














Preparation of pension cases of all categories of employees, Issue of Seniority lists of
Class III and IV staff, Maintenance of Personal files of all Gazetted / Non-Gazetted

officials, Maintenance of Service Books of all Class 11l and IV, Processing of Leave
cases, Submission of various Periodical Returns, Disciplinary cases, Cases regarding
grant of benefit of Family Pension Scheme , 1964, Ex-gratia cases, Maintenance of
Guard files relating to Right to Information Act, 2005 and filing Circulars/Instructions,
Misc. orders files.

3rd Clerk

Training of Officers/Officials (including IAS/HAS/A & B Class, Tehsildars /Naib
Tehsildars candidate, Departmental Examinations, Conduct of meetings with
employees Associations & issuance of proceedings thereof, Preparation of Medical
Bills pertaining to all staff of D.C. Office, SDM & Tehsil Office as well as office of the
Tehsil Sangrah / Dadahu / Nohra, Preparation of Medical Bills pertaining to Pensioners
retired from DC Office and HRTC office including correspondence, Disposal/Filing of
other Misc.Dak like Transfer/Posting Orders, Charge Reports and advertisements of
vacancies etc. etc , Approval/Counter signatures of Tour Programme /TA & MR
Claims of District Officers including Casual Leaves, Consignment of records, Monthly
Expenditure Statements U/H 2235, Nomination/Selection from District office to the
post of HVC/Supdt / NTs & Tehsildar.

DISTRICT NAZIR. (SR. ASSTT. 1+3)

Sr. Asstt.
Supervision of branch, Drawis and distribution of TA/DA/MR/GPF etc. of staff of DC
Office/SDO(C),Nahan/Tehsil Office/GRR/DRO’s office under head 2053, Nahan,
Drawls and payment of contingent bills, Drawls and distribution of M.R.Claims of
pensioners, Receipt of income of copying agency for from copying branch,
maintenance of accounts and cash book, Receipts and payment of various
cheques/drafts and maintenance of Misc cash book Receipts and deposit on confiscated
property from police, VIP arrangements,. Arrangements of various Govt. functions,
Maintenance of registers of frashkhana. Maintenance of General cash book and other
misc/discretionary grant cash books, Maintenance and custody of store and stock.

1st Clerk

Dealing with the supply of charcoal and maintenance of issue register, Preparation of
contingent bills and other Misc./Office exp. etc .bills, Maintenance of store accounts i.e
Charcoal, Typewriter, duplicators, vehicles and other consumable articles etc., Purchase
of stock & store articles, Stock regarding livery articles & Ahmed nagar experiment,
Preparation of Budget U/H 2053-Distt. Admn, V.I.P. arrangement in Circuit House,
Maintenance of all correspondence/cash book etc. of Sirmaur Utsav, Maintenance of
all correspondence/records/cash books etc. relating to E-Governance Society, Sirmaur,
Maintenance of stock store registers, Maintenance of all records of Computers
Hard/Software etc. correspondence thereof . All correspondence (Files/registers/cask
book etc.) related to POP/HIMSWAN project. All correspondence (Files/registers etc.)
[COS centers, All correspondence reg. BRGF under EGOS, All correspondence/bill
register reg. discretionary grants.

2nd Clerk
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All correspondence regarding Stationery articles and issue D.C. Office, SDM’s office,
Tehsil Offices and Sub-Tehsil Office in Sirmaur Distt., Auctions of Canteens of
kutchehri compound and D.C. Office, correspondence reg. vehicles, issue of printed
forms , Fixation of casual labour rates , Disposal of store and stock article, sending of
Annual statement of purchases of stores, Monthly statement of income under Head
0075-Misc.,Reg .repair and maintenance of Duplicators/Typewriter, Reg. all register of
Malkhana , Guns Deposit/release, Reg. condemnation Board meetings, reg. approval of
charcal rates, VIP arrangements in Circuit House, Booking of Circuit House , All
correspondence related to Distt. Relief Fund/CM Relief Fund. Cash Book and receipts
books from PA to DC, Celebration of various National /Govt Functions thereof,
Collections under Red Cross/ Receipt and distribution of various Flags/Tickets /
collection of sale proceeds thereof, Discretionary grants.

3rd Clerk
Maintenance of all A.P. Rs and files etc. Reg. State Guest Rules, Reg, War Jagir,
Monthly statement U/H 2053-Distt. Admn.Frash Khana 2075 War Jagir-2056 Jails,
Quarterly statement of 2053-Frash Khana ,Audit and Inspection Report, reg. Rate
contract of various articles/file equipment, reg. Grant in aid temples, Maintenance of
photostate/ [ntercom/Fax machine.

RECEIPT AND ISSUE BRANCH. (2+1})
1st Clerk

Govt. Diary. General Diary, All Branches
2nd Clerk

Dispatcher

DAFTRI
Dak Frenking, Stitching of files in all branches. and GRR

ENGLISH RECORD ROOM (1)
Sr. Asstt.

General Supervision. Maintenance / Consignment & Destruction of old Record,
Library., and marking of all type of Dak.

SENIOR SCALE STENOGRAPHER WITH ADC/ADM (1)
To assist the officer on the follow works. Maintaining the day to day meeting work To
attend the telephone calls of Officer Incharge, Dictation and typing work, Other duties
assigned by the Officer Incharge.

