
 

 

 

 

II.  Av�N¯‹ �®±q®±Ù ›…àºvS®¡®  Av�N¯Š®S®¡®± �®±q®±Ù N®q®ÁAv�N¯‹ �®±q®±Ù ›…àºvS®¡®  Av�N¯Š®S®¡®± �®±q®±Ù N®q®ÁAv�N¯‹ �®±q®±Ù ›…àºvS®¡®  Av�N¯Š®S®¡®± �®±q®±Ù N®q®ÁAv�N¯‹ �®±q®±Ù ›…àºvS®¡®  Av�N¯Š®S®¡®± �®±q®±Ù N®q®Á �®ãS®¡®±:�®ãS®¡®±:�®ãS®¡®±:�®ãS®¡®±: −−−−     
    

1. š®œ¯‡®±N® N®ºu¯‡®± Av�N¯‹:š®œ¯‡®±N® N®ºu¯‡®± Av�N¯‹:š®œ¯‡®±N® N®ºu¯‡®± Av�N¯‹:š®œ¯‡®±N® N®ºu¯‡®± Av�N¯‹:−−−−     
     Ey® �„Â̄ S®u® �®±±Qãš®ÚŠ®±, …h�¯lµ Av�N¯‹S®¡¯Tu®±Û, P¯qµ, N®ºu¯‡®± �®±q®±Ù N®Zµ°‹‡®± Nµ,š® 
N¯‡®±ÁS®¢Sµ š®º…ºv›u® HŒ¯å N®l®q®S®¡® �®ã�®œ¯Š®u®  c�¯„¯Û‹ œµ²ºvŠ®±q¯ÙŠµ œ¯S®² Av�°w® ›…àºv‡®± 
x‡®±ºq®äou® Av�N¯Š®�®w®±Ý œµ²ºvŠ®±�®Š®±. 

 

2. �®ã�®š¯Úy®N®Š®±:�®ã�®š¯Úy®N®Š®±:�®ã�®š¯Úy®N®Š®±:�®ã�®š¯Úy®N®Š®±:−−−−     
       Ey® �„Â̄ S®u® š®œ¯‡®±N® N®ºu¯‡®± Av�N¯‹S®¡® w®ºq®Š®u® �®±±Qãš®ÚŠ¯Tu®±Û,  N®Zµ°‹‡®± HŒ¯å N®l®q®S®¡® 
�®ã�®œ¯Š®u®  c�¯„¯Û‹ œ¯S®² Av�°w® ›…àºv‡®±  x‡®±ºq®äo, �®¾¯Ÿr œ®N®±Ê Av�x‡®±�®±, w¯ã‡®¾¯,‡®±, 
cw®q¯u®=®Áw®, Œµ²°N¯‡®±±N®Ù S®¢Sµ š®º…ºv�›u® y®q®ä �®ã�®œ¯Š® �®±q®±Ù  š®.N®º.A Š®�®‹Sµ š®,œµ, š®œ®N¯Š® 
x°l®±�®Š®±. 

 

3. �®¾¹,ã �®¾̄ y®N®Š®± �®±q®±Ù N®ºu¯‡®± y®‹�°£®N®Š®±:�®¾¹,ã �®¾̄ y®N®Š®± �®±q®±Ù N®ºu¯‡®± y®‹�°£®N®Š®±:�®¾¹,ã �®¾̄ y®N®Š®± �®±q®±Ù N®ºu¯‡®± y®‹�°£®N®Š®±:�®¾¹,ã �®¾̄ y®N®Š®± �®±q®±Ù N®ºu¯‡®± y®‹�°£®N®Š®±: −−−−     
      q®�®±â �®³q®ÙNµÊ š®º…ºv›u®  P¯q¯ �®S¯Á�®nµ, wµ²ºu¯�®nµ, �„Â®cwµ, Kºu®±S®²mš®±�®¼u®±, N®ºu¯‡®± 
xS®vy®mš®±�®¼u®±, N®ºu¯‡®± y®‹F®ÊŠ®nµ y®äš¯Ù�®wµ �µ±°Œ¯v�N¯‹S®¢Sµ š®Gåš®±�®¼u®±. �µ±°Œ¯Þh±�µX®Ï �®±q®±Ù 
N®ºu¯‡®± �®š®²Œ¯r œ¯S®² X®±w¯�®nµSµ š®º…ºv›u® HŒ¯å Nµ,š® N¯‡®±ÁS®¡®w®±Ý x�®ÁŸš®±�®¼u®± �®±q®±Ù 
�µ±°Œ¯v�N¯‹S®¡®± š®²Yš®±�® Cq®Šµ Nµ,š® N¯‡®±ÁS®¡®w®±Ý � x�®ÁŸš®±�®¼u®±. 

 

4. N®ºu¯‡®± �®š®²GS¯Š®Š®±:N®ºu¯‡®± �®š®²GS¯Š®Š®±:N®ºu¯‡®± �®š®²GS¯Š®Š®±:N®ºu¯‡®± �®š®²GS¯Š®Š®±:−−−−    
      q®�®±â �®³q®ÙNµÊ š®º…ºv�›u® N®ºu¯‡®± �®š®²Œ¯r, N®ºu¯‡®± �®±q®±Ù Cq®Šµ �F®‡®±S®¢Sµ š®º…ºv›u®ºqµ 
wµ²°iš¬  S®¡®w®±Ý š¯�®ÁcxN®‹Sµ x°l®±�®¼u®± �®±q®±Ù �®¾¹,ã �®¾¯y®N®Š®± �®±q®±Ù N®ºu¯‡®± y®‹�°£®N®Š®±S®¡® Nµ,š® 
N¯‡®±ÁS®¢Sµ š®œ¯‡®± �®¾¯l®±�®¼u®± �®±q®±Ù �µ±°Œ¯v�N¯‹S®¡®± š®²Yš®±�® Cq®Šµ Nµ,š® N¯‡®±ÁS®¡®w®±Ý 
x�®ÁŸš®±�®¼u®±. 

