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HEAD LEGAL ASSISTANT
The Head Legal Assistant will deal with legal/litigation cases

pending in- various courts and to tender legal opinion as desired by the
authority. He will assist the Chief Engineer Irrigation for the disposal of
all legal cases and to monitor the implementation of the orders passed by
the various courts. He will also assist the Chief Engineer Irrigation for

dealing the cases relationg to contractors and water distribution disputes.

JOINT DIRECTOR STATISTICS

Maintenance of all data relating to plan works, T.A.D. and it's
progress report, publication of activities of department, exhibition,
publication of annual administrative report, governor's speech, finance
minister's budget speech, census, planning, development and coordinating
development meeting. 20 point programme, monitoring major, medium
and minor irrigation projects, progress concerning to small saving

schemes and family welfare programme.

PRIVATE SECRETARY/SENIOR PERSONNEL ASSISTANT
He should keep the officer free from the worries of routine anture by
making correspondence, filling papers, making appointments, arranging

meeting and collecting information.

Some of the more specific functions are enumerated below :

1. Taking dictation in short hand and it's transcription in the best
manner possible.

2. Fixing up of the appointments and if necessary cancelling them.
Screening of telephone calls and the visitors in a tactful manner.

4. Keeping an accurate list of engagements, meetings etc. and remindng

the officer sufficiently in advance for keeping them up.



5.  Monitoring in proper order the paper required to be detained by the

officer.

6. Keeping note of the movement of files passed by the officer and
other officers if necessary.

7. Destroying by burning the stenographic record of the confidential
and secret letters after they have been typed and issued.

8. Carrying out the correctness of the officer's reference book.

9. Relieving the boss of much of his routine work and generally

assisting him in such a manner as he may direct. At the same time, he
must avoid the temptation of abrogating to himself the authority of

his boss.

Head Drafts Man/Senior Drafts Man

1.

Incharge of all the technical files, estimates and drawings and
keeping an accurate list of them.

Checking of all the estimates furnishing them for getting
administrative/technical sanction.

G-Schedule be prepared for calling tenders.

Checking of all the running/final bills before making payments.
Tracing of drawings to be issued from the office and making
blue/ammonia prints from his assistant as per the directions of the
officer.

Keeping of important maps and G.T. sheets in record for official use.

COMPUTER CELL
STAFF- Computer cell should consist of following personnel:

1.Computer Programmer (CP.)

2.Computer Operator.

3.Peon.



Duties :

1.

3.

The duties of CP. are to develop new computer programmes and
maintain the running programmes.

The duties of Computer Operator is to assist the CP. and use the
programmes. Also to take care of the computer and related
equipments.

The duties of the Peon is to keep the computer room dust free.

DEPUTY COLLECTOR

The Deputy Collector is the right hand man of the Executive Engineer in

all matters concerning canal revenue and revenue establishment. He supervises

the entire divisional revenue establishment, and advice the divisional officer on

all matters affecting irrigation and revenue sue h as dates of commencing of

field measurements, efficiency of the revenue staff, proposals for promoti> ns,

transfer and leave etc. He tours about constantly and is personally acquainted

with all members of re\ ;nue staff and brings their defects and shortcomings as

well as their specially good work to the notice of Executive Engineer.

His main duties are as follows :

1.

To organize and supervise the progress of irrigation measurements and
assessment of canal revenue.

To check irrigation measurement at site. He must check at least one whole
village in each Patwari's section.

To check that the Ziladars are doing sufficient check and carrying out the
preparation of jamabandies in accordance with the rules and with in the
schedule time.

To inspect each Patwari at field work while the khasra measurements are in
progress.

To decide and pass final orders on fard-uzris, and send those which involve
alteration of the classification lift or flow to the divisional officer with his

recommendations.



10.

11.

12.
13.

14,
15.

16.

17.

To inquire into malpractice and matters concerning punitives rates.

