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Iuferfia AfreRT i ai SRR Arfedl gRiT®]

Chapter 1
Adj.k 1

Introduction:
UEATIAT

1.1. The right to information act, 2005 provides as per the section 4((b)-(i) to (xvii) that
every public authority will within 120 days of the publication of the act publish
information related with that public authority for the knowledge of general public. This
hand book consists of information pertaining to the office of the Sub-Divisional Office
Gondia as per the section 4((b)-(i) to (xvii) of The Right To Information Act, 2005

9.9 AT JMfABR BRIT 00y T HAH ¥ (§ )—(9 ) T (99) AT RIIFIR |
JATh TR AT Fd Adbiedl ATl ST 9Tl TRIg HROT Saed Mg T
I AT AEIYRIGER  URIg dRuard Id e,

1.2. Objective / purpose of this hand-book is to provide the people at large information
about the office of the Sub-Divisional Office Gondia

1.2 Sufqurfig FfSery Mfear I drataad fafdy RO 48 o= ST
Il BRI HIfgd! SUIrTd] & ASIYiTD TAR HRUATT 3Tell 3Te.

1.3. The intended users of this hand-book are all the members of public visiting the office
of the Sub-Divisional Officer for any purpose.

1.3 B AEAYKIS] AIARIRYT ST RIS TR HROGTd 37Tell 37Te.

1.4. Organization of the information in this hand-book is Office of the Sub-Divisional Officer
Gondia

1.4 I AMSAYRIGAR SUHRY ol Mifedr a1 wrafea et Afgd
3.

Sufriia R Tifear ai= sraferarrd! e gRieT ThoT gee 114 U3 4es % 2
2



Information Handbook For The Office Of The Sub Divisional Officer Gondia V | .0 Pag 2-Of 114

Information Handbook for th_e Officg of the Sub Divisional Officer Gondia

1.5. Definitions: where-ever necessary the terms used in the handbook have been defined
at the point of its first use.

1.5 WAERRY RAT : T HIfRI&ilhHed  aluRougTd ATeledl Hell Y| auRTel
ST fdvg HRUGTT 3T AT,

1.6. Contact person: In case some body wants to get more information on topics covered
in the hand-book as well as other information also he may contact the Information
Officer as defined in the chapter 8 of this hand-book.

1.6 9IS AEGRT : AT ARYRITBHR T Telell Al Ul HeARATST AT
HITSHYRITPeT FhROT 8 HeA HUT QUAT 3Tefed] Hifgdl Snferpruel WD
BICICH

1.7. Procedure and Fee Structure for getting information not available in the hand-book is
described in chapter 18 of this hand-book.

1.7 1 AEAY&ITHHAR JTqd Telell ARl Ual RIS fafgd drivgedr amofl
Yo IAMHRUEE HudT AT AfSAYKiThd bRl 18 TS
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IufaMri e Tiifear aia Frafaamrd! A gRiTd!

Chapter 2
(Manual. 1)
YT 2
(ds 1)
Particulars of Organization, Functions and Duties

INAHIT GRAT T, BT b T STaaeny ardd qrigdl

2.1. This office is named as Office of the sub-divisional officer and the sub-divisional
magistrate Gondia. The address is Civil Lines, Gondia Pin code 441601. The head of this
office is Sub-divisional Officer (SDO) who is also Sub-divisional Magistrate. The parent
government department it belongs to is Department of Revenue, Government of
Maharashtra. It reports to the Office of the Collector, Gondia at Gondia. The geographical
jurisdiction of this office includes the area of Gondia, Goregaov, Tirora, and. Arjuni
Morgaov. Tahsils. The basic objective and purpose of this office is to represent the
government in general at the sub-divisional level and to control and supervise the offices,
officers and employees subordinate to this office.

2.1 7 HRACE™ A9 SUGURT SifPery dor Sufduyria deffery mifear I
FTATIT 3 32 AT HraTerdrl udr Rifed aed [ mifiear f9ars & 441601 3T
31 AR ATATAT F9gal [T it § drataara fFofiea akes siftam
fSreefder ifear g amed | ifeanINmia RISt @ ARG S —drjaar=ar |yl
ATl &5 AT BIRATAATAT BRI Id, I IUfAIRNY TRTaR gfa=ered
g AT BRI W IR a7,

2.2. Mission / Vision Statement: - Government at your doorsteps is the mission of this
office.

22,3 YT SR B AT BT LT 3T,

2.3. Brief history and context of its formation.
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JAfABRY e Iia FRITATATS! ARl GReiranT

Office of the sub-divisional officer Gondia falls under department of revenue and forests
Government of Maharashtra. For administrative purposes the state of Maharashtra has
been divided into five revenue divisions. The Nagpur revenue division is of one of them.
This office is in the Gondia district of this division and consists of geographical areas of,
Gondia, Goregaon Tirora and, Arjuni Morgaov talukas. It is under direct control of the
collector of Gondia district.Basic object of this office is to have a control and supervision of
the office of tahsildars and talukas executive magistrates of Gondia.and Office tahsils. It
also serves as a gateway between office of the collector Gondia and the office of the
tehsildar at Gondia, Goregon, Tirora, Morgon Arjuni.The office is located at civil lines,
Gondia in the tehsil building. This office handles or supervises all the matters basically
relating to land, law and order, collection of land revenue, public distribution system for
food grains and kerosene, issuance of certificates like caste, non creamy-layer, domicile,
land acquisition, minor minerals and conversion of land-use. Besides working under
powers and duties vested under various acts this office also acts as a coordinating agency
at sub-division level for all other government at semi-government offices. This office also
works as nodal agency of respective election commissions for all the matters related with
elections to the Parliament, State legislature and all local self government institutions like
Zilla Parishad, Panchayat Samiti and municipal councils.

5

2.3 %< e ool wuEre ara

SUIRTY ATHRT MIAT 8 Bl ARRIE AE-Td] Hegel [A9RTIRId Ad,
UMD AIRIIEIS] AIRRIE MM Urd Aedgell [a9rmar  wifedn Rieamea It
ST FAEY BIAl, AT BRITAAT AT MATINTIE,ORIST a ARG 3T
—qTTeT WYl Welld &5 A Bale draied RieefEer midar I
Wﬂﬁaawﬁﬁa—zﬁwﬁﬁmwma agﬁlwnﬁvn—crmﬁrmﬁ
ST YT g GRFAT HRY T A BRIGA™ & BRI G, T PR
fSTeeToeRl dRed T defid dRifed J=Md ga1 g I BRI
SHAAYIS |9 qdl, BT Mol Gl S| Aegerdl agall,3 d NN YRaaT
fawre €, SIdeEa a9d 31d 9 WA Ted Arsd Adqedddad] THIOYS T
g AT JATOTS, YHUTGH, ST dIORII daadrdd YRaril, o7 T,
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6
s, 96 BA@d S, fafdy SrIerar quvad ofcied] AR BHEIRER
IUHIIY WRIER §aR |d (b g FHemfhd SRIlea™mtd 9 &M Al
BHIAIMHT BV JAMST G hisd TS AR—NTHIGT Hoard AoT~a1 |
RaSuhTe FF—AV AT HRITAIHBT HROITT AT,

2.4. Duties of the public authority. To supervise and control the tehsildar and executive
magistrate’s offices and all subordinate officers and employees, act as an appellate
authority; maintain law and order are the basic duties of this office.

2.4. WMWMWWWHWWQMH
TERIER TAT Al SSIUBRI Ird BrIlelare ddd 5a) 94 B APHRI g
AN Fie YA 9 WA, Afiel YRl TS B UTEToldIIal d edvel
Gl & AT ST R B AT,

2.5. Main activities/functions.

All matters related to use of land, assessment and realization of land revenue,
maintenance of law and order, land acquisition, issuance of various certificates regarding
caste, non-creamy layer, domicile, etc., act as an appellate authority for the decisions of
sub-ordinate officers and employees are the main functions of this office.

2.5. TaiGd SR TE R 9 ead —

SR AT Fd 761, S HEgeldl JATHRUN d a¥ell, Braal g Feadwell
R0 YuTe, fafder ghRe JArogs QU ( SdidEd |, S 9 G TSl ArSd
THaEEd, ST §,) BT JMBERT 9 HHAR! il HoiaraR ordid Tferdry
U B TR B AT BRIl W S 9 b 31,

2.6. List of services being provided by the public authority with a brief write-up on them.
This office is related with following services either directly or as a subordinate office or a
supervisory office.
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Revenue and other matters

Sr.No. Name of Scheme Authority Remarks
1 Certificate regarding project Collector Report is sent
affected persons by this office
2 Permissions to sell land Collector Report is sent
under command area by this office
3 Performance License SDO
4 Premises License SDO
5 Income Certificate Tahsildar/Naib Supervision
Tahsildar
6 Explosives permission Collector Report is Sent
7 Solvency Certificate Collector/SDO/Tahsildar
8 Small saving agent Collector
appointment
9 Ration card issuance Tahsildar Supervision
10 Caste certificate SDO
11 Non-creamy layer SDO
certificate
12 Domicile certificate SDO
13 Lease renewal for govt. Collector Report is sent
land leases by this office
14 Video/Cinema license Collector Report
15 Permission to extract minor | Collector/SDO/Tahsildar
minerals
16 Mutation of land Talathi Supervision
17 Right of way applications Tahsildar/Naib Supervision
Tahsildar
18 Measurement of land T.I.L.R. Supervision
19 Permission to store Collector Report is sent
petroleum product
20 Hotel/eating house license SDO
21 Lodging house license SDO
22 Arms license Collector Report is sent
24 Permission for conversion | Collector/SDO/Tahsildar
of land use
25 Conversion of land tenure SDO
26 Distribution of surplus land Tahsildar/Collector
under ceiling act and govt.
land
27 Senior citizen certificate Tahsildar Supervision

Ui 1R Tife=n I SrIeEmre! ATfed JRIST TR J38 114 U@l g8 & 7
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e aia Frterarard Rl gwie

Beneficiary Schemes

Name of Scheme Authority Remarks
R.No
Sanjay Gandhi Niradhar Anudan Naib Tahsildar SGY Supervision
yojna
Indira Gandhi Niradhar wa bhumihin Naib Tahsildar SGY Supervision
shetmajur mahila anudan yojna
National Old Age Pension Scheme Naib Tahsildar SGY Supervision
Pregnancy Assistance Scheme Naib Tahsildar SGY Supervision
National Family Benefit Scheme Naib Tahsildar SGY Supervision
Natural Calamity Assistance Tahsildar Supervision

2.6 ITIHII FARATGT v Jon~U

RCICIES RIS
IJT HRITAITT Elelldl ST 36 RapRl Srard fhdr eea=ar sriaeRt g
EARIGRESEIERRSIN
3B JIT YhR TeTH HfThRI IRT
1 | YheIIRd T 9o ISIIEEDR] JTEATA
grafaor
2 | STl sHIA fafdhered ISIIEEDR] JTEATA
R qrofaor
3 | RBRAT A Sufaurfa /  wid sy
4 | oI AR Sufaurfa /g sy
5 | ISR SISl TeRITER /A9 d8RIcieR TRIgeTor
6 | favpIesd URamET ISIISEIR] SECIG
grefaor
T 3Tl THID [SESIEEAR
VO SRIT SEIIEEdN
SLICGIRIR AR SR ek
RGN
9 | Rrmuf3er <o RENSEIR TRIJeToT
10 | ST SRt SLICGINE VAR SRS CraR
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Mifear aia Frterarard il gwie

