Manual 1
Particulars of organization, functions and duties 
(Section 4 (1) (b) (i)) 
  
1.
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2.
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3.
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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.
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11.
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12.
Public interaction, if any   
13.
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As to enclosed chart 
  
ANNEXURE TO MANUAL-I
  
PARTICULARS OF ORGANISATION, FUNCTIONS AND DUTIES 
(Section 4 (1) (b) (1) ) 
  
1.
AIMS AND OBJECTIVES OF THE ORGANISATION : 
This organization comes under the District Administrative strategy mainly to maintain the law and order situations in the Sub-Divisional Jurisdiction and supervision to Collection of Government revenues. Apart from this, the organization has to look after supervision of developmental works taken up through blocks and G.P. level for the promotion of rural developments like public health, sanitation, Education and other social security measures in related schemes. In addition the public distribution system of the Sub-Division is a vital part of the duties and functions vested on its jurisdiction. 
  
2.
MISSION / VISON : 
This office (as seen from the incumbency chart) is continuing since 1930-31 with S.D.O.  as head of office with Magisterial powers of the S.D.M. According to the Administrative set up it has access to all sectors for and in aid of public welfare activities with funds allocated to achieve both in Rural and Urban sectors involving public activities. Revenue collection through the Tahasil agency being the prime function of the State, this office attach more importance on the functions of Tahasils and the R.Is at all Revenue circles. In the Agriculture sector also the aim of State to develop Production activities both in agricultural and industrial sectors is linked to this organization with an aim to achieve the target. 
  
3.
BRIEF HISTORY AND BACK GROUND OF ITS ESTABLISHMENT 
Originally Bargarh Sub-Division was under SAMBALPUR District administration till creation of new district in the year 1993-94. In the new district- Bargarh there are two Sub-Divisions namely Bargarh and Padampur after bifurcation with the as usual Revenue boundaries. The office building of this Sub-Division is a    Pre-independent building and functioning properly in its position. The District Treasury and two civil courts, one for the J.M.F.C. and one for the S.D.J.M. have been accommodated in the main building. The District Panchayat Office was also functioning in two rooms of the Sub-Divisional Election building till this year which have been shifted to District Office during April-2006. 
  
According to the constitutional provisions of Independent India for better supervision of Revenue Administration and smooth management of law and order problems, creation of Sub-Divisional agency is an essential attribute in sovereign democratic Republic of India. 
  
4.
ORGANISATION CHARTS : 
This is the office of the Sub-Collector and Sub-Divisional Magistrate, Bargarh. 
  

This organization deals with :- 
  

(a)               Establishment Section 

(b)               Revenue Section 

(c)               General & Miscellaneous section 

(d)               Emergency Section 

(e)               Social Welfare Section 

(f)                 Record room 

(g)               Nizarat Section 

(h)               Sub-Divisional Small Saving Scheme 

(i)                 Sub-Divisional Election Section 

(j)                  Supply section 

(k)               Library section 
  
5.
ALLOCATION OF BUSINESS : 
According to the Aims and objectives, each section needs one or more Clerical hands in the prescribed ranks for smooth management of the official business and to streamline the field functionaries. But in view  of the financial fiscal policy and abolition of base level posts each assistant is shouldered with multiple activities under supervision of the Head clerk. One post of head clerk is also falling vacant. 
6.
DUTIES TO BE PERFORMED TO ACHIEVE THE MISSION : 
All the Senior and Junior clerks now in position have been allotted with different branches of the organization to look after the achievements. The Revenue Officer and the Nizarat Officer are to monitor the functions of the organization and the Sub-Collector and Sub-Divisional Magistrate being the head of the office is looking to the affairs of the mission. 
7.
DETAILS OF SERVICES RENDERED : 

(a)               ESTABLISHMENT SECTION : 
Sri.Sarat Chandra Das, SC deals with all matters related to office Establishment and Sri.Saroj Kumar Tripathy Jr.Clerk deals with the bills and budget activities related to all sections of this organization. Prompt action in person maters are being taken up for early clearance. 
  
Acts and Rules followed 
1.
Orissa Service Code. 

2.                  Orissa Leave Rules. 

3.                  O.G.F.R.  Rules 

4.                  Orissa Pension Rules 

5.                  O.G.S.C. Act. 

6.                  Classification control and appeal Rules. 
b)
REVENUE SECTION : 
In absence of Senior Clerk, the duties of this section have been allotted to one Junior clerk and at present Sri.Ashok Kumar Dash is in-charge, in addition to his  charges as bench clerk to Sub-Collector in U.V. cases and certificate cases, to deal with the court works. 
  

1.                  Manual of Tahasil Accounts 

2.                  Orissa Lease Principles. 

3.                  O.G.L.S.  Act and Rules. 

4.                  O.P.L.E.Act and Rules. 

5.                  O.M.M. Rules. 

6.                  Orissa Irrigation Rules and Act. 

7.                  O.P.D.R.Act. 

8.                  Orissa Stamp Act and Rules. 

9.                  Orissa Nizarat Manual. 
  
c)
GENERAL AND MISC. SECTION: 

This Section deals with all types of Miscellaneous works like grant of Misc. Certificate and permissions for display of mikes and loud speakers, law and order problems and the like Sri.K.C.Prusty, Jr.Clerk is in-charge of this section. 
  

1.                  Orissa Police Act. 

2.                  Orissa Misc. Certificate Rules. 

3.                  Orissa Birth and Death Registration Act. 
  
d)
EMERGENCY SECTION : 

This section deals with all emergent natures of works like distar managements during famine, drought, flood, fire and other natural calamities and weather reports. Sri.K.C.Prusty is allotted additional duty of this section. 
  

