MANUAL-I

PARTICULARS OF ORGANISATION, FUNCTION AND DUTIES

(Section 4 (I)(b)(i))
1.  AIMS AND OBJECTIVES OF THE ORGANISATION.
     The organization aims at providing social security to the people in terms of 

     G.R.Cards, sanction of N.F.B.S., W.P/O.A.P etc. Besides it deals with public 

     distribution system- cases U/S 107, 109, 110, 144 & 145 of Cr .PC are also being 
     tried in the court. The Sub-Collector is also the “Appellate Authority” of all 

     cases being disposed of by the Tahasildar/Addl. Tahasildar under OLR Act,

     OPLE Act.
2.  MISSION AND VISION.
     To provide social security and natural justice to the people.

3.  BRIEF HISTORY AND BACK GROUND FOR ITS ESTABLISHMENT.
      01.04.1964

4.  ORGANISATION CHARTS
5.  ALLOCATION OF BUSINESS
     From 10.00 Am to 5.00 P.M.
6.  DUTIES TO BE PERFORMED TO ACHIEVE THE MISSION.
     Each official put to the best of his efforts to achieve the Mission.

7.  DETAILS OF SERVICE ENDERED
8.  CITIZENS INTERACTION 

     Some time they  put their grievance directly.

9.  POSTAL ADDRESS OF THE MAIN OFFICE.

     SUB-COLLECTOR’S OFFICE, KEONJHAR

     At/P.O- Keonjhar

     Dist - Keonjhar 

     SUB-ORDINATE OFFICES

     BLOCKS-07

1. Keonjhar Sadar Block.




2. Patna Block




3. Saharpada Block




4. Ghatgaon Block




5. Harichandanpur Block




6. Banspal Block




7. Telkoi Block

    TAHASILS-07

1. Keonjhar Tahasil





2. Ghatagaon Tahasil





3. Patna Tahasil





4. Telkoi Tahasil





5. Harichandanpur Tahasil





6. Saharapada Tahasil





7. Banspal Tahasil

     I.C.D.S-07

1. Keonjhar I.C.D.S





2. Ghatagaon I.C.D.S





3. Patna I.C.D.S





4. Telkoi I.C.D.S





5. Harichandanpur I.C.D.S





6. Saharapada I.C.D.S





7. Banspal I.C.D.S

10.  MAP OF THE OFFICE LOCATION
       Yes.

11.  WORKING HOURS BOTH FOR OFFICE AND PUBLIC
        10.00 A.M to 05.00 P.M

12.  PUBLIC INTERACTION IF ANY
       Same times (10.00 A.M to 05.00 P.M)

13.  GRIEVANCE REDRESS MECHANISM
All grievance petitions are inquired into by the concerned officers. Necessary      action with regard to the petition are taken to redress the grievance.

MANUAL-9
DIRECTORY OF OFFICERS AND EMPLOYEES

(Section 4(i) (b) (ix))

      Directory
	Sl. No
	Name & Designation
	Office Phone
	E-Mail ID

	1
	Sri Rabindranath Mishra, OAS(I)SB, Sub-Collector, Keonjhar
	255436
	-

	2
	Sri Damei Charan Jena, OAS(I)JB, Revenue Officer, 

Sub-Collector’s Office Keonjhar
	255436
	-

	3
	Sri Gosthabihari Singh, S.D.P.O
	-
	-

	4
	Sri Laxmidhar Sahu, A.C.S.O
	-
	-

	5
	Sri Sadhab Ch. Sahoo, 

Small Saving Officer
	-
	-

	6
	Sri Santosh Kumar Mishra, S.S.W.O
	-
	-

	7
	Sri Nityananda Das, A.D.W.O
	-
	-


MANUAL-10
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 employees & Designation
	Pay Scale/Monthly remuneration

