TOUZI SECTION. COLLECTORATE, KEONJHAR
Manual – 1

Particulars of Organisation, functions and duties

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

	             01


	Aims and objectives of the organization.

 
	To Monitor  Revenue Collection under  Land Revenue ,Cess , N.Cess, Sairat,Misc. Revenue , C.B Water raid ,Rayalty,M.I.G.H.& L.I.G.H. Scheme .

	02
	Mission/Vision.


	 For augmentation of Govt. Revrnue

	03


	Brief history and background for its 

Establishment.
	

	04


	Organisation Charts.


	

	05


	Allocation of business.


	

	06


	Duties to be performed to achieve the 

Mission.
	Same as sl No-1

	07
	Details of services rendered
	

	08
	Citizen’s interaction.
	

	09


	Postal address of the main office, 

Attached/subordinate office/field units 

etc.
	Collectorate, Keonjhargarh.

Sub-ordinate Office – Sub-Collector’s Ofice Anandapur/Champua /Keonjhar. 

Tahasil Office – Anandapur/Hatadihi/Keonjhar/Ghatagaon/Harichandanpur/Patna/Telkoi/Champua/Barbil/Saharpada/ Banspal,/Jhumpura& 50 R.I. Circles.



	10


	Map of office location.
	Nizarat Section/ Record Room Collectorate, Keonjhar

	11
	Working hours both for office and public.
	Day office- 10 A.M. to 5 P.M.

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

	12


	Public interaction, if any.
	

	13
	Grievance redress mechanism
	Through Sub- ordinate Offices . and every Saturday Collectorate Keonjhar  grievance 



Manual – 2
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.

	
	
	Administrative
	Financial
	Statutory
	Others
	

	1.
	Touzi Officer.
	
	
	
	
	

	2.
	Touzi Navis.

(Vacant)
	
	--
	--
	Head Clerk.
	Supervision of  Section  report and returns, Preparation of D.C.B, verifications of  Treasury  deposits , Preparation of revenue meeting & inspections ,conduct of  Annual verification, Assembly question reply.

	3.
	Senior Clerk 
	--
	--
	--
	Lone seat.
	Lones under LIGH & MIGH Treasury verification of loan  account   

	4.
	Junior Clerk.
	--
	---
	---
	L.R. seat.
	Land Revenue – Assist  to Touzi Navis.

	5.
	Junior Clerk.
	--
	--
	--
	Irrigation Seat. 
	Sairat & water raid, Royalty collection.

	6.
	Junior Clerk.

(Vacant)
	--
	--
	--
	Audit.
	Audit & Inspection report. 

	7.
	Junior Clerk

(Vacant)
	--
	--
	--
	Issue & Diary.
	Issue & Diary & establishment.

	8.
	Peon.
	--
	--
	--
	--
	Distribution of Daks & other  day to day work.


Note: Substantive powers and duties for each position may be defined.
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Procedure followed in decision making process

{Section 4(1)(b)(iii)}`



The procedure  can be describe  both  in narrative  from & through  flow  process chart  in narrative  from  the stages  through which  a proposal passes , the level at which  it get examine &  the final authority  to which  it has to go approval may be explain.



The  flow process are can give comprehensive process as may be  seen  from the following  illustration of preparing a food card. 

	Sl.No.
	Activity
	Level of action
	Time frame

	1.
	Received of application &  put a diary number.
	Counter clerk.
	Same day of receipt

	2.
	To mark application to concerned  Inspector . 
	-do-
	-do-

	3.
	To visit Premises of Application and verify the fax.
	Inspector 
	2 –3 days.

	4.
	To Prepare 
	Diary Clerk.
	Next day.

	5.
	Entering  of the letter in the log book  & put of the files.
	D.A. concerned.
	3 days

	6.
	File endorsed.D.P.O.
	H. Clerk.
	One day

	7.
	Approved or rejected 
	D.P.O.
	One day.

	8.
	If approved, return & dispatch.
	Despatch Clerk.
	Same day


 To prepare  for submission  of monthly collection report  to R.D.C. /Board /Govt.

	01
	To submit  collection figure to Tahasildar .
	R.I.
	30/31st  of the month.

	02.
	To verify and compile collection figure .
	Tahasildar.
	1st to 4th of the proceeding   month.

	03.
	To submit  collection figure  to Touzi Section.
	Tahasildar.
	5th of Proceeding month. 

	04.
	To verify compile &  submit  collection figure to R.D.C./Board/Govt.
	Collector.

(Through Touzi Section)
	10th or Proceeding month.
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Norms set for the discharge of functions

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

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

Flow Process charts for de
daily routine work on letters.  

Illustration.

	Sl.No.
	Activity
	Time frame/Norm
	Remarks.

	01
	Diary  of letter
	3 mnt. Per letter
	

	02.
	Despatch of letter
	5 mnt. Per letter.
	Registered  Dak including  in messenger book

	03.
	Typing Job.
	30 pages per day.
	


Manual – 5

Rules, regulations, instructions, manuals and records for discharging functions 

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

Prepare a list of rules, regulations, instruction, manuals and records for discharging functions available with the public authority for the smooth discharge of its functions.

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
	Manual of Tahasil Accounts
	Maintenance of registers  in R.I. Office, Tahasils and District Office regarding collection of revenue.

Sample forms required for different registers to be maintained .
	
	

	2
	Orissa Irrigation Manuals
	Certification and assessment of water rate 
	
	

	3.
	Orissa Minor Mineral Concession Rules,2004
	Assessment of royalty, procedure for sanction of  quarry lease/ permit/ auction and procedure for applications.
	
	

	4
	M.I.G.H. & LIGH Loan Rules
	Sanction of loans under MIGH & LIGH. 
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A statement of the categories of documents that are held by it for under its control.

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

Details of the records 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 relating to revenue collection matters.
	Available
	--
	3 years

	2
	Loan records

(MIGH & LIGH)
	Available
	--
	3 years-closed

Pending cases-available
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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, Touzi  
	94373-30370
	--

	2
	Sri Champekeswar Jit . Sr. Clerk
	94376-54949
	--

	3.
	  Jr. Clerk  - Vacant-
	--
	-

	4
	Peon- Vacant_
	-
	-
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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 (1) (b) (x)}

	Sl

No.
	Name and Designation
	Pay Scale/ monthly remuneration

	1
	Sri M.M. Xess, O.A.S(I)JB.

Deputy Collector, TOUZI., Keonjhar
	· 15,600   to [image: image1.png]


39,100 (G.P-5400)
[image: image2.png]


34,655


	2
	Sri Champekeswar Jit . Sr. Clerk
	· 5,200   to [image: image3.png]


20,200

[image: image4.png]


19,406

	3.
	 Junior Clerk –Vacant-
	-

	3
	Peon   - Vacant-
	-
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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 on 
	Revenue collection
	

	2
	Certified copies 
	Loan records
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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 appellate/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, TOUZI., 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.
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