INDIAN COUNCIL OF AGRICULTURAL RESEARCH
KRISHI BHAVAN : NEW DELHI

F.No.6( 4 )/2010-W.S. Dated the |R" February, 2011
99%4
OFFICE ORDER |

= ]

To ensure the compliance of the provisions of Manual of Office Procedure (issued by
Ministry of Personnel, Public Grievances and Pensions, Department of Administrative
Reforms and Public Grievances, Govt. of India and also the instructions contained in
Council’s letter of even number dated the Lot October, 2010) by each Section/ Unit/ Cell in
the Council, it has been decided with the approval of sSecretary, ICAR to conduct
Organization & Methods (O&M) inspection of the Sections/ Units/ Cells of the Council. The
details of officers nominated for cunducting inspection and the inspection programme are
given in the enclosed Annexure. E

A copy of the prescribed ingpection questionnaire is-also enclosed. The inspecting
officer may get the inspection questionnaire filled from-the Section Officer/ incharge
concerned whose section will be inspected. during the inspection programme. Items/
documents required to be checked/ inspected during the U&M inspection are given under:-

-8.No. | Details of items/ documents required to be inspected | Reference of Manual of
during O&M Inspection Office Procedure
I Section Diary Register Appendix-3
2 Assistant Diary . Appendix-6
3 Despatch Register . o Appendix-19
4 File Register” ' ' : Appendix-22
5 File Movement Register ) Appendix-23
6 Call Book Appendix-40
7 | Precedent Book Appendix-27
5 Register for Commuiie 2y {rom Members  of | Appendix-46, 47
Parliament
9 Register for Parliamentary Assurances Appendix-52
10 Register for watching the progress of Recording of files | Appendix-24
11 Record Review Register Appendix-30

{Mannual of Office Procedure-2003‘ Record Retention Schedule-2004 can be accessed from
the website hitp://www darpg.nic.in/ )

Apart from the items given above, the following items may also be inspected during
the Q&M inspection:-

1. Work Environment inclnding office layout
2. Iterns of work which have been computerized
3. Training of staff

! Contd.page....2/-


http://www.darpg.nic.in/

.
4. Monitoring of pending cases
5. - Compliance of Official Language Pollcy
6. ‘Records Management.
7. Maintenance of Office Support Systems etc.
8. Guard file
S Referencg_folders

10.  Subject Distribution Chart

11.  Reminder/ Suspense Diary

12.  Attendance Register

13.  Over-seeing prompt compilation and maualisation of admlmstratlon orders and
mstructlons by the section . ‘.

——

The officers nominated for conducting O&M inspection are requested to carry out the
inspection of the sectiohs during the allotted time as indicated against their names in the
annexure and to submit inspection report to Work Study Section within ten days of
conducting the inspection. A copy each of the inspection report may_also bé sent to the
Divisional Head and Section Officer of the section concerned. The Section Officer of the
section concerned will have to take necessary actionto rectify the deficiencizs pointed out in
the inspection report and implement suggestions and to submit a compliance report through
their Branch Officer/ Divisional Head to the inspecting officer as well as Work Study Section
within a period of one month of receipt of the inspection report.

Though the period of conducting O&M inspection has been given in the Annexure, the
‘inspecting officer’ may, in consultation with" the Section Officer concerned,” fix the days
(within the period specified in the annexure) for conducting O&M inspection nnder intimation
to the Work Study Section. ‘ )

P ;,f.-f—:g/

( P. Sakthivel )

Deputy Secretary (WS)
Encl: Programme schedule of O&M inspection
Distribution:-
1. Inspecting Officer (by name) along with a set of [nspection Questionnaire and relevant

proformae on Organisation & Methods (O&M) inspection.
Branch Officer/ Section Officer concerned.
Guard file.