11 |Wd 9 SHd Ted JArsd | Suldvria/ uid SifPrer
AT YHTOTIH
12 | MfErarT JHOTgH Sufgaria / wid 3T
13 | ey gecgra Ja-ilehrul ISECIEER SEEISIEICIER
14 | feSma Rar u=arET SISIEEIR 3rgdTel Ursfaor
15 | 7107 WINT SGHA URaT Rreeer /Sufvriy
qid 3MfeR/ deiiaar
16 | STHIFIAT BIDTaTEd BRBR SISIG] qRIgeToT
17 | IS AT Q0T TERTIGR /A9 d8RTdeR TI&ToT
18 | ST Aol HRor ar s, e, EOEEE
19 | UgIforgq uarel AIequ[e URaT] SESIEEIN SEEICEICICR]
20 | BCd QMHE® URATT SUfarig / wid TSR
21 | ATSIT ORaATT SUfaRig / wid TR
22 | BUR WRAMI ISIIEEDR] S ECIS R ICICR]
23 | SHIMIRAT 9I0RTd deelTtell GRarHl | Ryeerfrar /Sufayria
< i e faeficar
24 | YITgel FAWGRIG d8d B |  SUURNT / Uid ISy
-2 I g1 gHRI
25 | TfCRIGd g AMNDHIT SHIFI ded | gefieer /| RicemPer
26 | IRT ARRID SRIAT REEEN TRAdetr
JIfddd AT ATSTAT —
Hor e FRIER & Aol | 19 defielar 9 7, Al TR deror
SIaxT el PRTER g a9 JeIeerR & T, A T deTor
TSR ARl STgaT AT
3 | ggUdle Mgddad Ao | Ard J8ieaR | 1, Al T deror
4 | YgiIpTel eI ATl Y dEfIearR & 7, Al TR qeToT
5 | ocd Ery ATl Y TBNYAaR 9 7, Al TRIdeToT
6 SIS ATSTT 9 TERIER & T, A1 TRIgeTor
7 “NIfTd AT AETrRY TERNIeeR TRIETOT
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TEgell DM T $aX PN DRITER

1) Uhgarelid TS ASvITeRIdar HRIEadrET 39 |

2) O8I T=ia ol fSiegT e JAHRI JAT AR BT,
SNIRIEREEIRIN GG N RS S CH

1) Y |ured AR Betd 4(1)d ARGATET U

2) Y HureH JRNIH Herd 6 AT SfeRgEEl U

2) AT HuTed AR derd 12(2)dT SfERgE-El ud

4) UHHTd STHIF YHUTIT SITedTd dellol JHToTa=

5) SR RRRIER M I IHATTH

6) TRIETUT BTl ST T dT TRICT

7) b Feil oI UTdell AN o= QIRIcl]

8) IR JHIEE T AR ST
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HeTPh URATET FASUATHT BRI 315 .
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T SRR Berd fam! HRUR ed o fSdorar Siie/ ARG J6en
B CEC]
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VIR ICRRCIEIY XdUdy] ileld.
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ST AT eI JHTOTTS TErSl T ATl Tl SISRYTEl TR Aor-21
fhaa

qIa TATS! AT RIS fhal 7.9 RIS Il HodTehl argel febar
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EININK IS INE NI CICS R CK|
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4 Ydid ¥aad BRI
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XM DTS THEE YT
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HAGR Yl Fid SN HAaeR  greredl HErEl gqeid gd - fhdr Masue
NBEUTE SRTe U,

ISIER e 3ATel INIANT gecil Sg1 fSBomgd Sirell @1 fSdrof NeHers &
CISIEIERINEINE NN LI e
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MBI T Iia FRITATATS! Al GRirenT

RN IRISRREII XAdUdy] Vilsld.
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3ISIGRTI qrad Uleli™d fawH=T et
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T HTGY HRTdT.
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7 Sl faer safqor |, X S, fedl R sRIgur) o /&1 3w
ECANIRIREIR]

Jarel Jia ufiaed

ST ATeld! e BRIEUS, SHIM §A-ITd ATeThdl e T i
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i ATGY HEL.

I @lefld SI0dS] Siierd.

ST ST BRBR BRI 38 o STl Fee 4R Tqa belell 3.
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ST SHIFGR IR g HRIGITET 318 T STHIF IIdaRM™ Ud
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IR UTH YT STl
MBI 3f¥elg rEd 0T [99ge SaugrEdl STaPaR] Agge  AH-Ii!
AT JASIAET IALIH SXAYIST SRI SiISel qdel NI GEal ArIad el
B qRAMT BRBR HIAT STl

TR SATUITHRIT IMSHTS! BRI I Gl o+ HBuIaTad fohal IRBRISIIR
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g1 TNt 315l deficiaR Jrdds &R HRIEL.

FSTTATEd Fael: @ STHI SAfDBR SAfekg HIex BRIl

ISTHEN Wiellel bt 7S BTN

JSIGRT A1, I, &, 571, €T, EvATd fSahroT

IRISIERTT Hid, T9, g4, SId, &g, JT8vArd fSHro

Ao Poicar JreYdIT ey, AT FHIIATA] STHIMIETETe Jufdid g HlioTen
UHR e Ulfeol ATl Seeld

ST ATHRTE] el UTfeSl Q1 ATeH<al duiddd, IR 9 ST YhREl IATGT
3JTuferd 3Me T W%,

e IEYIuITTST AfoT SIretelt B

e ISYITITATS! ARG

JGIGRT  SliedTed] PNEUATE! Iral, HENERME Iral, FENaRIhgT Dol
UHRE! AIE STUfed 3z, AIEGRIAT PIcihg AEMIS! qeaul ARS8

h1d.
IoTER wWd: ITeeRHT fooiedr aRER e ViX odU[IX 33”% dId.

S AISTOATRRICT HRIEGATET 375
fOgla Tl 30 4/- I DI B LA AT@eldl 376 drfdl MRed  gHT
f¥elg JIHT AIGR HRIEl. AT TAIGA Wlelldl GHIVaS] SIerd.
AISTON HRIGITAT ST FaATEROT TURIe, JATIT $HHID, T o), B da”
fhaT Tg[era |aard R e, &lie Fa), @ic Far geifdelel dreu=
HeIGRT A g YT Ul
JSIER WRIGR THITE AU HRIGITT STHIARIT T 3Aciel [Zades
ENIEUINECIU

qrorofia BRoT

AoToft Bl MRl Io=rat Ud
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S fAwdd TG/ MAT. 9/92 T SAR
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(4o URET HH SEIUl JATIAD)
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7o gTda JAfIhI-IrhsSial SaR & WUIe UTd WIGR THedTal SR,
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P! AL YRIAT G AUqhy] TAIN Pd DRIGT Dol (] Wiell TNa]
BT FaT SufAYT 1fSrdr-Tie wRar gderedn et |ienfhd ud.
STHIM g6/ a1 Id HROUMTS! dURUTR ST 3T JI-IdT T3.

S 3ITER®/d10Tsdd HRUMATS] 3HYeh aluRIhs YRATHT Bdl AT
IV UM YA/ AR UTSA D1/ T RUTA BT/ e Haleld R T, UGyl
=0T dew Ui ARG g,

YNTIeeR g7t 3 A S a7 9 9 BUiaeld HRUITN Uea
AT BETGTAR 39 4/-F DIc Bl IS IUAURTT BN JiAT ATER BRIl

20



1)
2)
3)
4)
5)

26)
1)

2)
3)

4)
5)
6)
7
8)

a g 4 &

A

Suferiia e wifear a sraferarrd! Az gxiier g g 114 T g % 20

Information Handbook For The Office Of The Sub Divisional Officer Gondia V | .O Pag 20 Of 114

Information Handbook for the Office of the Sub Divisional Officer Gondia

PR TMifear aid FrRtearard! A gRie!

JSAIEd G ST 9/93 a) STETad SR

PR 31y

HT

TATaMT D! (WTeR 8 % 4/-° BIc Bl W)

e AT -3

HRTgCaR @ R d G 9 HRUATATS! ST FSGATAT (HUTHE] T Thel o) 3
el P! VFhH JAM@R ARGR STHT HedTay STHIF YRTgeeR a¥f 9 Siedrd
JFifer 31T URIT HRUIT gl

SR R e

JeRIelarR Ul FAraoll Odid g SH Jas ursugig Ufady g i
JoeTe Bl THd R

THAT 3 A AIfCH SR Hd Ae8dh GRGBIIR JoATaciial.

(gmaolt IR 30 f&g@HaR g go fagai=an el )

AT & Hefiel SSHTyu Uiies PR,

( Ud AIID1, WS, AEDBRI G YfAdrd deb J1 i)

SHIFE] SSIaRTT feddey THAT 35 AThIRI.

ST gah fagrevus il oR feamft [aTeards oSl eRugr Feer i,
AT A HEEFhaRI] FH! A IR ] dlel Uyl f[quTsT Sl
IS ST g Hel'= &5 ATTAR gy BHRdla.

fIHTST gl SITedTaR. Hatear gXacd! UpUT Hdlel d Bl T/ T8 eTaR
TS SR\ Bl g dele! AT AT Jaial.

OIS ARG SRIT

IS ARG TS : - 65 TYENIT JATT ARG
ST BT HRIAT - 1T BITGTAR 31T BRI
IS PIUMHS HRI] - JERIeR

q) g9 grggre ( Biel )

JSITATEd SHeTadTd! BRI

) IMXT FISITT SRIAT fohal ST Hig SIRI
BURIRICIRSIRIIUCE - e foag.

21



28)

1)
2)
3)
4)
5)

6)

7
8)

29)

1)

2)
3)

4)

Sufedriia e ifear T sraferarrd! Az g&iier g g 114 T g0 % 21

Information Handbook For The Office Of The Sub Divisional Officer Gondia V | .O Pag 21-Of 114

Information Handbook for thg Office of the Sub Divisional Officer Gondia

®. T M - AERTE AR & [GUNT H31erd gag Jrdhsle
T B TSI-1995/2039/uR. 1 faid 20.12.1995

ot e e sl gean gaaiaTd! se Riavarsddr Sreaar 3.
g TR 375l T8l Bralerdid |G’ BRIl

JIAIdd Elellel xXdUdy] ilseld.

60 AN 3 ATiel W g 65 guid Afciiel JoU e g AAfADbIcdD fhal
Jenfery NIRRT JiaT RIS S19 el

3rrer T Ul FRIER eredl, Siired sffelell FARIIR &ewdl, Hageal FR1ER
LI

JSIERT Wd:d BT &9 Udld.

TRATD/ AT D/ FIUT I ST

STHTYRI HERTSETET ATl ST ST,

qaIges /gy fNer AN TETd], BIUrTEl SRS SMYTh eIl U
HRUTRT AT 9 AT a8 I&x Halgdsiar Mfeied Scudre |ee Tdrd.

