DIST. SUB-REGISTRAR OFFICE, NUAPADA
MANUAL- I
Particulars of Organisation, Functions and Duties

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

  

1.
Aim and objectives of the organization :
Land registration, Marriage Registration and Registration of Money Lenders.

  

2.
Mission/Vision


:
Collection of Revenue.

  

3.
Brief History and background for its


establishment


:This office was functioning as a sub-registration






office w.e.f. 1.4.1963 till 31.5.1993.






 After creation of new district, this office is 





functioning as District Registration Office






w.e.f. 01.06.1993 and the establishment






of this office is as hereunder.

1.      A.D.M.-cum-District Registrar

2.      District Sub-Registrar

3.      Head Clerk

4. Sr.Clerk 

5. 2 nos of Jr. Clerk.

6.      Peon

7.      N.W.-cum-Sweeper 

  

4.
Organisation Chart

:


1.   A.D.M.-cum-District Registrar

2.   District Sub-Registrar

3.      Head Clerk

4. Sr.Clerk

5. 2 nos of Jr. Clerk ( vacant) 

5.      Peon

7.      N.W.-cum-Sweeper 

5.
Allocation of Business
:
Land Registration and registration of will






general power of attorney, partnership etc.






Marriage  Registration,  collection of revenue,






Issue of encumbrance certificate, certified copy






of regd. deeds, providing inspection on






Valuation of different lands and impounding






Documents, works U/s 47 of the Indian Stamp






Act, works under Bench Mark Valuation etc.

6.
Duties to be performed to achieve


the mission


:
Providing prompt and good service to the






registrant people and collection of revenue






through registration.

  

7.
Details of services rendered
:The following services are being rendered to






the public-

1.      Land Registration

2.      Marriage Registration

3.      Issue of E.Cs.

4.      Issue of certified copies of regd.deeds

5.      Issue Money Lending Licence

6.      Providing information on valuation of

      Different lands.

  

8.
Citizens interaction
:
To facilitate required documents to the citizens






in time.

  

9.
Postal address of the main office,


attached/ sub-ordinate office/ filed


units etc.



:District Registration Office, Nuapada,







P.O./Dist. Nuapada.

  

10.
Map of the Office Location
:
Inside the Collectorate campus.

  

11.
Working hours both for office and


public



:


i.       A. Office hours from 10 A.M. to 5 P.M. with interruption from 1.30 

          P.M. to 2.00 P.M. for Launch Brake during day office.

B.      Office hours in morning office is from 7.00 A.M. to 1.00 P.M. 

         without interruption of Launch Brake

ii.     A. In day office acceptance of documents from public is 10.00 A.M. 

         to 2.30 P.M.

       


 B.   In morning office acceptance of documents from public is 7.00 

       A.M. to 11.30 A.M.

12.
Public interaction, if any
:When registrant public are coming with any






doubt pertaining to Registration Act, Stamp






Act, Marriage Act, Money Lending Act, the






same are being clarified to them by D.S.R.,






Head Clerk and other Clerks.

  

13.
Grievance redress mechanism: Immediate steps are being taken to dispose






    of the grievance petition.

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
	Dist. Registrar, Nuapada
	Head of the Registration Dist. Establishment
	Nil
	1. Supervised and control all Sub -Registrars of the Dist. U/S 68 of Regn. Act 1908 2. Appellate Authority U/S 72 of Regn. Act. 3. Order for condonation of delay in presentation of documents U/S 25 of Regn. Act. 4. Stamp collector on contested U/V cases U/S 47 of Stamp Act. 5. Licencing authority of Deed Writers and the Stamp Vendors 
	 
	 

	2
	Dist. Sub- registrar, Nuapada
	Assist the Dist. Registrar in establishment matter and administrative Head of the DSR Office
	D.D.O.
	1. Register documents in accordance with the provision of Registration Act. 1908 and rules there under 2. Stamp collector U/S 47/A of Stamp Act 1933. 3. Requisition of certificate in contested U/V cases 4. Marriage Officer under Spcl. Marriage Act. 1954 5. Licensing authority under Money Lending Act 1939
	 
	 