O e o o I wolth sequeak 4o aghed
OMM%RNC‘;’;\& \:’i\jL ng’i\ﬂ "



Annexure to 0.0. No.6( 4 )/2010-W.S,

Details of Organisation & Methods (O&M) inspection programme of the Council

SN |Division SECTION Name of Inspection Officer eriod of Inspection
1. |IC IC-I Section Sh, P. Sakthivel, DS(WS/TC)
2. |IC IC.1l Section Sh. P. Sakthivel, DS(WS/TC)
3. |IC IC.Ill Section Sh. P. Sakthivel, DS{WS/TC)
4. |Administration [Esti.l Section 8h. Rajiv Mangotra, DS(P)
5. |Administration |Estt.ll Section Sh. Rajiv Mangotra, DS(P)
6. |Administration |Esti.lll Section Sh. Veed Prakash,US(Hort.)
7. |Administration |Esit.lV Section Sh. Veed Prakash,US{Hort.)
8. |Administration |Work Study Sectien |[Ms. Kamla Bishi, US(AS)
9. |Administration [Cash-l Section Ms. Kamla Bisht, US(AS) “
10. |Administration |Cash-ll Section Ms. Kamla Bisht, US(AS) Eecond half of
11, |GAC Gen Admn.Section |Sh. S.K. Pathak, SFAAQ February, 2011
12, 1GAC £4&M Sec. at NASC |Sh. S.K. Pathak. SF&AQ
13. |GAC Cdn.Section Ms, Sunita Arya, F&AQ
14, |GAC Estt.V Section Ms. Sunita Arya, F&AD
15, [GAC R&D Section Ms. Sunita Arya, FAAQ
16, |Personnel Per.| Section Sh. V.D. Naniwadekar, US(Vig.)
17. |Personnel Per.ll Section Sh. V.D. Naniwadekar, US(Vig.)
18. |Personnel Per |ll Section Sh. V.D. Naniwadekar, US(Vig.)
19. |Personnel Per.lV Section Sh. S.K. Behera, DS{GAC)
20. |Personnel CR Cell Sh. 8.K. Behera, DS(GAC)
21. |Personnel Assessment Unit Sh. Dinesh Nagpal, US{CS)
22. |Personnel Governance Cell Sh. Dinesh Nagpal, US(CS)
23. [Crop Science |C. C. Section Ms. Rajashree Sunil, US(WS/Tech.)
24. |Crop Science [IA-lll Section Sh, K.N. Choudhary, US{A)
25. |Crop Science |IA-IV Sectlion Sh. K.N. Choudhary, US{A)
26. |Crop Science |[IPR Section Sh. G.P. Sharma, CF&AQ
27. |Crop Science |F&F C Section Ms. Rajashree Sunil, US(WS/Tech.) |First half of
28. [Crop Science |Q&P Section Ms. Rajashree Sunil, US(WS/Tech.) arch, 2011
28. |Crop Science |Seed Section Sh. Pitamber, DS(AS)
30. |[Crop Science |PP Section Sh. Pitamber, DS(AS)
31. [Agril. Engg. Agril. Engg. Sh. Ashok Kumar, US(DIPA)
32. |Agril. Engg. IAI(AE) Sh. Ashok Kumar, US{DIPA)
AR|IS{Computer
33. |Agril.Engg. Cell} Sh. Ashok Kumar, US{DIPA)
34, |Animal Science ||A-| Section Sh. K.N. Choudhary, US{A)
35 |Animal Science |ESM Section Sh. S.K. Mitra, DS{CS)
36. |Animal Science [ASR-IAll Section  [Sh. S.K. Mitra, DS(CS)
37 |Animal Science|ASR-IV Section Sh. S K. Mitra, DS(CS)
38. |Fisheries IA-VI Section Sh. Deepak Singhal, US(Agril. Extn.}
39. [Fisheries ASR. | Section Sh. Deepak Singhal, US{Agril.Extn.) [Second half of
40, [Agril. Extn. Agril. Extn.] Sh. Kanhaiya Chaudhary, DS(Edn.) arch, 2011
41. |Agril, Extn. Agril Extn |l Sh. Kanhaiya Chaudhary, DS(Edn.)
42. |Hort. IA-V Section Sh. Rajender Kumar, US{ASRB)