 

5. y®äs®�®± u®bµÁ š®œ¯‡®±N®Š®±:y®äs®�®± u®bµÁ š®œ¯‡®±N®Š®±:y®äs®�®± u®bµÁ š®œ¯‡®±N®Š®±:y®äs®�®± u®bµÁ š®œ¯‡®±N®Š®±:−−−−     
     Ey® �„Â¯S®u® HŒ¯å ›…àºv‡®±�®Š®±S®¡® šµ°�¯ y®¼š®ÙN® x�®ÁŸš®±�®¼u®± N®ºu¯‡®± �®š®²Œ¯rSµ 

š®º…ºv›u®  Daily collection book, Dishonor  Cheque Register, Acquaintance 

Register, Cash book register S®¡®w®±Ý x�®ÁŸš®±�®¼u®± �®±q®±Ù N®Zµ°‹Sµ š®º…ºv›u®  HŒ¯å †,±åS®¡®w®±Ý 

(š®º…¡®u® †Œ¬å   AC, DC and NDC Bills Register, Telephone Bills and Register, 

Diesel Bills) �®¾¯l®±�®¼u®± œ¯S®² P¯q¯ �®S¯Á�®nµ, wµ²ºu¯�®nµ, Kºu®±S®²mš®±�®¼u®±, �„Â®cwµS®¢Sµ 

š®º…v›u®ºqµ  =µ°N®l¯ 2% Š®F®±Ô š®ærÙw® œ®N®±Ê y®q ®äS®¡® �®±±u¯äºN® Z¯y® N¯S®u®u® O�®±ârÙw® =®±,Êu® Š®›°v 
…Šµ‡®±±�®¼u®± œ¯S®² š®±�®oÁ P¯q® AdÁ ›æN®³r �®±q®±Ù �µ±°Œ¯v�N¯‹S®¡®± N®Zµ°‹Sµ š®º…ºv›u®ºqµ 
š®²Yš®±�®  Cq®Šµ Nµ,š® N¯‡®±ÁS®¡®w®±Ý  x�®ÁŸš®±�®¼u®±. 
 
 



 
 

 

6. vær°‡®± u®bµÁ š®œ¯‡®±N®Š®±:vær°‡®± u®bµÁ š®œ¯‡®±N®Š®±:vær°‡®± u®bµÁ š®œ¯‡®±N®Š®±:vær°‡®± u®bµÁ š®œ¯‡®±N®Š®±:−−−−     
        q®�®±â �®³q®ÙNµÊ š®º…ºv›u®  P¯q¯ �®S¯Á�®nµ, wµ²ºu¯�®nµ, �„Â®cwµ,Kºu®±S®²mš®±�® N®l®q®  �®±q®±Ù 
Cq®Šµ  �F®‡®±S®¢Sµ š®º…ºv›u® N®l®q® �®±q®±Ù ‹dš®ÔŠ¬S®¡® x�®Áœ®nµ  �®±q®±Ù N®Zµ°‹Sµ š®º…ºv›u®ºqµ 
�µ±°Œ¯v�N¯‹S®¡®± š®²Yš®±�®  Cq®Šµ Nµ,š® N¯‡®±ÁS®¡®w®±Ý  x�®ÁŸš®±�®¼u®±.  
 

 

7. „µŠ®¡®X®±ÏS¯Š®Š®±:„µŠ®¡®X®±ÏS¯Š®Š®±:„µŠ®¡®X®±ÏS¯Š®Š®±:„µŠ®¡®X®±ÏS¯Š®Š®±: −−−−     
      Ey® �„Â¯S®NµÊ š®º…ºv›u® HŒ¯å „µŠ®¡®X®±Ï Nµ,š®, N®ºy®½ãhŠ¬ gµ¶zºS¬ œ¯S®² �µ±°Œ¯v�N¯‹S®¡®± 
š®²Yš®±�® Cq®Šµ N®Zµ°‹ Nµ,š® N¯‡®±ÁS®¡®w®±Ý  x�®ÁŸš®±�®¼u®±. 

 

8. X¯,N®:X¯,N®:X¯,N®:X¯,N®: −−−− Ey® �„Â̄ S®u® š®œ¯‡®±N® N®ºu¯‡®± Av�N¯‹ Š®�®Š® d°y¬ Lmš®±�®¼u®±. 

9. c�¯w®:c�¯w®:c�¯w®:c�¯w®: −−−−    
    N®Zµ°‹‡®± Nµ,š® N¯‡®±ÁS®¢Sµ š®º…ºv�›u®ºqµ N®Zµ°‹‡±Gåw® HŒ¯å ›…àºv�®S®Áu®�®‹Sµ š®œ¯‡®± 
�®¾¯l®±�®¼u®±, N®Zµ°‹‡®± =®±YÐq®æqµ wµ²°mNµ²¡®±^�®¼u®± œ¯S®² N®l®q® / hy¯,± Cq¯ãvS®¡®w®±Ý 
Ey®�„Â¯S®uµ²¡®Sµ  �®±q®±Ù œµ²Š®Sµ š®º…ºu®y®hÔ N®Zµ°‹Sµ q®,±zš®±�®¼u®±. 

 
 
III. �µ±°GæX¯Š®nµ �®±q®±Ù œµ²nµS¯‹Nµ‡®± �®¾¯S®ÁS®¡®± šµ°‹u®ºqµ  r°�®¾¯Áw® qµSµu®±Nµ²¡®±^�® y®äOä‡µ�µ±°GæX¯Š®nµ �®±q®±Ù œµ²nµS¯‹Nµ‡®± �®¾¯S®ÁS®¡®± šµ°‹u®ºqµ  r°�®¾¯Áw® qµSµu®±Nµ²¡®±^�® y®äOä‡µ�µ±°GæX¯Š®nµ �®±q®±Ù œµ²nµS¯‹Nµ‡®± �®¾¯S®ÁS®¡®± šµ°‹u®ºqµ  r°�®¾¯Áw® qµSµu®±Nµ²¡®±^�® y®äOä‡µ�µ±°GæX¯Š®nµ �®±q®±Ù œµ²nµS¯‹Nµ‡®± �®¾¯S®ÁS®¡®± šµ°‹u®ºqµ  r°�®¾¯Áw® qµSµu®±Nµ²¡®±^�® y®äOä‡µ ±‡®±Gå ±‡®±Gå ±‡®±Gå ±‡®±Gå     
                    Aw®±š®‹š®„µ°N¯u® N¯‡®±Á�uÂ¯w®:Aw®±š®‹š®„µ°N¯u® N¯‡®±Á�uÂ¯w®:Aw®±š®‹š®„µ°N¯u® N¯‡®±Á�uÂ¯w®:Aw®±š®‹š®„µ°N¯u® N¯‡®±Á�uÂ¯w®:−−−−     
 

     N®w¯ÁhN® �®±±x›y®Œ¬ N¯yµ½Á°Šµ°F®w¬ Av�x‡®±�®± 1976 Š® y®äN¯Š® �®±q®±Ù N®w¯ÁhN® w¯S®‹°N® šµ°�¯ 
x‡®±�®±S®¡® y®äN¯Š® N¯‡®±Á�uÂ̄ w®S®¡®w®±Ý Aw®±š®‹š®Œ¯S®±q®Ùuµ. 
 
