Point No.I
Particulars Organization, functions and duties
[ Section – 4 (1) (b) (i) ]
Point No.1



This Tahasil is functioning w.e.f. 1.4.1982 with an area of 2150.83 Sq. After bifurcation of Harichandanpur Tahasil w.e.f.23.4.2008, this Tahasil consists of 117 Revenue villages covering 05 R.I. Circles under Ghatagaon Police Stations. The total population of this Tahasil is 1,02,895 as per 2001 Census.

          The table below indicates the numbers of R.I. circles with villages covered.

	Sl. No.
	Name of R.I. circles
	No. of villages.

	01
	Ghatagaon
	24

	02.
	Tara
	33

	03.
	Dhenkikote
	21

	04
	Bholabeda
	15

	05
	Pipilia
	24

	     Total
	117


POINT NO.II
Powers and Duties of Officers & Employees
[ Section – 4 (1) (b) (ii) ]

Name



: Daridrya Bhanjan Madan Mohan Patra,OAS-I (JB)

Designation


:  Tahasildar, Ghatagaon.

Powers
: Administration
: Deal with Office Administration 


   Financial

: Sanctioning  authority






: Drawing and Disbursing Authority


  Others


: Supervision of works






: Monitoring and reporting






: Supervision of Field Staffs

Duties
:



: Head of Office






: Establishment works of office
Name



: Somanath Bhoi, 

Designation


:  ASO-CUM- Addl. Tahasildar, Ghatagaon.

Powers
: Administration
: Deal with Office Administration 






: Deal with Misc. Certificates


  Others


: Supervision of works






: Monitoring and reporting






: Supervision of Field Staffs

Duties
:



: Issue and Supervise the Misc. Certificates



Name



: Benudhar Dash

Designation


:  Head Ckerk-Cum-Accountant

Powers
: Administration
: Deployed to Dist. Panchayat Office, 

                                                                            Keonjhar
Name



: Purna Chandra Khamari

Designation


:  Sr. Clerk, Nazir
Powers
and functions
: Deals with Nizarat, Emergency, Stock & Store and





                  Red Cross.
Duties



: Maintenance of Cash Book





: Report & Returns

Name



: Mitamani Ray
Designation


:  Sr. Clerk, Establishment

Powers
and functions
: Deals with establishment work

Duties

: Maintenance of Files, Service Books, records of 

                                                     Estt. Section


: Report and Returns



: Preparation of all Bills, Budget.
Name



: Gagan Bihari Jena
Designation


:  Sr. Clerk

Powers
and functions
: Deals with Revenue, Touzi, Bench Clerk,  

                                              Assembly Question.

Duties

: Maintenance of Case Records.


: Report and Returns



: Maintenance of files.
Name



: Bijaya Laxmi Patra

Designation


:  Jr. Clerk

Powers
and functions
: Deals with Misc. Certificate & Genl. Misc. and 


                                  Issue, diary and Despatch.

Duties

: Maintenance of Case Records.



: Maintenance of files


: Stamp accounting Procedure.
Name



: Jyotshna Rani Nayak

Designation


:  Jr. Clerk

Powers
and functions
: Deals with RTI, Grievance

Duties

: Maintenance of Case Records.



: Maintenance of files.
Name



: Rasananda parida

Designation


:  Revenue Inspector

Duties

: Collection of Revenue



: Demarcation Work



: Maintenance Cash Book



: Maintenance of files and Registers.




: Enquiry of Misc. Certificates
Name



: Akshya Kumar Nayak 



Designation


:  Revenue Inspector

Duties

: Collection of Revenue



: Demarcation Work



: Maintenance Cash Book



: Maintenance of files and Registers..





: Enquiry of Misc. Certificates
Name



: Jagannath Pattanayak
Designation


:  Revenue Inspector

Duties

: Collection of Revenue



: Demarcation Work



: Maintenance Cash Book



: Maintenance of files and Registers.