DISTRICT ARM LICENCE BRANCH (1)

Clerk
Issue of Arm Licences , Renewal of Arms Licences pertaining to whole District,
Renewal of Prohibited Bore Arm licences , Issue of NOC for renewal of licence of
Mine owners of District Sirmaur, Correspondence under Arms Act/Explosive Act and
rules, Reg. public complaints pertaining to misuse of Fire Arms by licence holders ,
Submission of Monthly/Quarterly /Yearly returns under Arms Act and Rules, Issuance
of NOC to Arms and Ammunition Dealers for purchase of Arms and Ammunition, Reg.
inspection reports carried out by the Police Authorities, Reg. Area extension of arm
licences, Reg renewal/issuance of licences on form XLXIH & XIV (For
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repair/Dealership shops) ,Reg issuance of Transport Licences/Transit permits on form
XX and VIL.

REGISTRATION BRANCH (1)

Clerk
Registration of  Societies,1860, Stock / Store /Stationery, Registration work
(Documents),  Correspondence  reg.  Stamp  Vendors/Document  writers
Issuance/Renewal thereof etc., Registration of Money Landers, CAG/PAC matters,
Audit/Inspection reports, Refund of court fees stamps, Deletion of powers of Sub-
Registrar, Budget Under Head 0030, Statement of Audit
Paras/Receipts/Monthly/Quarterly/Yearly, Assembly Questions , Correspondence reg.
const. of Record Room, reg. marriage registrations.

PESHI BRANCH ( 1+4)

Sr. Asstt.
Filing of all replies of writ petition in the Hon’ble High Court Shimla, H.P., Filling of
all replies of Regular Second appeal in the Hon’ble High Court , Shimla, H.P., Filing of
all replies of Revenue cases in the Ld. Court of Distt. & Sessions Judge, Nahan and
others Judicial courts at Nahan, Filing of all replies in the Hon’ble Court of Ld.
Financial Commissioner, H.P.Shimla, Filing of all replies in the Ld.Court of
Divisional Commissioner, Shimla H.P., In addition to the above cases all cases of
others departments signed by the Ld. Collector through myself.

1st Clerk
Lease of land cases, Transfer of Govt. cases (from One Deptt. to other), Permission for
destruction of Treasury records, Administrative reports of police, Issuance of NOC to
small Hydro Electric Projects, Complaints of Mining related issues, correspondence
reg. encroachments including encroachment by the religious institutions &
regularizations, correspondent. Regarding exchange of land, non availability of non-
forest lands required in FCA cases, demarcation/correction of revenue entry.

2nd Clerk
Govt., Reg. Inspection of SDMs /Tehsils/ Sub-Tehsils, Distt. Treasury, Police stations
offices, Notice U/S 80 C.P.C., Reg. law and order, complaints reg. revenue grievances,
Reg. strikes, Deposit the valuable billings i.e. billings etc. in Malkhana & Govt.Try.,
Deployment of Home Guards, reg. parole cases of prisoners, reg. Jail Officers,
elections,

3rd Clerk
Examination of Criminal cases at District Level (DM)& Govt. level, Reg. filling
appeals in Hon’ble High Court and other courts in Criminal cases, reg. decided
civil/appeals by various court, Withdrawal of Criminal cases from
courts(Permission),Services of summons received from various courts, Execution of
warrants of attachment/sale. Appointment of Public Notary{recommendation) Reg.
desvers Army Personnel. Reg .Hindu and Maintenance Act, Permission for cutting trees
from Govt _land correspondence thereof, Misc. correspondence related to Criminal
cases, Receipt of Dak from Central Diary and further distribution.

4th Clerk
Correspondence reg. Monthly/Quarterly and yearly statements under R. T. . Act, 2005.
Making of all correspondence with the state as well as subordinate all offices under this
act. Receipt and disposal off applications under R.T.I. Act, Arranging and taking out
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proceedings of meeting held under this Act. Withdrawing and depositing fees of
applications receipt in the Govt. Treasury and maintenance of record thereof.

MISC. BRANCH (1+2)
Sr, Asstt.

Correspondence reg. LPG. Rashon Card  Representation/complaints , Blindness
Control Society/Plus Polio . Immunization, Correspondence reg. Jawahar Navodaya
Vidavala /Center Schools, Reg. H.P. School Examination/Subordinate services Exams,
Reg. Fire reports/ Local/ Gazetted /Restricted leave, Assembly questions, Lok Sabha
Question, Bonded Labour, Certificates, Excise and Taxation Misc. correspondence reg.
Ex-Servicemen / Servicemen, Wakf Board , Edu. Deptt. Mid-Day-Meal, Welfare,
Citizen Charter, SPCA, Budget Estimates, general correspondence regarding AADHAR
Card.

1st Clerk

Tour programme of VIPs, allotment of Govt. Quarters, Kalyan Boards, Tourism,
Efficiency in Administration, Nahan Foundry, consignment of files.

2nd Clerk

Correspondence reg. Motor Vehicle Act/ Parking, Sports, Art & language, Literacy,
various complaints reg. Terrorist Persons, Advertisements , Freedom Fighter, Financial
Assistance, Haj Yatra, Id, Water carrier, Various Memorandum, Health Deptt. National
Trust/Action Plan, Sexual harassment of women , Video Conference, NOCS, PAC
matters.

COMPLAINT CELL (1+1)

Sr. Asstt.

Clerk

To supervise the work of the branch , Correspondence reg. Distt. Grievances
Committee mecting, State/ Distt. Level Grievance Committee meetings. Receipt of the
dak of the branch and its distribution.

General Complaints from Pradhan Gram Panchayat, public, Governor, Chief Minister,

Other Ministers, etc. etc. Correspondence reg. employment, Correspondence reg old
Age Pension , Disabled persons pension , consignment of files.
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(il)POWERS AND DUTIES OF ITS OFFICER AND OFFICIALS

Distt. Revenue Officer

Sadar Kanungo

Naib Sada Kanungo

Establishment Kanungo

Land Reforms Kanungo/Kanungo Muharrir
Kanungo Land Computerization
Patwaris

Accountant

Distt. Revenue Accountant

Assistant Distt. Revenue Accountant
Steno

Copying Agent

Civil Copyist

Revenue Copyist

Mal Muharrir

Assistant Record-keeper (Rev. Records)
Land Reforms Patwaris.

