Manual 1
Particulars of organization, functions and duties 
(Section 4 (1) (b) (i)) 
  
  
The sub-Collector Office was established in the year 1939 and was merged with Collectorate Nuapada in the year 1998 and the details are as follows: 
  
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 has been merged with collectorate, Nuapada in the year 1998 and the prime function of this office is to maintain law and order situation in the district. 
  
3.
BRIEF HISTORY AND BACK GROUND OF ITS ESTABLISHMENT 
Originally Nuapada Sub-Division was created in the year 1939 and subsequently it was under Kalahandi District administration till creation of new district in the year 1993-94. In the new district- Nuapada there was single Sub-Division namely Nuapada after bifurcation with the as usual Revenue boundaries. Thereafter this Sub-division was merged with the Collectorate, Nuapada in the year 1998. 
  
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, Nuapada 
  
This organization deals with :- 
 (a)               Social Welfare Section 

(b)                Sub-Divisional Election Section

(c)
Court of Revenue Officer & Executive Magistrate


(d)
Court of Sub-Collector & S.D.M. 
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 is 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)
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. Biswambar Sabar, Sr.Clerk is allotted with the above works to deal with. 
  

1.                  Social Security Act and Rules. 

2.                  Govt. Orders and circulars. 
  
    
(b)
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 Electoral Roll of eligible voters along with supply of Elector’s Photo Identity Cards as directed by the Election Commission from time to time. 
  

Sri.Ashok Kumar Mishra, Sr.Clerk is dealing with the section. 
  

1.                  Representation of peoples Act, 1950. 

2.                  Compendium to Election Rules. 

3.                  Registration of Electoral Roll 1961

4.                  Conduct of Election Rules   
  
c)
Besides all activities narrated above, the Sub-Divisional Magistrate & the Revenue 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 is the certificate Officer 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/P  : Nuapada


Dist   : Nuapada 



  Orissa.
10.
MAP OF OFFICE LOCATION:-


This office is functioning within Collectorate, Nuapada 
  

.         
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 for smooth process of information required by public. 
  
13.
GEIEVANCE REDRESS MECHANISM :- 

Does not arise, as this office has been merged with collectorate, Nuapada  
Besides, 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 

	
	
	Administra-tive 
	
	Finan-cial 
	Statutory 
	Others 
	

	1 
	Sri.GuruCharanPrasad, 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 & order 
3.Meetings. 
	As in Col. 2 to 5 including 
Elections and VIP accommodations 

	2 
	Sri.A.K.Padhi, O.A.S. 
R.O. and E.M. 
	Staff control and work supervision 
	
	No
	Court work. 
	Magisterial duties and Misc. and Misc. work as desired by authorities. 
	Col.2 to 5 

	3 
	Dharmudhar Bag,Head Clerk

(Addl. Charge) 
	Control, over election, supervision and monitoring daily routine jobs of employees 
	
	No 
	Election work
	Overall supervision and departmental proceedings 
	Col.2 to 5


	4. 
	Biswambar Sabar,Sr.Clerk
	No 
	
	No
	Watching to movements of files and carrying out orders. 
	No 
	As in Col.2 to 5. 
  

	5 
	Kumarmani Majhi, Jr.Clerk 
	No
	
	No
	Custodian of Case Records
	No
  
	As in Col. 2 to 5. 

	6 
	Bijaya Ku. Padhi, Jr. Clerk 
	No 
	
	No
	Custodian of Case Records
	No 
	Col. 2 to 5. 

	7 
	Murlidhar Sabar, Sr.Clerk 
	
	
	
	
	
	

	8 
	Lochan Sabar,Sr.Steno(Under deputation) 
	
	
	
	
	
	


  
 
 Manual – 3 
  
Procedure followed in decision-making process 
[Section 4 (1)(b)(iii)] 
 
Cases under different sections of Cr.P.C. and Revenue cases are instituted and disposed off as per law.  
  
Manual – 4 
Norms set for the discharge of functions 
[Section 4(1)(b)(iv)]
 

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 of collectorate, Nuapada 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 officers in-charge.  The Officer-in-charge 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. 
	Name of the act, rules, regulations etc. 
	Brief gist of the contents. 
	Reference No if  any 
	Price in case of priced publications. 

	 1 
	
	
	
	

	  2
	  
	  
	  
	  

	  3
	O.L.R.Act, O.P.D.R.Act. O.P.P.E.Act, 
Cr.P.C ,

Appeal Cases,
 Under Valuation cases
Misc.Case


	U/s  22, 23,23(A)
O.P.D.R.Act
O.P.P.E.Act

U/S 107,109,110,144,145, 97, 98 Cr.P.C etc.
Under different Appeal Rule
U/S 47-A of Indian Stamp Act

 U/S 13(iii)of Birth & Death Regn.Act. 
	  Nil
	As per law as applicable  

	  4
	 Code of Criminal Procedure 
	U/S 107,109,144& 145  
	  Nil
	 As per law as applicable 


  
  
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 (c) at page 3. 
  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. 