43. |Hort. Hort.| |Sh. Rajender Kumar, US{ASRB)
44. |Hort. Hort.If Sh. Rajender Kumar, US(ASRB)
45. |NRM AFC Section Ms. Shashi P. Razdan, DS(Hort.)
46. |NRM 1A Section Ms. Shashi P. Razdan, DS{Hort)
47. |NRM SW &DF Section  |Ms. Shashi P. Razdan, DS(Hort.) Second half of
48. |Education A&P Unit Sh. G. 8. Hareesh Nair, US (AE) arch, 2011
49 |Education EPD Unit Sh. G.8. Hareesh Nair, US (AE)
50. |Education Accreditation Board |Sh. G. S. Hareesh Nair, US (AE)
51. |Education HRD.I Sh. P.K. Bage, DS(Fy.)
52. |Education Exam Cell Sh. P.K Bage, DS{Fy.)
53. |Education HRD.Il Section Sh. P.i<. Bage, DS(Fy.)
54. |Education Home Sci. Unit Sh. Kumar Rajesh, US(NAIP)
55. |Education F & A Unit Sh. Kumar Rajesh, US(NAIP)
56. |Horticulture Service & R & | Sec |Sh. Kumar Rajesh, US{NAIF)
57. |DIPA G. A, Section Sh. Rakesh Bhardwaj, US(S9)
58. [DIPA Cash Section Sh. Rakesh Bhardwaj, US(88)
59 |DIPA Fin. and Account Sh, Rakesh Bhardwaj, US(89)
60. [DIPA Hindi Edit. Unit Ms. Namria Sharma, DS{ASRB)
61. |DIPA English Edit. Unit  |[Ms. Namrta Sharma, DS{ASRB)
62. |DIPA Production Unit ___|Ms. Namita Sharma, DS(ASRB) First half of
63. |DIPA ARIC Ms. Namrta Sharma, DS(ASRB) April, 2011
64, |DIPA Photo / Art Unit Sh. N.K. Jindal, US{(NRM)
65. |DIPA Publication Store  [Sh. N.K. Jindal, US(NRM)
66. [M&I Unit Awareness Creation |Sh. J.N. Bhagat, US(Cdn.)
67. |M&I Unit Public Relation Sh. J.N. Bhagat, US{Cdn.)
$8. |OTHER Parliament Section |Ms. Roja Sethumadhavan, US(F)
69. [OTHER PPP Section Sh. Dinesh Nagpal, US(CS)
70. |QTHER Award cell Sh. Dilip Roy, US{Cash)
71, |OTHER Cdn.Tech Sh. Dilip Roy, US{Cash)
72. |OTHER Engg.Cell Sh. Dilip Roy, US{Cash)
73. |OTHER Hindi Unit(KB) Sh. Preveen Raheja, US(Cash)
74, |OTHER Law Section Ms. Rashimi R. Rao, DD(F)
75. |OTHER PI&M Section Ms. Rashmi R. Rao, DD(F}
78. |OTHER Vigilance section Ms. Roja Sethumadhavan, US{F)
77. |OTHER Vigilance (D) Ms. Roja Sethumadhavan, US{P)
CR Admn. & RTI
78. |[OTHER Cell Ms. Rajashree Sunil, US(WS/Tech.)
72 |Finance Accounts-l Section  |Sh. V.K. Sharma, US(Per.)
B0 |Finance Accounts Il Section [Sh. V.K. Sharma, US(Per.)
81 |Finance Audit | Section Ms. Rajtarangini Banerjee, US(Vig.)
82 |Finance Audit Il Section Ms. Rajtarangini Banerjee, US{Vig.) Second half of April,
83 |Finance Audit [l Section Ms. Rajtarangini Banerjee, US{Vig.) 01
84 |Finance Budget Section 8h. V.K. Sharma, US(Per.)
85 |Finance Cdn (A&A) Section  [Sh. Ved Prakash, US(Hort.)
BB [Finance G.A.l Section 8h. Gi.n Chand, US(CDN.Tech)
B7 |Finance G.All Section $h. Gian Chand, US(CDN.Tech)
88 [Finance |.F. Section Sh. V.K. Sharma, US(Per.)
88 |Finance Inspection Unit Sh. Rajiv Mangotra, 0S(P)
90 |Finance Pension Section Sh. P. Sakthive!, DS{WS) g




Flﬂ?"f' -

91 |ASRB Audit & Accounts  |Sh. Deepak Singhal, US({Agril.Extn.)
92 |ASRB Confidential Sh. Deepak Singhal, US(Agril. Extn.)
93 Exam-l/Assessment

