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MOST IMPORTANT - PERSONAL ATTANTION

Collectorate, Anantapur
Rc.No.A3/436/2010 _ Dated: 26-5-2010.

CIRCULAR

Sub:-Revenue Department - Anantapur District — Maintenance of
Records & Registers in the offices of Tahsildars / Divisional
offices in the District - further instructions - Issued.

@@

The District Collector has visited some of the Tahsildar’s offices in
the district and observed that the performance with regard to functioning of
Tahsildar’s offices in the district is not satisfactory. The District Collector
has further observed that the basic requirements in the office
administration such as punctuality, discipline etc., are not being followed
which is adversely affecting the image of Revenue functionaries at large.
The District Collector has pointedout that in many offices the staff including
the Tahsildars are not attending the office promptly within time and no
attendance were marked. The important registers which reflect the reasons
for absence of staff within office hours by Casual Leave Registers,
Movement Registers, Late attendance registers, etc., are not being
maintained. Similarly, the office buildings are not kept clean and tidy. The
Tahsildars are not taking care to maintain cleanliness in the office and files

as well as important records have been dumped irregularly and carelessly.

The District Collector has further expressed anguish and serious
concern with regard to non-adhering tp the instructions by the Tahsiidars
which are being issued by the District Collector/ Joint Coliector from time to
time. Several instructions issued on important subjects viz, Pattadar Pass
Books, Civil Supplies, File Track system, Village information systems ot
hecome futile since the quality as well as progress in the said items is very
poor and dissatisfactory.The Tahsildars are not handing over the tappal to
the Dy.Tahsildar/other staff and keeping with them in personal files
Thereby the important instructions are not percolating to their lower staff.

The role of Divisional Officers in monitoring the function of the
Tahsildar’s offices is also questioned by the District Collector. The District
Collector has expressed his total dissatisfaction with regard to the work and
performance of the Divisional Officers. The District Collector has took a
serious view that the Divisional Officers are taking the issues in a casual

manner and no concrete and comprehensive review are made with the
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Tahsildars touching all the items. This by and large resulting in dislocaticn
of smooth and effective functioning of field functionaries of Revenu:
Department.

In this content, the attention of Tahsildars and Divisional Officers is
drawn to the following.

1. Detailed circular instructions were issued with regard
maintenance of records and registers in Tahsildars Offices as wo'l
as District  Officers in the District vide Collecto:s
Rc.N0.A3/9431/2008 dated: 26-11-2008.

2. Detailed instructions were issued to with regard to Viliage
Information system vide Collectors Circular No0.A4/4456/200.9
dated: 10-8-20009.

The Divisional Officers and Tahsildars in the district are requested to
go through the contents of the above circulars once again and ensure that
the same are followed in word and spirit without any deviation. The
registers prescribed in the said circulars shall be maintained invariably and

that proper and correct information shall be recorded.

All the Divisional Officers and Tahsildars are finally requested to took
stock of the serious views expressed by the District Collector and take
necessary action to implement better and effective administration to the
expectations of the District Collector. Divisional Officers and Tahsildars are
further cautioned that any kind of lapse in future will be viewed seriousty
and the concerned will be dealt with appropriate disciplinary action.

The receipt of this circular shall be acknowledged by next post.

(Under orders of the District Collector, Anantapur)
Sd/- M. Sudarsana Reddy,

Encl:Two circulars For Collector,
Anantapur
//true copy

ﬂaminis_trétive Officer

To

All the Tahsildars in the District.

All the Revenue Divisional Officers in the District.

Copy to all the Section Heads in Collectorate, Anantapur.
Copy to CC to Collector/Joint Collector/Addl.Joint Collector.
Copy to D.R.O’s table.

Copy to Stock file./A1/A2/A/4 and A/5




Copy of

Rc.No. A3/9431/2008, Collectorate:: Anantapur
Dated.26.11.2008.

CIRCULAR

Sub:- Records & Registers - Revenue Department - Maintenance of
records and registers in the offices of the Tahsildars and

Divisional Officers in the district - instructions - issued.

=0=0=

The Revenue functions at Mandal and Divisional Level are both
executive and administrative in nature. Various decisions taken and
information gathered in day to day office business are to be recorded
properly with due authentication. Considering the paramount importance
towards this aspect, the Government have prescribed various standard
registers to be maintained in the offices of the Tahsildars at Mandal level and
Divisional Officers on different subjects. The proper maintenance of registers
would facilitate in getting quick exposure to the required information as well
as to avoid in taking wrong decisions. The maintenance of registers with the

updated information would be a part of quality and effective administration.

But, as could be noticed the maintenance of records and registers in
Tahsildar’s Offices of the district is very poor. This is most un-satisfactory
affair. Many prescribed registers and records are not being maintained
resulting in dislocation of important and valuable information. In some
Mandals, though certain registers are maintained, no update information is
being recorded making the registers useless. The Tahsildar who is the head
of the Office shall hold primary responsibility in proper maintenance of
records and registers with updated information. There is an imperative need
on the staff of the Office shall maintain prescribed registers and records cn
different subjects and kept updated from time to time. It is further observed
that in many Mandals, the records and registers are not kept in safe custody
and that the same are made accessible to others, which is resulting in
tampering of records or registers would be a Crime and lead to committing
fraud. Therefore, the concerned staff shall be made responsible for safe

custody of records and registers to avoid any sort of mischief.

After having consolidated the above discussions and keeping in view
the importance and necessity in this regard, it has been decided to revamp
the system of proper maintenance of registers and records as prescribed by
the Government or under the law in the offices of the Tahsildars and also
Divisional Officers in the district in order to ensure better and effective
functioning of Revenue Administration at all Levels. All the Tahsildars and
Divisional Officers in the district are therefore instructed that all
the prescribed registers and records are invariably be
maintained properly with updated information. The Tahsildars and Divisional

Officers shall review the status in this regard and any omissions or lapses in