To assess compensation and remission for crops destroyed or injured by
breaches, short supply or any natural calamity such as hail, locusts, insect,
pests, etc., and to see that all remissions sanctioned by proper authority are
properly and correctly entered in the jamabandis.

To prepare 'osrabandies' on outlets.

To compile register of the lift fields' and fields chargeable with owner's
rates. Complaints, regarding the fields being lift or flow have to be
investigated by him at site, and after final orders have been passed by the
Executive Engineer, the khasras are corrected under his signature.

To see to the correctness and completeness of shajra sheets of channels.
Patrol's shajra maps, khasra bandobast, and to their periodical revision.

To compile area statements for remodelling of channels redistribution of
outlets and for construction of new channels.

To advise about the appointments and posting of Patwari and other staff.

To inspect the Ziladari offices every six months and the vernacular offices
of the division and subdivisions once a year, and report the results.

To keep his gauge register in his own handwriting.

To keep up his outlet register personally, a alteration being entered in
pencil, the authorityfor the change being quoted. The entry should be inked
in and initialled when the sub-divisional officer intimates that the alteration
has actually been carried out.

To prepare personally estimates of revenue and irrigation and submit them
on due date in the form laid down by the divisional office. These estimates
should contain explanations of any marked increase or decrease in the area
irrigated or probable revenue.

To conduct important auctions of miscellaneous items such as fruit, grass,
timber, mill and land leases, under the orders of the divisional officer,

auctions of lesser importance being conducted by the Ziladar under the



orders of the sub-divisional offficer, as noted before. It is the Deputy
Magistrate's duty to see that no Government land available for cultivation is
left unleased or is being occupied or used without proper authority, and he

has tomaintain a register of all such land.

ZILADAR

A Ziladar is the junior member of the superior revenue staff and has

jurisdiction over halquas of five to six Patwaries. His charge is known as

Ziladari and it's boundaries corresponds with those of subdivision. His duties

require him to tour continuously throughout his Ziladari and are in main as

follow :

1.

He must be in close touch with agricultural conditions, such as the state of
the crops and the extent of the demand for canal water, and must see that
the supplies are distributed to the best advantage. He is required to submit a
brief daily report to the divisional officer, sub divisional officer and deputy
collector as to the state of affairs in his Ziladari. He should observe
discharges of all channels at least once a month and note on his inspections
the gauges of channels in order to check the Patrols' reports. He should see
whether or not sufficient discharge is reaching in the tails of channels and
that no wastage or unauthorized irrigation is going on.

He must carry out as much kham partal and pukhta partal as possible, and
should be not less than the minimum area laid down. In pukhta partal he
should check a few villages of each Amin. This/s work must be thorough,
every field entry in the khasra being verified at site, the areas of the fields
and the classification flow or lift being verified from the khasra bandobast
either at site or subsequently in camp.

Reports on both classes of partal should be sent the divisional
officer, with explanations of subordinates concerned for any serious
errors or omissions found. A register of areas checked should be



maintained in Ziladar's office, and an abstract should be submitted to
the divisional office each season.
He must organize the irrigation measurement operations and see that
they are properly carried out. The programme should be drawn up in
consultation with the deputy collector, and the Ziladar is responsible
for keeping the work up to it.
He must supervise the checking of jamabandis in his office and the
compilation of irrigation statistics, and he is responsible that these
are despatched to the divisional office on the dates fixed. The Amins
check each others jamabandis with the khasra shudkars. and also
compare them with the files and registers of punitive rates, wastage
of water, complaints against measurements, etc. to see that all
adjustments necessitated by orders passed on such cases have been
carried out. The checker must sign a certificate at the end of each
check.
The Ziladar is required personally to compare the totals of all khasra-
shukdars with the jamabandis and with the classifed irrigation
register and must sign each. He should endeavour to re-check
personally 4 to 5 percent of jamabandis selected at random.
Necessary forms must be compiled and checked and signed by
Ziladar and submitted to the divisional officer, with in 15 days of
dispatch of jamabandis to the Tehsildar.
He Should promptly and carefully investigate all complaints at site,
after giving reasonable notice of the date of his enquiry to the
complainant and neighbouring cultivators through the Patrol. The
investigation must be carried out expeditiously, so that the case
may be disposed of with in the period prescribed. His report must
be lucid and complete and, in the case of an "admitted complaint™,
he should clearly note the area and amount to be remitted.



