CHAPTER –II (MANUAL-1)

PARTICULARS OF ORGANIZATION, FUNCTIONS AND DUTIES :


The Revenue, Touzi and Record ROOM Sections are the parts of the Collectorate, Nuapada and are functioning within the campus of the Collectorate since the formation of the District of Nuapada on dt.1st April,1993. The details of these Sections are as follows :-

	2.1.

	Objective / Purpose of the public authority.
	Handling the Revenue, Irrigation, Alienation & Lease of Government land matters, procedural actions and supervision of disposal of cases and collection of Revenue, regulation of the routine matters of the Collectorate concerning Revenue and allied aspects.  

	2.2
	Mission / Vision Statement of the public authority
	Strengthening, regularizing and streamlining the regular features of the Revenue Administration.

	2.3
	Brief history of the public authority and context of its formation. 
	The sections dealing with Revenue Administration such as Revenue, Touzi, Forest Settlement, Compensation, S.L.R & Record Room are integral parts of the Collectorate and are continuing since inception. 

	2.4
	Duties of the public authority.
	Process the Revenue and related matters on receipt of proposal / intimation from the Tahasildars and Sub-Collector under approval of the Collector and Addl. District Magistrate and monitor follow up action alongwith delivery of service on public related issues. Implementation of Govt. instructions, procedures, rules and monitoring its implementation at the field level. Report and returns to the Government/ B.O.R.  

	2.5
	Main activities. / functions of the public authority.
	As in Annexure – A.

	2.6
	List of services being provided by the public authority with a brief write –up on them.
	As in Annexure – B.

	2.7
	Organizational Structure Diagram at various levels namely State, directorate, region, district, block etc (Whichever is applicable).
	The Collectorate is having two-tier administrative structure. The regulatory and provisional aspects are initiated at the level of Officers In-Charge of various sections and disposed of at the level of the Addl. District Magistrate/ Collector & Dist. Magistrate. 

	2.8
	Expectation of the public authority from the public for enhancing as its effectiveness and efficiency.
	The public service can be effectively dispatched on regular approach and procedural adherence by the public. For procedural guidance and ministerial assistance, separate wing of the Collectorate is an imperative in order to ward off nuisances / drawbacks.

	2.9
	Arrangements and methods made for seeking public participation/ contribution. 
	No such method / system is adopted at present but is being planned under the modernization of the District Administration for educating the Public on various directly Public related services and Procedures / Rules of  the Revenue System and Administration..

	2.10
	Mechanism available for monitoring the service delivery and public grievance resolution.
	Routine inspections and monthly Staff Meeting is the present mode of monitoring the Delivery mechanism. The improvement suggested is that the performance is recorded through the computerized system and test checked intermittently through programme based networking.  The process of Grievance Redressal is being monitored by the Grievance Cell and it is taken care of by the concerned Sections.

	2.11
	Addresses of the main office and other offices at different levels. (Please categories the addresses district wise for facilitating the understanding by the user). 
	Collectorate, Nuapada,Nuapada.

Sub-Collector’s Office, Nuapada at Nuapada.

Tahasils Headquartered at Nuapada, Komna, Khariar, Boden & Sinapali under Nuapada Sub-Division).

	2.12
	Morning hours of the office 
	10.00 A.M.

	
	Closing hours of the office 
	05.00P.M.


CHAPTER –III (MANUAL –2)

POWERS AND DUTIES OF OFFICERS AND EMPLOYEES

3.1
Please provide details of the powers and duties of officers and employees of the Organization.

	Designation
	
	

	Powers
	Administrative
	1. Revenue Officer (Deputy Collector. Revenue)

	
	
	2. Touzi officer (Deputy Collector, Revenue)

	
	
	3. Forest settlement officer (Deputy Collector, Revenue)

	
	
	4. Superintendent of Land records (Deputy Collector, Collectorate, Nuapada)

	
	Financial
	1. Deputy Collector, Establishment as Drawing & Disbursing Officer for employees of the Revenue, Touzi, Record Room Staff.