1.                  Orissa Relief Code. 

2.                  Orissa Mike display Act. 

3.                  Eviction of Public Promises Rules. 
  
e)
SOCIAL WELFARE SECTION : 

This section aims of monitoring of Social redressal to the distressed families / persons , granting financial assistance related to OAP, NOAP, ODP and NFBS  schemes. Apart from this the objectives of rural people related to primary health, education food nutrition etc. through Anganwadi Centres and mobilized in the regular process.      Sri. Purna Chandra Beriha, Jr.Clerk is allotted with the above works to deal with. 
  

1.                  Social Security Act and Rules. 

2.                  Govt. Orders and circulars. 
  
  
  
f) 
RECORD ROOM: 

The record room acts in two angles :- 

1.                  Preservation of records consigned from each section. 

2.                  Grant of certified copies to applicants and supply of consigned records to higher quarters on call/ requisition. 
  
By now records and files up to the year 1998 have been consigned to this record room which are preserved as per index register and arranged year wise and P.S. wise. 
  
Besides this there are old records related to the District Treasury, Bargarh which are so to say dead records. This year as per orders of Collector, Bargarh vide M.No.1366 dt.12.8.2005 Consolidation final                 R.O.Rs and maps in respect of 77 villages have been received and preserved in this record room on behalf of Collector, Bargarh. 
  
Similarly a total of 387 copy application have been received, out of which copies of 204 cases granted  12 rejected for different reasons. 
  
Smt.Pravati Lipi, Sr.Clerk is the Record Keeper and Sri.Trilochan Tripathy is the copyist in this section. 
  
1.                  O.R.M. 
  
g)
NIZARAT SECTION : 

This section deals with the office Accounts, Stocks and dotes and Audit reports and inspection reports. 
  

Sri. Panchanan Mishra, Sr.Clerk is the Accountant and Nazir and Sri.Manoranjan Pal, Jr.Clerk is acting as Asst. Nazir in this section. 
  

The Nazir deals with the office accounts and bank transactions and stores. The Asst. Nazir deals with the forms and stationary A/R and I/Rs . 
  

1.                  Orissa Nizarat Mannual 

2.                  O.G.F.R. 

3.                  O.R.M. 

4.                  Orissa Audit Rules 

5.                  Govt. orders and circulars. 
  
h)
SMALL SAVING SECTION : 
This section deals with the prospective aspects of the public by promotion of financial savings capacity and to lead a budgetary lite for the well being of the family. Govt. have provided different schemes for the promotional attitude and Sri.S.K.Das is appointed as the Sub-Divisional Small Saving Officer for liaison with public. 
  
Sri.P.C.Beriha, Jr. Clerk is the dealing assistant . It is also a target oriented performance by S.S.O. 
  

1.                  Orissa Small Savings Rules. 
  
  
(i)
ELECTION SECTION : 

This is a vital organization of the Sub-Divisional administration. The Sub-Collector is the Electoral Registration Officer and to take up all necessary measures for preparation of an error free E.R. of eligible voters along with supply of I.D.Cards as directed by the Election Commission from time to time. It is a regular process and at present the summary revision work W/R to 01.01.2006 as qualifying date is in process. 
  

Sri.S.K.Kuar, Sr.Clerk is dealing with the section. 
  

1.                  Representation of peoples Act, 1950. 

2.                  Compendium to Election Rules. 

3.                  Hand books of E.R.O. 

4.                  Handbooks of Pr. Officers and P.Os. 
  
 (j)
SUPPLY SECTION : 

The Sub-Divisional public distribution system related to the Essential commodities are being regulated in this section. The Asst. Civil Supply Officer, Sri.S.K.Das, is looking after the matter and the Sub-Collector is the monitoring authority. The supply inspectors stationed  in each block are strictly watching over the distribution and lifting of the commodities for smooth management in all rural and urban sectors. In case of violation of any rules, action under the E.C. Act is being taken and regular function in the field level is ensured forthwith. 
  

1.                  Essential Commodities Act and Rules. 

2.                  Food and Civil Supplies Control Orders and Circulars. 
  
k)
LIBRARY SECTION : 

Although there is no separate room for the library of this     Sub-Division the related law books purchased since long have been kept preserved in 3 wooden almirahs. The said books are too old books. Due to changes in most of the provisions in related laws it is required to purchase essential Revenue and criminal law books for guidance. The library has maintained a catalogue with the list of such available books. 
  

Sri.Jagannath Padhi, Jr.Clerk and B.C. to R.O. is in-charge of the library. There are 847 books in the library as per catalogue. 
  

1.                  Management of Books Rules. 
  
L)
Besides all activities narrated above, the Sub-Divisional Magistrate, the Revenue Officer and the Nizarat Officer are vested with powers of Executive Magistrate to deal with criminal cases u/s 107,109,110,144,145,146,147,125 and 133 of Cr.P.C. which are of immediate nature, in respective courts under respective jurisdictions. 

The Sub-Collector is vested with powers of stamp collector under the stamp Act and deals with U.V. Cases. In addition to that  the Sub-Collector and the Nizarat Officer are the certificate Officers and dealing with the certificate cases under the provisions of O.P.D.R. Act. 
  
8.
CITIZENS INTERACTION :- 
This organization is primarily a public office and the public who comes to this office is cordially accommodated as to their required informations immediately and advised according to norms prescribed under Law. Senior Citizens, lawyers and other dignitaries are equally respected as per law. 
  
9.
POSTAL ADDRESS OF THE MAIN OFFICE :- 


Office of the Sub-Collector and S.D.M. 


At/Po : Bargarh 


Dist   : Bargarh 



  Orissa. 
  

