk
	06731
	220245
	
	
	
	do

	Pankajasan Kahali
	Jr. Clerk
	06731
	220245
	
	
	
	do

	Barun Kumar Palei
	Jr. Clerk
	06731
	220245
	
	
	
	do

	Santosh Kumar Sidu
	Jr. Clerk
	06731
	220245
	
	
	
	do

	Chhayabati Ojha
	Peon
	-
	-
	
	
	
	do

	 Bijaya kumar Chakra
	Peon
	-
	-
	
	
	
	do

	Basanti Murmu
	Peon
	-
	-
	
	
	
	do

	Sukanti Behera
	Peon
	-
	-
	
	
	
	do

	Bhodei Sethy 
	Peon
	-
	-
	
	
	
	do

	Sankarsan Naik
	Peon
	-
	-
	
	
	
	do

	Kulamani Sahoo
	Tindal
	-
	-
	
	
	
	do

	Sudarshan Naik
	Boat Man
	-
	-
	
	
	
	do

	Sabitri Mukhi
	Sweeper
	-
	-
	
	
	
	do

	Atula Sahoo
	Choukidar
	-
	-
	
	
	
	do

	Prafull Kumar Sahoo
	Launch Driver
	-
	-
	
	
	
	do

	Sudhir Kumar Baral
	Boat Khalashi
	-
	-
	
	
	
	do

	Maheswar Naik
	Boat Khalashi
	-
	-
	
	
	
	do
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The monthly remuneration received by each of the officers & employees including the system of compensation as provided in the regulations. 






[Sec-4(1) (b) (x)]      
	Sl. No.
	Name
	Designation
	Monthly remuneration (Rs.)
	Compensation/compensatory allowance
	The procedure to determine the remuneration as given in the regulation.