Patwari Tracers.

Clerks

Dirver.

District Revenue Officer (1) Class-1

1.
2.

Discharge of Duties of Drawing and Disbursing Officer.

Performs all works pertaining to Revenue and Land Records.

To assist the Distt. Collector in discharge of Revenue and Administrative matters.

To supervise/control/monitoring of the working of S.K. Branch, Accounts Branch,
D.R.A. Branch, Land Computerization Branch, Sadar Copying Branch.
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5. Processing applications for grant of permission to purchase/sale of land under
section 118 of H.P. Tenancy & Land Reforms Act, 1972.

6. To act as Gratuitous Relief Officer in event of natural calamity

7. To discharge any additional duty/work entrusted by the Distt. Collector/Deputy
Commissioner.

Sadar Kanungo Branch:-

Sadar Kanugo

General supervision of Office, inspection of Office/Field Kanungos and Patwaris,
marking of daily Dak of the office, Muafi and Jagir cases, maintenance of records and progress of
applications under R.T.I. Act of the office any other work entrusted by the D.R.O.

Naib Sadar Kanungo

Transfer and posting of Patwaris and Kanungos,
recruitment/promotion/confirmation of Patwaris and Kanungos,Service Appeals of Patwaris and
Kanungos and other related works, D.P.C. meetings, seniority lists of Patwaris and Kanungos,
Roster Register, A.C.R’s of Patwaris and Kanungos, Revenue Officers meetings, creation and
conversion of posts of Patwaris and Kanungos, files of MM(R), M.M., Lease Clerks, A.R.K. and
Patwaris Land Reforms are routed through him,
Kanungo Moharrir

Circle rates, Shamlat Land, Daily diaries of Patwaris and Kanungos,
Patwar Schools and examination, Takhmina Paidawar, Inspection conducted by the Revenue
Officers, change of Patwar circles of Revenue Officers, panel of Local Commissioners, and files
of L.R.P-1 and Il routed through him.

Land Reforms Kanungo

Posted as Additional Field Kanungo in Tehsil Nahan as there is only one
Field Kanungo in Tehsil Nahan.

Mal-Muharrir (Patwari)

Departmental Inquiries, Vigilence cases against Patwaris and Kanungos,
complaints against Patwaris and Kanungo, construction and repair of Patwarkhanas and Field
Kanungos office cum residence and boundary disputes.

Assistant Record Keeper (Revenue Records) (Patwari)

Consignment of Jamabandis in Distt. Land Records Room, supply of
revenue records to Copying Agency, to produce revenue records in courts etc., inspection of
revenue records by Advocates and general public, maintenance of revenue records and Records
Room and correspondence regarding Revenue Chowkidars.

Land Reforms Patwaris (2)

Ceiling/Govt. Waste lands, allotment of land to landless/eligible and
houseless persons, settlement of Nomadic Guijjars, Halka Bandis, Daur-Jamabandis, Lal Kitab,
20-Point Programme, Kisan Pass-Books Number & Fees, Revenue-Conference, Revenue Village
and Sub-Villages of Distt. Sirmour with Hadbasts, Bhoodan, Fax work, e-mail work, Typing
work of Sadar-Kanungo Branch in English & Hindi.

Patwari Tracers (2)
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Preparation of Lathas, tracing work and Lamination of Mussavis. Work of
the post of Satistical Assistant and permission cases under section 118 of H.PP. Tenancy & Land
Reforms Act is being done by the Tracers, Land disputes with Army and Civilians, permission
cases to carry construction material through Army area.

Kanungo (Land Records Computerization)
Computerization of Land Records and Digitization of Mussavis.

Accounts Branch:-

Accountant

Supervision of Accounts Branch, preparation of Budget estimate, Drawl
and disbursement of various bills, maintenance of Cash Book, preparation of yearly, quarterly and
monthly statements, Audit/PAC/CAG paras
Establishment Kanungo

Maintenance of service records and personal files of Patwaris and
Kanungo, earmed /casual leaves, GPF withdrawal and advance, fixation of pay etc., pension cases,
assets and liability certificates.

1’ Clerk

Preparation of various bills, income tax of the employees, periodical
returns.
2", Clerk

Medical bills including pensioners bills, Office Expenses bills, Motor

vehicle bills, stock and store register. livery articles and registration and electricity/telephone bills
other Misc. work.

3 Clerk

Diary and dispatch, distribution of marked Dak and maintenance of
account of postal stamps
Statistical Assistant

Agriculture/Animal/Small  Saving/lrrigation/Human  census, TRS
Girdawari, Input Survey work regarding Metrology, weekly/monthly/quarterly/yearly statements
of crops and fore-cast reports of crops.
Tehsildar Recovery

Recovery cases received from the various courts, recoveries as an arrear of
Land Revenue of entire district.

Clerk
Reader to Tehsildar Recovery and other office work.
Process Server
To deliver summons and other office works.
General Records Room
Sr. Assistant(Record-keeper)
General supervision of the branch, to produced case files summoned by
the various courts and inspection of files by the advocates and general public.
Clerk

To receive revenue case files from the courts, destruction of files/records,
to attend the courts with requisitioned record, to supply the case files to the Sadar Copying
Agency for preparation of copies, maintenance of stock register and to assist the record-keeper.

Copying Agency
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Copying Agent(Sr. Assistant)

General supervision of the Branch, to deliver certified copies of the
records/case files, copying fee, comparison of copies prepared by the copyists with the original
records and to certify/initial the copies other than the copies of revenue records.