	
	Others
	1. Forest settlement officer, Compensation Officer & Superintendent of Land records are the posts having statutory powers and activities.

	Duties
	1.
	Revenue Officer to look after the administrative actions under the various revenue Laws, its interpretations and regulation of the procedural matters through the ADM/ Collector. 

	
	2.
	Revenue Officer is looking after the Revenue Collection and the regulatory activities of the Revenue matters, Irrigation & Mining.

	
	3.
	Forest settlement officer to look after the consolidation of Forests, Forest and Environment related matters and inquiries.

	
	4.
	Superintendent of Land Records  is entrusted with the duties of  Computerization of land records in all the 05 Tahasils, its administrative sanctions, liaisoning  with Board, Settlement Office and Tahasils, processing Boundary Change Proceedings between villages of the district and  monitoring Inter State Boundary Dispute. Handling Court matters relating to private land under dispute concerning wrong recording in settlement operations.


SECTIONWISE INFORMATION ON DUTIES OF THE EMPLOYEES. 

	Section.
	Designation
	Powers
	Duties

	Revenue,

Touzi, Record Room & Forest Settlement
	Head Clerk.-  1
	Administrative.
	General supervision in addition to Establishment Section and B.C.to the Court of Collector & A.D.M.Nuapada and Court matters relating to Govt. land. 

	
	Sr.Clerks.– 3
	
	Processing of Ceiling Surplus, lease, alienation, Certificate, Encroachment, Bebandabasta, O.L.R, O.G.L.S D.C.B, Annual Verification of Tahasil Accounts, Remission & Write off of the demands, Administrative approval of Sairat sources other than minor minerals.,administrative sanction of Minor Minerals Sairats , Forest Settlement matters and other office work, Reports & Returns.  

	
	Jr.Clerks. - 2
	
	Touzi,Mining,Lease,Forest Settlment & Report /Returns of the concerned section.,.

	District Record Room.
	Record Keeper.
	Administrative.
	Grant of Certified copies and overall maintenance of the Record Room.

	
	Sr. Clerk    -   1
	
	Maintenance of Records & consigned files. Supply of saleable map.

	
	Jr. Clerk.    -   1
	
	Preparation of certified copy.


CHAPTER –IV (MANUAL –3)

RULES, REGULATIONS, INSTRUCTIONS, MANUAL AND RECORDS, FOR DISCHARGING FUNCTIONS.

4.1
Please provide list of rules, regulations, instructions, manual  and records, held by public authority or under its control or used by its employees for discharging functions as per the following format. This format has to be filled for each type of document. 

	Sl. No.
	Name/ Title of the document
	Type of Documents
	Brief write up of the documents
	Form where one can get a copy of rules, regulations, manual and records
	Address, Telephone No., FAX,  E-mail & others
	Fee charges by the Department for copy of Rules, regulations, instructions, Manual and records (any)

	1
	2
	3
	4
	5
	6
	7

	
	REVENUE  & FOREST SETTLEMENT SECTION.

	1
	Lease / Alienation of Govt. land. Preparation and approval of Master Plan, Revision of Premium in Urban areas.
	Lease/ Alienation Case Records
	Regulated under  OGLS Act.
	O.G.L.S. Act/ Rules published by the State Govt. available in District Library. 
	CollectorateNuapada, Revenue Section/ District Library.

Mannual available in the Market under various publications/ Govt. web site.