	1
	Sri Madhusudan Dash, O.A.S(I) SB
	Sub-Collector
	41601.00
	Nil 
	

	2
	Sri Rabindranath Swain, O.A.S.(I) JB
	Revenue Officer
	29687.00
	Nil
	

	3
	Sri Ram Rai Tudu
	S.S.W.O
	34211.00
	Nil
	

	4
	Sri Sadhu Charan Das
	Head Clerk
	24227.00
	Nil
	

	5
	Jatindra Kumar Baitha
	        Sr. Clerk
	20143.00
	Nil
	

	6
	Dayanidhi Sethy
	        Sr. Clerk
	19531.00
	Nil
	

	7
	Niranjan Sahoo
	Sr. Clerk
	20124.00
	Nil
	

	8
	Krisnaswami Sethy
	Sr. Clerk 
	17020.00
	Nil
	

	9
	Kunal Chandra Das
	Sr. Clerk 
	18393.00
	Nil
	

	10
	Biswanath Barik
	Sr. Clerk
	18611.00
	Nil
	

	11
	Bidyadhar Rout
	Sr. Clerk
	18206.00
	Nil
	

	12
	Sushama Tripathy
	Sr. Clerk
	16988.00
	Nil
	

	13
	Sraban Kumar Parida
	Sr. Clerk
	17800.00
	Nil
	

	14
	Satyajit Pattanaik
	Jr. Clerk
	13994.00
	Nil
	

	15
	Janmejaya Satapathi
	Jr. Clerk
	15710.00
	Nil
	

	16
	Shubhasmita Jena
	Jr. Clerk
	15206.00
	Nil
	

	17
	Hamalata Das
	Jr. Clerk
	15710.00
	Nil
	

	18
	Rahit Kumar Mahanta
	Jr. Clerk
	10721.00
	Nil
	

	19
	Manas Kumar Sahoo
	Jr. Clerk
	12122.00
	Nil
	

	20
	Pankajasan Kahali
	Jr. Clerk
	11076.00
	Nil
	

	21
	Barun Kumar Palei
	Jr. Clerk
	11076.00
	Nil
	

	22
	Santosh Kumar Sidu
	Jr. Clerk
	11076.00
	Nil
	

	23
	Chhayabati Ojha
	Peon
	13166.00
	Nil
	

	24
	 Bijaya kumar Chakra
	Peon
	13370.00
	Nil
	

	25
	Basanti Murmu
	Peon
	9498.00
	Nil
	

	26
	Sukanti Behera
	Peon
	13526.00
	Nil
	

	27
	Bhodei Sethy 
	Peon
	12559.00
	Nil
	

	28
	Sankarsan Naik
	Peon
	13572.00
	Nil
	

	29
	Kulamani Sahoo
	Tindal
	13137.00
	Nil
	

	30
	Sudarshan Naik
	Boat Man
	12979.00
	Nil
	

	31
	Sabitri Mukhi
	Sweeper
	13370.00
	Nil
	

	32
	Atula Sahoo
	Choukidar
	12744.00
	Nil
	

	33
	Bharat Patra
	Peon
	12590.00
	Nil
	


Chapter 12 ( Manual- 11) 


  The Budget allocated to each agency. 

           [Sec-4(1) (b) (xi)]      

(Particulars of all plans, proposed expenditures 

   and reports on disbursement made)

            For other public authorities.

Chapter-13 (Manual-12) 

The Manner of Execution of Subsidy Programmes. 





             [Sec-4(1) (b) (xii)]      





Not applicable. 

 Chapter-14 ( Manual-13) 

           Particulars of receipts of concession, Permits or authorization granted.






[Sec-4(1) (b) (xiii)]  

                                                    Not applicable.
Chapter-15 ( Manual-14)

Norms set by it for the discharge of its functions.





         [Sec-4(1) (b) (xiv)]      
	Sl.No
	Activity
	Time frame
	Remarks

	1
	Diary of letter 
	3 minutes per letter 
	----

	2
	Despatch of letter  
	5 minutes per letter 
	----

	3
	Typing job 
	20 pages per day 
	----



	4
	Disposal of Revenue cases by Tahasildar 
	125 cases per month 
	----

	6
	Issue of certified copy of R.O.R. 
	30 copies per day 
	----

	7
	Issue of Misc certificates 
	30 certificates per day 
	----


Chapter- 16 ( Manual-15) 

Particulars of Facilities Available to Citizens for Obtaining Information 
[Section- 4 (1) (b) (xv)]
	Sl. 
No.
	Facility Available
	Nature of Information Available
	Working Hours

	1
	2
	3
	4

	1
	Information counter
	
	

	2
	Notice board
	
	

	3
	Issuing copies of required documents etc.
	
	

	4
	Inspection of records in office
	
	

	5
	Printed manual in the matter, if available
	
	


     Chapter- 17 ( Manual-16) 

Particulars of facilities available to citizens for obtaining information.




          [Sec-4(1) (b) (xvi)]      
	Sl. No 
	Facilities available
	Nature of information available
	Working hours

	1
	Information Counter 
	All the information 
	10 AM to 5 PM 

	2
	Web Site 
	Not available 
	

	3
	Office Library 
	Not available 
	 

	4
	Notice Board 
	All the tender paper, notice of auctions notice on employment facilities and requirement to the defence services. 
	10 AM to 5 PM 

	5


	Through New Paper


	Schedule of auction of minor minerals. 
	Before 1 month of auction schedule in the month of Jan/Feb each Year. 



	6
	Inspection of records in the Office. 
	All public documents. 
	10 AM to 5 PM 


Chapter- 18 (Manual- 17)

Other Useful Information.

[Sec-4(1) (b) (xvii)]      
18.1 Frequently Asked Questions and their answers by Public:


About the movement of Officers & staff; what are the prescribed forms for various revenue works; Channel of their works and time required for such works. Every thing is described in various manuals. Advance tour programmed is pasted in the notice board.

18.2 Related to seeking information.

A.  Application form.





FORM-A

[See Rule 4(1)]

Application for Information under Section of 6(1) of the Act
To


The Public Information Officer,

Sub-Collector’s Office Anandapur.