Sub-ordinate Offices :- 

a)                 There are 5 (five) Tahasils namely – 
(i)
Bargarh

At/po: Bargarh 
(ii)
Barpali

At/po: Barpali 
(iii)
Bheden

At/po: Bheden 
(iv)
Bhatli


At/po: Bhatli 
(v)
Attabira

At/Po: Attabira  
 with respective headquarters and own buildings. 
  

b)                 There are 6 (six) Blocks namely – 
(i)
Bargarh

At/po: Bargarh 
(ii)
Barpali

At/po: Barpali 
(iii)
Bheden

At/po: Bheden 
(iv)
Bhatli


At/po: Bhatli 
(v)
Attabira

At/Po: Attabira 
(vi)
Amababhona

At/Po: Ambabhona 
under Bhatli Tahasil. 
  
NB:-
Respective field functionaries under the Blocks and Tahasils are found in their own display of information chart along with duties and functions under jurisdiction. 
  
10.             MAP OF OFFICE LOCATION : 
Bargarh district is a new creation after bifurcation from SAMBALPUR District in the year 1994. The District Hd.qrs, Sub-Divisional Hd.qrs., Block Hd.Qurs and Tahasil Hd.Qrs. are available in the Bargarh town alongwith with other line Department Hd.Qrs functioning under its jurisdiction. N.H.-6 from Rourkella to Raipur runs through this town. A not-to-scale map connecting old undivided Sambalpur District as below has been prepared for identification of office location. 
[image: image1.jpg]N





  
11.
WORKING HOURS BOTH FOR OFFICE AND PUBLIC :- 
10.00 A.M. to 5.00 P.M. is the normal and regular office time during working days. 
  
In view of urgency and to assist public in need services are being rendered beyond office hours and if necessary also in holidays for smooth management of office work. 
  
12.
PUBLIC INTERACTION IF ANY :- 
Senior Citizens and lawyers at times use to have interactions with the head of office and the P.I.O. related to the smooth process of information required by public. 
  
13.
GEIEVANCE REDRESS MECHANISM :- 
For the redressal of grievance of general public the head of office (Sub-Collector) particularly on every Saturday (except holidays ) sit in the grievance redressal cell for direct interaction with public coming with various nature of grievances. The authority try to dispose of by Calling for records in same day. In cases of field enquiry the matter is accordingly referred with suitable directions for proper redressal by concerned authorities and field functionaries. 
  
Grievance petition received from higher quarters are also taken up for proper solution as per norms. 
That apart public grievances are being received in any other working day is also duly dealt with, in the concerned section. 
  
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 
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Note : Substantive powers and duties for each position may be defined. 
  
As to enclosed chart. 
ANNEXURE TO 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 
	Sri.Shekanta Sahu,O.A.S.(I) (JB) Sub-Collector and S.D.M. 
	Head of office with full control 
	Full 
	Monitoring to entire business of the office. 
	1. Court works 
2. Maintenance of  law 
3.Meetings. 
	As in Col. 2 to 5 including 
Elections and VIP accommodations 

	2 
	Sri.P.K.Behera, O.A.S. 
R.O. and E.M. 
	Staff control and work supervision 
	As drawing officer 
	Election, Record officer Court work. 
	Magisterial duties and Misc. and Misc. work as desired by authorities. 
	Col.2 to 5 including Election work. 

	3 
	B.Sahu, O.A.S. 
N.O. and E.M. 
	Full control over Nizarat stock and stores Disbursement, U.C. 
	Cash analysis Deposits. C/R of A/R and I.R. 
	Court work Emergency section and Nizarat 
	Magisterial  duties, grievance petitions and emergency 
	Col.2 to 5 Certificate cases and Misc. Certificate. 

	4. 
	Parameswar Barik, Head Clerk 
No.-2 Post vacant 
	Control over staff, supervision and monitoring daily routine jobs of employees. 
	Cash verification ensuring U.C. and cash deposits. 
	Watching to movements of files and carrying out orders. 
	Overall supervision and development of staff. 
	As in Col.2 to 5. 
  

	5 
	Sarat Ku.Dash, Sr.Clerk 
	Personal files transfer, posting redeployment 
	Budgeting action G.P.F. and retirement benefits. 
  
  
	Establishment matters 
	Departmental proceedings and OA matters. 
  
	As in Col. 2 to 5. 

	6 
	S.K.Tripathy, Jr. Clerk 
	As required 
	Bills and Budget 
	Orders & Circulars 
	Annual indents 
	Col. 2 to 5. 

	7 
	P.Mishra, Sr.Clerk 
	As required 
	Accounts and Nizarat 
	Maintenance of Accounts 
	Disbursement & furnishing of U.C. Cash analysis. 
	Account section and Nizarat. 

	8 
	N..Bagh, Sr.Clerk 
	As required in G.P.matters. 
	Strict watch over G.P. property and auction process 
	All G.P. matters 
	- 
	Col. 2 to 5 

	9 
	Pravati Lipi, Sr.Clerk 
	Maintenance and preservation of records. 
	Collection of C.G. on certified copy 
	Duties of R.K. 
	Certificate cases. 
	R.K. and BC to Sub-Collector. 

	10 
	Sunil Ku. Kuar, Sr.Clerk 
	As required in Election works. 
	Preparation of Election bills. 
	Routine works related to Election matters 
	Stock and stores of election section 
	D.A. Election 

	11 
	A.K.Dash, Jr.Clerk 
	Movement of files related to Tahasil matters. 
	Timely compliance of sairats. 
	Revenue section 
	U.V. cases and copyist in Record Room. 
	Col. 2 to 5 

	12 
	P.C.Beriha, Jr. Clerk 
	ICDS administration like activities. 
	Sanction of financial assistance to social security measures. 
	O.A.P. 
O.D.P. 
N.O.A.P. 
N.F.B.S. 
	M.D.M. Programme 
	Social Welfare Section 

	13 
	K.C.Prusty, Jr.Clerk 
	As related to Gen. & Misc. emergency & development section. 
	Maintenance of CF and Redcross. 
	As on Col. 2 
	BC to NO in criminal cases and certificates. 
	As in Col. 2 to 5 

	14. 
	S.Mahana, Jr.Clerk 
	As required in maintenance of P.D.S. 
	Related  to PDS / Solvency and Security deposits by tenders or bidders. 
	P.D.S. 
Urban and Rural 
	As required by authority. 
	As in Col . 2 to 5. 