Civil Copyist

Preparation of copies of criminal/civil/revenue case files, maintenance of
Register CD-2 and Cd-10, maintenance of other register under C.A. Rules and accounts of
copying fee
Revenue Copyist (Patwari)

Preparation of copies of revenue records, maintenance of accounts of
copying fee and to attend the courts.

File Fetcher
To receive the files and records from the courts/offices and records rooms
and to return the same and to keep proper record of the same.\

D.R.A Branch
D.R.A.(Sr. Assistant)

General supervision of the branch, Audit and Inspection notes under Head
0029-Land Revenue, remuneration and suspension of land revenue, PAC/CAG matters, Field
Firing Ranges, Land Acquisition cases, issuance and cancellation of Patta Gharats, Gratuitous
Relief, supply of drinking water and due to heavy rains/hail storms and floods etc.

Clerk

Kistbandis of land revenue, copying/mutations/ inspection fees,
monthly/quarterly/yearly statements under Head 0029, complaints of Numbardars and creation of
demand of land revenue.

A.D.R.A (Sr. Assistant)

Taccavi loans, preparation of monthly/quarterly/yearly statements,
preparation of budget under Head 6245,6235 and 6402, Audit and Inspection notes, Horticulture
loans, Disaster Management, |.R.D.N. Data, S.0.P. and Emergency Operation Centre,

Clerk

Recovery cases received from the various offices for recovery as an ALR,
auction of immovable property for recovery, warrants of recovery received from the various
courts, court cases and consignment of records.

(vi) STATEMENT OF CATEGORIES OF DOCUMENTS HELD BY IT OR UNDER ITS
CONTROL

Revenue Records in respect of Tehsil Nahan, Sangrah, Sub Tehsil Dadahu and Nohra, Instruction
Files dealing hand wise and other correspondence files on each subject.

(vilTHE PARTICULARS OF ANY ARRANGMENT THAT EXISTS FOR
CONSULTATION.....

Any person can approach the D.R.O. for consultation regarding any subject related to him.

VIII NA.

(ix) As shown against point No. (i) and (ii) above.

(x) Pay and allowances, T.A, MRC, TTA, LTC as admissible under rules,

(x)BUDGET ALLOTMENT FOR THE YEAR 2012-14
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Sr. Head Total Budget
No.

1. Salaries 53000000

2. M.R.C. 530000

3. T.E. 390000

4. O.E. 300000

3. Wages 450000

6. M. Vehi. 40000

7. RRNT 6000

8. TTA 13000

HEAD OF ACCOUNT:- 2029-00-103-04 (NON PLAN)

Sr. Head Budget

No.

1. Salaries 9600000

2. M.R.C. 110000

3. T.E. 63000

4. O.E. 900000

5. Wages Nil

6. M. Vehi. 82000

7 TTA 1000

8.

B. HEAD OF ACCOUNT 2245-Relief on
Floods,Cyclones  etc.,111-Ex-gratia  Payments
Payments{(NDRF)

Budget
01,60,00,000

Head of Acccount 2235-MR to Pensioners.

Budget

2,62,918

HEAD OF ACCOUNT:- 2029-00-103-02(non plan)

Account of
to bereaved

PLANNING BRANCH (S.A + SR. ASSTT. + CLERK )(1 + 1+ 4)

District Planning Officer

DDO Code 506

Natural

Calamities-02-

families-01-Ex-gratia
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The District Planning officer under the control of Deputy Commissioner through
Additional Deputy Commissioner/Additional District Magistrate

Accounts Officer(Credit Planning Officer)
Looks after audit paras, CAG/PAC matters, conducts Purchase Committee meetings
under BASP etc. at district level. Advises on pay fixation, budget, pension cases and all
finance related matters. Conducts internal audit of the office.

Asst. Research Officer (ARO)
1. To deal with the meetings of the District Development and 20-Point Programme
Committee.
2. Recording/Preparation of the proceedings of the meetings.
3. Follow-up action on proceedings.
4. Compilation of monthly progress reports.
5. Compilation of quarterly progress reports.
6. Maintenance of records and files.
7. Noting and drafting.

Statistical Assistant
Evaluation studies as imparted by the Govt., Tribal Sub-Plan, Correspondence reg.
Backward Area Sub-Plan , Twenty Point Programme.

Sr. Asstt.
Accountant Planning, maintenance of all Accounts of decentralized planning and all
type of Bills, maintenance of Cash Book, establishment works etc.

1st Clerk
Correspondence reg. NCR, Implementation of Hon’ble CM’s announcement &
Monitoring thereof, maintenance of Stock and Store register, Stationery efc.

2nd Clerk
Correspondence reg. MPLADS Fund/ SDP Fund, Implementation of Hon’ble CM’s
announcement & Monitoring thereof

3rd Clerk
Audit Section (attached with accounts Officer)/Diary and Dispatch/Typing work,
VMIS work etc.

4th Clerk
Correspondence reg. MLA Fund/MMGPY, Correspondence reg. Preparing/Monitor
Shelf of schemes of Planning Cell for different heads/Store.

Conferment of powers of Executive Magistrate Departmental action against police personals
Issuance of NOC for Petrol Pumps, Issuance of NOC for storage & HSD/Petrol etc.