6-

10.

Fard-uzris should be carefully investigated at sitE in the presence of
the Patrol and cultivators, and a full report should be made to the

deputy collector for orders.

All the cases of unauthorized irrigation, wastage of water, punitive
rates and offences against the rules and acts should be investigated
at site as soon as possible and reported on. He is required to furnish
and explanation, if it is not done with in one month. If punitive
rates are imposed, the Ziladar should promptly issue parchas to the
cultivators concerned and to see that the necessary entries are made
in the records.

In Case of a breac.i should at once proceed to site and make a
thorough enquiry. Should the breach have been caused by
cultivators, the procedure prescribed in cases of unauthorized
irrigation  should be followed; otherwise proposals for
compensation for damage to crops should be promptly submitted to
the sub-divisional officer.

He must look into and report all cases of water used for non-
agricultural purposes, and see that the water rates are promptly and
carefully levied.

He must, under the orders of divisional officer, investigate and

report on all the cases of serious damage to crops by hail, floods,

locusts, shortage of supple, etc.

He must carry out sales of grass, fruit and other canal produce
under the orders of sub-divisional officer. This should be done by
the end of August, if possible, and if applicants are numerous, the
auction should be held.

It is also his duty to collect the proceeds of the such sales, for
which he must grants receipts on the prescribed form and keep a
cash book. Small sums may be realised thorough his chaparasis or a



reliable, subordinate and all amounts must be remitted as soon as
possible to the subdivisional officer, divisional accountant or the
nearest treasury, as most convenient. All sales must be sanctioned
by the divisional officer who issued warrants for realisation. No
money is to be accepted in anticipation of the issue of warrant
except by the Ziladar personally, in which case he will grant a

receipt and apply at once for the warrant.

11. He is held responsible for the correctness of the outlets, and must
periodically check them at site with his register and promptly find
any differences which he may find to the notice of the subdivisional
officer and deputy collector.

PATWARI

The charge of a patwari is known as halga and usually comprises four to

six patrols' beats.

The main duty of the patwari is to carry out measurements of

irrigation each fasl and to prepare the jamabandis. He is required to

perform the following additional duties.

1.

Supervision of the work of the Patrols by checking the entries in the
khasra shudkar during the progress of irrigation. He should spend
three or four days with each Patrol in turn and should check his work
at least once a month, the minimum check accepted from him being
75% of the area irrigated in each chauki. The Amin should report the
result of his check to the Ziladar on prescribed form. Should any
considerable errors or omissions be found, the Patrol's explanation is
taken and submitted.

Investigation of any complaints received from cultivators, if false, no
action should be taken, if correct, the necessary correction should be
made in the khasra shudkar and initialed, and if the Patrol is



seriously at fault, a report should be made to the Ziladai. If there is
any room for doubt, a report should be made to the same officer for
orders. An Patwari cannot take cognizance of any complaint nor
make any alterations in the khasra shudkar after the jamabandi has
been prepared.

Forwarding the jamabandis and khasra-shudiars to the Ziladar's
office promptly after completing the measurements.

Submission of a weekly report of the progress of the measurements
on prescribed form to the Deputy Collector and the Ziladar. At least
100 acres should be measured daily.

Taking whatever action is necessary in the cased of anything unusual
noticed by him, such as any tampering with the outlets on the part of
the cultivators, wastage of water and offences against the Act.
Carrying out supplementary measurements, if necessary, and
preparing supplementary parchas, jamabandi, etc.

Attending the Ziladar's office for checking jamabandis, when

ordered. This usually takes three or four weeks.