	15. 
	Sarat Ch. Das, A.C.S.O. 
	Control / enquiry/ Supervision/ enforcement / achievement in PDS 
	As in Col. 2 
	AS required 
	Inspection and Surprise check 
	As in Col. 2 to 5 

	16 
	Saroj Ku. Das, S.S.O. 
	Promotion in Public Savings Scheme as to target and pursuations. 
	Achievement of annual target. 
	Of S.S.O. 
	Additional charge of SSWO, Bargarh Sub-Division and SSO, Padampur Sub-Divn. 
	As in Col. 2 to 5 

	17 
	Umesh Pradhan, Jr.Clerk 
	B.C. to Sub-Collector. 
	- 
	- 
	Assist in court work. 
	As in Col. 2 to 5 

	18 
	Gobardhan Meher, Sr.Clerk 
	- 
	- 
	- 
	- 
	Deputed to DSWO Section since joining. 

	19. 
	Jagannath Padhi, Jr.Clerk 
	B.C to Executive Magistrate & RO 
	- 
	Library section 
	Misc. 
	As in Col. 2 to 5 

	20 
	M.R.Pai, Jr.Clerk 
	Issue & dispatch 
	Postage stamp 
	Asst. Nazir 
	Stock & stores A/R & I/R compliance report 
	As in Col. 2 to 5 

	21 
	S.K.Pujhari, Jr.Clerk 
	Receipt section 
	- 
	- 
	- 
	As in Col. 2 

	22 
	Smt.P.R.Panda, Steno. 
	Confidential matters 
	- 
	As required 
	Misc. 
	Steno to Sub-Collector. 

	23 
	L.N.Mohapatra, Peon 
	- 
	- 
	- 
	- 
	Deputed to CSO Office 

	24 
	Jayram Das, Peon 
	- 
	- 
	- 
	- 
	Deputed to District Office. 

	25 
	S.B.Magar, Peon 
	- 
	- 
	- 
	- 
	Accounts & Nizarat Section. 

	26 
	Pramod Ku. Behera, Peon 
	- 
	- 
	- 
	- 
	Court of E.M & R.O 

	27 
	Tejraj Meher, Peon 
	- 
	- 
	- 
	- 
	Sub-Divisional Election Section. 

	28 
	Rajib Meher, Watcher-cum-Sweeper 
	- 
	- 
	- 
	- 
	Court of E.M & N.O. 

	29 
	S.K.Tripathy, Peon 
	- 
	- 
	- 
	- 
	- 

	30 
	S.K.Sahu, Peon 
	- 
	- 
	- 
	- 
	- 

	31 
	Dadhigan Das, Peon 
	- 
	- 
	- 
	- 
	- 

	32 
	Janhabi Deep, L.Peon 
	- 
	- 
	- 
	- 
	- 

	33 
	Bhumisuta Dardmegha, L.Peon 
	- 
	- 
	- 
	- 
	- 

	34 
	Thakur Sahu, Peon 
	- 
	- 
	- 
	- 
	Revenue Section 

	35 
	N.Jena, Sweeper-cum-watchman 
	- 
	- 
	- 
	- 
	- 


  
  
  
N.B. – 2 numbers of peons are lying vacant. 
Manual – 3 
  
Procedure followed in decision-making process 
[Section 4 (1)(b)(iii)] 
  
  

The procedure can be described both in narrative form and through Flow Process Chart. In 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. 
  

The Flow Process Charts can give a comprehensive process as may be seen from the following illustration of preparing a food card. 
  
Flow Process Chart for issue of Food Card 
  
	Sl.No. 
	Activity 
	Level of action 
	Time frame 

	1 
	To receive application and put a diary number. 
	Counter Clerk 
	Same day 

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

	3 
	To visit premises of applicant and verify the facts. 
	Inspector 
	2-3 days 

	4 
	To prepare report and submit to FSO 
	-do- 
	Same day 

	5 
	To approve/ reject application 
	FSO 
	1 day 

	6 
	To prepare food card if approved and submit to FSO 
	Counter Clerk 
	Same day 

	7 
	To sign and return card 
	FSO 
	Same day 

	8 
	To deliver card to applicant 
	Counter Clerk 
	Same day 


  
  
  
Such charts may be prepared for major functions. 
  
As annexed below. 
  
Manual – 4 
Norms set for the discharge of functions 
[Section 4(1)(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 an illustration. 
  
Illustration 
  
	Sl. No. 
	Activity 
	Time frame/ Norm 
	Remarks 

	1 
	Diary of letter 
	3 minutes per letter 
	  

	2 
	Dispatch of letter 
	5 minutes per letter 
	Registered dak including entry in messenger book 

	3 
	Typing job 
	30 pages per day 
	  

	4 
	Preparation of food card 
	50 food cards per day 
	Including entry in food card register. 

	  
	  
	  
	  

	  
	  
	  
	  

	  
	  
	  
	  

	  
	  
	  
	  

	  
	  
	  
	  

	  
	  
	  
	  

	  
	  
	  
	  

	  
	  
	  
	  

	  
	  
	  
	  

	  
	  
	  
	  

	  
	  
	  
	  

	  
	  
	  
	  


  
  
As annexed below. 
ANNEXURE TO MANUAL – 3  & 4 
  
CHAPATER – 11 (RIGHT TO INFORMATION ACT, 2005 
  
  
MANUAL – 3 -
PROCEDURE FOLLOWED INCLUDING CHANNELS OF SUPERVISION 
  
MANUAL- 4-

THE NORMS SET FOR DISCHARGE OF FUNCTION . 
  