Sr. || Nature/Type | Level at which | Channels of | Level at which
No. || of work the case is | supervision(case is || decision is made
initiated submitted through)
1. Reader o || Ahlmad/Reader || Superintendent(Rev)/ADC/ADM | Deputy Commissione
ADC/ADM
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2, PA to Deputy || PA - -do-
Commissioner
3, Establishment Dealing Clerks/ Superintendent Grade-I /Asstt. || -do-
Branch Establishment Commissioner
Assistant
4. Miscellaneous Dealing Clerks/ || -do- -do-
Branch Misc. Assistant
5. Recerd  Room Dealing Superintendent Gr-1/AC to DC -do-
Eng.) Assistant
6. Record  Room || Dealing SK/DRO -do
General Assistant
7. Copying Dealing  Clerk If DRO -do-
Agency Copying
Assistant
8. [ Reader to DC__|[ Ahimad/Reader [----- _-do-
9. Dev. Branch Dealing Clerk/ Supdt(Dev)/ADM/ADC -do-
Dev. Assistant
10. || Grievance Cell Dealing Superintendent Grl/AC to DC ~do-
Assistant
11. | Local Fund || Dealing Supdt(Dev)/ADM/ADC Deputy
Branch Clerk/Assistant Commissioner
12, | Arms Licensing || Dealing Clerk Supdt (Rev)/ADM/ADC District Magistrate
Branch
13. | Smali  Saving [ Dealing Clerk Supdt(Dev)/ADM/ADC Deputy
Branch Commissioner
14. || Stenographer Stenographer ADM/ADC ~-do-
to ADM/ADC
15. || Litigation/Peshij Dealing Supdt (Rev)/ADM/ADC Deputy
Branch Clerk/Assistant Commissioner/DM/
District Collector,
16. || District Dealing DRO/AC to DC/ADC ~-do-
Revenue Clerk/Assistant
Accountant
_ Branch
17. || ADRA Branch Dealing -do- _J -do-
Assistant
18. || Sadar Kanungo Dealing SK/ DRO/AC to DC Deputy Commissione
Branch Patwari/
LKanungo
19 5K Branch || Accountant DRO/AC to DC Deputy Commissione
Establishment
20. | Accountant .SK || —-—--——- - DRO/AC to DC Deputy Commissione
Branch

[21 ]

21. || Steno to DRQ _ |[ ---—--ow- __|[oroO [ Deputy Commissione
[ 22. ][ Planning Cell [ Dealing Officials || DPO/ADM/ADC | Deputy Commissione
23 Nazarat Branch Dealing Supdt. Gr-I/AC to DC Deputy Commissione
Clerk/Assistant
24, || Distt. Clerk Supdt. (Rev.)/ADC/ADM Deputy Commissione
Registration
Clerk

1 25. ][ Tehsildasr

j@erk

[ Tehsildar Recovery

]l

Deputy Commissione
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L J[Recovery il 1 I

26. || Diary and || Clerk/ERK Supdt-Gr-I/AC to it Deputy Commissione
Dispatch DC/ADC/ADM/DRO

Sr. No. | Name of work Norms set by the Department

1. Peshi Branch { Depends upon the nature of court case, Documentary proof
(Deputy provided by the parties and after argument, case is decided.
Commissioner)

2. Establishment The Branch deals mainly with the salarles, TE, Medical re-
Branch imbursement of the officers/officials and pensioners. It also

deals with the Travel Expenses of non-officials members of
certain committees. The dealing clerk /Assistant puts up PUCs
through Superintendent Grade-I to AC for disposal and to
Deputy Commissioner if need be. After the receipt of the
paper, the same is put up by the dealing clerk with relevant
rules and instructions. Every paper passes through the Dealing
Assistant, Superintendent Grade-I, Officer incharge and then
to Deputy Commissioner.

3. Miscellaneous Branch | After the receipt of the paper the same is put up by the
dealing clerk with relevant rules/instructions. Every paper is
put up through the dealing Assistant/Superintendent Grade-I,
Officer-in-Charge and D.C.

4, Arms Branch An application (only for NPB) is received in the branch which is
forwarded to local police for character verification and to
Revenue Field Agency for verification of land etc. After
completion of these formalities, the application is put up by
the dealing clerk through Superintendent (Rev) to the ADM for
decision. The application after completion of formalities is put
up for decision. Arms Licence (NPB) are renewed on the day of
receipt of application/NOC and explosive licenses are issued
within three days after the completion of formalities subject to
conditions.

5. Nazarat Branch After the receipt of the PUC, the same is put up by the dealing
clerk/Assistant. It is submitted through the Superintendent
Grade-I to Assistant Commissioner for decision and to Deputy
Commissioner for decision if need be, Arms are issued to the
legal heirs of the deceased licencee on the date of application
if all the formalities are complete i.e. the applicant possesses a
license and legal heir certificate. Statements are prepared and
furnished by the S""day of the following  month.

6. Record Room | PUCs are put up by the dealing Assistant through
(English) Superintendent Grade-I to AC and to Deputy Commissioner if

need be, for decision.
7. Record Room | In this record room, case files relating to judicial courts {up to
General Senior Sub Judge level), criminal courts and Revenue Courts are

consigned. It is a time consuming process keeping in view the
large number of disposed off case files. The dealing clerks check
the file and if found correct, allot Goshwara nos. and keep the
files in Bastas. For disposing of other correspondence, the PUCs
are  submitted by the dealing clerks/Assistant through
superintendent to the Assistant Commissioner for decision and
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to the Deputy Commissioner if need be. In addition to it the
record room also supplies record to the copying agency for issue
of copies. On receipt of a requisition, the record is supplied
within a week. In addition case files are supplied to appellate
authorities within a week on receipt of reguisition.

Copying Agency

Supplies copies of files relating to judicial/criminal and revenue
cases (excluding the court of District & Session Judge) and also
of Revenue Record. On receipt of application for copies, the
same is forwarded to the quarter concerned for the supply of
record. Copies are issued by the agency after receipt of the
record. This work is done by the dealing clerk and Assistant of
the branch at their own level.

