SUPERINTENDENT OF LAND RECORDS  SECTION ( SLR), Collectorate, Keonjhar 
Manual- 1
Particulars of organization, function and duties 

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

1.Aims and objectives  of the organization- 

     

All correspondence  regarding Survey & Settlement, Consolidation, creation of Tahasil, Police Station, R.I. Sub-Division & District boundary changes etc., Computerization of land records.  

2. Mission/ Vision- To monitor quick disposal of the dispute arising out of subject stated at Sl.1.

3. Brief history  and back ground  or its establishment- This is one of the branch of the Collectorate as per appendix-E of Record Manual.

4. Organization, Charts-1.  Administration of Orissa, Survey and 
  Settlement. 2. Boundary dispute, 3.Change in boundary

5. Allocation of business-

6. Duties to be performed to achieve the mission

7. Details of services rendered

8. Citizens interaction- Collectorate, Keonjhar, Tahasils & Sub-Collector’s Office

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

10. Map of office location –  NIzarat  Office/ Record Room, Collectorate, Keonjhar
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-   by  06766-255482
13. Grievance redress mechanism- Through  Dist. Level Grievance and 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

	
	
	Admini-strative
	Financial
	Statutory
	Others
	

	1
	S.L.R, Keonjhar
	--
	--
	--
	
	

	2
	Jr. Clerk
	--
	--
	--
	
	Issue & Despatch of letters,

Correspondence regarding 

Survey & Settlement, Consolidation, creation of Tahasil, Police Station, R.I. Sub-Division & District boundary changes etc., Computerisation of land records.  

	3
	Peon
	
	
	
	
	Deliver daks, 

attach to officer






Manual-3

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
	SLR
	Same day of receive

	2
	Diaries of letter
	Jr. Clerk
	Same day

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

	4
	To  prepare report 
	-do-
	Next day

	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
	Orissa Mutation Manual,1962
	 Same as above
	
	

	2
	Orissa Survey & Settlement & 

Maintenance of land records, operation in Orissa for the year 1957
	-do-
	
	

	3.
	Orissa Land Record Manual,1965
	-do-
	
	

	4
	Orissa Survey Settlement code
	-do-
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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.
	Name 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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Directory of Officers and employees

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

Directory

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

	1
	Sri M.M. Xess, O.A.S(I)JB.
Deputy Collector, S.L.R., Keonjhar
	94370-88783
	--

	2.
	Sri Jyotirmaya Sahoo,

Jr. Clerk
	95836-00043
	--

	2
	Sri Mohan Naik, Peon
	--
	--
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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 M.M. Xess, O.A.S.(I)JB
Deputy Collector, S.L.R., Keonjhar
	15600-39100

Rs.34655.00

	2
	Sri Jyotirmaya Sahoo,

Jr. Clerk
	5200-20200

Rs.15903.00

	3.
	Sri Mohan Naik, Peon
	4440-7440

Rs.11424.00
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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 1st appelite/PIO/APIO
	Postal address
	Telephone No.
	e-mail Address
	Demarcation of Area/ Activities, more than one PIO is there

	
	Sri Bhagabat Majhi, OAS(S),                        ADM Keonjhar
-cum- 1st Appellate Authority 
	Collectorate, Keonjhar
	06766-255408

94383-97981
	dm-keonjhar@nic.in
	Keonjhar District 

	1
	 Sri Sadhaba Sahu, DSO,PIO, Collectorate, Keonjhar
	Collectorate, Keonjhar
	06766-255408
	dm-keonjhar@nic.in
	Keonjhar District 

	2
	Sri M.M. Xess, O.A.S(I)JB.

Deputy Collector, S.L.R., Keonjhar, APIO
	-do-
	06766-255408
94370-88783
	-do-
	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 collected , tabulated, compiled , collected and provided in the form of manual from time to time.