Nuapada NIC website, Collectorate, Nuapada Tel. No. 06678-223352( ADM ,Nuapada)
	For copy of Rules, Regulations and instructions, saleable books and compilation available in Govt.        ( Revenue Department), 

Board of Revenue, Collectorate ( in Guard Files) 

	2.
	Encroachment
	Encroachment & Settlement of land.
	Regulated under OPL.E Act.
	O.P.L.E.. Act/ Rules published by the State Govt. available in District Library
	
	

	3.
	Ceiling, Tenancy, Conversion of land, permission to SC/ST for sale of land, Restoration of illegal transfer.
	Cases under OLR Act at the level of Tahasildars & Sub-Collectors.
	Regulated under O.L.R. Act.
	O.L.R. Act/ Rules published by the State Govt. available in District Library
	
	

	4.
	Regulation of Sale & transaction of Minor Minerals.
	Cases and sanctions under O.M.M.C. Rules, 2004.
	Regulated under O.M.M.C. Rules, 2004
	Published by the Government with effect from 31.08.2004.
	
	

	5.
	O.E.A. Act, OPDR Act, 
	Administrative sanction and permissions.
	
	Acts prescribed by the Govt. 
	
	

	6.
	Orissa Forest Act & Forest Conservation Act.
	Matters relating to Consolidation of Forest , Forest encroachment, violation of F.C. Act, recommendations.
	
	Acts, Rules framed by the Government read with Govt. instructions and Supreme Court / High Court  orders.
	
	Revenue & Forest Departments as administrative departments having the detailed guidelines.

	RECORD ROOM ,TOUZI & S.L.R. SECTIONS.

	1
	Mutation, Computerization of land records, issue of land pass books, Boundary Change Proceedings, I.S.B. verifications & Acceptance of C.C.Rs of Revenue Personnels of the District.
	Administrative action and recommendations under Orissa Survey  & Settlement Act, O.C.H.P.F.L. Act, Mutation manual, Govt. guidelines and instructions.
	Provisions under O.S.S. Act, O.C.H.P.F.L. Act, Mutation Manual
	Acts, Rules framed by the Government alongwith administrative instructions from Government/ Board of Orissa time to time.
	Collectorate, Nuapada, Record Room/Touzi –cum-Mining Section / District Library.

Mannual available in the Market under various publications/ Govt. web site. NuapadaNIC website, Collectorate, Nuapada Tel. No. 06678-223352( ADM )
	For copy of Rules, Regulations and instructions, saleable books and compilation available in Govt.        ( Revenue Department),

Board of Revenue, Collectorate ( in Guard Files)

	2.
	Sanctions of  non. mineral sairat sources, Annual verification of Tahasil Accounts, Irrigation activities , sanction of  housing loans. Remission, suspension & write off proposal
	Actions and sanctions under the authority of the Manual of Tahasil Accounts., Irrigation Acts & Rules.
	Manual of Tahasil Accounts., Irrigation Manual..
	Alongwith administrative instructions from Government/ Board of Orissa time to time.
	
	

	3.
	Issue of certified copies
	
	Under the provision of Orissa Records Mannual.
	
	
	

	4.
	Payment of Compensation of  land under O.E.A. Act
	
	O.E.A. Act & Rules
	
	
	


CHAPTER-V (MANUAL-4)

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 OR IMPLEMENTATION THEREOF

IMPLEMENTATION OF POLICY

5.2 
Whether there is any provision to seek consultation / Participation of public or its representatives for implementation of policies? If there is, please provide details of provisions in following format.

	S.I No.
	Subject /Topic
	Is it mandatory to ensure public participation (Yes/No)
	Arrangements for seeking public participation.

	1
	2
	3
	4

	1
	Nil
	Nil
	Nil

	2.
	Nil
	Nil
	Nil


CHAPTER –VI (MANUAL-5)

A STATEMENT OF THE CATEGORIES OF DOCUMENTS THAT ARE 

HELD BY IT OR UNDER ITS CONTROL.

6.1. Use the format given below to give the information about the official documents.  Also mention the place where the documents are available for e.g. at secretariat level, directorate level, others (Please mention the level in place of writing others.)

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

	1                     
	  2
	3
	4
	5

	1
	It is being dealt in Judicial Section.

	2.
	


