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English version of letter No. 1502-AR-71/22531, dated the 29th July, 1971.

Subject :—Checking of delays in the offices of the State: Government.

e

I am.directed -to.say that the question-of preventing delays in the Cisposal of workin « flices
has been under the consideration of the State Government and it has been cecided that special
measures -should “be taken toeffect improvement in that regard. -As:may be recalled two Flying
gquads (Delays) were set up.for this purpose by the comp. it Punjab G vernment in 1956 and were
later (in 1958) named as Assessment  Units. the sélevant instructioLs being thost Cf ntained in
compositc Punjab Government lctter No. 18-FSg-(1)57/261, dated the 20th January, 1958 (relevant
extracts enclosed as “appendix). That system ‘was abandoned later but it was considered
that besides other measures it would be useful to introduce -the system again Wwith appropriate
modifications.

2. Onc Assessment Unit headed by an Under Secretary has accordingly been constituted for
the work and will start functioning with -immediate effect. The procedure to - be followed by this
Assessment Unit will be as outlined in Annexure-1. The number of the Assessment Units will be
increased subsequently and more upits will be established according to the requirements.

3. -t is requested that these instructions may please be brought to the notice of all the
offices under your control. It may also be ensured that all the facilities necessary for carrying out
this work are afforded to the Assessment Unit so that it can perform its duties satisfactorily.

4. The receipt of this letter may please be acknowledged.
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Appendix
Extracts from letter No. 18-FSq(1)-57,251 dated 20-1-1S58 from tke Chief Secretary te

Government, Punjab te all heacs of Departments. etc., etc.

% e : % % *

(i) In future, Flying Squads (Delays) will ._be called ‘Assessment Units’.

(2) (a) The reports drawn up by the ‘Assessment Units’ after. visiting a - particular office or

W

organisation and obtaining the explanations of officials at fault, will be handed over to the
Head of the office or other unit inspected, with a copy to the Head of the Department
or Administrative Secretary concerned, as the case may be.

‘(b) The head of the unit inspected will thereupon- immediately-examine the defects, issue and

_follow up suitable instructions for their remedy, and impose suitable penalties on those at
fault. Should orders of his superior be necessary for penalties he will obtain these.

(¢) The head of the unit or office inspected will submit a report regarding the action taken at

(b) to the Chief Secretary within 15 days of the reccipt of the Inspection Report. 1t will

- be the Chief Secretary’s responsibility to examine these reports * to see whether action is
being taken at adequate speed and of an adequate kind. He will initiate further visits
by the ‘Assessment Unit’ where these appear 1o b: necessaty. T

(d) A variation of the above procedure in regard to ‘Secretariat offices will be thzt where the

Chief Secretaryis administrative head for the staff in question, he will take necessary
action at (b) above after taking into consideration the views of the Administratiye Secretary
incharge of the Branch, which has been inspected. Similarly’ where the Financial

- Commissioner, Revenue, is the administrative ‘head, papers will be routed to him through
the Administrative Secretary incharge of the Branch inspected.
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ADMINISTRATIVE REFORMS. DEPARTMENT
(INSPECTION)
INSPECTION PROFORMA

(To be filled in by the Department/Office Branch inspected)

Name of Department/Office

Date of Inspection

L. Particulars o staff with dates of joining
and their precise duties.

2. Is the distribution of work between
various officials is equitable ? I not, wha steps
are being taken to adjust work between them ?

3. 1Is therc Leave Reserve Staff ? If not,
what arrangements are made to dispose of the
work of any Officer/Official proceeding on leave
other than Casual Leave ?

4. Attendance—

(a) Is the attendance register being main-
tained and is it up-to-date ?

(b) Is entry about late comers made the-
rein ?

(c) Attendance on the date of Inspection.

5. Leave—

(a) Is casual leave Register maintained and
is it up-to-date ?

(b) Is short-leave including late arrivals
accounted for in the register ?