Reader to Additional
Deputy
Commissioner/ADM

Court cases of Aanganbari, delegation of Powers of Executive
Magistrate, NOC of Petroleum/Kerosin, Departmental
enquiries and any other work assigned by the ADC/ADM.

10.

Development Branch

1) General correspondence regarding development relating to
various departments. PUCs are submitted by the dealing
Clerk/Assistant through Supdt (Dev.} to the Additional Deputy
Commissioner and if need be to the Deputy Commissioner for
disposal.

i} LIGH/ MIGH/ UHP loans used to be disbursed which have now
been discontinued. Now recovery of loan disbursed in past is
being effected. Notices are issued to the defaulters and
efforts are made to recover the outstanding dues

11.

Grievance Cell

Deals with the complaints/grievances of the general public. Cn
receipt of a complaint the same is put up by the dealing
Assistant through the Superintendent {(Gr-I) to the AC to DC or
through him to the Deputy Commissioner for obtaining order for
making enquiry. Thereafter, the complaint is forwarded to the
quarter concerned for enquiry and report, after receipt of
enquiry report the same is put up to the AC to DC/Deputy
Commissioner through Superintendent (GR-1.) and the genuine
grievances are redressed.

12.

Local Fund Branch

I} General correspondence with urban local bodies. After receipt,
PUC is submitted by the dealing clerk/Assistant through
Superintendent  (Dev) to the Additional  Deputy
Commissioner / Deputy Commissioner for decision.

i) Inspection work of urban local bodies is conducted as per
norms fixed for the same.

13.

Small Saving Branch

i) MPBY and PPF agents are appointed by the branch.
Applications with necessary documents and security are
received. The same are submitted by the dealing clerk after
fulfilling all the codal formalities required for completing the
appointment process to the Additional Deputy Commissioner
who is the appointing authority for making appointments,

i) Monthly statements are prepared and supplied to the quarter
concerned oy the 10th day of following month.

i) Other PUCs are submitted by the dealing clerk to the
Additional Deputy Commissioner and disposed off.

14,

Pesho/Litigation
Branch

PUCs are submitted by the dealing clerk/Assistant through
Superintendent (Rev.) to the ADC/ADM and if need be to the
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Deputy Commissioner / District Magistrate /District Collector for
obtaining decision. Recommendations on parole cases of
convicts are furnished to the quarter concerned within seven
days of the receipt of the report of the local police. Court cases
are attended to promptly. Replies are filed within the given
period. Recommendation for filing of appeal in civil and criminal
cases is made well within the limitation period

15. District Revenue | PUCs are submitted by the dealing clerk/Assistant through
Accountant District Revenue Officer and to the Deputy
Commissioner/Collector for decision. PUCs are submittec

promptly.

16, ADRA The branch deals with the recovery of outstanding dues as
arrears of Land Revenue. The cases are attended to promptly
and amount is declared recoverable as ALR. The other work
assigned to the branch is compilation of audit and inspection
reports of the office. PUCs are submitted by the dealing
assistant through DRO to the Collector/Deputy Commissioner
for decision.,

17, Sadar Kanungo | Dealing patwari/Kanungo puts up PUCs through SK/District

Branch Revenue Officer/AC to DC and to the Deputy
Commissioner/Collector for taking decision.
18. Accountant, Esth | Bills are prepared and submitted by the dealing clerk/Assistant
Kanungo SK Branch | to the District Revenue Officer for signatures. Other PUCs are
also submitted by them through District Revenue Officer/AC to
DC and to the Deputy Commissioner.
19. Steno to DRO Puts up PUCs to the District Revenue Officer for disposal.
20. PA to Deputy | Puts up PUCs to the Deputy Commissioner for disposal. The
Commissioner verk of verification of character of the new
appointee/recruitment is also given to the branch. On receipt of
verification roll, the same is forwarded to the local police for
verification. After receipt of report from the local police, the
verification roll is returned to the quarter concerned.
21. Stenographer to | Puts up PUCs to the Deputy Commissioner for disposal.
Additional Deputy
Commissioner
22. Planning Cell i) MPLAD:- Schemes are sanctioned in the office of Deputy

Commissioner Mandi and the amount is sent to this office for
execution through various executing agencies.

ii)VKVN:- In Vidhayak Kshetra Vvikas Nidhi, schemes are
forwarded by the MLAs which are scrutinized and if found
correct, the estimates are prepared and sanctioned and
implemented.

iiiAs far as other schemes and general dak is concerned the
dealing hand submits the same through District Revenue
Officer to Additional Deputy Commissioner and to Deputy
Commissioner for approval.

Deals with the 20-Points Programme. Periodical meetings are
organized. Returns of progress are being prepared and
furnished in time. Procedure is the same, PUCs are submitted
by the dealing Assistant through Superintendent (Dev.) to the
Additional Deputy Commissioner and to the Deputy

Commissioner if need be for decision/disposal.
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District Revenue The daily Dak is submitted to the officer In-charge
Officer who further marks the Dak to the concerned dealing assistants. The
Dak so marked is further distributed to the concerned dealing
assistants against proper receipt. On receipt of the Dak the dealing
Hand(s) deals the same in the concerned file(s} and submitted it to
concerned branch in-charge with detailed notes giving the
references of relevant rules and instructions. The branch in-charge
turther records his opinion and submits the file to D.R.O. for
further orders in the matter. The D.R.O. passes orders to dispose of
the P.U.C. as per his competency and sensitive matters are brought
to the notice of the worthy D.C. for final orders. Finally the
P.U.C’s are disposed of as per the orders passed by the officers.

1.
2.