	3.i
	Sri Jayasen Dharua, 
	Head Clerk
	 
	1. Supervision 2. Maintenance of Cash Book & fee Book 3. Transmission of O.L.R. notice 4. Institution & disposal of Impounding cases5. Cases related to spl. marraige 6. Register of document pending for admission 7. Visit commission case & register 8. Money lending cases 9. Assembly questions 10. Maintenance of R.T.I. register.11. Confidential matters 12. Supervising of copy, copy volume comparing, Indexing of documents & signature 13. Compliance of AR/IR 14. Maintenance of register of sale memo, loan order, 19(1) C of Tahasils. 15.Checking documents
	 
	 

	3.ii
	Sri Pratap Sindhu Panda
	Sr. Clerk
	 
	Maintence of history of Office, register of unclaimed documents & old records,Search register & all receipts( written),  Check list Part-I & II,  Court Fee register, Preparing of true copies, Preparation of E.C., C.C., Issue Register,  Index-I,II ,III & IV, S.P. Stamps, R.O.R. verification, Institution & disposal of cases U/S 47 (A) & (B), Maintenance of Franking register & Franking of Stamps, Guard File, Report & returns, Taking thumb & maintenance of T.I. registers, Maintenance of records, record room & record keeper register, Bench clerk for D.S.R. & D.I.G.R. & Joint I.G.R., Correspondence of form XXI- LIII & stationary articles
	 
	 

	3.iii.
	Sri Dhanu Harijan
	Peon
	 
	Bank duty, seal the documents and paste the outer foil receipts and assisting the staff, Bank and Treasury, Maintenance of valuation register, Remit the daily receipt to the S.B.I., Nuapada.
	 
	 

	3.iv
	Sri Lokanath Raut
	Night Watcher cum sweeper
	 
	Guards the office in night and sweep the office in morning 
	 
	 


 MANUAL- 3
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.
	Name of the act, rules regulations etc
	Brief gist of the contents
	Reference No. if any
	Price in case of priced publications

	1.
	The Registration Act XVI of 1908
	Different procedure for registration of documents 
	Sec. 1 to Sec.91
	 

	2
	Orissa Registration Rules 1988
	Rule 1 - 177
	 
	 

	3
	Indian Stamp Act- 2nd 1899 
	Sec.- 1 to 78
	 
	 

	4
	The Orissa Stamp Rules 1962
	Rule- 1 to 36
	 
	 

	5
	Orissa Licensing of Deed Writer Rule- 1979
	Rule -1 - 23
	 
	 

	6
	The Orissa Money Lending Act 1939 (Sec-4)
	Sec- 1 to 27
	 
	 

	7
	The Orissa Money Lenders Rules 1987
	Rule- 1 to 15
	 
	 

	8
	The Special Marriage Act 1954
	Sec.- 1 to 51
	 
	 

	9
	The Special Marriage Rule 1954
	Rule- 1 to 24
	 
	 

	10
	The Orissa Public demands recovery act 1962 (Sec.-4)
	Sec.- 1 to 70
	 
	 

	11
	The Orissa Land reforms Act 1970
	Sec- 6 A, Sec. 8A, Sec. 11, Sec. 19 and Sec. 22
	 
	 

	12
	The Orissa Service Code 1939
	 
	 
	 

	13
	The Orissa Pension Rule 1994
	 
	 
	 

	14
	Orissa G.P.F. Rule 1938
	 
	 
	 

	15
	All of the Acts and Rules usually followed by all Government officer relating to establishment matters
	 
	 
	 

	16.
	Fees table 2002
	
	
	


 MANUAL- 4
Particular 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 the committee/body
	Role and responsibility
	Frequency of meetings

	NIL 


Other procedures adopted for formal and informal consultations with the public may also be indicted 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.

MANUAL- 5
A Statement of the categories of documents that are held by it for under its control

[Section 4(1)(b)(vi)]
Details of the records available may be made in a statement form, wing wise, unit wise, branch wise and it may be got tabulated, indexed and catalogued. (An illustrative list is given below).

A statement of the categories of documents held

	Sl.