IV. N¯‡®±Á  x�®ÁŸš®±�®Gå Aw®±š®‹š®±�® �®¾¯w®u®ºlN¯‡®±Á  x�®ÁŸš®±�®Gå Aw®±š®‹š®±�® �®¾¯w®u®ºlN¯‡®±Á  x�®ÁŸš®±�®Gå Aw®±š®‹š®±�® �®¾¯w®u®ºlN¯‡®±Á  x�®ÁŸš®±�®Gå Aw®±š®‹š®±�® �®¾¯w®u®ºl®S®¡®±:®S®¡®±:®S®¡®±:®S®¡®±: −−−−     

N®w¯ÁhN® �®±±x›y®Œ¬ N¯yµ½Á°Šµ°F®w¬ Av�x‡®±�®± 1976 Š® y®äN¯Š® N¯‡®±Áx�®ÁŸš®±�®¼u®± . 
 
V. N¯‡®±Á  x�®ÁŸš®±�®Gå Aw®±š®‹š®±�® �®¾¯w®u®ºl®S®¡®±:N¯‡®±Á  x�®ÁŸš®±�®Gå Aw®±š®‹š®±�® �®¾¯w®u®ºl®S®¡®±:N¯‡®±Á  x�®ÁŸš®±�®Gå Aw®±š®‹š®±�® �®¾¯w®u®ºl®S®¡®±:N¯‡®±Á  x�®ÁŸš®±�®Gå Aw®±š®‹š®±�® �®¾¯w®u®ºl®S®¡®±:−−−−     
 
A) K.M.C. Act 1976. 

B) N®w¯ÁhN® w¯S®‹°N® šµ°�¯ x‡®±�®±S®¡®±. 

C) N®w¯ÁhN® w¯S®‹°N® šµ°�¯ x‡®±�®±S®¡®± (š¯�®¾¯w®ã wµ°�®±N¯r) x‡®¾±�®±S®¡®± 1977 

D) N®w¯ÁhN® w¯S®‹°N® šµ°�¯ x‡®±�®±S®¡®± (w®l®qµ) x‡®¾±�®±S®¡®± 1966 

E)  N®w¯ÁhN® w¯S®‹°N® šµ°�¯ x‡®±�®±S®¡®± (››H) x‡®¾±�®±S®¡®± 1957. 

 

 

 

 



 

 
VI.    CŒ¯Pµ‡®±± œµ²ºvŠ®±�® u®š¯Ù�µ°c±S®¡® y®iÔ:CŒ¯Pµ‡®±± œµ²ºvŠ®±�® u®š¯Ù�µ°c±S®¡® y®iÔ:CŒ¯Pµ‡®±± œµ²ºvŠ®±�® u®š¯Ù�µ°c±S®¡® y®iÔ:CŒ¯Pµ‡®±± œµ²ºvŠ®±�® u®š¯Ù�µ°c±S®¡® y®iÔ:−−−−     

1. Ey®�„Â¯S®u® œ¯cŠ¯r y®¼š®ÙN® 

2. �F®‡®± x�¯Áœ®N®Š®±S®¡®  

3. �µ°q®w®u®  y®¼š®ÙN® 
4. Casual Leave sanction Register 

5.  Late Attendance 

6.  Movement  Register 

7.  Acquaintance Register 

8.  Cash book (Establishment) 

9.  Cheque Register ( Establishment) 

10.  Service Register 

11.  Advance Recovery Register 

12.  Inward and outward Register 

13. KTR and PR Register 

14.  Natural calamity payment of  Compensation Register 

15. Furniture account Register 

16.  Stationery receipt & issue Register 

17.  Receipt books issue Register 

18.  Pending disciplinary action Register ( P.R) 

19.  Increment Register 

20.  Telephone Register 

21.  Vehicle fuel Register 

22.  Vehicle repair Register 

23.  Vehicle log book 

24.  Audit replies follow up Register 

25.  AC Bill / DC Bill Register. 

 

 