CHAPTER- VII (MANUAL-6)

A STATEMENT OF BOARDS, COUNCIL,  COMMITTEES AND  OTHER BODIES CONSTITUTED AS ITS PART

7.1. 
Please provide information on Boards, Councils, Committees and other Bodies related to the public authority in the following format:

	Name and address of the Affiliated Body
	

	Type of Affiliated Body (Board, Council, Committees and other Bodies )
	

	Brief Introduction of the Affiliated Body (Establishment Year, Objective/Main Activities)
	

	Role of the Affiliated Body (Advisory/Managing / Executive /Others)
	

	Structure and Member composition
	

	Head of the Body
	

	Address of main office and its Branches
	

	Frequency of Meetings
	

	Can Public participate in the meeting?
	

	Are minutes of the meetings prepared?
	

	Are minutes of the meetings available to the public? If yes please provide information about the procedure to obtain them.
	


CHAPTER – VIII (MANUAL –7)

THE NAMES, DESIGNATIONS AND OTHER PARTICULARS OF THE

PUBLIC INFORMATION OFFICERS

8.1.
Please provide contact information about the Public Information Officers, Assistant Public Information Officers and Department Appellate Authority of the Public Authority in the following format.
NAME OF THE PUBLIC AUTHORITY

Asst. Public Information Officers : 

	Sl. No.
	Name
	Designation
	STD Code
	Ph. No.
	Fax
	E-mail
	Address

	
	
	
	
	Office
	Home
	
	
	

	1
	Sri.G.R.Naidu
	O.I.C. Rev. F.S.O.

Compensation
	06678
	223073
	9437346448
	N.A.
	-
	Revenue Colony, Nuapada.

	2.
	Sri.G.R.Naidu


	O.I.C. Touzi & SLR  
	06678
	223073
	9437346448
	N.A.
	-
	Revenue Colony, Nuapada.


Public Information Officers : 

	Sl. No.
	Name
	Designation
	STD Code
	Ph. No.
	Fax
	E-mail
	Address

	
	
	
	
	Office
	Home
	
	
	

	1
	Chittaranjan Sahoo,
	Dy.Collector, Ele.
	06678
	223481
	
	
	
	Collectorate, Nuapada.


Department Appellate Authority: 

	Sl. No.
	Name
	Designation
	STD Code
	Ph. No.
	Fax
	E-mail
	Address

	
	
	
	
	Office
	Home
	
	
	

	1
	Amarendra Rath
	A.D.M
	
	
	
	
	
	Collectorate, Nuapada


CHAPTER –IX  (MANUAL –8)

PROCEDURE FOLLOWED IN DECISION MAKING PROCESS

9.1
What is the procedure followed to take a decision for various matters ? (A reference to Secretariat Manual and Rule of Business Manual, and other rules/ regulations etc can be made) 

9.2          What are the documented procedures / laid down procedures / Defined Criteria / Rules to arrive at a particular decision for important matters ? What are different levels through which a decision process moves ? 

Files and correspondences under the procedures, acts, Rules and Regulations are placed on scrutiny from the concerned seats on receipt of documents / correspondences / instructions / informations from the sub-ordinate & higher offices in a period of 15 days. Procedural analysis and reference to law, scrutiny of the actions is made at the level of the Officer- in-charge and submitted to the Addl. District Magistrate / Collector for decision and further follow up action. Disposal process varies from 7 days to one month.

9.3 What are the arrangements to communicate the decision to the public ? 

Through the Tahasildars, Notice and orders of the Collector & District magistrate / Additional District magistrate.

9.4 Who are the officers at various levels whose opinions are sought for the process of decision-making? 

Officers in Charge of various sections, Related field Officers and Addl. District Magistrate.

9.5
Please provide information separately in the following format for the important matters on which the decision is taken by the public authority.

	 Sl.No.
	

	Subject on which the decision is to be taken 
	Computerization of land Records.

	Guidelines / Direction, if any 
	Government Directions only.

	Process of Execution 
	Through the Tahasildars & Field Staff.

	Designation of the Officers involved in decision making 
	Collector, Addl. District Magistrate, Sub-Collector.