No.
	Nature of Record
	Details of information available
	Unit/section where available
	Retention period, where available

	1
	2
	3
	4
	5

	1
	Copy Register of Book-I,III, and IV
	D.R.O., Nuapada since 1.4. 1963
	District Registration Office, Nuapada
	Permanent

	2
	Index Register, Index-I, II, III & IV
	-do-
	-do-
	-do-

	3
	Marriage Register
	-do-
	District Registration Office, Nuapada
	-do-

	4
	Marriage Notice Book Register
	-do-
	-do-
	-do-

	5
	Marriage Declaration guard
	-do-
	-do-
	-do-

	6
	Issue Register
	-do-
	-do-
	-do-

	7
	Received Register
	-do-
	-do-
	-do-

	8
	Acquaintance Role
	-do-
	-do-
	-do-

	9
	Bill Register
	-do-
	-do-
	-do-

	10
	History of Office
	-do-
	-do-
	-do-

	11
	Stock Book of Furniture Register
	-do-
	-do-
	-do-

	12
	Order Book
	-do-
	-do-
	50 years

	13
	Register of Power of Attorney
	-do-
	-do-
	-do-

	14
	Thumb Register
	-do-
	-do-
	-do-

	15
	Index Register of Preparation and Examination of Index
	-do-
	-do-
	35 years

	16
	Annual Report
	-do-
	-do-
	12 years

	17
	Cash Book
	-do-
	-do-
	-do-

	18
	Fee Book
	-do-
	-do-
	-do-

	19
	Contingent Register
	-do-
	-do-
	-do-

	20
	Under Valuation Register
	-do-
	-do-
	-do-

	21
	Impounder Register
	-do-
	-do-
	-do-

	22
	Money Lending Register
	-do-
	-do-
	-do-

	23
	Register of Form
	-do-
	-do-
	-do-

	24
	Register of Book
	-do-
	-do-
	-do-

	25
	Court Fee Register
	-do-
	-do-
	6 years

	26
	Register for search and copy
	-do-
	-do-
	-do-

	27
	C.L.Register
	-do-
	-do-
	-do-

	28
	Stationery Register
	-do-
	-do-
	-do-

	29
	Attendance Register
	D.S.R.O.Nuapada
	-do-
	3 years

	30
	Challan Register
	-do-
	-do-
	-do-

	31
	Attendance Register
	D.S.R.O.Nuapada
	-do-
	3 years

	32
	Challan Register
	-do-
	-do-
	-do-

	33
	Contingent Voucher
	-do-
	-do-
	-do-

	34
	Diary of D.S.R.O.
	-do-
	-do-
	-do-

	35
	Register of Document Pending Registration
	-do-
	-do-
	-do-

	36
	Register of copies memoranda sale certificate etc., Receipt from other offices and court
	-do-
	-do-
	-do-

	37
	Register of visit commission
	-do-
	-do-
	-do-

	38
	Register of unclaimed documents
	-do-
	-do-
	-do-

	39
	Verification of R.O.R. Register
	-do-
	-do-
	-do-

	40
	Register of refund
	-do-
	-do-
	-do-


Manual- 6 
A statement of boards, council, committee 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 consti-tution
	Date upto which valid
	Whether minutes accessible to public
	Frequency of

Meet-ings
	Rema-rks

	1
	2
	3
	4
	5
	6
	7
	8
	9

	2.
	District Bench mark valuation committee Nuapada 
	Fixation of Bench mark valuation of immov-able properties 
	1. Collector- Chairman 
2. A.D.M.cum- Dist Registrar- Member
3. D.S.R.- member convenor 
4. All Tahasildars- 
members 
5. Executive Officer, N.A.C.,Khariar Road, member 
6. T.P.A., Khariar Road- member 
7. Executive Engineer (R & B), 
Nuapada- member. 
8. Sri Madhu Sunani, nominated member 
9.. Sri Bishnuram Suraj, nominated member 
	27.7.02
	No time limit
	As per restrict-tion in RTI Act
	Twice in a month
	  


MANUAL-7
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  B.S.Patel, OAS

District Sub-Registrar(I/C)
	AT/PO/Dist. Nuapada
	--
	--
	 Registration District- Nuapada


List of Assistant Public Information Officers

	Sl. No.
	Designation of the Officer designated as Asst. PIO
	Postal Address
	Telephone No.
	E-mail address

	1
	Sri Jayasen Dharua, H.C.


	AT/PO/ Dist.Nuapada
	--
	--


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 Amarendra Kumar Rath, OAS(I),SB

A.D.M. cum-District Registrar
	AT/PO/Dist.- Nuapada
	956678-223352
	 
	Within the   District.