I BrS AT T SRIAT U

qAIges Sl Ul G UTaell AFedTd T el I1.9./9.9. =1 el

sfaxt el fR1emR 9 piife SiasrsR Afeen srem snfdies wera fieo!
ST BRIEGATT 37

gl Tq=iciiel 3rsl Tefiel BrITedid |eR SRl

SN IRICERCICICEASIEN SIS CR

TIIgER 60-65 AN ST ATHSR AT Jeifhd JHRT AT SRIeA qIF
ERIG

ST HERTSCHET ISRl RIS RIS~ &I Ueild

AIADBI BRF WUl IUAT AET IR d WTAR G S ATAAT T GBI
AT BT .

g ATl 3T fHod e |efed el e fA@uar Ul I8N

B

22



5)

6)

30)

1)

2)

31)

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

9)

32)
1)
2)
3)

Suferiia e wifear ai sraferarrd afed gxiier gy g 114 T g0 % 22

Information Handbook For The Office Of The Sub Divisional Officer Gondia V | .O Pag 22 -Of 114

Information Handbook for the Office of the Sub Divisional Officer Gondia

Suferfia IfreRT i ai srRIeaRITe! Afedl gRiT®]

AT, 3] ATSedrd GrRge fohd Jerfea SR AT qaTdT SRFST &9 el
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e Office nal Offc
S TRIEY 3RIINT Jgh 1 3ThT-IiT SRIT S Ydid
SRS Xl Pd AT TH Hadhrd YATIUS
NI BIerdl SRIeT g9 Udid

TRIGR S &9 el STR Jol THAT Jehig JHTIIS.
TS UGATATS! 500/~ T 3= AT,

ST 15 AL
Taiies ST STUTSIRIAT AR HRUAT &R,

T SATURI SUSUR SRUM-IT HCARATS! AT FeRITATST SR
TTATTYHT FBT HRUAT LIRIT 3778,

R, 3G |, TRUTE, ey, 37T 3TN A/ AU Jel UTdeied] e el
IRANT 3. 1,00,000/- &1 377efieh Had QUATT Adl.

41T U g, UTdeled] aiied] Pofaard Udd JdbMEl $ 1, 00,000/~ =t
Hed UM Adl.

FHTeR JURI FRTER BIUM-AT U FeRINT © 1,000/~ ATIUE & AR
HRUYT Udl.

Tt Ui el GBI PN JHAM Soledl SR/ Ml SORINTS ©
2,400/~ UId 31Ga™ 9 % 9,600/~ G Bl U U,

TS MM &fcll UIegH iR & Sieled] 8-/ GAare!
PRI B 4,800/- TIA I G B 12,000/~ GId Hol SUAT Idl.

IS gAY BT T 2,00/ TIT I T T 900/- T Hof SvAT A,
T AU Fd ST SR ATABHT YD SRS .
1,250/- TId 3G g 3. 3,750/- Hol (25 TIDb AII G 75 Tdh Hol QM
A SR AAQUAd SUATd A

A UTgeled] U3AT HEITHRI] il HAIAD AT Uil 2t Hel  125/- YHTO!
3a™ 9 % 375 /- GId Hol IuANd Id. (Y TIDb IS T 9y TIFD Pl )
AT MY THH STl BISAT AT-IHAT T WARIORTR HROT-T
FIAT R g IUF B 10,000/~ YT SR ATEL. T JhATI Yo T
fhar © 200 IMWHT o HH A I (B AUT-ITA IE<iled) 9 B 500/- GId
e 9 BUY 4,500/~ GAT Bl ( BREMR G TRRISIR i< dradid) 4

Hel <ol SIS T,
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11) IRATHTY Hed UM ARTBR ATqdITd TERIGR I AT

12) T U JHAFNEEd AU AR JHa 9 AU W9y [deRd
U 3Tl WERA QUATEIEd I doblde! 3Tael URIA $HRId 3T

13) 24 ArFId 65 T FT UeTT ST USelelT Uiy Jifigite wHevdia Id, aid
SIRTO — AT 3fl, FehlaTae, TRUIC IS, Bel P |, by § qiiar qiTH
SO |HATIRT 81,

14) IS GRET AT AdB d AqASR AT &R fbar M3t JhAT

ST [T U S $,5.000/-BIP FHH) % .10.000/-(I0T : THHH) A
<oIId A,

“B” Revenue and other Work

1) Grant of Certificate of Project Affected Person.
Application form in prescribed proforma with court fee stamp Rs. 5
1) Copy of section 4 (i) of Land Acquisition Act.
2) Copy of section 9 of Land Acquisition Act.
3) Copy of section 12 (2) of Land Acquisition Act.
4) Talathi Certificate.
5) Sammatipatra of other landlord if necessary.
6) School Leaving Certificate.
7) Death certificate of Prakalpa Badhit person if necessary.
8) Certificate of Tahsildar about legal heir.
2) Grant of permission to sale the land in Command Area.
Application can be submitted to District Resetiment Officer.
1) Copy of 7/12/ copy of Adhikar Abhilekh.
2) Talathi Map.
3) Talathi Report.
4)  Applicants Affidavit.
5) Copy of Agreement.
6) Sammatipatra of other legal heir on stamp paper Rs. 100/-
7)  Wachanchitthi on stamp paper Rs. 100/- (for reserve land.)
8) Purchaser’s affidavit with his 7/12 & 8 — A
3) Permission of licence (Tamasha, Natak etc.)
Application form can be submit to Tahsildar.
1) Application with court fee stamp Rs. 5/-
2) No Objection Certificate of land owner.
3) No Objection Certificate of Police Station Officer.
4) Certificate of Rangbhumi Parinirikshan Mandal, Mumbai about Natak/Akrestra.
4) Income Certificate. Application form submit to ahsildar
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Application with court fee stamp Rs. 5/-

Talathi Certificate about income.

Affidavit on court fee stamp Rs. 5/-

Salary Certificate of Father/Mother if in Service.

Certificate of Village Panchayat Secretary if applicant is in B. P. L.

Phataka Licence.

Application form can be submitted to Hon’ble Collector.

No Objection Certificate of Muncipal Council/Village Panchayat.
Map of land.

No Objcection Certificate of land owner.

Solvency Certificate.

Application in prescribed proforma with court fee stamp Rs. 5/-

Copy of 7/12, Tax receipt (Details of Property on which grant solvency certificate
applied.)

Valuation Certificate of concerned office.

Solvency Certificate upto Rs. 25,000/- can be given by Naib Tahsildar.
Solvency Certificate upto Rs. 1,00,000/- can be given by Tahsildar.

Solvency Certificate upto Rs. 5,00,000/- can be given by Sub Divisional Officer.
Solvency Certificate above Rs. 5,00,000/- can be given by Hon’ble Collector.
Appointment of Small Saving Agent.

Application form in prescribed proforma may be submitted to Hon’ble Collector.
Agreement.

Passport size photograph 4 copies.

Character Certificate of Gazzetted Officer or Head Master.

National Saving Certificate or Rs. 5,000/-

Mahila Pradhan Yojna.

National Savint Certificate of Rs. 500/-

In urban areas Rs. 7 lacks saving & in rural area Rs. 5 lacks saving must be given. In
urban areas 50 new R. D. account & Rs. 5,000/- deposit & in rural areas 40 new R. D.
account & Rs. 4,000/- deposit must be given compalsary.

Ration Card.

Application can be made to Tahsildar.

Affidavit about not having Ration Card.

Certificate of P. F. S. concerned.

Certified copy of Voter List.

Certificate of concerned Tahsildar if old Ration Card deposited if necessary.
Birth Certificate of child.

Address Proof
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If applicant is other State, the certificate of Rationing Officer of original State is
necessary.

If application made for duplicate ration card the affidavit must be given about original
ration card.

Caste Certificate.

Application in prescribed proforma can be made to Tahsildar with Court fee Stamp
Rs. 5/-

Affidavit.

School Leaving Certificate.

Certified copy of 1 page of service book if applicants father/mother is in service.
Certificate of Permanent Address.

If applicant is other state the caste certificate of competent authority of his father is
necessary.

Other Backword Class/ Nomedic Tribe (c) (D) Non-creamylayer Certificate.

Application in prescribed form may be made to Tahsildar with Court fee stamp Rs. 5/-
Caste certificate of applicant & his father.

Income Certificate of last 3 years.

Affidavit.

Salaray Certificate if necessary.

Ration Card zerox copy.

Copy of 7/12

Copy of Income Tax description if necessary.

Certificate of Domicile.

Application in prescribed proforma may be made to Tahsildar.

Birth Certificate of Municipal Council/ Village Panchayat.

School Leaving Certificate.

Certified copy of Voter List/Election Identity Card.

Certificate of Municipal Council Member/ Village Panchayat Member/Sarpanch.
Tax Receipt.

7/12/ description of immovable property.

Zerox copy of Ration Card.

Affidavit.

15 years Residential Certificate of Maharashtra.

Renewal of Lease for commercial purpose.

Application form may be sumitted to the Hon’ble Collector in prescribed proforma.
Lease Patta.

Property Card/ 7/12

Current Property / Current 7/12.
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Grant of Permission for Video / Cimema Talkies.

Application form may be submitted to the Hon’ble Collector in prescribed proforma.
Map of land. 40 sq. mt. area & Height 10 ft. necessary.

There is no Temple, School, Church, Gurudwara, Mazid, Hospital, Govt. Offices,
Bank, Public Place, Statue within 61 Mt.

Following papers may be attached with application form.

No Objection Certificate of Municipal Council/ Village Panchayat.

School Leaving Certificate.

Affidavit for Sammatipatra of owner of house.

No Objection Certificate of Police Department.

No Objection Certificate of Inspector of Electric Department.

Permission to extract Minor minerals
Application form may be submitted in prescribed proforma to Tahsildar/Sub Divisional
Officer/ Hon’ble Collector with Court fee stamp Rs. 5/-
7112 & Map
Talathi Report.
Agreement bond of Land owner.

Mutation of land

Application form may be submitted to the concerned Talathi.

7/12 or Survey number clearly mentioned in application form necessarily.
Xerox Copy of Sale deed.

Will-deed/Donated deed.

Application for Legal Heir Mutation.

Application form may be submitted to the concerned Talathi.

7112

Death Certificate of Municipal Council/Village Panchayat of original owner.
Certificate of Local body about Legal Heir.

Right of way applications

Application form may be submitted to the Tahsildar with Court fee stamp Rs. 5/-
Following information must be given in application form.

Name of applicant, age, caste, business, religion, resident address.

Name of Non-applicant, address, age, caste, business, religion.

7/12 of surrounding land, matter of withheld of way.

Date of withheld of way.

Description of withheld of way.

List of witneses.

Description of demanded way with 7/12.
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18) Measurement of land
Application form may be submitted to the T. I. L. R. in prescribed proforma with Court
fee stamp Rs. 5/-
1) Description of land, S. No., Gat No., Nazul Sheet No., Plot No. etc. with details of
ownership.
2) Name & Address.
3) Reason of measurement.
4) Challan of measurement fee.
5) If applicant is not owner of land is tobe measure the details of papers & reason of
measurement.
Rate of Measurement Fee.
Land Nazul/Gairan
One Survey | Above 2 H. R. One Plot Above one
up to 2 Hrs.. plot for each
plot
Ordinary Rs. 500/- Rs. 750/- Rs. 500/- Rs. 500/-
Urgent Rs. 1000/- Rs. | Rs. 1500/- Rs. | Rs. 1000/- Rs. | Rs. 1000/- Rs.
Very Urgent 1500/- 2250/- 1500/- 1500/-

Pot Hissa up to 2.00 H.R. 500/- Above 2.00 H. R. Rs. 1000/-

19)
1)

2)
3)
4)
20)
1)
2)
3)
4)
5)
6)

21)

1)
2)
3)
4)
5)
6)
7)

Permission to store petroleum product Application form may be submitted to Hon’ble
Collector with following papaers.

Application form in 8 copies under Petroleum Act 1934 & Rule 1976 & 1983 with
Court fee stamp Rs. 5/-

Property Card/712

Copy of N. A. Order.

