SUB-COLLECTOR OFFICE, NILGIRI
MANUAL-1

Particulars of Organisation, Function & Duties

[Section-4 (1)(b))(i)]

1. Aims & Objectives of the Organisation:
Nilgiri Sub-Divisional Office with Head quarters at Nilgiri in the District of Balasore function as an administrative unit of the State of Odisha. The main function and duties of the office are summed up below. 

i. Administration of Law & Order. 

ii. Administration of Relief & Emergency in case of natural calamities and other disasters.

iii. Implementation of various Social Welfare Schemes.
iv. Ensure Food Security & Administration of Public Distribution System.
v. Preparation of Electoral Roll & conduct of Election.
vi. Administration of Land Revenue & other land related matters. 

vii. Protection of Human Rights.  

viii. Protection of Rights of Weaker Section like Schedule Tribe. Schedule Caste and other Minority groups.

ix. Supervision of Health & Education.
x. Supervision of other Developmental matters. 
xi. Redressal of public Grievances.

2. Details of Services Rendered

The organisation function with its main aims and objectives as indicated in Para No. 1. However the details of service rendered by the organisation are briefed below.

i. Supply of essential commodities.

ii. Issue of Ration Card.

iii. Issue of Electors Photo Identity Card.
iv. Issue of Birth & Death Certificates. 

v. Sanction of NOAP/ SOAP/MBPY/NFBS etc.

vi. Issue of Solvency Certificates.
vii. Issue of Certified copies of documents/Case records held under the control of the organisation.

viii. Issue of permit for use of Loud Speaker, Fire works etc. 
ix. Issue of permission to transfer land in case of Schedule Tribe & Schedule Caste.

x. Provide information under Right to information Act. 
MANUAL-2

Power & Duties of Officers & Employees
[Section-4 (1)(b))(ii)]

	1.
	Designation 
	Sub-Collector & Sub Divisional Magistrate

	
	Power
	Administrative
	Maintenance of Law & Order

Election matters

Administration of Civil Supplies

Sanction of NOAP/SOAP/MBPY/NFBS & Student Scholarship (post- matric scholarship) matters.

All Establishment and administration matters of the office.

	
	
	Financial
	

	
	
	Statutory 
	1. Administration of Preventive sections under Cr Pc. 

2. Disposal of Appeal cases under Orissa Mutation Manual, Orissa Govt. Land Settlement Act., Orissa Prevention of Land Encroachment Act., Orissa Land Reforms Act. 

3. Disposal of cases under OPDR Act., Regulation 2/56

4. Implementation of Bonded Labour Abolition Act., 1976
5. Birth & Death Registration Act.

6. Prevention of Atrocity Act.

7. Implementation of Orissa Fireworks & Loud Speaker Act.



	2.
	Designation 
	Revenue Officer

	
	Power
	Administrative
	1. General supervision of the office.
2. Misc. enquiries on administrative matters


	
	
	Financial
	Drawing & disbursing of salary, allowances, prize money & contingent expenditure.

	
	
	Statutory 
	1. Administration of preventive sections under 

      Cr.  Pc. 
2. Issue of Birth & Death Certificates. 

Disposal of cases under OPDR Act.

	3.
	Designation
	Asst. Civil Supplies Officer

	
	Power

	Administrative
	Ensure proper lifting & distribution of stocks through retail out let to the targeted   PDS consumers Conduct checks & raids for effective enforcement of different control orders issued u/s-3EC Act. 

Supervise work of Marketing inspectors working at Block & NAC level.

To  Monitor supervise procurement of paddy operation.   

	
	
	Statutory 
	To exercise  the powers and functions as delegated in different control orders read with Section 3 of the E.C. Act. 1955. 


	4
	Designation 
	A.D.W.O
	

	
	power
	Administrative 


	Supervision of administration of Welfare measure and implementation of Forest Rights Act and Misc. enquiries. 

	5
	Designation 
	S.S.W.O.
	Post is lying vacant 

	
	power
	Administrative 


	Supervision of administration of Social Welfare measure and Misc. enquiries.  

	6
	Name
	

	
	Designation 
	S.D.P.O.
	Post is lying vacant, the works of the post is managed by Revenue Officer

	
	power
	Administrative 


	Supervision of administration of Gram Panchayat matters and Misc. enquiries.   