MANUAL- 8

[Section 4(1)(b)(iii)]
Procedure followed in decision making Process
	Sl.No.
	Activity
	Level of action
	Time frame

	1.
	To receive all the papers and documents presented and send the same to the concerned sections
	D.S.R.
	Same day

	2.
	To receive application and put a diary number
	Receipt Clerk
	Same day

	3.
	To mark application to concerned section
	Dealing Assistant
	On the same day

	4.
	To visit premises of applicant and verify the fact
	-do-
	2-3 day

	5.
	To prepare report and submit to D.S.R.
	D.A.
	2 to 3 days

	6.
	To approve/reject application
	D.S.R.
	Same day

	7.
	To prepare, if approved and submit to D.S.R.
	D.S.R.
	Same day

	8.
	To sign and return
	D.S.R
	Same day

	9.
	To deliver the documents
	D.A.
	15 days


Manual- 9 
Directory of Officers and Employees

(Section 4(i)(b)(ix)

Directory.

	Sl.No.
	Name & Designation
	Office Phone No.
	E-mail address

	1
	2
	3
	4

	1.
	Sri Amarendra Kumar Rath, OAS(I),SB

A.D.M. cum-District Registrar
	956678-223352
	-.

	2.
	Sri  B.S.Patel, OAS

District Sub-Registrar(I/C)
	-
	-

	3
	Sri Jayasen Dharua,

Head Clerk
	-
	-

	4
	Sri Pratap Sindhu Panda,

Sr. Clerk
	-
	-


 

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(i)(b)(ix)

  

	Sl.No.
	Name & Designation
	Pay scale/Monthly remuneration

	1
	2
	3

	1
	Sri Amarendra Kumar Rath, OAS(I),SB

A.D.M. cum-District Registrar
	Drawn in Collectorate, Nuapada

	2.
	Sri  B.S.Patel, OAS

District Sub-Registrar(I/C)
	Rs.9300/- to 34800/-

Gross- Rs.27,610/-

	3.
	Sri Jayasen Dharua, H.C.


	Rs.9300-34800/-

Gross- Rs.17,780/-

	4.
	Sri Pratap Sindhu Panda

Senior Clerk
	Rs.5200-20200/-

Gross- Rs.13310/-

	5.
	Sri Dhanu Harijan,

Peon
	Rs.4440-7440/-

Gross- Rs.10,262/-

	6.
	Sri Lokanath Raut

N.W.-cum-Sweeper
	Rs.4440-7440/-

Gross- Rs.9,945/-


MANUAL-11

The budget allocated to each agency

[Section 4(1)(b)(xi)]
Non-plan budget
	Major head
	Activities to be performed
	Sanctioned budget
	Budged estimate
	Revised estimate
	Expenditure for the last year

	0030
	Pay + D.P.
	3,32,500/-
	
	
	3,32,062/-

	
	D.A.
	2,08,865/-
	
	
	1,35,312/-

	
	H.R.A.
	19,500/-
	
	
	16,606/-

	
	R.C.M.
	1,000/-
	
	
	1,000/-

	
	Arr. D.A.
	1,57,700/-
	
	
	1,18,263/-

	
	T.E.
	3,000/-
	
	
	2,654/-

	
	Elec.
	12,000/-
	
	
	6,740/-

	
	O.C.
	25,000/-
	
	
	25,000/-

	
	F.A.
	12,000/-
	
	
	12,000/-


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

	NIL


List of individual 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


Detail 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

	NIL


Note: - Creation of database and its hosting on website should be done on priority basis for activities like issue of authorizations, grant of concessions, licenses etc.

MANUAL- 14
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
	On the same day
	-

	2.
	Despatch of letter
	On the same day
	-


MANUAL-15
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

	1
	Computer
	Valuation 
	Yes
	Used as back and data base


 

MANUAL-16
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
	Notice Board
	10 A.M. to 5. P.M.

	5
	Record Room, DSR Office, Nuapada
	1. Copy of all registered documents. 2. Encumbrance certificate and certified copies
	 


MANUAL-17

Other information as may be prescribed

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

All other information as may be prescribed for dissemination shall be collated, tabulated, compiled, collected and provided in the form of manual from time to time.

NIL

