REVENUE  SECTION
Manual 1

Particulars of organization, function and duties 

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

1. Aims and objectives of the organization- 

     

All correspondence regarding sanction of lease, alienation

.  

2. Mission/ Vision- .

3Brief history  and back ground  or its establishment- This is one of the branch of the Collectorate.

4. Organization, Charts-

5. Allocation of business-

6. Duties to be performed to achieve the mission

7. Details of services rendered

8. Citizens interaction- 

9. Postal address of the  main office, attached/ Subordinate office/ field units etc.-
Collectorate, Keonjhar 

                         Sub-Collector,Keonjhar/Anandapur/Champua



Tahasil-Keonjhar/Telkoi/Patna/Ghatgaon/   


Anandapur/Hatadihi/Champua/Barbil/Haraichandanpur/Saharapada
10. Map of office location –  In Collectorate premises

11. Working hours both for office and public- 



Day office-      10.00 A.M. to 5.00 A.M.



Morning office- 7.00 A.M. to 1.00 P.M. 

12. Public interaction, if any-

13. Grievance redresses mechanism- Through Sub-ordinate offices.
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Powers and  duties of Officers and employees

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

Powers and duties of Officers and Staff

	Sl

No.
	Designation of Post
	                Powers
	Duties attached

Broad subjects to be dealt with

	
	
	Administrative
	Financial
	Statutory
	Other


	

	1
	Revenue Officer
	
	
	
	Case

Work
	1.Appeal and Revision

2.Certificate cases

3. Conversion of Lakhraj lands into raiyati

4.Encroachment

5.Estate Abolition Act

6.Miscellaneous Cases

7.O.G.L.S. Act

8. O.L.R.Act

	2
	Keonjhar
	
	
	
	
	

	3
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	Correspondence
	1.Alienation of Govt. lands

2.Abolition of Jagirs

3Annual Administration report

4.Escheats

5.Exchange of gochar land

6.Jagannath land

7.Jagirs

8.Land Reforms

9.Management of Govt.estates

10.Management of Nazul property

11.Mangement of vested estates

12.Monthly return relating disposal of certificate cases

13.Periodical reports and return

14.Quarterly review of certificate cases

15.Resumption of Govt. land

16. Settlement of Govt. land in rural areas.

17.Urban land settlement

18.Vesting of intermediate interest
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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 receive letters
	Head Clerk
	Same day

	2
	Diaries of letter
	Jr. Clerk
	Same day

	3
	To take log book and then put up in file
	-do-
	Same day

	4
	To  prepare report 
	Sr. Clerk
	1 -3 days

	5
	Issue of reply/disposal
	-do-
	Within 3 days
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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)

Prepare a list of Rules & Regulations, Instructions, Manual and record for discharging of function available with the Public authorities for smooth discharge of its function

List of Regulations, instructions, Manuals and records.

	Sl

No.
	Name of the Act, Rules, Regulation etc.
	Brief gist of the contents
	Reference No. if any
	Price in case of priced publication

	1
	Mutation Manual
	
	
	

	2
	O.P.L.E. Act
	
	
	

	3.
	O.G.L.S. Act
	
	
	

	4
	O.E.A. Act
	
	
	

	5
	O.L.R. Act
	
	
	

	6
	O.E.A. Act
	
	
	

	7.
	O.G.F.R. 
	
	
	

	8.
	R.T.I. Act
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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)

Details of consultative committees and other bodies with which consultations are held

	Sl. No.
	Name and address of the Consultative Committees/bodies
	Constitution of the committee/ body
	Role and responsibility
	Frequency of meetings


Other procedures adopted for formal and informal consultations with the public may also be indicated such as Bhagidars, Jan Suavai, interaction with resident welfare associations etc.

Other details whether the meetings are open to public. Minutes are accessible to public etc. may also be indicated.
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A statement of boards, council, committees and other bodies constituted 

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

List of boards, councils, committees etc.

	Sl No.
	Name and address of the body
	Main functions of the body
	Constitution of the body
	Date of constitution

	1
	2
	3
	4
	5

	--
	--
	--
	--
	--


	Date up to which valid
	Whether meetings open to public
	Whether minutes accessible to public
	Frequency of meetings
	Remarks

	1
	2
	3
	4
	5

	--
	--
	--
	--
	--


Please attach copies of detailed notification / orders for their constitution.
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Directory of Officers and employees

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

Directory

	Sl No.
	Name and designation
	Office Phone No.
	E-Mail address

	1
	Sri Pramod Kumar Mishra.O.A.S-I (JB)
Dy. Collector,Revenue 
	
	

	2.
	Sri  Trilochan Behera, Head Clerk deployed to Block Office, Ghatgaon
	
	

	3.
	Sri  Satapathy Murmu, Head Clerk deployed to Block Office, Sadar
	
	

	4.
	Sri Saroja Kumar Dash, S.C.
	
	

	5.
	Sri Mrutyunjaya Parida, S.C. deployed to Estt. Section, Collectorate, Keonjhar
	
	

	6.
	Sri Saroj Kumar Sahoo, S.C.
	
	

	7
	Sri Maheswar Dash, S.C.
	
	

	8
	Sri Akshya Kumar Sahoo, S.C. deployed from DKMS, Dhenkanal
	
	

	9
	Sri Anadi Charan Pradhan, J.C.
	
	

	10
	Smt. Sasmitarani Dhara, J.C.
	
	