    VII. x°r x‡®±�®±S®¡®w®±Ý Š®²zš®,± š¯�®ÁcxN®Šµ²ºvSµ  š®�®¾¯Œµ²°Yš®,± A›Ùq®æu®GåŠ®±�® N¯‡®±Á x°r x‡®±�®±S®¡®w®±Ý Š®²zš®,± š¯�®ÁcxN®Šµ²ºvSµ  š®�®¾¯Œµ²°Yš®,± A›Ùq®æu®GåŠ®±�® N¯‡®±Á x°r x‡®±�®±S®¡®w®±Ý Š®²zš®,± š¯�®ÁcxN®Šµ²ºvSµ  š®�®¾¯Œµ²°Yš®,± A›Ùq®æu®GåŠ®±�® N¯‡®±Á x°r x‡®±�®±S®¡®w®±Ý Š®²zš®,± š¯�®ÁcxN®Šµ²ºvSµ  š®�®¾¯Œµ²°Yš®,± A›Ùq®æu®GåŠ®±�® N¯‡®±Á     
                        �uÂ¯w®u® ��®Š®S®¡®±�uÂ¯w®u® ��®Š®S®¡®±�uÂ¯w®u® ��®Š®S®¡®±�uÂ¯w®u® ��®Š®S®¡®± ::::−−−−     
      B‡®±±N®ÙŠ®± œµ²Š®mš®±�® N®Zµ°‹ Buµ°=® œ¯S®² š®±qµ²Ù°ŒµS®¡®ºqµ. 
VIII. š®N¯ÁŠ®u® Kºu®± „Â¯S®�¯T As®�¯ š®,œµS®¡®w®±Ý y®lµ‡®±,± Š®Yq®�¯u® HŠ®l®±š®N¯ÁŠ®u® Kºu®± „Â¯S®�¯T As®�¯ š®,œµS®¡®w®±Ý y®lµ‡®±,± Š®Yq®�¯u® HŠ®l®±š®N¯ÁŠ®u® Kºu®± „Â¯S®�¯T As®�¯ š®,œµS®¡®w®±Ý y®lµ‡®±,± Š®Yq®�¯u® HŠ®l®±š®N¯ÁŠ®u® Kºu®± „Â¯S®�¯T As®�¯ š®,œµS®¡®w®±Ý y®lµ‡®±,± Š®Yq®�¯u® HŠ®l®±  As®� As®� As®� As®�¯ œµX®±Ï ¯ œµX®±Ï ¯ œµX®±Ï ¯ œµX®±Ï     
                            �®ãOÙS®¡®wµ²Ý¡®Sµ²ºl® �®±ºl®¢, y®‹F®q®±Ù š®�±r �®±q®±Ù Cq®Š® AºS®S®¡®± �®±q®±Ù A�®¼S®�®ãOÙS®¡®wµ²Ý¡®Sµ²ºl® �®±ºl®¢, y®‹F®q®±Ù š®�±r �®±q®±Ù Cq®Š® AºS®S®¡®± �®±q®±Ù A�®¼S®�®ãOÙS®¡®wµ²Ý¡®Sµ²ºl® �®±ºl®¢, y®‹F®q®±Ù š®�±r �®±q®±Ù Cq®Š® AºS®S®¡®± �®±q®±Ù A�®¼S®�®ãOÙS®¡®wµ²Ý¡®Sµ²ºl® �®±ºl®¢, y®‹F®q®±Ù š®�±r �®±q®±Ù Cq®Š® AºS®S®¡®± �®±q®±Ù A�®¼S®¡® š®„ÂµS®¡®± ¡® š®„ÂµS®¡®± ¡® š®„ÂµS®¡®± ¡® š®„ÂµS®¡®±     
                            š¯�®ÁcxN®Š® y®ä�µ°=®NµÊ �®±±N®Ù�¯Tuµ‡µ±° As®�¯ D š®„ÂµS®¡® w®l®�®¢S®¡®± š¯�®ÁcxN®‹Sµ š¯�®ÁcxN®Š® y®ä�µ°=®NµÊ �®±±N®Ù�¯Tuµ‡µ±° As®�¯ D š®„ÂµS®¡® w®l®�®¢S®¡®± š¯�®ÁcxN®‹Sµ š¯�®ÁcxN®Š® y®ä�µ°=®NµÊ �®±±N®Ù�¯Tuµ‡µ±° As®�¯ D š®„ÂµS®¡® w®l®�®¢S®¡®± š¯�®ÁcxN®‹Sµ š¯�®ÁcxN®Š® y®ä�µ°=®NµÊ �®±±N®Ù�¯Tuµ‡µ±° As®�¯ D š®„ÂµS®¡® w®l®�®¢S®¡®± š¯�®ÁcxN®‹Sµ     
                            uµ²Š®N®±rÙuµ‡µ±° Hº… …SµÌ ��®Š®nµ:uµ²Š®N®±rÙuµ‡µ±° Hº… …SµÌ ��®Š®nµ:uµ²Š®N®±rÙuµ‡µ±° Hº… …SµÌ ��®Š®nµ:uµ²Š®N®±rÙuµ‡µ±° Hº… …SµÌ ��®Š®nµ: −−−−     
 
        ‡®¾¯�®¼u®² C,å 
 
 
 
 
 
 



 
 
 
 
IX. Ey® �„Â̄ S®u® Av�N¯‹ �®±q®±Ù ›…àºv �®S®Áu®�®Š® xuµÁ°dNµ :Ey® �„Â̄ S®u® Av�N¯‹ �®±q®±Ù ›…àºv �®S®Áu®�®Š® xuµÁ°dNµ :Ey® �„Â̄ S®u® Av�N¯‹ �®±q®±Ù ›…àºv �®S®Áu®�®Š® xuµÁ°dNµ :Ey® �„Â̄ S®u® Av�N¯‹ �®±q®±Ù ›…àºv �®S®Áu®�®Š® xuµÁ°dNµ :−−−−     
    

N®ä�®±N®ä�®±N®ä�®±N®ä�®±     
šššš ®ºPµã®ºPµã®ºPµã®ºPµã    

œµš®Š®± �®±q®±Ù œ®±uµÛœµš®Š®± �®±q®±Ù œ®±uµÛœµš®Š®± �®±q®±Ù œ®±uµÛœµš®Š®± �®±q®±Ù œ®±uµÛ     N®Zµ°‹ �¡¯š®N®Zµ°‹ �¡¯š®N®Zµ°‹ �¡¯š®N®Zµ°‹ �¡¯š®    u®²Š®�¯p u®²Š®�¯p u®²Š®�¯p u®²Š®�¯p 
š®ºPµãš®ºPµãš®ºPµãš®ºPµã     

1. N. Nagabhushan 

Assistant Revenue Officer. 

š®œ¯‡®±N® N®ºu¯‡®± 
Av�N¯‹S®¡® N®Zµ°‹,                                
š®ºc‡®±w®S®Š® Ey®�„Â̄ S®,                              
wµ°q¯d �®³q®Ù, �®±rÙNµŠµ,                                               
„µºS®¡®²Š®±, 

(off) 

23601674 

2. A. Srinivasulu,Manager. ----------”------- --------”----- 

3. N. Krishnappa,F.D.A ----------”------- --------”----- 

4. B.N. Shivanna,S.D.A ----------”------- --------”----- 

5. P.G. Venkatesh, S.D.A ----------”------- --------”----- 

6. K.M. Veerabhadraiah, S.D.A ----------”------- --------”----- 

7. S. Manjunath, S.D.A ----------”------- --------”----- 

8.  D. Rakesh, S.D.A ----------”------- --------”---- 

9. Mangalamma,Typist ----------”------- --------”----- 

10. M.R. Kumar,Assessor ----------”------- --------”----- 

11. Kempaiah,Assessor ----------”------- --------”----- 

12. P. Manavalan,2
nd
 Grade R.I ----------”------- --------”----- 

13. N. Suresh, 2
nd
 Grade R.I ----------”------- --------”----- 

14. Nagaraju, 2
nd
 Grade R.I ----------”------- --------”----- 

15. Ramakrishna, 2
nd
 Grade R.I ----------”------- --------”----- 

16. Manjunath., 2
nd
 Grade R.I ----------”------- --------”----- 

17. M.N. Sanna Kenchaiah,T.I ----------”------- --------”----- 

18. B. Venkatachalapathi, T.I ----------”------- --------”----- 

19. M. Shivaprasad, T.I ----------”------- --------”----- 

20. K. Siddagangaiah, T.I ----------”------- --------”----- 

21. K. Eshwar, T.I  ----------”------- --------”----- 

22. N. Shivanna, T.I ----------”------- --------”----- 

23. S.G. Kusuma, T.I ----------”------- --------”----- 

24. G. Raman,Peon ----------”------- --------”----- 

25. G. Suresh,Peon ----------”------- --------”----- 

26. V. Shivanand,Peon ----------”------- --------”----- 

 
 