	
	
	
	

	7
	Designation 
	Head Clerk 
	

	
	power
	Administrative 


	General supervision of the works of Ministerial staff and maintenance of records prescribed under Orissa Record Manual and other duties as assigned.

	
	
	Financial
	Check of Cash and Accounts.  

	8
	Designation 
	Senior  Clerk 
	

	
	Duties
	
	1. SC. Assigned with Establishment
2. SC. Assigned with Revenue & Touzi  

3. SC. Assigned with Nizarat, Small Saving & Audit 

4. SC. Assigned with Record Room & Gen. Misc.  

5. SC. Assigned with  Supply, Election & Census 

6. SC. Attached to the Revenue & Criminal Court of Sub-Collector & Sub-Divisional Magistrate.    

7. SC. Attached to the Court of Revenue Officer & Executive Magistrate.

8. SC. Assigned with Welfare & FRC.  

	9
	Designation 
	Junior  Clerk 
	

	
	Duties
	
	Assigned with Issue Despatch, Bill, Copying Forms & Stationary, RTI

Assigned with SSWO, G.P., Development & Emergency.  

   

	10
	Designation 
	Class IV Staffs 
	

	
	Duties
	
	Attached to the Court of Sub-Collector, other Executive Magistrate and Section of the office. 


MANUAL-3

Procedure Followed in Decision Making Process

[Section-4 (1)(b))(iii)]

Decision making process is mainly based on specific Acts and Rules and executive instruction issued from time to time.

1. In case of Administration of Criminal matters dealt under the Cr. P.C., the petition after its registration is placed before the Sub-Divisional Magistrate or other Executive Magistrate for hearing. The Magistrate after due evidence and making such enquiry as deemed proper decides the petitions. 

2. In case of Revenue and others Civil matter the petition of the First instance or the appeal petition after its registration is placed before the Sub-Collector who after taking such evidence and making such enquiry as deemed proper disposes the petitions. 

3. In day to day matters relating to disposal of letters the procedure runs through the following stages.

Stage -1- Registration of the letter by the Ministerial officers in–charge of dairy and despatch.  
Stage-2- Handing over the letter to the concerned ministerial officers in-charge of particulars section.

Stage-3- Processing of file by the concerned ministerial officers and placing to same to the Sub-Collector through Revenue Officer/Nizarat Officer.

Stage-4- Final order and disposal by the Sub-Collector.    
MANUAL-4

Norms for Discharge of Function 

[Section-4 (1)(b))(iv)]
The norms for discharge of various functions are governed by various Act. Rules and executive instructions issues from time to time by the Government and higher officers.  
MANUAL-5

Rules, Regulations,  Instructions & Records for 

Discharging Functions

[Section-4 (1)(b))(v)]

Details of Acts, Rules & regulations for discharging functions have been elaborately  mentioned in statutory powers/duties in Mannual-2. 

MANUAL-6

Categories of Documents Held Under Control 

[Section-4 (1)(b))(vi)]

	Sl. No.
	Name of Record
	Details of Information available
	Remarks

	1
	All files & registers as per file Index register maintained under Orissa Records Manual 1964. 
	1.  All correspondence received.
2.  All correspondence issued. 
	

	2
	Case Records 
	1. Criminal cases
2.  Revenue cases

3. Other cases
	

	3
	Cash & Nizarat 
	1. Cash Books
2. Bank Pass Books

3. Money receipts

4. Stock Registers 
	

	4
	Establishment 
	1. Service Books of employees 
	

	5
	Bill & Budget 
	1. Bill Register 
2. Book of Drawal

3. Aquittance Roll 
	

	6
	Election
	1. Photo Electoral Roll
	

	7
	Civil Supplies 
	1. Register of Retailers

2. Register of Security deposit by retailers

3. Register of consumers cards

4. PDS allotment Register  
	

	8
	Record Room
	5. 1. All records as consigned from time to time. 
	


MANUAL-7

Particulars of Arrangement in Formulation of Policy 

[Section-4 (1)(b))(vii)]

Not applicable 
MANUAL-8

Boards, Councils, Committees & Other Bodies Constituted 
[Section-4 (1)(b))(viii)]

1. Sub-Divisional Forest Rights Committee constituted under Schedule Tribe & Other Traditional Forest Dwellers (Recognition of Forest Rights) Act. 
2. Sub-Divisional Vigilance & Monitoring Committee under Bonded Labour Abolition Act.  
MANUAL-9

Directory of Officers & Employees

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

	Sl. No.
	Name
	Designation
	Phone No.
	Fax No.