  



The norms set for all the dealing assistants are of equal nature- to enter 
the letter (in Dak) in the central diary register by the Direst-cum-receipt clerk after perusal by authority and marked by H.C., who is to handover the dame to concerned section with acknowledgments. There after the D.A. of related sections enter the same in the respective log books and is to put up the matter, with reference to the subject dealt in related file, through the Head clerk to concerned section officers in-charge.  The section officer after proper scrutiny of the subject matter is to dispose of simple nature facts at his level by passing an order to be executed. The matters beyond his capacity are to be endorsed with own views seeking orders of head of office. The entire process is liable to be completed within three days except matters related beyond control. The urgent matters are taken up on the same day with due correspondences. 
  
  
Manual – 5 
Rules, regulations, instructions, manuals and records for discharging functions 
[Section 4(1)(b)(v) ] 
  
Prepare a list of rules, regulations, instructions, 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. 
	Namd of the act, rules, regulations etc. 
	Brief gist of the contents. 
	Reference No if  any 
	Price in case of priced publications. 

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  


  
  
The list of Acts, Rules, Regulations, Instructions, Manuals and records for discharge of functions in each Section have been provided section wise- as per Mannual-1 Item- 7 (a) to (k) from page 3 to 8. 
  
Manual – 6 
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, wingwise, unit wise, branch wise and if 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. 

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  


  
Section wise statement enclosed – 
Manual – 6 
  
	Sl. No. 
	Name of the section 
	Collegian numbers dealt 
	Subject 
	Total Numbers of files 

	1 
	2 
	3 
	4 
	5 

	1 
	Estt. Section 
	1 
	Accounts 
	1 (One) 

	
	
	II 
	Acts & regulation & Amendment 
	- 

	
	
	IX 
	Bills 
	- 

	
	
	XII 
	Budget 
	10 (ten) 

	
	
	XIIC 
	Correspondence under ORSP Rules 
	- 

	
	
	XIX 
	Circular and orders 
	- 

	
	
	XXII 
	Conference & meetings 
	- 

	
	
	XXXIV 
	Establishment (personal files) 
	73 Nos. 

	
	
	LV 
	Loans & advances 
	4 Nos. 

	
	
	LXVI 
	Pension & G.P.F. 
	1 Nos. 

	
	
	LXXVI 
	Reports and Returns 
	13 Nos. 

	
	
	III-C 
	Misc. correspondence on Estt. Matters 
	7 Nos. 

	2 
  
	Development Section 
	XXVI 
	Scheme 
	11 Nos. 

	
	
	V 
	Agriculture 
	- 

	
	
	I 
	Accounts 
	- 

	
	
	VIII 
	Audits 
	- 

	
	
	XXIV 
	Co-operation 
	- 

	
	
	XXIX 
	Education 
	8 Nos. 

	
	
	IIC 
	Miscellaneous 
	5 Nos. 

	3 
	Record Room 
	L XXIV 
	Records and record room 
	1 Nos. 

	
	
	LXXVI 
	Reports and returns 
	1 Nos. 

	
	
	IIIC 
	Miscellaneous 
	3 Nos. 

	
	
	XIX 
	Circulars and rules, orders 
	- 

	
	
	XXIII 
	Conference and meetings 
	- 

	4 
	Certificate section 
	XV 
	Certificate 
	10 Nos. 

	
	
	LXXVII 
	Reports and Returns 
	4 Nos. 


  
  
  
	5 
	Judicial Section 
	II 
	Acts, Regulation and amendment 
	06 Nos. 

	
	
	XIX 
	Circulars, Rules and orders 
	- 

	
	
	XXIII 
	Conference and meeting 
	- 

	
	
	LXXVII 
	Report and Returns 
	11 Nos. 

	6 
	Social Welfare 
	II 
	Acts, Regulation and Amendment 
	- 

	
	
	XIX 
	Circulars, Rules and orders 
	- 

	
	
	XXIII 
	Conference and meeting 
	1 Nos. 

	
	
	LIX 
	Medical, Sanitation & Public health 
	- 

	
	
	LXXVII 
	Report and Returns 
	3 Nos. 

	
	
	IIC 
	Miscellaneous 
	33 Nos. 

	7 
	Election Section 
	XXX 
	Election 
	12 Nos. 

	
	
	II 
	Acts, Regulation & Amendment 
	1 Nos. 

	
	
	XIX 
	Circular/ Rules / Orders 
	- 

	
	
	XIII 
	Conference and meeting 
	- 

	
	
	LXXVII 
	Reports and Returns 
	2 Nos. 

	
	
	IIC 
	Miscellaneous 
	1 Nos. 

	8 
	Supply Section 
	XX 
	Civil Supplies 
	37 Nos. 

	
	
	XXIII 
	Conference and meeting 
	1 Nos. 

	
	
	II 
	Acts, Regulation and Ammendments 
	- 

	
	
	XIX 
	Circulars , Rules and orders 
	- 

	
	
	LXVII 
	Reports and returns 
	- 

	
	
	IIC 
	Miscellenious 
	1 Nos. 

	9 
	G.P. Section 
	XIV 
	Maintenance of G.P. 
	11 Nos. 

	
	
	LXX 
	(G.P.) Ponds/ Ferries/ Market 
	7 Nos. 

	10 
	Receipt section 
	  
	Receipt Register 
	Vol. I 

	
	
	
	Petition Register 
	Vol. I 

	11 
	Issue Section 
	  
	Issue Register 
	Vol. I 

	
	
	
	Despatch Register 
	Vol. I 

	
	
	
	S.P.stamp Register 
	Vol. I 

	
	
	
	R.P. Register 
	Vol. I 

	
	
	
	Peon Register 
	Vol. I 


  
  
	12 
	Revenue Section 
	V 
	Agriculture 
	- 

	
	
	VIII 
	Audit 
	- 

	
	
	XIII 
	Buildings 
	1 Nos. 