6. Receipt—

(@) Is a receipt register or Diary register
being maintained ?

(b) Are all references being stamped/initi-
alled on date of receipt and diarised ?

7-  References from Chief 'Minister/Ministers
and Deputy Ministers—

(a) Is a separate register being maintained
for such references ?

(b) If so, whether progress of disposal is
being watched and indicated ?

(¢) Is there any such reference pending
disposal on the date of Inspection ? If
so, its particulars. &




10.

11.

12.

Assembly Question{lmp(irt’afnt-'-'R"eféféﬁ&s.-'-’i' i

(a) Are registers being maintained ‘@ridi afe’

they up-to-date ?

(b) Who checks them and at what intervals ?

Audit Objections— -

(a) Is a register being maintained for this
purposc--? i g o :

(b) Is thee any unsettled audit objections/

Inspection report on the date of Ins-
pection ? If so, its particulars.

Pending Case—
(a) Ts a register being maintained ?

(b) Arc reminders being issued on cue
dates ?

Arrear Report—

(a) 1s a report being prepared ? if so, at
what intervals ? '

(b) Are any arrangemenis made to clear
arrears in case an official proceeds on
short leave o. is otherwise overworked ?

Stationery—

(a) Is the register being maintained accor-
ding to rules with special reference to—

(i) Certificate of count of pages;

(ii) Attestation of balance on each
page; and

(b) Isthe annual physical verification -being
made by the Head of the Office and
certified ?

Cash-Book (if prescribed)—

(a) Is the Cash Book being maintained pro-
perly with special reference to—

(1) Certificate of count of pages; |

(ii) Attestation of individual entries and
daily balances; and

(iii) Monthly cestificate regarding phy-
sical verification of cash.

(b) Is the Cash-Book up-to-date on the date
of jnspection ?




14.

15.

16.

17.

18.

Stock—
(a) Is the stock register up-to-date ?
(b) Is the physical verification of stock in

hand being carried out as per rules and
instructions ?

Chart of Returns/Statements—

(a) Is a chart available in the office indica-
ting return/statements due to be recei-
ved from thc Subordinate offices ?

(b) 1s a similar chart available indicating

returns/statements to be submitted by
this office ?

Service Book—
(a) Is there a service book for each official ?

(b) Are the service books kept up-to-date
in all respects ?

TA Check Register—

(a) Ts the register being maintained and it
is up-to-date ?

(b) Is there any pending T.A. Bill of any
officialjo Ticer on the date of inspection
If so, why ?

Complaints
(a) Is a register being maintained ?

(b) Is such aregister being checked by the
officer 7 If so, at what intervals ?

Register of Bills of Contractor (Where Appli-
cable)—

(a) Is a register being maintained and is it
up-to-date ?

(b) Are payments being made regularly ?

(c) Is there any bill pending payment or to
be scrutinised/passed ? If so, what is the
cause of delay ?




20.

22.

23

24.

255

26.

Service Stamps — ‘

(a) Is a Despatch Register including account
of Service Stamps Regi:ter or a separate
Service Stamps Register being main-
tained and is it up-to-date ?

(b) Is the checking bcing donC at prescri-
bed intervals and is the monthly certi-
ficate being recorded ?

Pay Fixation—

(a) Are therc any pending cases of fixation
of pay of the staff. '

(b) If so, what are their number and parti-
culars ?

(c) What is the stage and what are the
causes of declay ?

Pension (where Applicable)—
(a) Are there any pending pension cases 7

(b) If so, what is the stagc and what are the
causes o delay ?

Are the office premises and the office rccords
being kept in a satisfactory condition ?

Whether the Officer Incharge inspected
office/section/branch ; and if so, when and
with what results ?

10

Is the Officer Incharge of the Section a -

technical Officer ? If so, what are the
subjects dealt with by him ?

Last inspection, date and classification.

. Any other item of interestjimportance to be

brought forth by the department/office.

Dated the

o

Signature of the Head of Department/

Office/Branch.