 

 



 

 

 

 

X.  rºS®¡® S¹Š®�®u®w®:rºS®¡® S¹Š®�®u®w®:rºS®¡® S¹Š®�®u®w®:rºS®¡® S¹Š®�®u®w®:−−−−     
 

N®ä�®±N®ä�®±N®ä�®±N®ä�®±     
š®ºPµãš®ºPµãš®ºPµãš®ºPµã     

œµš®Š®± �®±q®±Ù œ®±uµÛœµš®Š®± �®±q®±Ù œ®±uµÛœµš®Š®± �®±q®±Ù œ®±uµÛœµš®Š®± �®±q®±Ù œ®±uµÛ      �µ°q®w® =µä°p �µ°q®w® =µä°p �µ°q®w® =µä°p �µ°q®w® =µä°p     �®±², �µ°q®w®�®±², �µ°q®w®�®±², �µ°q®w®�®±², �µ°q®w®     

1. N. Nagabhushan 

Assistant Revenue Officer. 

10,000-18,150 10,250-00 

2. A. Srinivasulu,Manager. 10,000-18,150 10,250-00 

3. N. Krishnappa,F.D.A 7,275-13,350 8,000-00 

4. B.N. Shivanna, S.D.A 5,800-13,350 7,450-00 

5. P.G. Venkatesh, S.D.A 5,800-13,350 7,450-00 

6. K.M. Veerabhadraiah, S.D.A 5,800-13,350 7100-00 

7. S. Manjunath, S.D.A 5,800-10,500  

8.  D. Rakesh, S.D.A 5,800-10,500 5800-00 

9. Mangalamma,Typist 5,800-10,500 6250-00 

10. M.R. Kumar,Assessor 10,000-18,150 12,300-00 

11. Kempaiah,Assessor 10,000-18,150 11,400-00 

12. P. Manavalan,2nd Grade R.I 6,250-12,000 9,500-00 

13. N. Suresh, 2
nd
 Grade R.I 3,300-6,300 3375-00 

14. Nagaraju, 2
nd
 Grade R.I 6,250-12,000 7625-00 

15. Ramakrishna, 2
nd
 Grade R.I 7,275-13,350 10,000-00 

16. Manjunath, 2
nd
 Grade R.I 6,250-12,000 9,500-00 

17. M.N. Sanna Kenchaiah,T,I  5,800-10,500 7100-00 

18. B. Venkatachalapathi, T,I 4,800-7,275 5800-00 

19. M. Shivaprasad, T,I 5,800-10,500 7450-00 

20. K. Siddagangaiah, T,I 5,800-10,500 6000-00 

21. K. Eshwar, T,I 5,800-10,500 6375-00 

22. N. Shivanna, T,I  5,800-10,500 9275-00 

23. S.G. Kusuma, T,I 5,800-10,500 5800-00 

24. G. Raman,Peon 5,200-8,200 6500-00 

25. G. Suresh,Peon 4,800-7,275 5200-00 

26. V. Shivanand,Peon 5,200-8,200 8200-00 

    

    
 

 

 

 

 

 

 



 

 

 

 

XI. HŒ¯å ‡µ²°cwµS®¡® ��®Š®S®¡®w®±Ý š®²Yš®±�®, y®äš¯Ù�q® �µX®ÏS®¡®w®±Ý �®±q®±Ù �®¾¯l®Œ¯u® …h�¯lµS®¡® HŒ¯å ‡µ²°cwµS®¡® ��®Š®S®¡®w®±Ý š®²Yš®±�®, y®äš¯Ù�q® �µX®ÏS®¡®w®±Ý �®±q®±Ù �®¾¯l®Œ¯u® …h�¯lµS®¡® HŒ¯å ‡µ²°cwµS®¡® ��®Š®S®¡®w®±Ý š®²Yš®±�®, y®äš¯Ù�q® �µX®ÏS®¡®w®±Ý �®±q®±Ù �®¾¯l®Œ¯u® …h�¯lµS®¡® HŒ¯å ‡µ²°cwµS®¡® ��®Š®S®¡®w®±Ý š®²Yš®±�®, y®äš¯Ù�q® �µX®ÏS®¡®w®±Ý �®±q®±Ù �®¾¯l®Œ¯u® …h�¯lµS®¡®     
                    �®Š®v‡®±w®±Ý š®²Y, Au®Š�®Š®v‡®±w®±Ý š®²Y, Au®Š�®Š®v‡®±w®±Ý š®²Y, Au®Š�®Š®v‡®±w®±Ý š®²Y, Au®Š ® y®är‡µ²ºu®± IbµxéSµ œ®ºYNµ �®¾¯l®Œ¯u® B‡®±�®ã‡®±:® y®är‡µ²ºu®± IbµxéSµ œ®ºYNµ �®¾¯l®Œ¯u® B‡®±�®ã‡®±:® y®är‡µ²ºu®± IbµxéSµ œ®ºYNµ �®¾¯l®Œ¯u® B‡®±�®ã‡®±:® y®är‡µ²ºu®± IbµxéSµ œ®ºYNµ �®¾¯l®Œ¯u® B‡®±�®ã‡®±: −−−−     

 