	
	
	
	Office
	Res.
	Mob.
	Office
	Res.

	1
	2
	3
	4
	5
	6
	7
	8

	1
	Sri Manoj Ku. Mohanty, OAS(I) 
	Sub-Collector & S.D.M., Nilgiri
	06782-233234
	
	9437315326
	06782-233234
	

	2
	Smt. Santoshi Sahoo, OAS(I)
	Revenue Officer
	
	
	9437631181
	
	

	3
	Sri Harihar Sethy
	A.D.WO
	
	
	9439212647
	
	

	4
	Sri Trilochana Naik
	A.C.S.O
	
	
	
	
	

	5
	Vacant
	S.S.W.O
	
	
	
	
	

	6
	Vacant
	S.D.P.O
	
	
	
	
	

	7
	Vacant
	S.S.O
	
	
	
	
	

	8
	Sri Kailash Ch. Behera
	Head Clerk
	
	
	
	
	

	9
	Sri Suresh Ch. Pattanaik 
	Head Clerk
	
	
	
	
	

	10
	Sri Mahendra Ku.Nayak
	Senior Clerk 
	
	
	
	
	

	11
	Sri Damadar Biswal
	Senior Clerk
	
	
	
	
	

	12
	Sri Aswini Ku. Padhy
	Senior Clerk
	
	
	
	
	

	13
	Sri Manas Ranjan Ratha
	Senior Clerk
	
	
	
	
	

	14
	Smt. Khirodra Mishra
	Senior Clerk
	
	
	
	
	

	15
	Sri Mahendra Ku. Mohapatra
	Junior Clerk
	
	
	
	
	

	16
	Sri Biswanath Gochhayat 
	Driver
	
	
	
	
	

	17
	Sri Harekrushna Patra
	Duffotory 
	
	
	
	
	

	18
	Sri Laxmidhara Nayak
	Mali
	
	
	
	
	

	19
	Sri Bhaskar Naik
	Peon
	
	
	
	
	

	20
	Sri Uttam Ku. Samal
	Peon
	
	
	
	
	

	21
	Smt. Ahalya Das
	Peon
	
	
	
	
	

	22
	Smt. Sushilamani Gantayat
	Peon
	
	
	
	
	

	23
	Smt. Ashamani Sing
	Peon
	
	
	
	
	

	24
	Sri Bijay Ku. Barik
	Peon
	
	
	
	
	

	25
	Sri Anirudha Behera
	Peon
	
	
	
	
	

	26
	Sri Benudhar Mohapatra
	Peon
	
	
	
	
	

	27
	Sri Khagendra Nath Jena
	Chaukidar 
	
	
	
	
	

	28
	Sri Surendranath Pradhan 
	Chaukidar-cum-sweeper 
	
	
	
	
	

	29
	Santosh Ku. Behera
	Chaukidar-cum-sweeper
	
	
	
	
	


MANUAL-10

Monthly Remuneration & Compensation of Officer & Employees 

[Section-4 (1)(b))(x)]