	
	
	XVI 
	Cess 
	- 

	
	
	XIX 
	Circulars and orders 
	1 Nos. 

	
	
	XXIII 
	Conference and meetings 
	2 Nos. 

	
	
	LI 
	Irrigation and Drainage 
	- 

	
	
	LII 
	Land acquisition 
	15 Nos. 

	
	
	LIII 
	Land Revenue 
	7 Nos. 

	
	
	LX 
	Mines and Minerals 
	4 Nos. 

	
	
	XCIII 
	Water Rate 
	- 

	
	
	IIIC 
	Misclenious 
	8 Nos. 

	13 
	Small Saving 
	II 
	Acts, Regulation and amendments 
	1 Nos. 

	
	
	LXIII 
	National Savings Certificate, Small Savings Scheme and National Loan 
	2 Nos. 

	
	
	LXXVII 
	Reports and returns 
	3 Nos. 

	
	
	IIIC 
	Miscelennious 
	1 Nos. 

	14 
	Gen.Misc.Section 
	II 
	Act, regulation and amendments 
	- 

	
	
	XIV 
	Census 
	1 Nos. 

	
	
	XV 
	Misc. Certificate 
	1 Nos. 

	
	
	XXIX 
	Education 
	1 Nos. 

	
	
	XLVI 
	Holidays/ Celebration 
	1 Nos. 

	
	
	LVI 
	Local Bodies days 
	1 Nos. 

	
	
	LIX 
	Medical, Sanitation and public health 
	1 Nos. 

	
	
	LXV 
	Organization/ Association 
	1 Nos. 

	
	
	LXXVII 
	Reports and returns 
	1 Nos. 

	
	
	IIIC 
	Misclenious 
	2 Nos. 

	15 
	Emergency Section. 
	II 
	Acts, regulation and Amendments 
	1 Nos. 

	
	
	VIII 
	Audit 
	1 Nos. 

	
	
	XXVII 
	Discretionary grants 
	1 Nos. 

	
	
	XLII 
	Flood and relief 
	1 Nos. 

	
	
	IIIC 
	Misc. 
	2 Nos. 


  
	16 
	B.C. to Revenue Officer and library 
	X 
	Books, publication and periodical 
	- 

	
	
	II 
	Acts, Regulation and Amendment 
	- 

	
	
	LIV 
	Library 
	- 

	
	
	LXXVI 
	Reports and Returns 
	1 Nos. 

	
	
	IIIC 
	Miscellaneous 
	4 Nos. 

	17 
	Nizarat Section Audit and forms and stationary 
	I 
	Accounts 
	- 

	
	
	VIII 
	Audit 
	9 Nos. 

	
	
	XLIV 
	Forms 
	2 Nos. 

	
	
	LXI 
	Motor Vehicles 
	1 Nos. 

	
	
	LXIV 
	Nizarat 
	21 Nos. 

	
	
	LXXXIV 
	Stationery 
	2 Nos. 

	
	
	LXXVII 
	Report and Returns 
	2 Nos. 

	
	
	IIIC 
	Miscellaneous 
	1 Nos. 


  
COURT OF SUB-DIVISIONAL MAGISTRATE, BARGARH 
	Nature of Case 
	Total Number of Case records 

	Criminal Cases 

	U/s 97 Cr.P.C. 
	05 

	U/s 110 Cr.P.C. 
	04 

	U/s 133 Cr.P.C. 
	09 

	U/s 144 Cr.P.C. 
	04 

	U/s 145 Cr.P.C. 
	12 

	U/s 147 Cr.P.C. 
	02 

	U/s 109 Cr.P.C. 
	02 

	Total 
	          38 Cases 

	Revenue Cases 

	U/s 22 of O.L.R. Act 
	17 

	U/s 23 of O.L.R. Act 
	10 

	U/s. 23 (A) of OLR Act 
	18 

	Encroachment Appeal 
	58 

	Mutation appeal 
	127 

	O.L.R. Appeal 
	15 

	Lease appeal 
	07 

	Irr. Appeal 
	06 

	G.P.Appeal 
	11 

	Misc. Appeal 
	03 

	B.B. Appeal 
	06 

	Total 
	         278 Cases 

	Grand Total 
	       316 cases 


  
COURT OF R.O. AND EXECUTIVE MAGISTRATE, BARGARH. 
	U/s  107 Cr.P.C. 
	65 

	U/s 109 Cr.P.C. 
	32 

	U/s 144 Cr.P.C. 
	25 

	U/s 145 Cr.P.C. 
	81 

	Total 
	203 Cases 


Manual – 7 
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 (1)(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 Bhagidari, Jan Sunvai, 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. 
  
The Revenue Officer is the designated officer as P.I.O. to deal with the matter and the members of public for policy framing and their implementations. The day to day actions are sorted out by the P.I.O. and disposed of at his level. The head of office is the 1st appellate authority who has kept watch over the issue and no suggessions from any quarters of public is yet received. 
Manual – 8 
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 

	6 
	7 
	8 
	9 
	10 


  

Please attach copies of detailed notification/ orders for their constitutions. 
  