      ‡®¾¯�®¼u®² C,å 
 

XII. š®œ¯‡®±uÂ®w® N¯‡®±ÁN®ä�®±S®¡®w®±Ý b¯‹Sµ²¢š®±�® �uÂ̄ w® Au®N¯ÊT xS®vSµ²¢š®Œ¯u® �µ²q®Ù �®±q®±Ù  š®œ¯‡®±uÂ®w® N¯‡®±ÁN®ä�®±S®¡®w®±Ý b¯‹Sµ²¢š®±�® �uÂ̄ w® Au®N¯ÊT xS®vSµ²¢š®Œ¯u® �µ²q®Ù �®±q®±Ù  š®œ¯‡®±uÂ®w® N¯‡®±ÁN®ä�®±S®¡®w®±Ý b¯‹Sµ²¢š®±�® �uÂ̄ w® Au®N¯ÊT xS®vSµ²¢š®Œ¯u® �µ²q®Ù �®±q®±Ù  š®œ¯‡®±uÂ®w® N¯‡®±ÁN®ä�®±S®¡®w®±Ý b¯‹Sµ²¢š®±�® �uÂ̄ w® Au®N¯ÊT xS®vSµ²¢š®Œ¯u® �µ²q®Ù �®±q®±Ù     
                        yÂ®Œ¯w®±„Â®�S®¡® ��®Š®:yÂ®Œ¯w®±„Â®�S®¡® ��®Š®:yÂ®Œ¯w®±„Â®�S®¡® ��®Š®:yÂ®Œ¯w®±„Â®�S®¡® ��®Š®: −−−−     
 

      ‡®¾¯�®¼u®² C,å 
 

XIII. ‹‡® ¾¯‰±rS®¡®w®±Ý y®lµu‹‡® ¾¯‰±rS®¡®w®±Ý y®lµu‹‡® ¾¯‰±rS®¡®w®±Ý y®lµu‹‡® ¾¯‰±rS®¡®w®±Ý y®lµu ®�®Š®: Av�N¯Š® y®q®äS®¡®w®±Ý �®±ºc²Š®± �®¾¯mu® …SµÌ ��®Š®S®¡®±:®�®Š®: Av�N¯Š® y®q®äS®¡®w®±Ý �®±ºc²Š®± �®¾¯mu® …SµÌ ��®Š®S®¡®±:®�®Š®: Av�N¯Š® y®q®äS®¡®w®±Ý �®±ºc²Š®± �®¾¯mu® …SµÌ ��®Š®S®¡®±:®�®Š®: Av�N¯Š® y®q®äS®¡®w®±Ý �®±ºc²Š®± �®¾¯mu® …SµÌ ��®Š®S®¡®±:−−−−     
      ‡®¾¯�®¼u®² C,å 
 
XIV. �u®±ãw¯âw® �®ã�®šµÚ‡®±Gå ,„Â®ã�Š®±�® �®¾¯ŸrS®¡® ��®Š®:�u®±ãw¯âw® �®ã�®šµÚ‡®±Gå ,„Â®ã�Š®±�® �®¾¯ŸrS®¡® ��®Š®:�u®±ãw¯âw® �®ã�®šµÚ‡®±Gå ,„Â®ã�Š®±�® �®¾¯ŸrS®¡® ��®Š®:�u®±ãw¯âw® �®ã�®šµÚ‡®±Gå ,„Â®ã�Š®±�® �®¾¯ŸrS®¡® ��®Š®:−−−−     
      Ey® �„Â¯S®NµÊ š®º…ºv›u® HŒ¯å N®ºu¯‡®± / �®š®²Œ¯r ��®Š®S®¡®w®±Ý  
      N®ºy®½ãh‹°N®Š®oSµ²¢š®Œ¯Tuµ. 
 
 
 

XV. š¯�®ÁcxN® Ey®‡µ²°S®N¯ÊT y®¼š®ÙN®„Â®ºl¯Š® As®�¯ �¯X®w¯,‡®±�®w®±Ý x�®ÁŸš®±rÙu®ÛGå š¯�®ÁcxN®‹Sµš¯�®ÁcxN® Ey®‡µ²°S®N¯ÊT y®¼š®ÙN®„Â®ºl¯Š® As®�¯ �¯X®w¯,‡®±�®w®±Ý x�®ÁŸš®±rÙu®ÛGå š¯�®ÁcxN®‹Sµš¯�®ÁcxN® Ey®‡µ²°S®N¯ÊT y®¼š®ÙN®„Â®ºl¯Š® As®�¯ �¯X®w¯,‡®±�®w®±Ý x�®ÁŸš®±rÙu®ÛGå š¯�®ÁcxN®‹Sµš¯�®ÁcxN® Ey®‡µ²°S®N¯ÊT y®¼š®ÙN®„Â®ºl¯Š® As®�¯ �¯X®w¯,‡®±�®w®±Ý x�®ÁŸš®±rÙu®ÛGå š¯�®ÁcxN®‹Sµ     
                    �®¾¯Ÿr y®lµ‡®±,± AGå uµ²Šµ‡®±±�® š¹,„Â®ãS®¡®± �®±q®±Ù Nµ,š®u® A�®v�‡®± ��®Š®S®¡®±:�®¾¯Ÿr y®lµ‡®±,± AGå uµ²Šµ‡®±±�® š¹,„Â®ãS®¡®± �®±q®±Ù Nµ,š®u® A�®v�‡®± ��®Š®S®¡®±:�®¾¯Ÿr y®lµ‡®±,± AGå uµ²Šµ‡®±±�® š¹,„Â®ãS®¡®± �®±q®±Ù Nµ,š®u® A�®v�‡®± ��®Š®S®¡®±:�®¾¯Ÿr y®lµ‡®±,± AGå uµ²Šµ‡®±±�® š¹,„Â®ãS®¡®± �®±q®±Ù Nµ,š®u® A�®v�‡®± ��®Š®S®¡®±: −−−−     
 
     ‡®¾¯�®¼u®² C,å 
 
XVI. š¯�®ÁcxN® �®¾¯Ÿr Av�N¯‹S®¡® œµš®Š®±, œ®±uµÛ š¯�®ÁcxN® �®¾¯Ÿr Av�N¯‹S®¡® œµš®Š®±, œ®±uµÛ š¯�®ÁcxN® �®¾¯Ÿr Av�N¯‹S®¡® œµš®Š®±, œ®±uµÛ š¯�®ÁcxN® �®¾¯Ÿr Av�N¯‹S®¡® œµš®Š®±, œ®±uµÛ Cq¯ãv ��®Š®S®¡®±:Cq¯ãv ��®Š®S®¡®±:Cq¯ãv ��®Š®S®¡®±:Cq¯ãv ��®Š®S®¡®±: −−−−     
      
      Hw¬. w¯S®„Â®²F®n¬, š®œ¯‡®±N® N®ºu¯‡®± Av�N¯‹S®¡®±. 
 