Acts passed by the Union Parliarnent and Rules framed there under.
Acts passed by the H.P State Legislature and Rules framed there under.

Some of the Acts, Rules, Manuals etc. are given below:

NN AWNE

10.
11.
12.
13.
14,
15.

16.
17.

Service related rules.
HPFR
Office Manual
Sub Treasury Rules
Budget Manual
Arms Act & Rules, 1962
Indian Explosive Act and Explosive Substances Act and Rules 1983
HP Acts and Rules regarding:
s Land Revenue matters
» Tenancy and land reforms
» Ceiling on land holding
= Utilization of surplus area scheme
= Vesting and utilization of village common land
»  Setliement operation progress
«  Grant of Neuter land
» Relief to victims of natural calamities
v Disaster management Plan
» HP Land Record Manual
Good Conduct Prisoners’ (Temporary Release) And Rules.
Indian Stamp Act
Registration Act
Cr. P.C.
CPC
HP Public Premises Act and Land Eviction Act
Securitization and Reconstruction of financial assets and enforcement of security
Interest Act.
Copying Agency Rules 1997
HP Lease Rulcs, 1993
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18. Land Acquisition Act 1894

19. Forest Land Conservation Act 1980

20. Financial Commissioner's standing orders.
21.RTI Act-2005

22. Public Service Guarantee Act

Correspondence files of various subjects dealt with by the office.
Instructions files

Record Registers,

Personal record of its employees.

Revenue rvcord.

Record of registered documents under registration manual.

Bills & Vouchers.

Case files (consigned) of all the Revenue Courts.

1.
2.
3.
4.
5.
6.
7.
8.

This organization implements the policies framed by the Central Government and the State
Government. No nclicies are formulated in the office of this public authority.

- ,Ct(_?; 4 :\f its fo » v
Distt. | Tehsil:  Nane of | Deptt. | Desig. Tele. No. | Tele. | Ema | Address

Name Sub- ! Officer (Office) | No. il
Divisio (Res.) Add
n name ress
Sirmaur | Naban | Poivau Rev. D.C. Sirmaur | 01702- | 01702- O/o DC
Aedial, o, 25025 225026 | dc- | Sirmaur  at
sir- | Nahan
hp
@ni
B 1 c.in
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Manmohan ADM, 01702- [01702- | adm NahanO/o
Sharma Sirmaur 222410 | 22248] -sir- | ADM,
hp | Sirmaur
(@ni
c.in
Rana  Pritpal AC to DC 01702- 01702- | Ac- | Olo Dﬁ
Singh Sirmaur 222546 1222254 | sir- | Sirmaur
hp
@ni
c.in
J.K. Kathait Distt. Plg. | 01702- O/o D.C.
Officer, 224219 Sirmaur
Sirmaur
Pyare Lai DRO Sirmaur | 01702- Dro- | O/o DRO
222463 sir- | Sirmaur
hp
@ni
c.in
Sub- Jyoti Rana SDO® Nahan | 01702- | 01702- ['Sdm | O/o SDO©
Div. 222239 222548 | nhn- | Nahan
Nahan sir-
hp
‘ @ni
c.in ]
LIST OF INTERCOM NUMBERS
Ph. 01702-222463 (EPBX)
| S. | BRANCHS (DC/DRO | N, OFFICERS/PA No. T
N. | OFFICE)
1 | DISTT. NAZIR 309 | DC 401
2| ACCTT. 310 TPATODC 301
3 [ MA. 311 | ADC/ADM 402
4 |LFA 315 | PATO ADC/ADM | 302
5 | DLC 316 | AC 403
6 | DIARY & DISPATCH | 318 | STENO TO AC 303
7 | COMPLAINT 320 | DRO 404;*
8 | READER (DC) 1322 7] j
P CONFERENCE HALL | 321 | STENO TO DRO | 304
10 COMPUTER  ROOM | 323~ | DISTT. PLG. | 405
(REV.) OFFICER
Il | SADAR KANUNGO | 326 | NIC 406
12_| ACCTT. (DRO) 327 | SUPDT, GR-I 306
13 | SA (DRO) 328 | SUPDT(R) 307
14_| LITIGATION ASSTT. | 320 | SUPDT (DEV) 308
15 | PESHI BRANCH 330
16 | DRA 331
17_| COPYING AGENCY | 332
18 | SMALL SAVING 334
19 | ACTT. (PLG) 335
20 CPO(planning) 408
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The officers and the employees of the office

get the following scales and other allowances

as granted by the Government from time to time:

Sr.No. | Designation Pay Scale
1. Deputy Commissioner 15600-39000
2. Addl. Deputy Commissioner 15600-39000
3. Assistant Commissicner 15600-39000
4, District Revenue Officer 10300-34800
5. District Planning Officer 10300-34800
6. Accounts Officer 10300-34800
7. Superintendent Grade-I 10300-34800
8. Assistant Research Officer 10300-34800
9. PA 10300-34800
10. Supdt-Grade-1I 10300-34800
11. Sr. Assistant 10300-34800
12 Stat. Assistant (Planning) 10300-34800
13 Stat. Assistant (Rev) 10300-34800
14 Stenographer 10300-34800
15 Junior Assistant 10300-34800
16 Clerk 10300-34800
17 Steno Typist 10300-34800
18 Sadar Kanungo 10300-34800
19 Kanungo 10300-34800
20 Patwari 10300-34800
21 Drivers 5910-20200

22 Daftri 4900-10680
23 Jamadar 4900-10680
24 Peons/ Khuiasi/ Basta Bardar 4900-10680
25 Chowkidar 4900-10680
26 Sweeper 4900-10680
27 Process Server 4900-10680
28 Part-time Sweeper @ 19/-per hr.
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BUDGET ALLOTMENT FOR THE YEAR 2
GENERAL ESTABLISHMENT (NON-PLAN)