	 1 
	All Case Records  
	Judicial  
	Judicial section  
	Till Consignment to Dist. Record Room

	 2  
	Information relating to Election
	All type of Election related information
	Election Section
	Statutory paper=6 months, other information = till consignment


  
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)] 
  
	Sl. No. 
	Name of the section 
	Collection numbers dealt 
	Subject 
	Total Numbers of files 

	1 
	2 
	3 
	4 
	5 

	1
	Judicial Section-I 
	I
	Administration of Civil,Criminals,Justice. Law & Order
	11

	
	
	II
	Miscellaneous on case matters
	14

	
	
	III
	Report & Return
	10

	
	
	
	
	

	2
	Social Welfare 
	I
	Estt. Of I.C.D.S. Staff 
	5 Nos

	
	
	II
	Correspondence on I.C.D.S. matters
	1 Nos

	
	
	III
	Tour Programme and Tour diaries of C.D.P.O.s
	5 Nos

	
	
	IV
	Sanction of NFBS
	1 Nos

	
	
	V 
	Sanction of application under MBPY
	7 Nos. 

	
	
	
	
	

	3
	Election Section 
	I
	Assembly & Parliament Election 
	7 Nos. 

	
	
	II 
	Preparation and Revision of Electoral Roll 
	22 Nos. 

	
	
	III 
	Election Establishment 
	8 Nos 

	
	
	IV
	Bill & Budget 
	- 

	
	
	V
	Reports and Returns 
	1 Nos. 

	
	
	VI
	Preparation of Photo ID Cards
	4 Nos. 

	4
	Issue Section 
	  
	Issue Register 
	Vol. I 

	
	
	
	Peon Register 
	Vol.I

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	5 
	Judicial-II 
	IV
	Report return & Misc. correspondence
	3 Nos.

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


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

	Criminal Case

	U/s 97 Cr.P.C. 
	01

	U/s 110 Cr.P.C. 
	05

	U/s 133 Cr.P.C. 
	 0

	U/s 144 Cr.P.C. 
	 0

	U/s 145 Cr.P.C. 
	 0

	U/s 147 Cr.P.C. 
	 0

	U/s 109 Cr.P.C. 
	 0

	Total 
	   06        Cases 

	Revenue Cases 

	U/s 22 of O.L.R. Act 
	46

	U/s 23 of O.L.R. Act 
	 00

	U/s. 23 (A) of OLR Act 
	 10

	O.P.D.R.Case
	04

	Stamp Case
	24

	Encroachment Appeal 
	 00

	Mutation appeal 
	 02

	O.L.R. Appeal 
	 00

	Lease appeal 
	 00

	Irr. Appeal 
	 00

	G.P.Appeal 
	 00

	Misc. Appeal 
	 00

	B.B. Appeal 
	 00

	Total 
	 86         Cases 

	Grand Total 
	 92   cases 


  
COURT OF R.O. AND EXECUTIVE MAGISTRATE, NUAPADA. 
	U/s  107 Cr.P.C. 
	26 

	U/s 109 Cr.P.C. 
	Nil

	U/s 144 Cr.P.C. 
	04

	U/s 145 Cr.P.C. 
	Nil 

	Total 
	30 Cases 

	
	


  
 
  
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.


Not applicable to this office
  
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, Nuapada
	06678-223431 
	  

	  
	  
	  
	  


  
  

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

	1 
	2 
	3 
	4 

	  
1 
	Sarbashree 
Guru Charan Prasad O.A.S.(I) JB 
Sub-Collector and S.D.M.,Nuapada
	  
15600-39100(PB-3) 
	  
19,010/- 

	2 
	A.K.Padhi, OAS, Revenue Officer 
	5200-20200(PB-1)
	

	3 
	Ashok Ku. Mishra, Sr.Clerk 
	5200-20200(PB-1)  
	9,120/- 

	4 
	Murlidhar Sabar,Sr.Clerk. 
	4000-100-6000 
	4900/- 

	5 
	Biswambar Sabar, Sr.Clerk 
	5200-20200(PB-1) 
	8700/- 

	6 
	Bijaya Ku. Padhi,JR.Clerk 
	5200-20200(PB-1)
	7910/- 

	7 
	Kumarmani Majhi, Jr.Clerk 
	5200-20200(PB-1)
	7620/- 

	8 
	Kamalasan Ratha,Jr.Steno 
	5200-20200(PB-1)
	10410/- 

	9 
	Kalindi Mohan Sinha, Driver 
	5200-20200(PB-1)
	9580/- 

	10 
	Lalturam Sahu, Peon 
	4440-7440(1S) 
	6640/- 

	11
	Manu Rout, Peon
	4440-7440(1S)
	5910/-


  
Manual – 11 
The budget allocated to each agency 
[Section 4(1)(b)(xi)] 
    
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 Programme (Section 4(1)(b)(xii)

List of institutions given subsidy


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)]

No information is available in an electronic form

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 
	NIC, Nuapada 
	  
	  

	2 
	Website :nuapada.nic.in
	  
	  

	3 
	Notice Board
	  
	  

	4 
	Notice board 
	  
	  


  
 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.A.K.Padhi, OAS 
Revenue Officer 
	Sub-Collector Office, Nuapada
	06678- 223431 
	- 
	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 

	  
1            Head clerk                                 Sub-Collector’Office,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.Gurucharan Prasad, OAS (I) 
Sub-Collector & SDM 
	Office of the Sub-Collector, Nuapada 
	06678- 223431 &

9437204599  
	- 
	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. 
  