: Enquiry of Misc. Certificates
Name



: Babaji Charan Biswal

Designation


:  Additional Revenue Inspector

Duties

: Collection of Revenue



: Demarcation Work





: Enquiry of Misc. Certificates
Name



: Lasib Singh Laguri

Designation


:  Additional Revenue Inspector

Duties

: Collection of Revenue



: Demarcation Work





: Enquiry of Misc. Certificates
Name



: Rohita Kumar Nayak
Designation


:  Amin

Duties

: Preparation of intimation slip


: Demarcation Work
Point No.III
Procedure Followed in Decision Making Process

[ Section – 4 (1) (b) (iii) ]

               Supervision for Office functionary and Field functionary.
Point No.IV
Procedure Followed in Decision Making Process

[ Section – 4 (1) (b) (iv) ]

                            The work is decided and governed by the Rules prescribed by Govt. and executive instruction issued from time to time.
Point No.V
Rules, Regulations, Instructions, Manuals and Records for discharging Functions

[ Section – 4 (1) (b) (v) ]

01. Manual of Tahasil Accounts

02. Odisha Survey and Settlement Manual

03. OPLE Act

04. OGLS Act

05. Odisha Mutation manual

06. Odisha Record Manual

07. Odisha Relief Code
08. Odisha Treasury Code

09. Odisha Service code

010. Odisha Govt. Servant Conduct Rule
011. C.C.A Rule

012. Odisha Record Manual
013. Pension Rule

Besides the above, Act and Manual, Rules Procedure and instructions are followed after received from the Government time to time.
Point No.VI
Categories of Documents under control
[ Section – 4 (1) (b) (vi) ]

	Sl. No.
	Category of the document
	Name of the document and its introduction in one line
	Procedure to be obtain the documents
	Held by/under control of

	1
	2
	3
	4
	5

	01
	Case Record
	Case Records Relating to Revenue cases
	Bench Clerk, Revenue Section, Touzi Section, Misc. Cerificate, RTI etc.
	Tahasildar, Ghatagaon.

	02
	Service Book
	Service Books and details of employees
	Estt. Section
	-do-

	03
	Cash Book
	Details of Payment 
	Nizarat
	-do-


Point No.VII

Particulars of Arrangement in Formulation of Policy
[ Section – 4 (1) (b) (Vii) ]

	Sl. No.
	Subject/ Topic
	Is it Mandatory to ensure public participation ( Yes/No)
	Arrangements for seeking public participation

	01
	Appointment of APIO, PIO & Ist Appellate Authority
	Yes
	Record Room and concerned Section

	02
	Display the list 
	Yes
	Bhulekha Software


Point No.VIII
Particulars of Arrangement in Formulation of Policy
[ Section – 4 (1) (b) (Viii) ]




                        Nothing to report.
Point No.IX

Directory of Officers and Employees

[ Section – 4 (1) (b) (IX) ]

	Sl. No
	Name
	Designation
	Phone No
	Address

	01
	Sri DBMM Patra,OAS-I(JB)
	Tahasildar, Ghatagaon
	9439277260
	At/Po-Ghatagaon
Dist. Keonjhar

Pin-758027

	02
	Sri Somanath Bhoi
	ASO-Cum-Addl. Tahasildar, Ghatagaon
	8658417716
	-do-

	03
	Benudhar Dash
	Head Clerk
	9438390781
	-do

	04
	Purna Chandra Khamari
	Sr. Clerk
	9777513303
	-do-

	05
	Gagan Bihari Jena
	Sr. Clerk
	8908142352
	-do-

	06
	Mitamani Ray
	Sr. Clerk
	9437379254
	-do-

	07
	Bijaya Laxmi Patra
	Jr. Clerk
	9437335221
	-do-

	08
	Jyotshnarani Nayak
	Jr. Clerk
	9861795575
	-do-

	09
	Rasananda Parida
	R .I.
	9439388711
	-do-

	10
	Jagannath Pattanayak
	R. I
	9438372786
	-do-

	11
	Akshaya Kumar Nayak
	R . I.
	8018479578
	-do-

	12
	Subas Ch. Naik
	Jr. Clerk
	9437391586
	-do-

	13
	Babaji Ch. Biswal
	A.R.I.
	7873398923
	-do-

	14
	Lasib Singh Laguri
	A.R.I.
	9668442405
	-do-

	15
	Rohit Kumar Nayak
	Amin
	7873705331
	-do-


Point No.X

Monthly Remuneration and compensation Officers and employees

[ Section – 4 (1) (b) (X) ]