Affidavit of sammatipatra of land owner if applicant is not the owner of land.
Hotel/eating house license Application form may be submitted to the Tahsildar.
Application in prescribed form with Court fee stamp Rs. 5/-

Property Card/ 7/12 of land.

Affidavit of Sammatipatra of land owner if applicant is not the owner of land.

Map of building.

No objection certificate of Municipal Council/ Village Panchayat.

No objection certificate of Helth Department.

Renewal of Hotel/Lodging house license
Application form may be submitted to the Tahsildar.
Application form in prescribed proforma with Court fee stamp Rs. 5/-
Gumasta License.
Challan Rs. 75/100/150/300/500.
No objection Certificate of Municipal Council/Village Panchayat.
No objection Certificate of Health Department
No objection Certificate of Chemist & Drugist.
Application form must be submitted before 31% December
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22) Permission for Sale of Arms.

1)
2)
3)
23)
1)

2)
3)

24)

1)

2)
3)
4)
5)
6)
7)
8)
9)
10)
11)
12)
13)
14)
15)
16)
17)
18)
19)
20)
25)
1

2)
3)
4)
26)

Application form may be submitted to the Hon’ble District Magistrate.

Reason for Sale of Arms.

Copy of Arms license (Saler & Purchaser.

Renewal of Arms License.

Application form may be submitted to the Hon’ble District Magistrate with Court fee
stamp Rs. 5/-

Copy of original Challan (Renewal Fee.)

Copy of Arms Lacense.

Permission for conversion of land use

Application form may be submitted to the Tahsildar (Class Il villages) Sub dDivisional
Officer (Class | villages) & Hon’ble Collector (Urban Areas.)

Application in prescribed proforma 7 copies with document, Court fee stamp Rs. 5/-
enclosed in on form.

Copy of 7/12 (7 copies.)

Copy of 8-A (7 copies.)

Talathi Map (7 copies.)

Measurement plan (Original Copy)

Lay-out Plan (7 copies.)

Copy of Mutation

No objection Certificate of Tahsildar.

Copy of Village form No. 3

No objection Certificate of Health Department.

No objection Certificate of Electric Department.

No objection Certificate of District Resettlement Officer.

No objection Certificate of Land Acquisition Officer.

No objection Certificate of U. L. C. Department.

Affidavit of sammatipatra of Co-owner.

Indemnity Bond.

Permission U/s 89 of B. T. A. L. Act if required.

No objection Certificate of Local Body (M. C./ V. P.)

No objection Certificate of Town Planning Department.

No objection Certificate of Govt. if land is to be required for relisions purpose.
Permission for Conversion of land Tenure. (Class Il to Class |)

Application form may be submitted to the Sub Divsional Officer with

Court fee stamp Rs. 5/-

Copy of 7/12, 8-A

Copy of Adhikar Abhilekh.

Talwana Rs. 5/- for each survey number
Distribution of surplus land under ceiling act and govt. land
Primary hearing under fragmentation Act if required.
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8)

Notice in “Namuna A”
Iuferfia R i ai srReRTe! Arfedl JRIGT TRl I8 114 981 g % 30

Information Handbook For The Office Of The Sub Divisional Officer Gondia V | .O Pag 30 -Of 114

Information Handbook for _the Offi_ce of the Sub Divisional Officer Gondia

(Hearing after 30 to 60 days.)

Proclamation in “Namuna 13"

(Copy is to be published in V. P/ Tahsil Office/Co-Operative Bank & Land

Applicant is not the owner of land.

Distribution as per productivity & area.

If there is no objection by distributed, the distribution of land on oral.

If there is objection on Adhikar (Hakka) the distribution officer is to be directed to Civil
Court.

If there is no objection, the distribution officer directd to Talathi for Mutation.

27) Senior citizen certificate

1)

2)
3)
4)

28)
1)
2)

3)
4)
5)
6)
7)
8)

29)

1)
2)
3)
4)
5)
6)

30)
2)

3)
4)

Application form on plain paper may be submitted to the Tahsildar with Court fee
stamp Rs. 5/-

Age above 65 Years.

Two passport size photograph.

Birth Certificate/School Leaving Certificate/Certificate of Medical Officer about age.

Sanjay Gandhi Niradhar Yojna.

Application in prescribed form can be submitted to Tahsildar.

Lady whose age is above 60 Years & men whose age is above 65 years certificate of
Medical Officer is necessary.

Niradhar, Handicapped, Mandabhuddhi Niradhar certificate of Medical Officer is
necessary.

Application with 2 passport size photograph.

Certificate of Sarpanch/Ward Member/Secretary.

Residence Certificate.

Income Certificate.

Zerox copy of Ration Card.

Death Certificate of old women of his husband.

Indira Gandhi Niradhar, Bhumihin Shetmajur, Mahila Anudan Yojna.

Application in prescribed form can be submitted to Tahsildar.

Lady whose age is between 60-65 Years certificate of Medical Officer is necessary.
Residence Certificate.

No moveable & immoveable property.

No financial assistance is grant in other scheme.

Age Certificate, School Leaving Certificae or Medical Officer Certificate in 2 copies.
Income Certificate issue by Talathi and Residence Certificate issued by Village
Panchyat in 2 copies.

National Old Age pension Scheme.

Age above 65 years. (Male/Female Candidate)

Certificate of Medical Officer about age.

Residence Certificate.

Passport size Photograph 2 copies.
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Family Assistance Scheme.

Death of Karta Man/women.

B. P. L. family certificate of Village Panchayat Secretary is necessary.

Age of death karta person is between 18 to 64 years.

Death Certificate.

Income Certificate.

Residential Certificate.

Police Station Certificate about death.

Medical Officers report.

Above pension can be grant to vidhur/widow/child whose age is below 18 years.

Maternity Benefit Scheme.

B. P. L. candidate certificate of Secretary.

Age Certificate (above 18 years.)

Certificate of Medical Officer.

Zerox copy of Ration Card.

Certificate of Medical Officer about children not more than two.
Shrawan Bal Yojna.

Assistance about Natural Calamities.
Assistance Rs. 1 Lacks for death in Natural calamities (i.e. Flood, Heavy Rains,
Hailstorm, Earth-quake, Lightening.)
For persons rendered destitute financial assistance Rs. 1,000/- for each person.
Partly damaged House/Gotha. Assistance will be given Rs. 2,400/- & loan; if applied
for Rs. 9,600/-
For reconstruction House/Gotha Rs. 2,400/- assistance & loan Rs. 12,000/-
Reconstruction of Hut assistance Rs. 2,700/- & loan Rs. 900/-
Death of Cattle and milch animal assistance will be give to Rs. 2,500/- (25%
assistance & 75% Loan.)
Death of Goat assistance will be given to 125/-.
Assistance will be given small traders whose annual income is not more than 10,000/-
Rs. 500/- assistance & loan Rs. 4,500/-
Defination of Natural Calamities.

If 65 M. M. Rain fall in 24 hours.

Cyclone

Fire

Hailstorm

Lightening

Avalanche, Land-slide

Earth-quake
From Inssurance Company financial assistance Rs. 5,000/- (for partly damage) & Rs.
10,000/- (for wholly damage) can be given to agricultural labour & agriculturist his
house/gotha is damaged in Baliraja Suraksha Yojna.
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2.7. Organizational Structure Diagram at various levels namely State, directorate, region
district, block etc (whichever is applicable).

33



1.Shirastedar

L 2.AK.(2)
Sub-Divisional 3.Reader-
Officer Gondia 4.Reader-II

5.Reader-llI

6.Steno

Tahsildar Additional
Gondia Tahsildar Gondia
Non Agri
\ 4 A \ 4 y A 4
Naib Naib Naib Naib Naib
Tahsildar Tahsildar Tahsildar Tahsildar Tahsildar
Ganaazhri Kamtha SGY SGY Dasaaon
) 4 v v \ 4
Naib Naib NaZul NaZul
Tahsildar Tahsildar Servear Servear
Nazul Election
Revenue Revenue Revenue Revenue Revenue
Inspector Inspector Inspector Inspector Inspector
Gondia Gangazhri Dasgaon Rawanwadi Kamtha
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2.7. Organizational Structure Diagram at various levels namely State, directorate, region district, block etc
(whichever is applicable).

1.Shirastedar

Sub-Divisional 2AK.(2)
o di 3.Reader-I

Officer Gondia 4.Reader-I1
5.Reader-I111

A Stenn

Tahsildar Goregaon |

Naib Naib Naib
Tahsildar Tahsildar Tahsildar
Mohadi Election SGY

Revenue
Inspector
Mohadi

Revenue
Inspector
Goregaon
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2.7. Organizational Structure Diagram at various levels namely State, directorate, region
district, block etc (whichever is applicable).

1.Shirastedar

. 2.AK.(2)
Sub-Divisional 3. Reader-1
Officer Gondia 4 Reader-11

5.Reader-I111
6.Steno

Tahsildar
Tirora

A
r ) ; ) X
) ) Naib Naib Naib Naib
NaI;b :leséldar Tahsildar Tahsildar Tahsildar Tahsildar
9 arswada Wadeqgaon Election SGY Mundikota

A\ 4
Revenue

Revenue Revenue
Inspector Inspector

Revenue

Inspector
Parswada

Inspector
Wadegaon

Tirora Mundikota
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2.7. Organizational Structure Diagram at various levels namely State, directorate, region
district, block etc (whichever is applicable).

1.Shirastedar

Sub-Divisional 2AK.Q2)
Officer Gondi 3.Reader-I
Icer Lbondia 4 Reader-II
5.Reader-lll

A Qtann

Tahsildar
Arjuni/Mor

v v v v

. _ Naib Tahsildar | | Naib Tahsildar [ Naib Tahsildar
NaibTahsildar Nawegaonbandh Election SGY

Mahagaon Gothangaon

A\ 4 A 4 Y Y
Revenue Revenue Revenue Revenue
Inspector Inspector Inspector Inspector

Arjuni/Mor Nawegaonban Gothangaon Mahagaon

Sufria Ry ifear ai= srafaarrd! Afed IS g gs 114 U IS % 36

Information Handbook For The Office Of The Sub Divisional Officer Gondia V | .O Pag 36-Of 114

37



Information Handbook for the Office of the Sub Divisional Officer Gondia

B Wifer A< BraferaTaTd! Afed gl

Gondia Taluka

Gondia Cer GangaZari DasgaonCer Rawanwadi Cer | Kamtha Cer
Talathi Saza Talathi Saza Talathi Saza No | Talath Saza
No Talathi Saza | No No

No

1 Akodi 18 Banather 35 Nawargaon
26 Kudawa 2 Dandegaon | 9 Ratnara 19Rajegaon kala
27 Chutiya 3Gangazari 10Pandarabodi | 20 Garra (Bu) 36Asoli
28 karanja 4- 11lnawegaon 21 Rawanwadi | 37 Khatiya
29Gondia(Bu) | Dongargaon | 12Raipure 22 Sawari 38Parswada
30 Gondia 5 13 Dasgaon 23 Ghiwari 39 Cchipiya
(Khu) Dawanewada | 14 Nilaj 24 Nagra 40 Kamtha
31 Khamari 6 Mahalgaon | 15 Tedawa 25 Chuludh
32 Tanda 7 Dhapewada | 16 Kati
33 Adashi 8-Bhanpure 17 Birsola
34 Gudama
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Tirora Taluka