	Contact information of above mentioned officers 
	Respective Head Quarters.

	If not satisfied by the decision, where and how to appeal 
	Appellate & Revision fora under the concerned provision of law. 


CHAPTER –X (MANUAL –9)

DIRECTORY OF OFFICERS AND EMPLOYEE

10.1
Please provide information district wise in following format 

	Sl. No.
	Name
	Designation
	STD Code
	Ph. No.
	Fax
	E-mail
	Address

	
	
	
	
	Office
	Home
	
	
	

	Revenue & Forest Settlement Section.

	1
	Sri G..S.Naidu
	O.I.C. Rev
	06678-
	223073
	
	
	
	Collectorate, Nuapada.

	2.
	Sarbeswar Naik.
	Head Clerk
	
	
	
	
	
	

	3.
	N.K.Chandrakar.
	Sr.Clerk
	
	
	
	
	
	

	4.
	Susanta Rana.
	Sr.Clerk
	
	
	
	
	
	

	5.
	Basanta Kumar Sahu
	Sr.Clerk
	
	
	
	
	
	

	TOUZI/ S.L.R./ RECORDS

	01.
	G.S.Naidu
	OIC,Touzi
	06678-
	223073
	
	
	
	Collectorate, Nuapada

	02.
	Sarbeswar Naik
	Head Clerk
	
	
	
	
	
	

	03
	Sri Yageswar Sahu.
	Jr.Clerk
	
	
	
	
	
	

	04
	S.L.R/ Record Room

	05
	G.S.Naidu
	Suprintendent Land Records
	06678-
	223073
	
	
	
	Collectorate,Nuapada

	06
	Sarbeswar Naik
	Head Clerk
	
	
	
	
	
	

	11
	Sunil Kumar Pattnaik
	Sr.Clerk
	
	
	
	
	
	

	12
	Smt.Sandhyarani Bohidar
	Jr.Clerk
	
	
	
	
	
	


CHAPTER –XI (MANUAL –10)

THE MONTHLY REMUNERATION RECEIVED BY EACH OF ITS OFFICERS AND EMPLOYEES, INCLUDING THE SYSTEM OF COMPENSATION AS PROVIDED IN REGULATIONS

11.1
Please provide information in following format

	Sl. No.
	Name
	Designation
	Monthly remuneration
	Compensation Compensatory Allowance
	The Procedure to determine the remuneration as given in the regulation

	1
	Sri G.S.Naidu
	O.I.C. Rev/Touzi/Suprintendent Land Records
	Rs. 14,200/-
	Nil
	Annual increment under the scale of pay, advancement to next higher scale on attaining 15 years in a particular post subject to revision of pay in each 10years.

	2.
	Sarbeswar Naik.
	Head Clerk,Rev/ Touzi/Record Room
	Rs. 11,790/-
	
	

	3.
	N.K. Chandrakar.
	Sr.Clerk, Rev
	Rs. 9580/-
	
	

	4.
	Susanta Rana.
	Sr.Clerk, Rev
	Rs. 8,900/-
	
	

	5.
	Basant Kumar sahu
	Jr.Clerk, Rev
	Rs. 7,620/-
	
	

	6.
	Sunil Kumar Pattnik
	Sr.Clerk, Record Room.
	Rs.9580/-
	
	

	7.
	Sandhya Rani Bohidar
	Jr.Clerk, Record Room
	Rs. 7770/-
	
	

	8.
	Yageswar  Sahu
	Jr.Clerk, Touzi.
	Rs 7620/-. 
	
	


CHAPTER –XII  (MANUAL –11)

THE BUDGET ALLOCATED TO EACH AGENCY

(PARTICULARS OF ALL PLANS, PROPOSED EXPENDITURES AND REPORTS ON DISBURSEMENT MADE)

FOR PUBLIC AUTHORITIES RESPONSIBLE FOR DEVELOPMENTAL, CONSTRUCTION, TECHNICAL WORKS

12.1
Please provide information about the details of the budget for different activities under different schemes in the given format 

Year 2004 –2005 :

	Sl. No.
	Name of the scheme/Head
	Activity
	Starting date of the activity
	Planned and date of the activity
	Amount proposed
	Amount released/disbursed (No. of installments
	Actual expenditure for the last year
	Responsible officer for the quality and the complete execution of the work.