	11
	Sri Rashmiranjan Mohanty, J.C. Deployed to Sports Section
	
	

	12
	Sri Sarat Ku. Naik , Peon
	
	

	13
	Sri Rangadhar Das, Peon deployed from Development Section.
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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 and Designation
	Pay Scale/ monthly remuneration

	1
	Sri Pramod Kumar Mishra.O.A.S-I (JB)
Dy. Collector, Revenue 
	

	2.
	Sri  Trilochan Behera, Head Clerk deployed to Block Office, Ghatgaon
	

	3.
	Sri  Satapathy Murmu, Head Clerk deployed to Block Office, Sadar
	

	4.
	Sri Saroja Kumar Dash, S.C.
	

	5.
	Sri Mrutyunjaya Parida, S.C. deployed to Estt. Section, Collectorate, Keonjhar
	

	6.
	Sri Saroj Kumar Sahoo, S.C.
	

	7
	Sri Maheswar Dash, S.C.
	

	8
	Sri Akshya Kumar Sahoo, S.C. deployed from DKMS, Dhenkanal
	

	9
	Sri Anadi Charan Pradhan, J.C.
	

	10
	Smt. Sasmitarani Dhara, J.C.
	

	11
	Sri Rashmiranjan Mohanty, J.C. Deployed to Sports Section
	

	12
	Sri Sarat Ku. Naik , Peon
	

	13
	Sri Rangadhar Das, Peon deployed from Development Section.
	

	1
	Sri Pramod Kumar Mishra.O.A.S

Dy. Collector,Revenue 
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The budget allocated to each agency

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

Non-Plan budget

	Major head
	Activities to be performed
	Sanctioned budget
	Budget estimate
	Revised estimate
	Expenditure for the last year

	--
	--
	--
	--
	--
	--


	Name of the Plan
	Activities to be under taken
	Date of commencement
	Expected date for completion
	Amount sanctioned
	Amount disbursed/ spent

	--
	--
	--
	--
	--
	--
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The manner of execution of subsidy program

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

List of institution given subsidy

	S.

No.
	Name and address of the institution
	Purpose for which subsidy provided
	No. of beneficiary
	Amount of subsidy
	Previous years utilization progress
	Previous years achievements


	S.

No.
	Name and address of the beneficiary
	Purpose for which subsidy provided
	Amount of subsidy
	Scheme and Criterion for selection
	No. of time subsidy given in past with purpose
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Particulars of recipients of concessions, permits or authorizations granted

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

List of beneficiaries –

	S,

No.
	Name and address of the beneficiary
	Nature of concession/ permit/ authorization/ provided
	Purpose for which granted
	Scheme and Criteron for selection
	No. of times similar concession given in past with purpose


Note- Creation of database and its host in on website should be done on priority basis for activities like issue of authorizations, grant of concessions, licenses etc.
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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 website or is being used as back end date base
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Particulars of  available to citizens for obtaining information

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

Facilities available for obtaining information
	S.

No.
	Facility available
	Nature of Information available
	Working hours

	1
	Information available


	On Revenue matters
	Day office

10.00 A.M.-5.00PM 

	2
	
	
	Morning office

7.00 A.M.-1 P.M
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Name,  designation and other particulars of Public Information Officers 

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



               List of Public Information Officers.

	S.No.
	Designation of the Officer designated as PIO
	Postal address
	Telephone No.
	e-mail Address
	Demarcation of Area/ Activities, more than one PIO is there

	1
	Smt. Sona Tudu, OAS-I (JB), Dy. Collector
	Collectorate, Keonjhar
	
	
	


	S.No.
	Designation of the Officer designated as Assistant PIO
	Postal address
	Telephone No.
	e-mail Address

	1
	Sri Pramod Kumar Mishra, OAS-I (JB)
Dy. Collector, Revenue 
	Collectorate, Keonjhar
	
	


	
	
	
	
	
	

	S.No.
	Designation of the Officer designated as  first appellate authority
	Postal address
	Telephone No.
	e-mail Address
	Demarcation of Area/ Activities, more than one appellate authority

	1
	Sri Bhagabat Majhi, OAS(S), ADM, Keonjhar
	Collectorate, 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.
OFFICE OF THE COLLECTOR & DISTRICT MAGISTRATE; KEONJHAR

No

/Rev/

Dt

To



The P.I.O., Collectorate, Keonjhar

Sub:-

Submission of information u/s 4(1) (b) of RTI, Act.

Ref:-

Your letter No.91/RTI/Dt.4.02.2010

Madam,



I am to send herewith the required information u/s 4(1) (b) of RTI, Act, 2005 in the prescribed format for needful action at your end.

Encl:- 13(thirteen) sheets



      Yours faithfully,








Dy. Collector, Revenue,








Collectorate, Keonjhar

OFFICE OF THE COLLECTOR & DISTRICT MAGISTRATE; KEONJHAR

No

/Rev/

Dt

To



The P.I.O., Collectorate, Keonjhar

Sub:-

Submission of information u/s 4(1) (b) of RTI, Act.

Ref:-

Your letter No.91/RTI/Dt.4.02.2010

Madam,



I am to send herewith the required information u/s 4(1) (b) of RTI, Act, 2005 in the prescribed format for needful action at your end.

Encl:- 13(thirteen) sheets



      Yours faithfully,








Dy. Collector, Revenue,








Collectorate, Keonjhar