Parsawada Cer Tirora Cer Mundikota Cer Wadegaon Cer
Talathi Saza Talati saza Talathi Saza Talathi saza
1-Arjuni 9- Kachewani 18-Dhadari 27 Kodelohara
2-Parsawada 10 Mendipure 19-Cghogara 28 wadegaon
3-Bodha 11- Indora Khu 20Mundikota 29 Lakhegaon
4-Sejgaon 12 Garada 21 sarandi 30 Bhajepar
5- Bagholi 13Khairbodi 22 Gangala 31 Mendha
6- Khairlanji 14 Tirora 23 nawegaon 32 Thanegaon
7-Karti Bu 15 belati Khu 24 Murmadi 33 Sukadi
8-Paldongri 16 kawalewada 25 Silli
17 Mundipar 26Nawezari
Arjuni/Mor Taluka

Arjuni/Mor Cer Nawegaonbandh Gothangaon Mahagaon
8 Morgaon 1 Siregaon 16 Wadegaon Ral | 22 Chicholi
9 Arjuni/Mor 2-Cchana 17ltkheda 23 Kesori
10-Nimgaon 3-Bhiwakhidkhi 18 Mahurkuda 24 Parstola
11 Pinoalgaon 4-Pkndharwani 19Khamkurra 25 Bharnoli

12 Bondgaon Devi
13 Silezari
15 Dhabetekadi

5 Nawegaon
bandh

6 dewalgaon
7 Bharabhati

20 Kormbhitola
21 Mahagaon

26 Gothangaon
27 Dhabe Pawni
18 Zashinagar

Goregaon Taluka

Goregaon Cer

Mohadi cer

Saharwani
Dawa

Borgaon
Kurahadi
Hirapure
Katangi Bu
Goregaon
Gankhaira
10 Zanziya
11 Bhote

OCoOoO~NOOUIE WNPE

Kawalewada

12 Mahasgaon

13 Gidhadi
14 Mohadi
15 Chopa
16 Tumasar
17 Tedda

18 Tili

19 Ghumara
20 Palewada
21 Mundipar
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2.8. Expectation of the public authority from the public for enhancing its effectiveness
and efficiency.

This Office expects from the general public that they should approach the
concerned officer or employee in this office for their work, application or request. People in
general are requested not to indulge into getting help from agents and touts for their official
work. If there is any problem then they should directly approach the supervisory officer of
the concerned authority. Getting help from agents or touts adversely affects the service
delivery.

HTRITAIT ST IRUMABRIAT AETVATHIS! STIDh ST STUET

T ATHRT HHAR! IRl FUh ARAl, Tolld IR § ,HIhd BT BIH Ho
T, IT ASHld HIe! TSIV T Fagd HHARI / ATHRI IJia aR©rRN FHudh
rerar

2.9 Arrangements and methods made for seeking public participation/ contribution.

No such exclusive arrangement is available. But people in general can always visit
the concerned officer/employee for any grievance/complaint regarding delivery of service

2.9 TRITEATT AlbagdNT ARIGRIAS! Suaer Jfaer —
AT THRAT FaRAT ST el NI oFad Tid rSieredavl Fedid  dafad
JAYBHR / HHAR AT BIATTA Josad WS 3MYel AR Ho ol I,

2.10. Mechanism available for monitoring the service delivery and public grievance
resolution.

This office has been directed as per the existing govt. orders and standing
orders from collector’s office and commissioner’s office to prepare and submit periodical
returns. These returns indicate the service delivery and grievance resolution

2.9 HATSUA! ST THRMARYT q9a ST Fiae,

rEreild ITAATOTRATSATON JATOT TR ST mgad Iie el MeRTgar a1
Fraterara fafay afye, gafRye, FHRie Tere! Sl anffe fAavor TuR Hrvard
Jqrd, f2 faavor derfearer snfor Aame el drieMas fesie o,
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2.11. Addresses of the main office and other offices at different levels. (Please categorise
the addresses district wise for facilitating the understanding by the user).

Main Office:- Office Of The Sub-Divisional Officer Gondia

Civil Lines,Gondia
Pin 441601 Phone 07182- 222160
Sub-Ordinate Offices:-

1.) Office Of The Tahsildar Gondia
Civil Lines Gondia
Pin 441601 Phone 07182-222142

2.) Office Of The Tahsildar Goregaon
Gondia Road, Goregaov
Pin 441801 Phone 07187-232330

3.) Office Of The Tahsildar Tirora
Road Tirora
Pin 441 911 Phone 07198-254159

4.) Office Of The Tahsildar Arjuni Morgaon
Road Arjuni Morgaov
Pin 441701 Phone 07196-220147

Besides this all naib tahsildars have their offices at the respective tahsil offices. All the
talathis have offices at their saza headquarters as indicated in the directory.
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3
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2.12 Working Hours

Morning hours of the office: 09.45 AM
Closing hours of the office: 05.45 PM

In case of emergency and natural calamity as well as for elections and protocol matters no

specific hours can be prescribed and therefore for these matters office is open 24 hours.
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Chapter. 3 (Manual. 2)
Powers and Duties of Officers and Employees
3.1 Details of the powers and duties of officers and employees of the Office of the Sub-

Divisional Officer Gondia
1. Powers — Financial

Sr. | Designation | Powers — Financial Under which Remark
No. legislation/rules/
orders/GRs./circulars
1 Sub- All powers as indicated in DDO as per Maharashtra
Divisional the respective act and rules | Contingent Expenditure
Officer As Drawing and Disbursing | Rules 1965, As per Land
Officer, As Land Acquisition | Acquisition Act 1872, As
Officer, As Returning Officer | per Directions of State
Election Commission and
Election Commission Of
India
2 Shirastedar | Nil
3 AK.(2) Preparation of treasury bills, | As per Land Acquisition
maintenance of accounts, act
reconciliation and Payment
in land acquisition cases.
4 Reader- | Nil
5 Reader- Il Preparation of treasury bills | As per Maharashtra
and payment in all officer Contingent Expenditure
matters excluding land Rules 1965 and
acquisition payments. directions of State
Maintenance of accounts Election Commission and
and reconciliation. Election Commission of
India
6 Reader- I Nil
7 Steno Nil
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3 =
R
2. Powers — Administrative
Sr. | Designation | Powers — Administrative Under which Remark
No legislation/rules/
. orders/GRs./circulars
1 Sub- All Powers as Indicated in the Maharashtra Land
Divisional respective act and rules Revenue Code 1966,
Officer Appointment and transfers Of Maharashtra Civil
Talathi Service Rules 1981,
Appointment of Police Patil Maharashtra Village
Allotment of Fair Price Shop Police Act 1968, and
Allotment of Retail Kerosene Various Govt.
Licensee Resolutions issued
All Administrative matters of from time to time in
subordinate employees this regard.
2 Shirastedar | Nil
3 AK(2) Nil
4 Reader- | Nil
5 Reader- Il General Establishment Matters
6 Reader- Il Talathi Establishment Matters
7 Steno Nil
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3. Powers — Magisterial

Sr. No | Designati | Powers — Magisterial Under which Remark
on legislation/rules/
orders/GRs./circulars
1 Sub- All Powers as Code Of Criminal
Divisiona | Indicated in the Procedure 1973 sections
I respective act and 107 to 111
Magistrat | rules Section 133, Section
e Preventive action, 144, Section 145 to 147
Morgue summary, and all other relevant
arm'’s license, sections of the code
Hotel/Lodging license, | Mumbai Police Act 1951
Performance license, Sections 33,56,57 and
Enquiry and action in 59.
treasure trove cases, Bombay (Liquor)
Unclaimed property, Prohibition Act 1949
Continue | Inspection in explosive | sections 93 B Arms Act
d license, Law and order | Explosive Substances
situations control, Act,
Prevention of public Petroleum Products
nuisance, Inspection of | control order
Petrol pumps and Treasure Trove Act
solvent licensees, Essential Commaodities
Act
2 Shiraste | Nil
da
3 AK(2) Nil
4 Reader- | | Nil
5 Reader- | Issue of summons and
I court work regarding
all these cases
6 Reader- | Nil
11
7 Steno Nil
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4, Powers — Quasi-Judicial

Sr. | Designation Powers — Quasi-Judicial Under which Remark
No. legislation/rules/
orders/GRs./circulars
1 Sub-Divisional | All Powers as Indicated in Maharashtra Land
Officer the respective act and rules | Revenue Code 1966 and
Land Revenue Appeals and Rules thereunder
Acquisition Revision, Permissions for Felling of trees Act 1964
Officer change of land use, Mamlatdar Court’'s Act
Electoral extraction of minor minerals, | 1906
Registration Felling of trees Rent Control Act 1999
Officer Appeals under Mamlatdar Bombay Tenancy and
Returning Court’s Act Agricultural Lands (
Officer Rent Control Cases Vidarbha Region ) Act
Tenancy cases 1958
Ceiling cases Maharashtra Ceiling on
Prevention of Fragmentation | Agricultural Land holding
and consolidation cases act 1961 and 1975
Registration of electors Prevention of
Conduct and supervision of | fragmentation and
various elections consolidation of holdings
Issuance of Various act 1947
certificates like Caste, Non- | Representation of people’s
Continued Creamy Layer, Domicile and | Act 1950
Age, Solvency. Zilla Parishad and
Panchayat Samiti Act 1961
Maharashtra Municipal
Council and Nagar
Panchayats Act 1966
Govt. Resolutions Issued
from time to time.
2 Shirastedar Election Matters
3 AK(2) Nil
4 Reader- | Revenue and all other
Matters
5 Reader- Il Caste and other Certificates
6 Reader- lll Change Of land use cases
7 Steno Nil
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The duties of officers & employees in The Office of

The Sub-Divisional Officer Gondia

Under which Act /

from tahsil offices,

Supervise and work distribution among
all readers,

Matters related to food and civil supply
EGS planning

Recovery of govt. dues

Water scarcity, Entertainment duty, tour
diaries, work assessment and MIS,
Inspections, Confidential Reports
(CRs), SETU, Casual leaves, Natural
Calamity, Employment and self
employment committee, Tourism
development, Road Traffic security,
watershed development, municipal
councils, complaints, 11" finance
commission bills of municipal councils
and salary of municipal employees,
Revnue campaign, Rajiv Gandhi
Prashaskiya Gatimanata wa Pragati
Aabhiyan, SGY beneficiary schemes,
Elections, Land Records
Computerization, Ram Ganesh Gadkari
Memorial Saoner, Standing order files
maintenance, sending files to record
room, all other work as allotted by the
sub-divisional officer

Preparation Of Information For
providing to the people as per
demand or application.

Manual Il Chapter
3.1 (Powers)

Right to
Information Act
2005

Sr. No. Designation Duties rules Remark
1 Sub-Divisional Supervision and control over As indicated in
Officer subordinate officers and employees, Manual Il Chapter
Sub-Divisional Hearing of cases, Spot and other 3.1 (Powers)
Magistrate Inspections, According Sanctions to Right to
Electoral proposals from subordinate officers, Information Act
Registration Final Decision in all cases, matters, and | 2005
Officer applications as per delegated powers,
Returning Maintenance of Law and Order,
Officer Maintenance of Electoral Rolls, Conduct
of various Elections ,
Providing Information to the people.
2 Shirastedar Handling Letters and communications As indicated in
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AK(2)

Land acquisition, Communications
regarding land acquisition, Court
references, Payment in land acquisition
cases, Gaothan extension, Budget for
land acquisition, Maintenance of PLA
account and reconciliation,
maintenance of cashbook and PLA
cashbook, Gaothan plot sanction,
Swabhiman yojna, Sending files to
record room and all other work as
allotted by sub-divisional officer.