XVII. xS®vSµ²¢š®Œ¯S®±�® Cq®Šµ �®¾¯ŸrS®¡®±: xS®vSµ²¢š®Œ¯S®±�® Cq®Šµ �®¾¯ŸrS®¡®±: xS®vSµ²¢š®Œ¯S®±�® Cq®Šµ �®¾¯ŸrS®¡®±: xS®vSµ²¢š®Œ¯S®±�® Cq®Šµ �®¾¯ŸrS®¡®±:−−−−     
 
        š®N¯ÁŠ® / B‡®±±N®ÙŠ®± xS®vy®mš®±�® „µ°Šµ ‡®¾¯�®¼u¯u®Š®² �®¾¯ŸrS®¡®± / š®²X®wµS®¡®w®±Ý 
        A¡®�®mš®Œ¯S®±�®¼u® 
 
                                                                                                                                                                                                                                    š®œ¯‡®±N® N®ºu¯‡®± Av�N¯‹,š®œ¯‡®±N® N®ºu¯‡®± Av�N¯‹,š®œ¯‡®±N® N®ºu¯‡®± Av�N¯‹,š®œ¯‡®±N® N®ºu¯‡®± Av�N¯‹,     
                                                                                                                                                                                                                                            ªÀÄwÛPÉgÉ Ey®�„Â¯S®, Ey®�„Â¯S®, Ey®�„Â¯S®, Ey®�„Â¯S®,     
                                                                                                                                                                                                 …³œ®q¬  …³œ®q¬  …³œ®q¬  …³œ®q¬ „µºS®¡®²Š®± �®±œ¯w®S®Š® y¯G Nµ. „µºS®¡®²Š®± �®±œ¯w®S®Š® y¯G Nµ. „µºS®¡®²Š®± �®±œ¯w®S®Š® y¯G Nµ. „µºS®¡®²Š®± �®±œ¯w®S®Š® y¯G Nµ.     
 

 

 

 

 



 

 

 

 

II. Duties and Responsibalities of Assistant Revenue Officer  :- 
 

1. ASSISTANT REVENUE OFFICER :- 

• ARO is the head of the office in his jurisdiction. 

• Attend to office by 9-00 A.M. on all working days. 

• Chalk out the programme of collection and other revenue works one 

day earlier and instruct all the Assessor, Revenue Inspector/ Tax 

Inspector. 

• Monitor the collection of property tax. 

• Monitor the collection lease amount, sale amount, rent if any to be 

collected. 

• Inspect at least 25% of the proposals in fixation of property tax and 

other matters. 

• Every day from 9 AM to 12 PM attend to all executive work and 

there after attend to office work. 

• Disposal of all application like KTR, PR & other petitions preferred 

by the tax payers citizens. 

• Attend all meetings scheduled by official superiors. 

• Implement the decision of the superiors within the prescribed time. 

• To discharge the duties as delegated by the Commissioner. 

• Review of periodical progress achieved by all subordinates. 

• Attend to all election matters Discharge duty as Assistant Electoral 

Registration Officer. 

• Attend to all Census of India subject. 

• On charge time bound action on all flood damage and other exigency 

matters. 

• Increase the tax net by bringing more number of properties under 

assessment. 

• Periodical checkup and review of under assesses properties. 

• Attend the work delegated as & when entrusted. 

       

 

 

 

 

 

 

 

 



 

 

 

 
2.MANAGER:- 

 

         Second Head of the sub division, Supervision of all office works, 

controlling of all office staff and Assisting to ARO and all other Office works 

entrusted by higher officials. 
 

3.ASSESSOR AND REVENUE INSPECTOR:- 

 

               Khatha Transfer, Registration, Bifurcation, Amalgamation, Tax fixing, 

assessment    of tax, Betterment charge and property tax collection and all Election 

works and all other office works entrusted by higher officials. 
 

4.TAX INSPECTOR:- 

 

            Property tax collection, issuing of notices and other papers to public and 

assisting to  R.I s and other office works entrusted by higher officials. 

 

 
5.FIRST DIVISION ASSISTANT:- 

   

  Maintenance of all Staff Service Register, Daily collection book, Dishonor  

Cheque Register, Acquaintance Register, Cash book register,  AC, DC and NDC 

Bills Register, Telephone Bills and Register, Diesel Bills and Register and Salary 

Bills. 2% receipt writing  for Katha Transfer, Registration, Bifurcation, 

Amalgamation and other office works entrusted by higher officials. 

 

 

 
6.SECOND DIVISION ASSISTANT:- 
 

 Maintenance of all Katha Transfer, Registration, Bifurcation, Amalgamation, 

tax fixation and Assessment Register and issuing of katha Certificate and Extracts 

and other office works entrusted by higher officials. 

 

 

 

 

 

 

 

 



 

 

 
7.TYPIST:- 
 

 Typing, Receiving and Dispatching works and other office works entrusted by 

higher officials. 
 

 

 

 

8.DRIVER:- 

 

  ARO (Sanjayanagar) Jeep Driving. 

 

 
9.PEON:- 

 

 Assisting to all sub division Staff and Tappal works. 
 

 

 

III. SUPERVISION AND DECISION TAKING RULES:- 

 

      As per Karnataka Municipal Corporation Act 1976 and Karnataka Civil Service 

Rules (KCSRs)  
 

 

 

IV.& V. WORKING RULES:- 

 

     As per   1. K.M.C. Act 1976. 

                  2. K.C.S.R s 

                  3. Karnataka Civil Service (General) Rule 1977. 

                  4. Karnataka Civil Service (CCA) Rules 1977. 

 

 

 

 

 

 

 

 

 

 

 

 



 

VI. MAINTENANCE OF REGISTERS AT SUBDIVISION:- 

 

1. Attendance Register 

2. Casual Leave sanction Register 

3.  Late Attendance 

4.  Movement  Register 

5.  Acquaintance Register 

6.  Cash book (Establishment) 

7.  Cheque Register ( Establishment) 

8.  Service Register 

9.   Advance Recovery Register 

10.  Inward and outward Register 

11. KTR and PR Register 

12.  Natural calamity payment of  Compensation Register 

13. Furniture account Register 

14.  Stationery receipt & issue Register 

15.  Receipt books issue Register 

16.  Pending disciplinary action Register ( P.R) 

17.  Increment Register 

18.  Telephone Register 

19.  Vehicle fuel Register 

20.  Vehicle repair Register 

21.  Vehicle log book 

22.  Audit replies follow up Register 

23.  AC Bill / DC Bill Register. 
 

VII. R. I. A -2005 RULE 4(1) B- VII 

 

            As per the Circulars and office orders issued by Commissioner. 