1. Full name of the applicant



- 

2. Father/ Spouse name



- 

3. Permanent address




- 
4. Particulars in respect of identity of the applicant – 

5. Particulars of information solicited:

a) Subject matter of information



- 
b) The period to which the information relates

- 

c) Specific details of information required

- 






d) Whether information is required by post or in person- 


 (The actual postal Charges Shall be included in providing information)

e) In case by post (Ordinary, registered or speed)
- 
6. Address to which information will be sent and in which form -











7. Has the information provided earlier 



- 
8. Is this information not made available by public authority
 -

9. Do you agree to pay the required fee



 - 
10. Have you deposited the application fee



 -                                                                          
(If yes , details of such deposit)

11. Whether belongs to BPL category, have you furnished the proof of the same – 
Place





Full Signature of the Applicant

Date







Address:-
B.  Fee.







PART-I

	Sl. No.
	Application Fee
	Rate to be Charged
	Mode of Deposit

	1
	Application fee seeking information
	Rs.10/- per application
	Treasury challan/ cash

	2
	Application fee for 1st appeal
	Rs.20/-
	Court fee stamp

	3
	Application for 2nd appeal
	Rs.40/-
	Court fee stamp








PART-II

	Sl. No.
	 Nature of information
	Rate to be Charged
	Mode of Deposit

	1
	Inspection of documents
	Rs.50/- per hour or fraction thereof
	By cash

	2
	Typed copy/photo copy in A4 paper
	Rs.2/- per page
	By cash

	3
	Print out from computer in A4 paper
	Rs.5/- per page
	By cash

	4
	CD with cover
	Rs.50/- per CD
	By cash

	5
	Floppy diskette
	Rs.50/- per floppy
	By cash

	6
	Maps & Plans
	Reasonable cost to be fixed by PIO
	By cash

	7
	Video cassette / micro film/ microfiche
	-do-
	By cash

	8
	Certified sample of material
	-do-
	By cash



C.  How to write a precise information request. – Information sought for must be clearly written.


D.  Right of the Citizen in case of denial of information and procedure to appeal.


Applicant will be intimated By PIO, the reasons for rejection of his/her application. If the applicant is not satisfied with the action of the PIO, He/ She can prefer an appeal before the 1st appellate authority within 30 days of such intimation.

18.3 With relation to training imparted to public by Public Authority- N.A.

18.4 With relation to Certificate, No objection certificate etc Issued by the Public Authority not included 
in Manual- 13:

A.   Name and description of the certificates and NOCs – Residence, caste, 


income, solvency, legal heir etc.

B.    Eligibility for applying
- permanent resident of the Tahasil 

C.    Contact information applying- Tahasildar, Keonjhar

D.    Application fee (Wherever applicable)- Rs.3/- (Court fee) 

E.     Other fees (Wherever applicable) -  Rs.20/- as user fee in case of computer 

generated residence & caste certificates.

F.     Application form (In case the application is made on plain paper, please 
mention the details 
which the applicant has to provide) – Form No.-1

G.      List of enclosures/ documents – Copy of R.O.R., Rent receipt, Voter 


Identity card, Death certificates in case of legal heir certificates.

H.      Format of enclosures/ documents- No specific format

I.        Process followed in the Public Authority after the receipt of application-                                           scrutiny & issue of Certificate.In case of legal heir certificate, 15 days proclamation is necessary

J.       Normal time taken for issuance of certificate- within one month

18.5 
With relation to registration process   - NA

18.6   With relation to collection of tax by Public Authority ( Municipal Corporation, Trade Tax, 
Entertainment Tax etc )   -NA

18.7    With relation to issuing new connection electricity / water supply, temporary  and 
permanent 
disconnection etc. ( This will be applicable to local bodies like 
Municipal  Corporation/ 
Municipalities/UPCL ) – NA

18.8   Details of any other public services provided by the public Authority- all described in above manuals.  
 

********
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