As indicated in
Manual Il Chapter
3.1 (Powers)

Reader- |

All revenue matters and cases, tenancy
cases, ceiling cases, appeals and
revision cases, Rent control cases, ST
caste certificates, Periodical returns, AG
and internal audit paras, sending cases
to record room, and all other work as
allotted by sub-divisional officer.

As indicated in
Manual Il Chapter
3.1 (Powers)

Reader- Il

All criminal and magisterial cases,
communications to police department,
all licenses, domicile certificate, salary
and other bills of establishment, all
establishment matters, office
expenditure, maintenance of account
and cashbook, reconciliation,
preparation of budget, renewal of police
patils, sending files to record room and
all other work as allotted by sub-
divisional officer.

As indicated in
Manual Il Chapter
3.1 (Powers)

Reader-
1]

Inward-Outward, Registration of all
communications in the respective
registers, Distribution of Dak, D.O. letter
register, telegrams and e-mails, LAQ
register, Commissioner and collector’s
references, Talathi establishment
matters, Small savings, Seniority list of
talathis, transfers and CRs of Talathi.
Lokshahi Din references, Conversion of
Land use, Maintenance of S.O. files and
all other work as allotted by sub-
divisional officer.

As indicated in
Manual 1l Chapter
3.1 (Powers)

Steno

Meetings and meeting notes, taking
dictation, personal file of the sub-
divisional officer, giving appointments to
members of public and public relations
and all other work as allotted by sub-
divisional officer.

As indicated in
Manual Il Chapter
3.1 (Powers)
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Chapter - 4 (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.

Sr. Subject as indicated in the | Rule No. & Its | Remarks if

No. notification year any

1 Maharashtra Land Revenue | 1966
Code

2 Land Acquisition Act 1872

3 Bombay Village Police Act 1968

4 Bombay Police Act

5 Bombay (liquor) Prohibition | 1949
Act

6 Mamlatdar Courts Act 1906

7 Code Of Criminal Procedure | 1973

8 Fragmentation and 1947
Consolidation of Agricultural
Holdings Act

9 Felling of Trees Act 1964

10 Rent Control Act 1999

11 Bombay Tennacy and 1958
Agricultural Lands(Vidarbha
Region) Act

12 Maharashtra Ceiling on 1961,1975
Agriculrural Land Holding Act

13 Representation of Peoples 1950
Act

Besides these major acts and regulations various government resolutions are
issued from time to time for disposal of business in the office. These resolutions,
notifications and circulars are also referred while disposal of the functions assigned to this

office.

These acts, rules and regulations are available at Government Printing Press, Civil Lines
Nagpur at a nominal price.
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Chapter.5 (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.)

This office is not formulating any policies and therefore information regarding this chapter
is not applicable.

BT —5 (HgaTel —4 )
HRUIATIS 96! ST AGHSANT HoeaHdad § 10T Sucie giaem
g SR gRUfATIEG 9l Sad THeUT e JETEdid Al SUAT STavdddl e,
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Chapter. 6 (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).

Sr. No. | Discription of Records Controlling Officer/
Employee

1 Appeal/ Revision cases Sub Divisional Officer

Current & filed cases

2 Caste Certificate & its relation records Tahsildar

3 Criminal Cases Sub Divisional Officer &
Tahsildar

4 Village forms Concerned Talathi

5 Taluka Forms Tahsildar

TR —6 (HgaTeT —5)
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Chapter . 7 (Manual . 6)

A statement of boards, council, committees and other bodies constituted as its part

7.1. Information on Boards, Councils, Committees and Other Bodies related to the public
authority:

Following committees are constituted as per respective government resolutions are
related with this authority. Non-Official members to committees are yet to be nominated.

1) Bhrashtachar Nirmulan Samitee.
1)Sub Divisional OfficerPresident.

2) Dy. Supdt. Police Member
3) Dy. Engineer, Irrigation Member
4) Dy. Engineer, B. & C. Member
5) Taluka Agricultural Officer Member
6) Asstt. Registrar Co-op. Society Member
7) Block Development Officer Member
8) Tahsildar Secretary

9) Non-official member nominated X 5
By Govt. for 2 years.

2) Taluka Co-ordination Committee.

1) Member of Legislative Assembly President.
2) Sabhapati, Panchayat Samitee Co-president.
3) President, Sale — Purchase Member
4) Block Development Officer Member
5) Member of Rajya Sabha Member
6) Member of Vidhan Parishad Member
(Elected from Tahsil)
7) Nominated Member Total — 7
8) Tahsildar Secretary.
3) Employment & Self-Employment Commitee.
1) Sub Divisional Officer : President.
2) Member of LA/LC Member
3) Asstt. Registrar Co-Op. Society Member
4) Bank Representative Member
5) Project Officer, Trible Devl. Dept. Member
6) Swayam Rojgar Karyanvit Member
Sanstheche Representative
7) Swayamsevi Sanstha Representative Member.
Employment Officer (Jr)

8)

Member
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5)

Bonded Labour (Eradication) Commitee

1)
2)
3)
4)
5)
6)
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B Wifer A< BraferaTaTd! Afed gl

Sub Divisional Officer

Block Development Officer
President of A. P. M. C.

Bank Manager

Tahsildar

Non-official Member appointed by
District Guardian Minister

Taluka Dakshta Samitee.

1)
2)
3)
4)
5)
6)
7)
8)
9)
10)
11)

Member of M. L. A.

Member of M. L. C.

President of Municipal Council
Sabhapati, Panchayat Samitee
Block Development Officer
Representative of P. F. S.
Two women members

S. C. Member

Samajik Karyakarta

Virodhi Pakshacha Pratinidhi
Tahsildar

President.
Member
Member
Member
Member
Member

President
Co-President
Vice President.
Member
Member
Member
Member
Member
Member
Member
Secretary.
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Chapter . 8 (Manual . 7)

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

8.1. Contact information about the Public Information Officers, Assistant Public Information

Officers and Departmental Appellate Authority of the Public authority

Name of the Public Authority: Sub-Divisional Officer Gondia
Assistant Public Information Officers:

Sr. | Name of | Designation | Jurisdiction as APIO | Address/ph.no
No | APIO under RTI
1. | G.S.Meshram | Shirastedar Gondia Sub-division SDO Office
Gondia
Phone No.
07182.222160
2. | S.F.Khot Resident Gondia Tahsil Ol/o Tahsildar
Naib Gondia
Tahsildar Phone No. 07182
222142
3. | Nandanwar Resident
Naib Goregaon Tabhsil O/o Tahsildar
Tahsildar Goregaov
Phone No. 07187-
232330
4 M.T.Valthare | Resident Tirora Tahsil Ol/o Tahsildar
Naib Tahsildar Tirora
Tahsildar Phone
07198-254159
Ol/o Tahsildar
5 D.W,Akhde Resident Arjuni Morgaov
Naib Arjuni Morgaon Tahsil Phone
Tahsildar 07196-220147
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Public Information Officers:
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Sr. | Name of PIO Design- | Jurisdiction | Address/Ph.no E-mail | Appellate
No. ation as PIO id for | authority
under RTI purpo
se of
RTI
1 | Prakash G Patil | Sub- Gondia SDO Office Gondia Additional
Divisional | division Phone no. 07182 Collector
Officer 222160 Gondia
2. | V.V.Mahule Tahsildar | Gondia Ol/oTahsildar
Tahsil Gondia S.D. O.
Phone No. 07182 Gondia
222142
3. | D.S.Sonvane Tahsildar | Goregaon | O/oTahsildar
Tahsil Goregaon S.D. O.
Phone No. 07187 Gondia
23233
4 | M.T Valthare Incharg Tirora O/o Tahsildar
Tahsildar | Tahsil Tirora S.D. O.
Phone No. 07198 Gondia
254159
5 | V.M.Shirsagar Incharg Arjuni /mor | O/o Tahsildar
Tahsildar | Tahsil Arjuni / Mor. S.D.O
Phone No. 07196 Gondia
220147
6 Naib Gangazari | Tahsildar Gondia Tahsildar
Tahsildar | Cirle Phone No. 07182 Gondia
222142
7 | N.J.Uoke Naib Kamtha Tahsildar Gondia Tahsildar
Tahsildar | Cirle Phone No. 07182 Goregaon
222142
Naib Dasgaon Tahsildar Gondia Tahsildar
8 Tahsildar | Cirle Phone No. 07182 Tirora

222142
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9 Naib Mohadi Tahsildar Tahsildar
Tahsildar | Cirle Goregaon Arjuni
Phone No. 07187 Mor.
23233
10 Naib Paraswada | Tahsildar Tirora Tahsildar
Tahsildar | Circle Phone No. 07198 Tirora
254159
Naib Wadegaon | Tahsildar Tirora Tahsildar
11 Tahsildar | Circle Phone No. 07198 Tirora
254159
Naib Mundikota Tahsildar Tirora Tahsildar
12 Tahsildar | Circle Phone No. 07198 Tirora
254159
Naib Mahagaon Tahsildar Arjuni / Tahsildar
13 Tahsildar | Circle Mor. Phone No. Arjuni mor
07196 220147
Naib Navegaonb | Tahsildar Arjuni/ Tahsildar
14 Tahsildar | andh/ Mor. Phone No Arjuni-mor.
Gothangaon | . 07196 220147
Circle
15 | All Circle Circle Their Respective circle Naib
Officer”s Officer respective Headquaters Tahsildar
circle
All Talathis Talathi Their Respective Saza Circle
16 respective Headquarters’ Officer
Saza
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AT I FrATAITATST Hfgd gRirepT

Department Appellate Authority :

Name: : Shri L.R. Gupta

Designation: : Additional Collector Gondia

Addresse: : O/O Additional Collector, Collector Office, Gondia
Phone: : 07182-220746

i ardter mfdrer -

ig : 2l Tl 3R,

g™ : sfaRa e, mifear

T : FfaRe NI I dRIT,

qREal : 07182—220746
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Chapter . 9 (Manual . 8)

Procedure followed in Decision Making Process

9.1 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)

Sr. No. Details of | Day with in the | Authority Remarks
Activity procedure Responsible
(Sequentially) | duration e.g. | for that activity

Dayl/ Dayl6
etc.

1 Revenue Registration of | Reader In case of
/Criminal and | the case criminal
other Issue of Reader cases
statutory summons to procedure
cases parties has been

Getting reply SDO prescribed
or statement under the
Taking SDO relevant
evidence if act and
required Highcourt
Fixing for final | SDO Criminal
hearing or Manual, In
arguments other
Closing for SDO statutory
orders cases the
Making order | SDO respective
and act read
communicating | Reader with  the
to the parties provisions
of Civil
Procedure
Code
defines
the
procedure
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Certificate Registration of | Reader Procedure
Issue application has been
scrutiny of the | Reader defined by
case calling for the  Govt.
additional Resolutions
documents/ SDO and
evidence if circulars
necessary issue issued from
of certificate to time to time
concerned
person.
Issue of | Registration of | Reader Procedure
permissions/ | application, is defined
permits/ scrutiny, calling under the
licences for reports from relevant act
local under
subordinate which such
officers, issue of case is
proclamation registered.
disposal/hearing
on objections if
any received.
Decision —| SDO
either to issue
or reject —
communicate Reader
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9.2  Procedure are documented in the Act/Law/Rules under which the work is done as
indicated in Chapter — 3 for matters like certificate/ permission procedure is defined by
Govt. resolutions and Circulars / Notifications copies of which can be made available on
request

9.2 UHRUT 3 HeJ THY HIIYAIN T HrIar,/ A& G el HH HRogrd Id. T
A& TG Dol YA Uiy Hfduaid Ad. JHIUN / WA/ Ay A o
DHBAUIIEIEE TADIY e/ F0G / ATUAFHAR beolquaid Id. Il dedr IR
JMIRAT Ul U B <0ITd Ad ST,

9.3 The arrangements to communicate the decision to the public?

Decision is always communicated in writing by office letter to the concerned party.