	Sl. No
	Name 
	Designation
	Monthly Remuneration
	Compensation and compensatory allowances
	The Procedure to determine the remuneration as given in the resolution

	01
	Sri DBMM Patra,OAS-I(JB)
	Tahasildar, Ghatagaon
	Time scale
	
	Time scale

	02
	Sri Somanath Bhoi
	ASo-cum-Addl. Tahasildar, Ghatgaon
	Time Scale
	
	Time Scale

	03
	Benudhar Dash
	Head Clerk
	Time Scale
	
	Time Scale

	04
	Purna Chandra Khamari
	Sr. Clerk
	Time scale
	
	Time scale

	05
	Gagan Bihari Jena
	Sr. Clerk
	Time Scale
	
	Time Scale

	06
	Mitamani Ray
	Sr. Clerk
	Time scale
	
	Time scale

	07
	Bijaya Laxmi Patra
	Jr. Clerk
	Time Scale
	
	Time Scale

	08
	Jyotshnarani Nayak
	Jr. Clerk
	Time scale
	
	Time scale

	09
	Rasananda Parida
	R .I.
	Time Scale
	
	Time Scale

	10
	Jagannath Pattanayak
	R. I
	Time scale
	
	Time scale

	11
	Akshaya Kumar Nayak
	R . I.
	Time Scale
	
	Time Scale

	12
	Subas Ch. Naik
	Jr. Clerk
	Time scale
	
	Time scale

	13
	Babaji Ch. Biswal
	A.R.I.
	Time Scale
	
	Time Scale

	14
	Lasib Singh Laguri
	A.R.I.
	Time scale
	
	Time scale

	15
	Rohit Kumar Nayak
	Amin
	Time Scale
	
	Time Scale


Point No. XI
Budget allocated to the agencies

[ Section – 4 (1) (b) (XI) ]







Nothing to report.
Point No. XII
Manner of execution of subsidy Programmes
[ Section – 4 (1) (b) (XII) ]







Nothing to report
Point No. XIII

Particulars of recipients of concessions, permits or

authorization granted.
[ Section – 4 (1) (b) (XIII) ]

      Nothing to report.
Point No. XIV

Information Available in an Electronic Form

[ Section – 4 (1) (b) (XIV) ]

                  Bhulekha Software
Point No. XV

Particulars of facilities of available to Citizens obtaining information
       [ Section – 4 (1) (b) (XV) ]

                           Through Bhulekha Soft Ware, Notice Board and other means of 
              advertising 

Point No. XVI

Names, Designation and other particulars of the Public information Offices

[ Section – 4 (1) (b) (XVI) ]

	Sl. No
	Name
	Designation
	Phone No. 
	Address

	01
	Sri DBMM Patra,OAS-I(JB)
	Tahasildar-Cum-1st Appellate Authority, Ghatagaon
	9439277260
	At/Po-Ghatagaon

Dist. Keonjhar

Pin-758027

	02
	Sri Somanath Bhoi
	ASO-Cum-Addl. Tahasildar-Cum-Public Information Officer, Ghatagaon
	8658417716
	-do-

	03
	Benudhar Dash
	Head Clerk-Cum- Addl. Public Information Office
	9438390781
	-do


Point No. XVII

Other Useful Information

[ Section – 4 (1) (b) (XVII) ]




Tahasil Level and R.I. Level information have been organized as

 per instruction of Information commissioner Orissa. 

OFFICE OF THE TAHASILDAR, GHATAGAON.


No.                    /Dtd.


To




The D.I.O.,




National Information Centre, Keonjhar.


Sub:
Disclosure of information U/S.4(1)(b) of RTI Act.


Ref:
Letter No.50 Dtd.20.1.2012 of Collector & Dist. magistrate, Keonjhar.


Sir,



With reference to the letter on the subject cited above, I am to send herewith the required information under section 4(1)(b) of RTI Act both in Hard copy and Soft copy for your kind information and necessary.
Yours faithfully,

           Encl: As above.

Tahasildar, Ghatagaon.