ASRB Cell Sh, G. S. Hareesh Nair, US (AE)
94 |ASRB Exam-l| Sh. G. 8. Hareesh Nair, US (AE}
895 |ASRB GA & Cash Sec, 5h, N, Bhagat, US{Cdn.)
96 |ASRB Reclit.-| Sh. Kanhaiya Chaudhary, DS(Edn.}
97 JASRB Rectt.-ll Sh. Kanhaiya Chaudhary, DS(Edn.)
98 |NAIP PIU Admn/Fin. Sh. Gian Chand, US

Saecond haif of Apnri,
2011




APRPENDIY 3
Section/Dask Diary for Recsipts
{Vide para 17(1) and (2}

DATE
i i h j L
Number & date of ! :
Dviary receipt From b Binef Ta File Replisdio  dloraply | hemeards
Sho1 Ntimber | Wik subject | whem N3 Wi i |owas ;
No. } Nurnber  Date marked . Hindi | English hecessary
'[ ——r—— .
1 2 3 4 15 & 7 8 9 10 11 12

_ INSTRUCTIONS
1. Cowmn 1, a Ruaning SI.No. will be given datewise. )
2. Colurns 2-7 will be filled af ihe stage of diarfsing i.e. before (he receipts are made over 1o the deling
hands. ' ‘ 7 ' 3 ' .
3. Devnagri script will be used for diarising Hindi receipts. in case Hindiis used for all entries.in tha section
diary, Hindi receipts may be suitably distinguished by either marking ‘Hindi* in Column 12 or using a
different colour of ink.

4. Column 8 will be filled on the basis of entries in Column 5 of {he assistant’s diary. For this purpose, the
diarnist will colect and consult the assistant’ diaries periodically, say once a week.

r

5. Coiuvrnns 9 ang 10 wilt be filled by diarist on receipt of office copy of issue.

€. Column 11 will be filled by the dealing hand afier a decision has been taken 21 an appropriale level that no
reply is necessary.

7. Movement of receipls marked 1o officers for r;erusal will be indicated in column 12.

8. Inthe case of a desk, all the columns will be filled, at appropriate stages, by the supporing staff altached
o the desk funclionary.



APPEMDIA S
Assisiant's Diary
Vigs frara 23(3

. Sutject Fila Mo,

T

areceipt or a come-back case.

3. The date on which receiptsiiles are received by the dealing h

2. Column 4 need be filled only in respect of diary numbers.

page above the entries to be rnade for the day. S

S. No. Ciary Na. or File No. Dts of
S . submission '
1 o) ] 5 : : .
|
'}
3
L : |
: [
INSTRUCTIONS
1.

Column 2 should show diary number’ or 'file number’ according as the paper marked to a dealing handis

and should be entered in red ink ecross the




APPENDIX 19
Section Despatch Register

[Vide para§t{l){d)]
Date..............
o Remarks-Mawre of
i s. Number Addressse Issued the issue e.q., lelter of
_} No. of the - elagram, eic.
i issue InHlindi | In English Bilingually |
1 2 3 4 5 6 | 7

Note ~—-Put in the relevant column fror among columns 4-6.




File Register

[Vide para 97 )
STANDARD HEAD NO
STANDARD HEADIMG ..o i
FileNo.| Subjeut Datz of Classincation (and Remarks B
Openitg Closing year of review)
1 2 3 4 5 G
!
INSTRUCTIONS

1. Enlriesin colurnns 1-3will be made al the time of opening files and those in colurnns 4 and 5 at the time
of recording and reviewing them.

2. Yearof reviewin column 5 is required to be indicated only in the case of class 'C’ files.

3. I as aresult of the review, a file is marked for further retennon 1he year ofthe next review will be worked out
and indicated in column 5,

4. When a file is transferred to the deparimental record room or to another section department, the fact of
such transfer and the refevant date, will be indicated in column G - e.g.

DRR. M.H.A
6-1-2002 16-2-2002

Similarly when the file is marked for destruction, an entry regarding the fact and the year of destruction will be
made in this column.

4



APPENDIX-23
File Movement Register -
[ Vide para 1001{1)}

File Mo.