List enclosed. 
LIST OF BOARDS, COUNCILS, COMMITTEES ETC. 
	Sl. No. 
	Name and address of the Body 
	Main function of the body 
	Constitution of the body 
	Date of constitution 
	Date up to which valid 
	Whether meetings open to public 
	Whether minutes accessible to public 
	Frequency of meeting 
	Remarks 

	1 
	2 
	3 
	4 
	5 
	6 
	7 
	8 
	9 
	10 

	1 
	Sub-Divisional  Vigilance committee 
	Watch over and policy making for certain Developmental activities. 
	Sub-Collector 
Chair person & Members 
	- 
	- 
	No. 
	- 
	As required 
	  

	2 
	Sub-Divisional Site selection Committee 
	For site Selection of lands required by different Govt. Developments & Private bodies for alienation 
	Sub-Collector Chairperson Tahasildar-Convernor 
CDMO-Member 
EE,R&B- -do- 
EE,PHD- -do- 
Dist.Town- do- 
Planning Officer 
	- 
	- 
	No 
	- 
	-do- 
	  

	3 
	Bench mark valuation Sub-Committee 
	For proper assessment & valuation of lands and as to class of land 
	Sub-Collector, Chair person 
DSR-Convenor 
Tahasildar- Member 
2/3 nominated persons of reputation. Member 
	- 
	- 
	No 
	- 
	-do- 
	  


  
Manual – 9 
Directory of officers and employees 
[Section 4(1)(b)(ix)] 
  
  
Directory 
  
	Sl. No. 
	Name and designation 
	Office Phone No. 
	E-mail address 

	1 
	Sub-Collector, Bargarh 
	06646-234345 
	  

	  
	  
	  
	  

	  
	  
	  
	  

	  
	  
	  
	  

	  
	  
	  
	  

	  
	  
	  
	  

	  
	  
	  
	  

	  
	  
	  
	  

	  
	  
	  
	  

	  
	  
	  
	  

	  
	  
	  
	  

	  
	  
	  
	  

	  
	  
	  
	  

	  
	  
	  
	  

	  
	  
	  
	  


  
  

As per list in Manual – 2 
Manual – 10 
  
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 

	  
	  
	  

	  
	  
	  

	  
	  
	  

	  
	  
	  

	  
	  
	  

	  
	  
	  

	  
	  
	  

	  
	  
	  

	  
	  
	  

	  
	  
	  

	  
	  
	  

	  
	  
	  

	  
	  
	  

	  
	  
	  

	  
	  
	  


  
  
Note : Details about system of compensation provided in regulations may be given. 
  
List enclosed. 
  
  
	Sl. No. 
	Name and Designation 
	Scale of pay 
	Remuneration or basic pay 

	1 
	2 
	3 
	4 

	  
1 
	Sarbashree 
Sreekanta Sahu, O.A.S.(I) JB 
Sub-Collector and S.D.M.,Bargarh 
	  
8000/-275/-13500/- 
	  
10,200/- 

	2 
	P.K.Behera, OAS, Revenue Officer 
	6500/-200-10500/- 
	8,500/- 

	3 
	Bimbadhar Sahu, OAS, 
Nizarat Officer 
	6500/-200-10500/- 
	8,500/- 

	4 
	Parameswar Barik, Head Clerk. 
	5000/-150-8000/- 
	5,600/- 

	5 
	Sarat Kumar Dash, Sr.Clerk 
	4500/-125-7000/- 
	5,375/- 

	6 
	P.N.Mishra, Sr.Clerk 
	4000-100-6000/- 
	4,600/- 

	7 
	Nirmaleswar Bag, Sr.Clerk 
	-do- 
	4,200/- 

	8 
	S.K.Kuar, Sr.Clerk 
	-do- 
	5,000/- 

	9 
	Smt.Pravati Lipi, Sr.Clerk 
	-do- 
	5,000/- 

	10 
	Gobardhan Meher, Sr.Clerk 
	-do- 
	4,600/- 

	11 
	S.K.Tripathy, Jr.Clerk 
	3200-85-4900/- 
	4,135/- 

	12 
	Umesh Pradhan, Jr.Clerk 
	-do- 
	4,135/- 

	13 
	Manoranjan Pal, Jr.Clerk 
	-do- 
	4,135/- 

	14 
	A.K.Dash, Jr.Clerk 
	-do- 
	4,220/- 

	15 
	P.C.Bariha, Jr.Clerk 
	-do- 
	3,965/- 

	16 
	K.C.Pursty, Jr.Clerk 
	3050-75-3950-80-4590/- 
	3,500/- 

	17 
	Jagannath Padhi, Jr.Clerk 
	-do- 
	3,500/- 

	18 
	S.Mahanna, Jr.Clerk 
	-do- 
	3,500/- 

	19 
	R.K.Pujhari, Jr.Clerk 
	3200-85-4900/- 
	3,880/- 

	20 
	Smt.P.R.Panda, Steno 
	4000-100-6000/- 
	4,700/- 

	21 
	Muneswar Pandit, Driver 
	3600-100-5600/- 
	4,500/- 

	22 
	Dadhigan Dash, Daftari 
	2610-60-3150-65-3540/ 
	3,215/- 

	23 
	S.B.Magar, Peon 
	-do- 
	3,090/- 

	24 
	S.K.Tripathy, Peon 
	-do- 
	3,150/- 

	25 
	Pramod Ku. Behera, Peon 
	-do- 
	3,150/- 


  
  
	Sl. No. 
	Name and Designation 
	Scale of pay 
	Remuneration or basic pay 

	1 
	2 
	3 
	4 

	26 
	S.K.Sahu, Peon 
	2610-60-3150-65-3540/- 
	3,150/- 

	27 
	Jayram Das, Peon 
	2550-55-2660-60-3200/- 
	3,140/- 

	28 
	Smt.B.S.Dardmegha, Peon 
	-do- 
	3,020/- 

	29 
	Smt.Janhabi Deep, L.Peon 
	-do- 
	3,080/- 

	30 
	L.N.Mohapatra, Peon 
	-do- 
	3,020/- 

	31 
	Tejraj Meher, Peon 
	2610-60-3150-65-3540/- 
	3,150/- 

	32 
	S.N.Jena, Choukidar 
	-do- 
	3,215/- 

	33 
	Rajig Meher, Peon 
	-do- 
	3,150/- 

	34 
	Thakur Sahu, Peon 
	2550-55-2660-60-3200/- 
	2,550/- 

	35 
	Sarat Ch. Dash, ACSO 
	5500-175-9000/- 
	6,725/- 

	36 
	S.K.Dash, SSO 
	4500-125-7000/- 
	5,625/- 


  
  