9.3 UPHRUMAT 3N AGefIdHT Ha3fduaid ATSI aeT.

Jddh YHROMAI JAMSY FeNdi-T oRdl T UTd hodfdadddl Jd Tdl.

9.4 Who is the final authority that takes the decision?

Sub Divisional Officer, Gondia.

9.4 YHRONT IFH i gomRT 31fdrap.
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Chapter . 10 (Manual -9)

Directory of Officers and Employee

Sr. | Designation Name of the Cadre | Dt. Of | Contact | Gross
No. officers/ employee | /Class | Joining | Details | Salary
the Ph/
post Fax /
E-mail
1 Sub Divisional Officer | Prakash G. Patil 1 15.3.05 20830
2 Awwal Karkun G.S. Meshram 3 AK
3 Awwal Karkun 3 AK
4 Awwal Karkun 3 AK
5 Steno 3Steno
6 Jr. Clerk B D Bagde 3JC
7 Jr. Clerk L M Dekwar 3JC
8 Jr. Clerk Sunanda Thavkar | 3JC
9 Peon U O Bhadule 4 Peon
10 | Peon H F Sahare 4 Peon
Gondia Taluka Talathi
Gangazari Car
1 Akodi
11 |2 Dandegaon V.Y. Bidkar 3Talathi
12 |3 Gangazari A.M. Bairamkar 3Talathi
13 |4 Dongargaon Pustkala 3Talathi
14 |5 Dawanewada Sharadagat 3Talathi
15 |6 Mahalgaon R C Katre 3Talathi
16 |7 Dhapewada A.R. Chachane 3Talathi
17 |8 Bhanpure V.M. Pedam 3Talathi
18 D.H. Porchettiwar | 3Talathi
DasgaonCer S.R. Bansod 3Talathi
19 |9 Ratnara
20 |10 | Pandarabodi R.S. Bramhankar | 3Talathi
21 |11 | Nawegaon N.S. Lilhare 3Talathi
22 |12 | Raipure P.D. Damahe 3Talathi
23 |13 | Dasgaon R.S.Bodkhe 3Talathi
24 | 14 | Nilaj B.S. Meshram 3Talathi
o5 | 15 | Tedawa D.F. Haridkhere 3Talathi
26 |16 | Kati B.S. Date 3Talathi
27 |17 | Birsola V.C. Kolhatkar 3Talathi
V.M. Banote 3Talathi
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28
29
30
31
32
33
34
35

36
37
38
39
40
41
42
43
44

54
56
47
48
49
50

18
19
20
21
22
23
24
25

26
27
28
29
30
31
32
33
34

35
36
37
38
39
40

Rawanwadi
Banather N.B. Dhodekwar | 3Talathi
Rajegaon C.M. Baghele 3Talathi
Garra (Bu) Y.D. Gedam 3Talathi
Rawanwadi R.P. Vaidya 3Talathi
Sawari R.D. 3Talathi
Ghiwari Nandeshwar 3Talathi
Nagra Gyaniram Kore 3Talathi
Chuludh | .......... 3Talathi
Gondia Cer
Kudawa P.B. Tiwari 3Talathi
Chutiya A.D. Pande 3Talathi
karanja | ... 3Talathi
Gondia(Bu) M.K. Meshram 3Talathi
Gondia (Khu) P.C. Sharma 3Talathi
Khamari T.K. Deshmukh 3Talathi
Tanda H.M. Titirmare 3Talathi
Adashi G.S. Bawankar 3Talathi
Gudama B.S. Thakre 3Talathi
S.F. Kotgaye 3Talathi
Kamtha Cer
Nawargaon kala B.D. Choudhari 3Talathi
Asoli | . 3Talathi
Khatiya P.M. Shirsagar 3Talathi
Parswada R S Lilhare 3Talathi
Cchipiya A.R. Kore 3Talathi
Kamtha B.T. Mahule 3Talathi
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51
52
53
54
55
56
57
58

59
60
61
62
63
64
65
66
67

68
69
70
71
72
73
74
75
76

77
78
79
80
81
82
83

Tirora Taluka
1 | Arjuni M.H. Dahikar
2 Parsawada S.M. Vakadkar
3 | Boda B D choudhary
4 | Sejgaon S.M. Agrwal
5 Bagholi M.Z. Ganvir
6 | Khairlanji P.M. Vanjari
7 Karti Bu B.M. Bhute
8 | Paldongri Hafij Kureshi
Tirora Cer
9 Kachewani S.P.Ueke
10 | Mendipure G.D. Meshram
11 Indora Khu T.P. Jambhudkar
12 | Garada M D Meshram
13 | Khairbodi D.S. Raut
14 | Tirora R.l. Turkar
15 | belati Khu B.S. Buddhe
16 | kawalewada R B Yadav
17 | Mundipar M.T. Domne
Mundikota Cer
18 | Dhadari T.C. Bagde
19 | Cghogara P.T. Mataskolhe
20 | Mundikota R.A. Vahane
21 | sarandi Pravin Rokde
22 | Gangala D.B. Bavankar
23 | nawegaon S.S. Jambhudkar
24 | Murmadi M.V.Mude
25 | Silli H.S. Nevare
26 | Nawezari P.K. Garade
Wadegaon Cer
27 | Kodelohara S.D. Katre
28 | wadegaon A.G.Tekam
29 | Lakhegaon S.D. Dhudare
30 | Bhajepar R.S.Girepunje
31 | Mendha R.S. Meshram
32 | Thanegaon Jhanaklal Nandle
33 | Sukadi G.B. Nagpure
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Arjuni/Mor Taluka

Nawegaonbandh
84 1 Siregaon G.K.Bhendarkar
85 o |Cchana H.J. Parihar
86 3 | Bhiwakhidkhi H.R. Khedikar
87 4 Pkndharwani D.M. Bramhankar
88 5 | Nawegaonbandh | p 5 Tamphudkar
89 6 dewalgaor! A.S. Meshram
90 7 Bharabhati

AriunilMor Cer |
91 8 'V"?fg?‘on PGBavankar
92 g |Anuni/Mor P.B. Nimje
093 10 | Nimgaon S.I. Pawar
94 11 Pinoalgaon
95  f2 |BondgaonDevi |y \ kore
96 13 | Silezari M.S. Gedam
96 15 Dhabetekadi

Gothangaon M.B.Raghuvanshi
97 16 Wadegaon Ral S.S. Chachane
98 17 | ltkheda Y.H. Shirsagar
99 18 | Mahurkuda R.S. Sonvane
100 19 | Khamkurra A.P. Nikhare
101 20 | Kormbhitola D.S. Madavi
102 21 | Mahagaon o

Mahagaon
103 ) .
104 gg Chicholi K. Vanjari
105 | 5, | KESON N.R. Chouhan
106 | oz |Parstola J.P. Ueke
107 | o | Bhamoli P.K. Meshram
108 27 Gothangaon P.S. Kumbhare
109 | ,g | Dhabe Pawni C.G. Jatpele

Zashinagar N.R. Rangari
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Goregaon Taluka

Goregaon Cer

110 |1 [S)gcvag""a”' N.B. Varma

111 | 2 Kawalewada A.G. Dekade
112 | 3 Borgaon S.T. Katre

113 |4 Kurahadi S.B.Khobragade
114 |5 Hirapure R.D. Narote

115 | 6 Katangi Bu B.K. Katre

116 |7 Goregaon M.B. Sakhare
117 | 8 Gankhaira A.G. Muneshwar
118 |9 Zanziya B.D. Bhendarkar
119 10 Bhote G.B. Choursia
120 |11 Mohadi cer S.M. Sahare
121 [12 | Mahasgaon Moh. Abdul Rashid
122 |13 | Gidhadi M.B. Tumsare
123 |14 | Mohadi A.G. Dhamgaye
124 |15 | Chopa Bharat Bisen
125 |16 | Tumasar Vijay Sakhare
126 |17 | Tedda K.L. Jambhudkar
127 (18 | Tili Gourishankar Gathve
128 |19 | Ghumara 0.G. Lilhare

129 [20 | Palewada G.B. Katre

130 [21 | Mundipar L.M. Parate
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Chapter -1 1 (Manual . 10)

The Monthly Remuneration Received By Each of its Officers land Employees,
Including the System of Compensation as Provided in Regulations

Information is provided in chapter 10

YHRUT — 11 HYITT —10
IfPR T HHAN) I dd9 I IIEEd AR,
AT UHROT — 10 FEAT VAT 3Nl TR,
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Chapter -12 (Manual . 11)
The Budget Allocated to the authority
(Particulars of all plans, proposed expenditures and reports on disbursement made)

12.1. Information about the details of the budget for different activities under different
schemes in the given format

Sr | Budget head Grants Planned use If more Remarks
No | description received | (Give details area grants
Rupees | wise or work wise in | expected
a separate form) then in
Rs
1. | 2053 093 01 Salary |9,00,000 | Salary Additional
grants
2. | 205309302T. A. 20,000 | Travelling Allowance are
required
3. | 2053093050.E. 40,000 | Office Expenditure and
expected
4. |205309306 P.O.L. | 10,000 | Petrol,Oil,Lubricants in POL
Labour Charges and
5. | 2053 093 02 Labour Labour
Total 9,70,000 Charges

HHROT — 12 HYG3Il — 11

3. | oIy RIS HIAT IS gfaRaa | 9w,
P. e Sigard
SIERICa)

1. 2053093 01 da9 | 9,00,000 | aa+ B rarcikc]
2. | 2053093 02 o7 31TfoT
TaN 20,000 | ygarg @ X
3. | 2053093 05 DICICIER

Fraeri| @wd | 40,000 | proferis @d arferRe
4. | 2053093 06 USTA SREEILI
g g 10,000 | 4oyt g qror SICRBE|
5. | 2053093 02 HGRI IS
Aol
HROYTT
v 9,70,000 | Sl ofTe.
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Chapter - 13 (Manual . 12)

The Manner of Execution of Subsidy Programmes

This office is not implementing any subsidy programme therefore information in this
chapter is not applicable.

BT — 13 FYIA — 12
i e AoHEEE HRuE.