012-13 UNDER MAJOR HEAD 2053-093-01-SOON
(DDO Code-504)

PART-I PART -II lAddl Total Budget
Budget

Rs. in Lac Rs. in Lac
Salary 39100000 12200000 2500000 | 53800000
T.E 220000 150000 = 370000
MRC 440000 350000 100000 890000
O.E 2150000 --—- 707656 2857653
Wages 810000 — 3568800 | 4378800
RR&T 10000 -—-- RG000 30000

M /Veh, 1556000 - 1712000 | 3262000
HEE 16000 — — 16000

PSS - 200000 200000
SSE 5000 5000
TTA 6000 12000 10000 28000

BUDGET ALLOTMENT FOR THE YEAR
GENERAL ESTABLISHMENT (NON-PLAN)

2012-13 UNDER MAJOR HEAD 2053-094-01-SO0ON

PART-I PART -II ddl, Fotal Budget
Budget

Rs. in Lac Rs. in Lac I

Salary 5350000 3065000 8415000

T.E 120000 2000 50000 172000

MRC 32000 30000 10000 72000

O.E 15000 ---- -—-- 15000

Wages -— — -

RR&T —- _— — -

M /Veh, [ 32000 15000 47000

HEE -— _——— -

PSS J—— — — -

SSE — —— - -

TTA 3000 3000 50000 56000

Head of Account 2235-MR to Pensioners.

Budget
12,69,930-00
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BUDGET ALLOTMENT FOR THE

YEAR 2012-13 MENTIONED AGAINST EACH OF HEAD AS

UNDER

S.N. | Head of Account Budget Allocation —‘

L 3451-101-02 | Salary 500000

2. ----do---- O.E. 5000

3. ----d0---- M.R. 5000

4. ----do---- MRC 15000

5. 3451-101-03 | Salary 2758800

6 --=~d0---- T.A. 8000

7. -—--do---- O.E. 60000

8. --=-dQ-n-- MR 132000

9. 3451-101-09 | T.A. 5000

10. | ----do---- Hospitality 7000

11. 5475-800-02 | VKVNY 25000000

12. ] 5478-800-03 | VMIS 21714128

13. BSP 16515000

4. | 5475-800-04 | MMGPY 2668000
l‘%. 3475-800-01 | SDP 28989000

In addition to above an amount of 75,00,000/- under head 2245- NCR.

Not applicable --

as no subsidy is granted in the office of this public authority

-- Not applicable --

as there is no such recipient
by the office of this public aut

of concessions, permits or authorizations granted
hority
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This office has its website hgtg:[[hpsirmgur.ggv.in and the information relating to the

various activities of the office are available on this website, like information of the district,
history, facts, access, tourism, e-governance, administration, disaster management,
departments, institutions, photo gallery, maps, contact us, phone directory, events,
tenders, press releases, weather, holidays, citizen services — downloadable forms, citizen
services - e-Himapurti etc.

Moreover, all the 6 Tehsils of the district have been made on-line. The Revenue Record of
the district has been computerized. E-Praman facility for computerized certificates are
being generated in the tehsils, Moreover, at present the work of the Registering &
Licensing Authority, Motor vehicles in all SDM Office is done computerized.Gradually more
and more number of things are being computerized.

There is no library or a reading room in the office of this public authority. Even before the
implementation of the RTI Act. 2005, the office used to grant copies of revenue record,
copies from civil, criminal and revenue court case files and copies of certain documents.
These copies are still being granted. Rest of the information is being supplied under the
provisions of RTI Act 2005

XVI. The names, designations and other particulars of the Public
Information Officers

List of PIOs in this District-:

Office of Deputy Cgmmissionerl Sirmaur at Nahan

[EN. Designation PIO Contact Numbers
1. ADC/ADM Sirmaur PIO 01702-222410
2. AC to DC Sirmaur PIC 01702-222546
3. Distt. Revenue Officer, Nahan PIO 01702-222463
4. Distt. Planning Officer, Nahan PIO 01702-224219 |

Sub-Division Nahan

S.N. | Designation PIO Contact Numbers
L. 500 (C), Nahan PIO | 01702-222239

2. | Tehsildar Nahan PIO 01702-222320 4
3. _[ Naib-Tehsildar Nahan PIQ [ 01702-222320

Sub-Division Sangrah

S.N. | Designation PIO Contact Numbers
1 SDO (C), Sangrah PIO 01702-248004
2. Tehsildar Sangrah PIO 01702-248137
3. Naib-Tehsildar Sangrah P10 01702-248137
L 4. Naib- Tehsildar (Nohra) PIO 01702-240679
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Sub-Divjsion Rajgarh

S.N. Designation PIO Contact Numbers
u. SDO (C), Rajgarh PIO 01799-221034
. Tehsildar Rajgarg PIO 01799-221128
Naib-Tehsildar Rajgarh PIO 01799-221128
Tehsildar Pachhad PIO 01799-236728

Naib-Tehsildar Pachhad PIO 01799-236728

Sub-Division Paonta Sahib
2Hb-Livision Paonta Sahib

['S.N. | Designation PIO | Contact Numbers
| 1. | SDO {C), Paonta 01704-224100

. Tehsildar Paonta 01704-222324
Naib-Tehsildar Paonta PIO 01704-222324
Tehsildar Shillai PIO 01704-278534

Naib-Tehsildar Kamrau | PIO 1 01704-271217
| Naib-Tehsildar Ronhat L PIO [ 01704-276503

2
3.
4.
5
6

Deputy Commisgigngr is Appellate Authority to all the above PI10s.
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