  
Manual – 11 
The budget allocated to each agency 
[Section 4(1)(b)(xi)] 
  
Non-plan budget 
  
	Major head 
	Activities to be performed 
	Sanctioned budget 
	Budget estimate 
	Revised estimate 
	Expenditure for the last year 

	3-2053 
	Revenue Deptt. 
	32,80,037/- 
	33,83,091/- 
	29,46,094/- 
	29,46,094/- 

	5-2047 
	Finance Deptt. 
	1,90,689/- 
	1,90,371/- 
	1,90,189/- 
	1,90,189/- 

	9-2408 
	FS &CW Deptt. 
	4,49,711/- 
	5,25,831/- 
	4,49,771/- 
	4,49,771/- 

	1-2015 
	Home(Election) 
	1,65,209/- 
	1,79,860/- 
	1,65,209/- 
	1,65,209/- 

	36-2235 
	W & CD Deptt. 
	1,24,700/- 
	- 
	- 
	- 

	17-2515 
	PR(GP) Deptt. 
	50,700/- 
	1,792/- 
	- 
	1,792/- 


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

	  
NIL 
  


  
Manual - 12  
The manner of execution of subsidy program 
[Section 4(1)(b)(xii)] 
  
List of institutions given subsidy 
  
	Sl. No. 
	Name and address of the institution 
	Purpose for which subsidy provided 
  
	No. of beneficiaries 
	Amount of subsidy 
	Previous years utilization progress 
	Previous years achievements 

	  
NIL 
  


  
  
List of individuals given subsidy 
  
	Sl. 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 
  

	  
NIL 
  


  
  
  
Details of schemes under which subsidies are granted should be given. 
  
Manual – 13 
Particulars of recipients of concessions, permits or authorizations granted 
[Section 4(1)(b)(xiii)] 
  
List of beneficiaries 
  
	Sl.No. 
	Name and address of the beneficiary 
	Nature of concession/ permit/ authorization provided 
	Purpose for which granted 
	Scheme and Criterion for selection 
	No of times similar concession given in past with purpose 
  

	  
	  
	  
	  
	  
	  

	  
	  
	  
	  
	  
	  

	  
	  
	  
	  
	  
	  

	  
	  
	  
	  
	  
	  

	  
	  
	  
	  
	  
	  

	  
	  
	  
	  
	  
	  

	  
	  
	  
	  
	  
	  

	  
	  
	  
	  
	  
	  

	  
	  
	  
	  
	  
	  

	  
	  
	  
	  
	  
	  

	  
	  
	  
	  
	  
	  

	  
	  
	  
	  
	  
	  

	  
	  
	  
	  
	  
	  

	  
	  
	  
	  
	  
	  


  
Note : - Creation of database and its hosting on website should be done on priority basis for activities like issue of permits, issue of authorizations, grant of concessions, licenses etc. 
  
Concession – Nil 
  
Permits 
Authorization
:-
629 numbers of licence orders issued to the dealers and 
      retailers on P.D.S.  commodities in the Sub-Division. 
  
Manual – 14 
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 data base 
  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  

	  
	  
	  
	  
	  


  
  
Through District N.I.C., Bargarh. 
  
Manual – 15 
Particulars of facilities available to citizens for obtaining information 
[Section 4(1)(b)(xv)] 
  
Facilities available for obtaining information 
  
	Sl. No. 
	Facility available 
	Nature of information available 
	Working hours 

	1 
	Information Counter 
	  
	  

	2 
	Website 
	  
	  

	3 
	Library 
	  
	  

	4 
	Notice board 
	  
	  

	5 
	  
	  
	  

	6 
	  
	  
	  

	7 
	  
	  
	  

	8 
	  
	  
	  

	9 
	  
	  
	  

	10 
	  
	  
	  

	  
	  
	  
	  

	  
	  
	  
	  

	  
	  
	  
	  

	  
	  
	  
	  

	  
	  
	  
	  

	  
	  
	  
	  

	  
	  
	  
	  

	  
	  
	  
	  

	  
	  
	  
	  


  
  
The normal office hour is from 10.00 AM to 5.00 PM. 
  
There is no library or reading room for public use. 
Manual – 16 
Name designation and other particulars of Public Information Officers 
[Section 4(1)(b)(xvi)] 
List of Public Information Officers 
  
	Sl. No. 
	Designation of the officer designated as PIO 
	Postal address 
	Telephone No. 
	E-mail address 
	Demarcation of Area/ Activities, if more than one PIO is there 
  

	1 
	Sri.P.K.Behera, OAS 
Revenue Officer 
	Sub-Collector Office, Bargarh 
	06646- 234345 
	- 
	Sub-Division area 
  


  
  
List of Assistant Public Information Officers 
  
	Sl. No. 
	Designation of the Officer designated as Assistant PIO 
	Postal address 
  
	Telephone No 
	e-mail address 

	  
NIL 
  


  
  
First appellate authority with in the department 
  
	Sl. No. 
	Designation of the officer designated as first appellate authority 
	Postal address 
	Telephone No. 
	e-mail address 
	Demarcation of Area/ Activities, if more than one appellate authority is there 

	1 
	Sri.Sreekanta Sahu, OAS (I) 
Sub-Collector & SDM 
	Office of the Sub-Collector, Bargarh. 
	06646- 234345 & 234346 
  
	- 
	Sub-Division Area. 


  
Manual – 17 
  
Other information as 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. 
  
  
Instructions from higher quarters are to be followed. 
  
  