SUBJECT

To whorn Date To whom Cate To whom Date To win i Liaie

- — ——

Space for recording movemenis of par files

NQTES (1} Movement will be marked by indicating the officer, seclion or depardment Lo which the file has been
sent with date of sending below it, e.g.

D3N MHA .
(1-01-2002 24-01-2002

Ul




APPENDIX 27
PRECEDENT BOOK
[Vide para 11C)

Heading

Decision or ruling in brief Fite No, FPage No. Datz

RPN, S —

]

) INS TRUCT!DNS
. Entries in this hook will be made under the appropriate slandard-heads and sub-heads drranged in an
afphabetlcal order. Where functional filing system is followed, entries will be made under me appropnale
basic, pnmary secondary and tertiary heads.

2, The pages of the book will be numbered sedally and a few pages allotled to each slahdardized' heading
unider which eniries are (o be made vide 1 above. Atthe beg:nnmg the book will be pasted orwritien a hst

of such headings and pages alloiled to each



APPENDIX 42

Cak flook
[Vide para 125(1)]
Sl File Nurnber Date of Subjec Reasonwiy| Dateon | Remacksof | Daiggr
Mo. commencament no luithey which | B.O.Divisional | restaring
of file action can be|  action is | HMead at the limg i
fakenior o bhe of reviow
over & rastarted
momhs
i 2 3 F) 5 8 7 8|




APPENDIX 62
Register of Parfiarmentary ASSurances
{Vide para 130({1)]

Section/Desk. .covvviineien Lok Sankag
. Hajyz Sabha

S). No.| Date Reference Sibiect Assurance | How fulfilled Date onwhich !
giver: T TEeatio | Lalgonde |
Deparinent | tableoitne
i House
Parliamentary
Affairs
1 2 7 3 4 5 6 7 3

INSTRUCTIONS

1. Column 2 will show the date on which the assurance was given.

2. Column 3 will indicaie the No. of the question, name of hill, resolution, motion, elc. in conneclion with
which the assurance was given and also reference fo the cornmunication from the Depasiment of Parliamentary

Affairs with which it was received.



Ministry/Departiment of ...

APPENDIX 30

Record Review Register

[Fide para 112(4)]

Year of Teview.......coocococeniereenenne

File No.

File No.

File No.

File No.

T ———

Note : —This register will be maintained for class ‘C” files only.




APPENDIX 46

Register for keeping a walch on the disposal of communications received from Members of Parliament

(To be maintained by Seclions/Desks)

[Vide para 127(2)(a)}
Name of Section/Desk................,
S| Diary | Joint No. & | Name| To | Subject | Daleof | FileNo.| Daleof| Dale | Remarks
No.| No. & |Secretary/] date of of | whom acknow- interim | of
Date | Director | Comm-| M.P. [address ledge- reply | final
Diary | unica- -ed ment reply
No. tion
1 2 3 4 5 6 7 8 9 10 11 12

ic8



APPENDIX 47
Particulars of M.Ps. letters pending over a fortnight

[Vide para 127(4)]
SI.No. | Nameof MP. Date from Brief subject Reason Remarks of Action
which fordelay Branch taken on the

pending Officer/ remarksin
Divisional column
Head/t.

Secy.
1 2 3 4 ° ° T

|

169
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AFPENDIX 58

inspectior: Questionaire on Qrganisation & Mefhods (O& M)
[Vide para 135 (1))
. _ (To be filled in by all Secticns 7 Desks / Units)
NAME OF DI‘J_ISION/BRANCH - :
OFFICE/SECTION

1. Subjects allatted to Section f Desi / Unit, in brier :
2. {a) Number of Raceipls received
() Number of New Files opened :
(¢) Registers & Folders
(i) Whether Section Diary Register, Assistant Diary, Despalch Register, File Register, File Movement
Regisler. Call Book, Guard Fite, Reference Folders, Precedent Book, Subject Distiibution Chan,
Reminder/Suspense Diary, Register for Communicalions from MPs, Register for Parfiamentary
Assurances etc. are being maintained and kept neat and tidy.
(i) Registers/folders not being maintained along with the reasons,
(d) Consolidation of Orders and Review of Rules / Manuals ete.
(il Whelher ordersfinsiruciions are being consolidaied, if so, delails of consolidation of orders made
during the year.
- (i) Whetherthere is any regular mechanism for undertaking ravision of old rules regulation, manuals
elc
(i} Details of rules, reguizlions, manuals eic. revisedfupdated/reprinted during the year.