	
	
	
	
	
	
	
	
	


For other Public Authorities:

	Sl.

No.
	Head
	Proposed Budget
	Sanctioned Budget
	Amount released / disbursed (No. of installments)
	Total Expenditure

	
	
	
	
	
	


CHAPTER – XIII  (MANUAL – 12)

THE MANNER OF EXECUTION OF SUBSIDY PROGRAMMES

13.1. Please provide the information as per the following format : 

	Name of programme/Scheme
	

	Duration of the programme /scheme
	

	Objective of the programme.
	

	Physical and Financial  targets of the programme ( for the last year)
	

	Eligibility of beneficiary
	

	Pre –requisites for the benefit
	

	Procedure to avail the benefits of the programme
	

	Criteria for deciding eligibility
	

	Detail of the benefits given in the programme (also mention the amount of subsidy or other help given)
	

	Procedure for the distribution of the subsidy
	

	Where to apply or whom to contact in the office for applying
	

	Application Fee (Where applicable)
	

	Other Fees (Where applicable)
	

	Application format (Where applicable. If the application is made on plain paper please mention it along with what the applicant should mention in the application)
	

	List of attachments (certificates/documents)]
	

	Format of Attachments
	

	Where to contact in case of process related complaints
	

	Details of the available fund (At various levels like District Level, Block Level etc)
	

	List of beneficiaries in the format given below
	


	Sl. No. / Code
	Beneficiary Name
	Amount of subsidy
	Parent/

Guardians
	Criteria of selection
	Address

	
	
	
	
	
	District
	City
	Town/

Village
	House No.


CHAPTER –XIV (MANUAL –13)

PARTICULARS OF RECIPIENTS OF CONCESSIONS, PERMITS OR

AUTHORIZATION GRANTED BY IT

14.1 Please provide the information as per the following format : 

	Name of Progarmme 
	

	Type (Concession/Permits /Authorization)
	

	Objective 
	

	Targets set (For the last year)
	

	Eligibility
	

	Criteria for the eligibility 
	

	Pre-requisites 
	

	Procedure to avail the benefits 
	

	Time limit for the concession/Permits/Authorizations  
	

	Application Fee (Where applicable)
	

	Application format (Where applicable)
	

	List of attachments (certificates/documents)]
	

	Format of Attachments 
	

	List of benefits in the format given below
	


	Sl.No./ Code
	Beneficiary Name
	Validity period 
	Parent/

Guardians
	Address

	
	
	
	
	District
	City
	Town/

Village
	House No.


Also provide the following information for Concession 

· Detail of the benefits given

· Distribution of benefits 

CHAPTER –XV (MANUAL –14)

NORMS SET BY IT FOR THE DISCHARGE OF ITS FUNCTIONS

15.1
Please provide the details of the Norms/Standards set by the department for execution of various activities/programmes. 

CHAPTER –XVI  (MANUAL –15)

INFORMATION AVAILABLE IN AN ELECTRONIC FORM

16.1 Please provide the details of the information related to the various schemes which are available in the electronic format.

Sairat information on Minor Minerals, Crusher Information, Stamp Vending License, D.C.B, Irrigation information and disposal of Cases and Collection of Revenue.

CHAPTER – XVII  (MANUAL –16)

PARTICULARS OF THE FACILITIES AVAILABLE TO CITIZENS FOR

OBTAINING INFORMATION

17.1.
Means, methods or facilitation available to the public which are adopted by the department for dissemination of information.