	01
	Sri Rabindranath Mishra, OAS(I)SB, 

Sub-Collector, Keonjhar
	Rs. 15,600-39,100/-

	02
	Sri Damei Charan Jena, OAS(I)JB, Deputy Collector, Sub-Collecter’s Office, Keonjhar
	Rs. 15,600-39,100/-

	03
	Sri Gosthabihari Singh, S.D.P.O.
	Rs.   9,300-34,800/-

	04
	Sri Nityanand Das, A.D.W.O.
	Rs.   9,300-34,800/-

	05
	Sri Santosh Kumar Mishra, S.S.W.O.
	Rs.   9,300-34,800/-

	06
	Sri Laxmidhar Sahoo, A.C.S.O.
	-

	07
	Sri Sadhab Charan Sahoo, S.S.O.
	-

	08
	Sri Dhruba Charan Naik, Head Clerk
	Rs.   9,300-34,800/-

	09
	Sri Smruti Ranjan Sahoo, Jr Steno
	Rs.   5,200-20,200/-

	10
	Sri Prasanna Kumar Naik, Sr.Clerk
	Rs.   5,200-20,200/-

	11
	Sri Jayanta Kumar Dash, Sr.Clerk
	Rs.   5,200-20,200/-

	12
	Sri Nrushingha Narayan Dwibedi, Sr.Clerk
	Rs.   5,200-20,200/-

	13
	Sri Sudhir Kumar Pattnaik, Sr.Clerk
	Rs.   5,200-20,200/-

	14
	Sri Bibhuti Bhushan Dash, Sr.Clerk
	Rs.   5,200-20,200/-

	15
	Sri Jaykrushna Jena, Sr.Clerk
	Rs.   5,200-20,200/-

	16
	Sri Hemanta Kumar Maharana, Sr.Clerk
	Rs.   5,200-20,200/-

	17
	Sri Ramani Ranjan Mahanta, Sr.Clerk
	Rs.   5,200-20,200/-

	18
	Sri Sadananda Giri, Jr.Clerk
	Rs.   5,200-20,200/-

	19
	Smt Malarani Mitra, Jr.Clerk
	Rs.   5,200-20,200/-

	20
	Miss Pravati Pradhan, Jr Clerk
	Rs.   5,200-20,200/-

	21
	Smt Minati Sahu, Jr Clerk
	Rs.   5,200-20,200/-

	22
	MD. Naim Akhtar, Driver
	Rs.   5,200-20,200/-

	23
	Sri Debendra Kumar Naik, Jr.Clerk
	Rs.   5,200-20,200/-

	24
	Sri Biranchi Narayan Modi, Jr Clerk
	Rs.   5,200-20,200/-

	25
	Sri Pradeep Kumar Rana, Jr.Clerk
	Rs.   5,200-20,200/-

	26
	Miss Usharani Khakha, Jr.Clerk
	Rs.   5,200-20,200/-

	27
	Sri Bidyadhar Sethy, Peon
	Rs    4,440-14,680/-

	28
	Sri Dasaratha Paida, Peon
	Rs    4,440-14,680/-

	29
	Sri Prafulla Kumar Jena, Peon
	Rs    4,440-14,680/-

	30
	Sri Gadadhar Parida, Peon
	Rs    4,440-14,680/-

	31
	Sri Janmejay Barik, Peon
	Rs    4,440-14,680/-

	32
	Sri Pradip Kumar Roul, Peon
	Rs    4,440-14,680/-

	33
	Sri Benudhar Naik, Peon
	Rs    4,440-14,680/-

	34
	Sri Dharmu Munda, Attd.
	Rs    4,440-14,680/-

	35
	Smt. Pramila Naik, Peon
	Rs    4,440-14,680/-
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THE BUDGET ALLOCATED TO EACH AGENCY
(Section 4(i) (b) (ix))

	MAJOR HEAD
	Activities to be performed
	NON-PLAN BUDGET

Budget Estimate
	Expenditure for the last year, 2010-2011

	D.No-3-2053
	Pay
	Rs. 30,48,000/-
	Rs. 30,21,491/-

	
	DA
	Rs. 14,50,000/-
	Rs. 12,90,530/-

	
	HRA
	Rs.   2,10,000/-
	Rs.   1,93,880/-

	
	RCM
	Rs.   2,12,500/-
	Rs.   2,12,500/-

	
	TE
	Rs       23,000/-
	Rs.      23,000/-

	
	OA
	Rs.        2,000/-
	Rs.        1,326/-


PLAN BUDGET
Nil
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Name Designation and other particulars of Public Information Officers

(Section 4(i) (b) (xvi))

LIST OF PUBLIC INFORMATION OFFICERS

	Sl No
	Designation of the Officer designated as P.I.O
	Postal Address
	Tel.Ph. No
	E-Mail ID
	Demarcation  of Area /activities if more than one P.I.O is there.

	01
	Revenue Officer, Sub-Collector’s Office, Keonjhar
	Sub-Collector’s Office, Keonjhar

At/Po-Keonjhar

Dist-Keonjhar
	06766-255436
	-
	-


LIST IF ASSISTANT PUBLIC INFORMATION OFFICERS

	Sl No
	Designation of the Officer designated as A.P.I.O
	Postal Address
	Telephone No
	E-Mail ID

	01
	Sri Gosthabihari Singh, S.D.P.O.
	Sub-Collector’s Office, Keonjhar

At/Po-Keonjhar

Dist-Keonjhar
	06766-255436
	

	02
	Sri Nityanand Das, A.D.W.O.
	Sub-Collector’s Office, Keonjhar

At/Po-Keonjhar

Dist-Keonjhar
	06766-255436
	

	03
	Sri Sadhab Charan Sahoo, S.S.O.
	Sub-Collector’s Office, Keonjhar

At/Po-Keonjhar

Dist-Keonjhar
	06766-255436
	

	04
	Sri Santosh Kumar Mishra, S.S.W.O.
	Sub-Collector’s Office, Keonjhar

At/Po-Keonjhar

Dist-Keonjhar
	06766-255436
	


FIRST APPELLATE AUTHORITY WITHIN THE DEPARTMENT
	Sl No
	Designation of the Officer designated as First Appellate Authority
	Postal Address
	Tel.No
	E-Mail ID
	Demarcation of Area /Activities if more than one Appellate Authority  is there.

	01
	Sri Rabindranath Mishra, OAS(I)SB, 

Sub-Collector, Keonjhar
	Sub-Collector’s Office, Keonjhar

At/Po-Keonjhar

Dist-Keonjhar
	06766-255436
	-
	-