{e) Work Environrmem
(i) Whetherwork environment in office is congenial keeping in view the general cleaniiness sealing
arrangements elc. _ . )
(i) If nol, specify the areas ol deficiency and action being taken to improve the same.

{0 liems of work which have been comguterized,

3. Staff Strength:

St No Name of Post/  Banctioned | In position  |Numberof vacancies | Cause of vacancy |Remarks
Grade - and date {rom “Transler, retirement,
which vacant death, long
leave, etc.)
(M L@ 3) 4) ) ®) %

i
- :
= :‘
|
i




R WA R TR s o

. '\.
APPENDIX 56—conid. : .
4. Rofation of Sial¥ (Details of persons working in the same sections/unit for more than five years) .
I Si. [Name& Designation of Name of Section/ | Dale trom swhich Whether his/her Jusuficalion lor
No enpioyee scat inwhich working case of transfer was | such retention
wotking ' cousidered
(H @ ) 189 () (©)

5. Training of Staff

Groups Nurmber Number of Numberof | Numberof Arsca ol Training
of persons who persons who{ persons who (Please Indicatc) Remiarks
persons in | have undes- requure require (1) Office Procedure
Section/ gone in-service | short-term | long-term (i) Compuler
Unit training training training (iii) Finance/Audit
during ihe (i.c. upto (i.c. more {iv) Statistics/Rescarch
year 3 months) than 3 monilis) | (v) Managemendt 7]
_inwork inwork (vi) Other specinlized Nclds
- related related (vii) Any other {spectfiv)
: jobs jobs
() ') () €)) &) {©) (7}
Group- A o ‘
Group-B
Group-C
Group-D

6. Punctuality
@ s Attendance Register maintained properly ? (Please specify, Manual or electronic),
(i) Is late Attendance marked showing the time of arrival of late comers ?
(i)} |s Aftendance Register checked by an officer daily ?
{v) |5 forefeiture of casual leave etc. done as per instructions ?
) Whether surprise visits conducted by senior afficers? If so, frequency per month.
7. Security of Official Documents ¥
@ Whether Classified files and papers (otherihan those in hand} are being kept in locked almirahs?

(i) Whether separate record (e.g. section diary, file register, index slip} is being mainlained in respect of
secret papers (unless the section itself is designated as secret or top secrel) ?
’ (i) Whether any instances of violation of prescribed instructions for treatment and safe guarding of secret/
top secref papers/information have come (o notice and, if 8o, aclion taken thereon ?

(v} Whelher a periodical review is done io declassify thie existing classified documents and if 50, the

result thereof.
3 e fac NLMEI 7 fasa -3

3 oFf RTI AT ZpeS "1'*::?;; be. cddgsed Zc v ?3;1:5)
0'2.63&%3 :



;\PPEN DIX 56—contd.

8. Processing, Submission and Menitoring of Casexs
(8) Processing and Submission of Papers (Take a samgple of 5 current cases at draft siage)

() Number of cases,.which were properly referenced, flagged and enclosuras cleary marked.
{iy Whethername, dasignalicn, comglete address and telephone number of the signalory were marked,
(iiy Number of files which were found neat and tad\;.
(v} Extent of computerization of file movement / tracking of papers.
{t} Moniwaring of Pending Cases
@ Whelher Weekly / Monthly statements of pending cases are being subrnilted on duz dates:

(i) Numberof Pending Cases

Uple One month Between 110 3 months Between 310 12 months! Over1 year Total

M @ 3 @ (5)

(i) ‘Whether cases pending overa month are being brought io the nolice of concerned Joint Secretary
“or higher officers.