Like 

	Office Library 
	

	Drama and Shows 
	

	Through News paper 

Exhibition 
	yes

	Notice Board 
	yes

	Inspection of Records in the Office
	yes

	System of issuing of copies of documents 
	yes

	Printed Manual Available 
	yes

	Website of the Public Authority
	yes

	Others means of advertising 
	


CHAPTER –XVIII (MANUAL –17)

OTHER USEFUL INFORMATION

18.1 Frequently Asked Questions and their Answers by Public 

18.2
Related to seeking Information 

· Application form (a copy of filled application form for reference)

· Fee 

· How to write a precise information request. Few Tips 

· Right of the Citizen in case of denial of information and procedure to appeal

18.3 With relation to training imparted to public by public Authority.

	Name of training programme with brief description 
	

	Time period for Training Programme/Scheme

Objective of training
	

	Physical and Financial Targets (Last Year)
	

	Eligibility for training 
	

	Perquisite for training (If any)
	

	Financial and other form of help (If any)
	

	Description of help (Mention the amount of Financial help, if any)
	

	Procedure of giving help
	

	Contact information for applying 
	

	Application Fee (Wherever applicable)
	

	Other Fees (Wherever applicable) 
	

	Application Form (In case the application is made on plain paper, please mention the details which the applicant has to provide) 
	

	List of enclosures/ documents 

Format of enclosures /documents 
	

	Procedure of application
	

	Selection Procedure 
	

	Time table of training programme (In case available)
	

	Process to inform the trainee about the training schedule 
	

	Arrangement made by the Public Authority for creating public awareness about the training programmes. 
	

	List of Beneficiary of the training progrmme at various levels like district level, block level etc. 
	


18.4 With relation to Certificate, No Objection Certificate etc issued by the Public Authority not included in Manual –13 

	Name and description of the certificates and NOCs 
	

	Eligibility for applying 
	

	Contact Information for applying
	

	Application Fee (Wherever applicable)
	

	Other Fees (Wherever applicable)
	

	Application Form (In case the application is made on plain paper please mention the details which the applicant is to provide). 
	

	List of enclosures.
	

	Format of enclosures / Documents.
	

	Procedure of applications. 
	

	Process followed in the public authority after the receipt of applications. 
	


18.5 With relation to registration process 

	Objective 
	

	Eligibility for registration 
	

	Pre-requisites (If any)
	

	Contact Information for applying 
	

	Application Fee (Wherever applicable)
	

	Other Fees (Wherever applicable)
	

	Application Form (In case the application is made on plain paper, please mention the details which the applicant has to provide)
	

	List of enclosures /documents 
	

	Format of enclosures /documents 
	

	Procedure of application 
	

	Process followed in the Public after receipt of application 

Validity period of registration (If applicable)
	

	Process of renewal (If any) 
	


18.6 With relation to collection of tax by Public Authority (Municipal Corporation, Trade Tax, Entertainment Tax etc) 

	Name and description of tax 
	

	Purpose of tax collection
	

	Procedure and criteria for determination of tax rates
	

	List of major defaulters 
	


18.7
With relation to issuing new connection electricity / water supply, temporary and permanent disconnection etc. (This  will be applicable to local bodies like Municipalities/Municipal Corporation / UPCL) 

	Eligibility for connection 
	

	Pre-requisites (If any)
	

	Contact Information for applying. 
	

	Application Fee ( Wherever applicable) 
	

	Other Fees/Charges ( Wherever applicable)
	

	Application Form (In case the application is made on plain paper, please mention the details which the applicant has to provide)
	

	List of enclosure /documents 
	

	Format of enclosures /documents 
	

	Procedure of application 
	

	Process followed in the Public Authority after receipt of Application 
	

	Brief description of terms used in the bills 
	

	Contact information in case of problems  regarding Bills or service 
	

	Tarriff and Other Charges 
	


18.8
DETAILS OF ANY OTHER PUBLIC SERVICES PROVIDED BY THE PUBLIC AUTHORITY.