AT BHRATAATATDT 3T FHTA] ATSTT AU A AqIHes AT TDHROMAT HAlfed!
SECISESIE
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Particulars of Recipients of Concessions, permits or
Authorization granted by it
14.1. Please provide the information as per the following format:

Sr. | Name of the licensee
No

1 Baburao Nikode

2 | Vijay Piprekar

3 Sunil mehar

4 Dhamendar Bhurle

5 Dy.Engi.B&C

6 Dy.Engi.B&C

7 | Smt.Ursilabai Lanjewar
8 Jasantrao

9 Sherkusav Narevar
10 | Smt Nemanbai Baghele
11 | Dy.Engi.B&C

12 | Seth.Construction Com.
13 | Suresh Lilhare

14 | Prabhudayal Dekvar
15 | Santosh Patle

16 | Yashvant Katre

17 | Shabir Khan Pathan
18 | Dy.Engi.B&C

19 | Dy.Engi.B&C

20 | Paresh Ujvane

21 | Suresh Lilhare

22 | Dy.Engi.B&C

23 | Amrutlal Tang

24 | Dy.Engi.B&C

25 | Dy.Engi.B&C

26 | Dhanaram Sarai

27 | Dashrath Pyarelal

28 | Virendra Mandavi

29 | Ashok Itankar

Nature *

Licens
e No

Issue
don

Valid
up to

General
Conditions

Details
of the
license*

150 Brass

150 Brass

100 Brass

110 Brass

1000 Brass

110 Brass

400 Brass

500 Brass

400 Brass

600 Brass

200 Brass

110 Brass

110 Brass

110 Brass

500 Brass

850 Brass

150 Brass

110 Brass

110 Brass

1100 Brass

250 Brass

800 Brass

120 Brass

500 Brass

110 Brass

400 Brass

500 Brass

300 Brass

110 Brass
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Sr. | Name of the licensee Nature * | License | |ssued | Valid up | General Details
No No on to Conditions | of  the
: license*
30 | Keshorao Kolhe 110Brass
31 | Dilip Bisen 150Brass
32 | Smt. Sonabai Goutam 500Brass
33 | Rajendra Kore 400Brass
34 | Omprakash Chakravati 300Brass
35 | Naresh Nunevar 110Brass
36 | Chanas Kambade 150Brass
37 | Suresh Lilhare 110Brass
38 | Govinda Gadvar 400Brass
39 | Nimonirajan Dekvar 500Brass
40 | Smt. Urmila Lanjevar 300Brass
41 | Dipak Chudhari 110Brass
42 | Dy.Engi.B&C 150Brass
43 | Dy.Engi.B&C 110Brass
44 | Suresh Lilhare 400Brass
45 | Dhanraj Ueke 500Brass
46 | Dy.Engi. EGS 300Brass
47 | Tursiram Thakre 110Brass
48 | Shankarlal Chakravati 150Brass
49 | Sudhakar Gaydhane 400Brass
50 | Radheshyam Tivde 500Brass
51 | Paresh Ujvane 300Brass
52 | Suresh Motwani 110Brass
53 | Smt.Yemanbai Baghele 150Brass
54

55

56

57

58
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Chapter. 15 (Manual - 14)

Norms set by it for the discharge of its functions

execution of various activities/ programmes.

15.1 Please provide the details of the Norms/

Chapter. 15 (Manual - 14)

Norms set by it for the discharge of its functions

execution of various activities/ programmes.

Standards set by the department for

Sr. Function /| Units to be | Financial Remarks
No. Activity covered Targets in Rs.
1 Recovery of | As per Demand | For This year
revenue and Targets | target is 5.50
Fixed in A, B, C | crores for the
statements subdivision
2. Revenue/ 2 cases per
Appeal cases month disposal
3. Certificates Within 7 days of
Issue application
4 Criminal cases | Within SiX
months
5. Tours to villages | 180 days in a
for inspections year
Night Halts
6. 120 days in a
Inspections year
7. 24 villages
1.Talathi daftar | 20 villages
2. A Audit 12
3. RI Daftar 48 works
4.EGS Works 36 licencees
5.FPS/Kerosene | 24
6.Video/cable establishments
Cinema
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SIE]
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g el | yHTOTI UdhexId 550
UH]Ol JHATOS | dR=arel 2 | DId 90
CURCANEN] U] Jgeild d&d
BRIl SIRT ad faaara | Sufawrmard
feaa = |ET Az | S’gT <uIid
qHTH JUTFUINT | 180 faaw 31Tel 3T,
1. TSl TUAR | 120
2. 3. qfsc 24 TUR
3. HSBIATBNI | 20 T
4. JAZAT B 12 THR
5. IqUTgHA / | 48 B
PRI TR | 36 TRAT
6. fafear daa | 24 wRa™
Rr=rar
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Chapter -16 (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.

Sr. Type of Sub Topic In which Mode of Person in
No. | Document electronic retrieval charge
format it is
kept
1 Land Village Form | In LMIS Using Client | Database
Records 7/12 Software Computer Administrator
Village Form | Devloped and printer of Concerned
8-A By NIC on request Tahsil Office
of applicant
DR — 16 HG3l — 15
DT IR SUSl Bratadd Arfedr
3. SIERICT BICI B3 LIEN) SEIEECAN
®. I IHR HAM | IvgTEl ggd o
1. | A SIf¥erg | Ta T T, . Wl | JSleRM | WEld deid
7/12 g fawfRia | fasdiass | drateramn
g AT 8 3 | WiHCdeR | FeliIe SIGICR
e AR 9 | sffsAfRgeR
[ECAECIENSE]
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Chapter -17 (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.

Office Library

Notice Board

Inspection of Records in the Office
System of issuing of copies of documents
Printed Manual Available

Website of the Public Authority

: Facility not available

: Facility is Available

. Facility is available

: Record room is availble
: Facility available

: Not Available

DR — 17 HG3l — 16
RIS Al ST B QUATATSIAT T

BHRTAAE T

AT HAD

3ifierg fRefor gider
JHIOT Uil QuaTaTead Gfdem
BTl Hifgdl YReiler
EENIET

: JMCENR A& i sqere 31
: IR HROITT 3Tl TR,
: gfaem Suerer Al

: e v ATEl

SERCIRSIE
IUTE IR,
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Chapter -18 (Manual -17)
Other Useful Information
18.1 Frequently Asked Questions and their Answers by Public

FAQ’s Database is being prepared and will be published in the next edition of this
handbook

18.2 Related to seeking Information

Form of Application for getting information is available on request at the office.
Information is made available even on oral request.

Charges Applicable for Inspection, Search and copy of records for records available
in the office & record room are as follows:

“SCHEDULE”"

Inspection Fees for every day
part thereof
Sr.  Category of

No. records. Mumbai  Mumbai Municipal A,B,C Class Rural
City Suburban  Corporation Municipalities Area
Nagar
Panchayate
1) (2) 3) 4 © (6) )
1 Record Pertaining to.. Rs. 50 Rs. 50 Rs. 35 Rs. 30 Rs. 25
“SCHEDULFE"

Serach Fees for every day
part thereof
Sr.  Category of

No. records Mumbai Mumbai Mumbai Municipal A,B,C Class Rural
City Suburban  Corporation Municipalities Area
1) (2 3 4 (6) )
1 Record Pertainingto Rs. 50 e e
City of Mumbai.
2 Record pertainingto  ..... Rs. 15 Rs. 15 Rs.15 Rs.10

any area other than
city of Mumbai.
(a) record of alienated ..... Rs. 15 Rs. 15 Rs.15 Rs. 5
lands maintented under
section 75 of the Code,
for every bundl (rumal)
Searched.
(b) any other record for
every year of which
Records are searched.
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“SCHEDULE A”
For area other than the City of Mumbai

Fees for supply of copies.

Sr. Category of
No. records Suburban Municipal A,B,C Class Rural
of Mumbai Corporation Municipalities Area
Nagar
Panchayats
Q) (2) (3) (4) (5) (6)
1 (a) Every certified copy of serial Rs. 15 Rs. 10 Rs. 10 Rs. 5
number or entry in the record of
rights register of mutations and
from the registers, accounts and
records other than maps maintained
by Talathi under sub-section (4) of
section 14 of the Code.
(b) Every certified copy of the whole Rs. 15 Rs. 10 Rs. 10 Rs. 5
Of the combined Form V. F. VII-XII.
(2) Every certified copy of an entry in Rs. 20 Rs. 15 Rs. 10 Rs. 5

the register of property maintained
by a Survey Officer under Sec. 128.
(3) (i) Every Certified copy of the copy ... ...
of the tabular annewari statement
of a village with the annewari decision ..... ...
(ii) Every certified copy of the decision
of the Collector or Tahsildar not
embodied in the statement of annewari
or of the opinion of the village committee
as to the anna valuation.
(4) Every certified extract from registerof ..... ...

Rs. 10 Rs. 5

Rs. 10 Rs. 5

Re. 1 for every rupee

Alientation establishment or recognized
Under the provisions of any law for the
Time being in force.

of the amount of
alienated revenue
Subiject to the

Minimum of Rs. 6 and maximum of Rs.
45
Rs. 15 for every survey Rs.5 for every survey
number or sub division
of a survey number
subject to the
maximum of Rs. 10
Rs. 10 Rs. 5

(5) Every certified copy of map or plan
of a survey number or a sub- number of sub-division
division of a survey number of any of a survey number
(uncoloured) map or plan of any subject to the maximum
Immovable property referred of Rs. 25

(6) Every certified copy of a map of Rs. 25 Rs. 20
a survey number or of a sub-
division of a survey number or
any ordinary (uncoloured) map
of plan of any immovable property
prepared in accordance with the
survey made under section 79 of
the Code.
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1) 2) 3) (4) (5) (6)
(7) Every certified copy of a map or Rs. 50 Rs. 25 Rs.15 Rs.5
plan of a non-agricultural survey
number or a sub-division of such
uurvey number or of an extract
of city survey map (prescribed)
under section 128 of the Code.
8 For showing the scaled off perimeter Rs. 30 Rs. 20 Rs.15 Rs. 10
measurements on any certified copy
of the map of a survey number or
sub-division of a survey number
prepared under items 5, 6 and 7.
(i) if applied for at the time of
measurement of the survey number
or sub-division of a survey number.

(i) if applied at any time thereafter. Rs. 30 Rs. 20 Rs.15 Rs. 10
9 Every certified copy of a map or plan Rs. 20 but Rs. 15 but Rs. 12 but Rs. but
or of any portion of a map or a plan such fee suchfee suchfee such fee
not falling under items 5, 6 and 7. not not not not

Exceeding exceeding exceeding exceeding
Rs. 150 Rs.80 Rs.60 Rs. 50

10 For every certified copy of records
not falling under items 1 to 9.
(i) for every sheet of paper 30x21 Rs. 25 Rs.15 Rs. 10 Rs. 5
CMs. in dimensions, handwritten
Or type with doule spacing.

(ii) if such record be in tabular Rs. 50 Rs.30 Rs. 20 Rs. 10
Form.

11 For every true copy of a certified as per time As per time As per time As per time
Copy. 10 above 10 above 10 above 10 above

12 For every authenticated
Translation or orders and the
Reasons therefore and of exhibits
in formal or surmmary enquiries
Under the Code-

(i) for the first 100 words or Rs. 20 Rs.15 Rs. 10 Rs. 5
Fraction or 100 words.
(ii) for every subsequent 100 Rs. 15 Rs.10 Rs.5 Rs.5

Words or fraction of 100 words.
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Right of the Citizen in case of denial of information and procedure to appeal

In case of denial of information the citizen is requested to contact to departmental
appeallate authority of the concerned officer or employee as indicated in the chapter 8 of
this handbook. After the citizen contacts the appellate authority procedure of appeal and
prescribed format will be made available to him by the appellate authority.

Afed) ATHRUGT AT ARG gab g 3T BRI BRITGA
IO AR SUAT AIRUATT ST dTchlad Aaferd IfABNT HHANI AT

T Sftel UTfErp R yehvor 8 #edl SeifdeaTyHTo ARl U ATedl. JUied SIien a9+ d
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18.4 With relation to collection of tax by Public Authority

Name and description of tax : This office is related with the recovery of Land
Revenue
Purpose of tax collection : As a source of revenue for Government

Procedure and criteria for determination of tax rates

: The due date for payment of Land Revenue is 15" of
January Every year. The Land Revenue has been fixed
at the time of settlement and is subject to change only
on next settlement or change of land use.
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