9. Cornphance of Gfficial Language Policy
() Numberof letiers received in Hindi:
(i} Numberof letters out of (i) above replied in Hindi:
(i) Percentage of correspondence in Hindi with Govemment offices Iocaled in Hindi Speaking States/UTs.
(iv) Whether all the documents like orders, notifications, contracts, agreements etc. are issued bilingually
" 10. Records Management
(8) () Numberoffiles due for recording
(i) Number of files recorded
(iiiy NMumber of files pending for recording
(b) @@ Number of files received for review
(iiy Number of files reviewed
(i) Number of files pending forreview ‘
v} Number of files marked for further retention afier review and its percentage to (i} above
(c) () Number of files weeded oul
(i Whether proper record has been maintained of such tiles
{d) WhetherIndex Slips prepared for recorded files alphabetically
(8) (@ Number of files sent to Departiental Record Room (CRR)
(i) Number of files senl to National Archives of India (NAI) ~
M ) Whether Retention Schedule for records has been drawn up relating 1o substantive work
{in If yes.whether the schedule is reviewed every 5 years :



APPENDIX 58—~corid

11. Pending references from #.Ps. and other V..Ps,

Number of references Number of Number of references pending for disposal Oulof pending references |Reasons for penderncy
references number of cases in which [of cases over onz year
disposed {from date of receipt) acknowledgement/interim (in each case. )
| jess between | between Over, reply has been sent
Brought | Received than 3tod §tu 12 one Total
forward | duringihe :3months  months | monlhs year
year Totai
(1} @) 3) @) {5} {8) ) (8) (S} (10 (11)




APPENDIX 56—conid.

12. (a) Matters related to the Parliament (Pending Assurances given In the Parliament)

[ SI. [Pariament Questior| Numberof [ Date on . dina f Reosons | Present
No. No. and daie Assurances| which the Assurance pending for - for non- status
I onwhich given exiended Less Batween More fuifiirment
replied period than & 61012 than
gxpires months | montns | One yaar

(0 =) ) ) %) ©) Q @ &)
" 12.(b} Directions of Parliament Committees Pending Comp!iénce

Sl. |Name of the Committeef Date onwhich | Nature of directions Dateby which | Present stalus

No. ) directions given directions are to be| of compliance

: complied
(1 (@) ) (4) () ©

&




13. (a} Disposai of representation from the staif

- APPENDU 58—contd.

Number of Rzpresentalions Numberof Number of Representation pending for disposal Reasons for pendency 2road nature
Represen- NN : . of cases gver s representalions
{ations months
. disposed | 1855 | Between | Detween | Over Total
Brought | Received then 306 | B2 one penging '
forward | cCuringibe | Tolal Imomhy months | months year
year : ) ‘
(1 @ & CY &) ® 7 & ® (10) ()




APPENDIX 55—contd.

13. {b) Disposai of Complainis of Women Empioyeés regarding riarassment

Number of Compiaints Detailg of each pending Complaini
Brought | Received | Total N-”r;ber N”‘;ber " Numberof | Date of receipt | Whether any hearing | Whether the matter was
forward | during - odi Woman | of Complaint |has taken place, if so, |discussed in the Comimittee/
the year ngplz’eds copri pI:"gts employee(s) date thereof Ceil'set upto'cokinte Pressnt Status
15po : . : such Complzints '
(1) @ Q) 4 &) &) ] R ®) © (o




APPENDIX 56—conid.

" 13.(c) Disposal of Complaints of SC/ST Employees

Number of Complainis Nurnber Numboer Details of each pending Complaint
Brought | Received | Total of o -Number of | Czte-of receipt Nature W Whether any hearing
forward | during complaints | pending SCI8T of Complaint of has taken place s
the year disposed | complaints| employeg(s) Compiaint . .andif 0, date Present Status
theragf
Q) @ (3 4 (5) ©) % 8 ©) (10
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[4. Maintenance of Office Support Systems

" (a) Equipments/ Machines (fike Computers/ photocopier etc.)

Equipment Whether in working | if not in working | Action taken for | Whether the
order order, date from | repairing the fault nuimber of
which not working equipments
provided ars
adequate  vis-a-vis
Stafffworkioad
(H (2} 3) 4 {3)
15.  Brief recapitulation of defects or shortcomings noticed and any other
comments which Inspecting Officer(s) may have to make.
( Inspecting Officey )
MName & Designation
To
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