 
 

VIII. R. I. A -2005 RULE 4(1) B- VIII 

 

               - - No -- 
 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

IX. DETAILS  OF  OFFICER AND OFFICIAL OF  SUB- DIVISION. 

 

 

Sl. 

No. 

Name and Designation Office Address Telephone 

Number 
1. N. Nagabhushan 

Assistant Revenue Officer. 

Assistant Revenue Office, 

Sanjaynagar Sub-Division, 

Netaji Circle, Mathikere, 

Bangalore-54 

(off) 

23601674 

2. A. Srinivasulu,Manager. ----------”------- --------”----- 

3. N. Krishnappa,F.D.A ----------”------- --------”----- 

4. B.N. Shivanna,S.D.A ----------”------- --------”----- 

5. P.G. Venkatesh, S.D.A ----------”------- --------”----- 

6. K.M. Veerabhadraiah, S.D.A ----------”------- --------”----- 

7. S. Manjunath, S.D.A ----------”------- --------”----- 

8.  D. Rakesh, S.D.A ----------”------- --------”---- 

9. Mangalamma,Typist ----------”------- --------”----- 

10. M.R. Kumar,Assessor ----------”------- --------”----- 

11. Kempaiah,Assessor ----------”------- --------”----- 

12. P. Manavalan,2
nd
 Grade R.I ----------”------- --------”----- 

13. N. Suresh, 2nd Grade R.I ----------”------- --------”----- 

14. Nagaraju, 2nd Grade R.I ----------”------- --------”----- 

15. Ramakrishna, 2
nd
 Grade R.I ----------”------- --------”----- 

16. Manjunath, 2
nd
 Grade R.I ----------”------- --------”----- 

17. M.N. Sanna Kenchaiah,T.I ----------”------- --------”----- 

18. B. Venkatachalapathi, T.I ----------”------- --------”----- 

19. M. Shivaprasad, T.I ----------”------- --------”----- 

20. K. Siddagangaiah, T.I ----------”------- --------”----- 

21. K. Eshwar, T.I  ----------”------- --------”----- 

22. N. Shivanna, T.I ----------”------- --------”----- 

23. S.G. Kusuma, T.I ----------”------- --------”----- 

24. G. Raman,Peon ----------”------- --------”----- 

25. G. Suresh,Peon ----------”------- --------”----- 

26. V. Shivanand,Peon ----------”------- --------”----- 
 

 

 

 

 

 

 

 



 

 

 

 X.  MONTHLY SALARY DETAILS OF SUB-DIVISION OFFICIALS:- 

 

Sl. 

No. 

Name and Designation Pay Scale Basic Pay 

1. N. Nagabhushan 

Assistant Revenue Officer. 

10,000-18,150 10,250-00 

2. A. Srinivasulu,Manager. 10,000-18,150 10,250-00 

3. N. Krishnappa,F.D.A 7,275-13,350 8,000-00 

4. B.N. Shivanna, S.D.A 5,800-13,350 7,450-00 

5. P.G. Venkatesh, S.D.A 5,800-13,350 7,450-00 

6. K.M. Veerabhadraiah, S.D.A 5,800-13,350 7,100-00 

7. S. Manjunath, S.D.A 5,800-10,500 6,375-00 

8.  D. Rakesh, S.D.A 5,800-10,500 5,800-00 

9. Mangalamma,Typist 5,800-10,500 6,250-00 

10. M.R. Kumar,Assessor 10,000-18,150 12,300-00 

11. Kempaiah,Assessor 10,000-18,150 11,400-00 

12. P. Manavalan,2
nd
 Grade R.I 6,250-12,000 9,500-00 

13. N. Suresh, 2
nd
 Grade R.I 3,300-6,300 3,375-00 

14. Nagaraju, 2
nd
 Grade R.I 6,250-12,000 7,625-00 

15. Ramakrishna, 2
nd
 Grade R.I 7,275-13,350 10,000-00 

16. G. Shetti Gowda, 2
nd
 Grade R.I 6,250-12,000 9,500-00 

17. M.N. Sanna Kenchaiah,T,I  5,800-10,500 7,100-00 

18. B. Venkatachalapathi, T,I 4,800-7,275 5,800-00 

19. M. Shivaprasad, T,I 5,800-10,500 7,450-00 

20. K. Siddagangaiah, T,I 5,800-10,500 6,000-00 

21. K. Eshwar, T,I 5,800-10,500 6,375-00 

22. N. Shivanna, T,I  5,800-10,500 9,275-00 

23. S.G. Kusuma, T,I 5,800-10,500 5,800-00 

24. G. Raman,Peon 5,200-8,200 6,500-00 

25. G. Suresh,Peon 4,800-7,275 5,200-00 

26. V. Shivanand,Peon 5,200-8,200 8,200-00 
 

 

 

 

 

 

 

 

 

 

 



 

 

 

XI. R. I. A -2005 RULE 4(1) B- XI 

       

-- No -- -  
 

 

XII. R. I. A -2005 RULE 4(1) B- XII 

               

--  No -- -  
 

XIII. R. I. A -2005 RULE 4(1) B- XIII 

                

-  -No -- -  
 

 

XIV. R. I. A -2005 RULE 4(1) B- XIV 

   

     All property tax details are computerize. 

 

 
 

XV. R. I. A -2005 RULE 4(1) B- XV 

               

- No --   

 
 

XVI. PUBLIC  RELATION OFFICER, DESIGNATION:- 

 

N. Nagabhushan,  Assistant Revenue Officer. 

 
 

 XVII. OTHER INFORMATION:- 

 

    Adopting all Guidelines / Office orders/ Circulars issued by the 

Government and    Commissioner. 
 

 

 

 
ASSISTANT REVENUE OFFICER,                                           

MATHIKERE   SUB-DIVISION, 

       BRUHAT  BANGALORE  MAHANAGARA PALIKE. 

 

 