	Sl. No.
	Name
	Designation 
	Gross Salary for the month of April-10

	1
	2
	3
	4

	1
	Sri Manoj Ku. Mohanty, OAS(I) 
	Sub-Collector & S.D.M., Nilgiri
	41510 

	2
	Smt. Santoshi Sahoo, OAS(I)
	Revenue Officer
	34100

	3
	Sri Harihar Sethy
	A.D.WO
	27150

	4
	Sri Trilochana Naik
	A.C.S.O
	Drawn at C.S.O., Balasore

	5
	Vacant
	S.S.W.O
	-

	6
	Vacant
	S.D.P.O
	-

	7
	Vacant
	S.S.O
	-

	8
	Sri Kailash Ch. Behera
	Head Clerk
	22671

	9
	Sri Suresh Ch. Pattanaik 
	Head Clerk
	20119

	10
	Sri Mahendra Ku.Nayak
	Senior Clerk 
	14405

	11
	Sri Damadar Biswal
	Senior Clerk
	16902

	12
	Sri Aswini Ku. Padhy
	Senior Clerk
	14855

	13
	Sri Manas Ranjan Ratha
	Senior Clerk
	14420

	14
	Smt. Khirodra Mishra
	Senior Clerk
	13163

	15
	Sri Bhaskar Ch. Ghadei
	Junior Clerk
	11971

	16
	Sri Mahendra Ku. Mohapatra
	Junior Clerk
	11215

	17
	Sri Biswanath Gochhayat 
	Driver
	13622

	18
	Sri Harekrushna Patra
	Duffotory 
	12012

	19
	Sri Laxmidhara Nayak
	Mali
	13272

	20
	Sri Bhaskar Naik
	Peon
	11663

	21
	Sri Uttam Ku. Samal
	Peon
	11281

	22
	Smt. Ahalya Das
	Peon
	12012

	23
	Smt. Sushilamani Gantayat
	Peon
	11583

	24
	Smt. Ashamani Sing
	Peon
	11299

	25
	Sri Bijay Ku. Barik
	Peon
	10920

	25
	Sri Anirudha Behera
	Peon
	11816

	27
	Sri Benudhar Mohapatra
	Peon
	Drawn at C.S.O., Balasore

	28
	Sri Khagendra Nath Jena
	Chaukidar 
	12376

	29
	Sri Surendranath Pradhan 
	Chaukidar-cum-sweeper 
	11663

	30
	Santosh Ku. Behera
	Chaukidar-cum-sweeper
	Absconded 


MANUAL-11

Budget Allocated to each Agency  

[Section-4 (1)(b))(xi)]

Not Applicable 

MANUAL-12

Manner of Execution of Subsidy Programmes 

[Section-4 (1)(b))(xii)]

Not Applicable 

MANUAL-13

Particulars of Recipients of Concessions, Permits or 

Authorizations Granted  

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

Not Applicable 

MANUAL-14

Information Available in an Electronic Form

[Section-4 (1)(b))(xiv)]

Nil

MANUAL-15

Particulars of Facilities Available to Citizens for 

Obtaining Information

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

	Sl. No.
	Facilities Available
	Nature of Information Available 
	Time Schedule 

	1
	Information Counter
	No
	

	2
	Library
	Yes
	

	3
	Notice Board
	Yes
	Working Hours
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Name Designations & Other Particulars of the Public Information Officer
[Section-4 (1)(b))(xvi)]

1. First Appellate Authority ( FAA):-
	Sl. No.
	Name
	Designation
	Phone
	
	Fax

	
	
	
	Office
	Mob. No.
	

	1
	2
	3
	4
	5
	6

	1
	Sri Manoj Ku. Mohanty, OAS(I)
	Sub-Collector
	06782-233234
	
	


2. Public Information Officer (P.I.O.):-  

	Sl. No.
	Name
	Designation
	Phone
	
	Fax

	
	
	
	Office
	Mob. No.
	

	1
	2
	3
	4
	5
	6

	1
	Smt. Santoshi Sahoo, OAS(I)  
	Revenue Officer
	06782-233234
	9437631181
	


3. A.P.I.O:- 

	Sl. No.
	Name
	Designation
	Mob. No.

	1
	2
	3
	4

	1
	Sri Harihar Sethy 
	A.D.W.O
	9439212647
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Other Useful Information

[Section-4 (1)(b)(xvii)]

1. Name of the Office:- Office of the Sub-Collector & Sub-Divisional Magistrate, Nilgiri 
2. Address:- At/P.O.:-  Nilgiri,  District:- Balasore (Odisha), Pin:- 756040 
3. No. of Tahasil in the Sub-Division: 2 (Two)

 
i. Nilgiri


ii. Oupada

4. No. of Block in the Sub-Division: 2 (Two)


i. Nilgiri


ii. Oupada

5. No. of ICDS Project in the Sub-Division: 2 (Two)


i. Nilgiri


ii. Oupada

6. No. of Police Station in the Sub-Division 


i. Nilgiri

ii. Berhampur

iii. Oupada

7. No. of Urban areas in the Sub-Division:- 1 (One)


i. Nilgiri N.A.C.

8. No. of Gram Panchayat : 36 

9. No. of Revenue Villages: 331
Sub-Collector, Nilgiri 
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