
ftqq:- svns+tq EeTR ffiTrrr HRr ERqrun {rq d frfuq srorfr o.rqf-flqT t
fr6rq of *oeTrq tg ftfter"T + +rrq of ordfrM r

TilI sq qfuq/erqq Hfuq Vq grft erfieroTvnur qqffi, qflrs-frtq Eil{
frqIT Bqt-ffi frqq q-{ {s frqTq d qzi mqio 1502-4q.Gtrr.-tt /zzsst, fu{rfi
zs.o7.1gzt G q-r m-qi@ rc/tta/zoos-4(GTx., k{io 20.08.2003 of oiv Eq[q Ai qrT

ow otrTz

z ftfte+q d frq ftfrerq &q gxr rrmr sqcnr{ d frft-q o-rqHf q

BqRarft f,erT frdq of qiq .h-{i d +{rq Frqfufua s[5Mi of orgqrc-qT o-{ft

etft,-

1. {r's !rE6r{ A frfuq oTqffi fr sqRara nen ftqrc fr aflqftra v+ft qtq-A

5c< wfuo d qn t crr wv,) t

2. Tq qfuq GTarcr s{ gr<t gs frEq n ftg-ffi or=q erknrft fufteiq Aq (1M
GIe{&Tcr yfr sg-ff sfuq/w Hfuq/Grqi s-h-q qf{n) o\ eroRq-o ftfte{q
o-{i d frdrT ti r t fuiPT eifr .ffiq Ett r

3. ftfter"r aq d q]-q-{qt zh-r qqq qqrm-+tq EqR furFT fu ftrfr .ft ersr t
frgffi yq sr t fuqr qr rroor t t

4. ftftepr fiq ss @Tqfd-q q fus-f,r ffie{q fu-qr qrfl t, B-{rd gdi t qild
q-g+rft f,ur sqft16 vo 3rffii of BqReTfr o) tO.t t ffi-o
q-drR zht qftqT ,fi d-d w tqrq ot ft r

5. ffie+q fr-q arq ln--{firft orqffi t ftfiT-g o-r ftfte+"r \rd,q qrsq oEqrv fr
fu-fl qr\-.rr 

I

6. frftei."r fiq d Grffi sqR{rfr qfdoT i oq-r.,q7etffi d sqRero qrq

qri q< 'q' q-d otTr, orgqft€Id qrq qd T{ 'g' utd mt.n oen 3rdorqr ot
ReTfr if Fdfu-d 3ril6ryT *qrq Grfm t {S-q-d fr tq qFil qKrrT t frftaq fiq
d oriffii as ffi qq sqReft q-trdor gq {S-Ed sicEF'rgl q,I rN gqur qq

ElTTer{ uri t

7. qrft &q erffiZe'rilfi q werq\ o) frfterrr d dl{H etq-i q6-qn qa o)
6Rqr-"rT fufu-a Hfuqrf,q 6rqr uflt Rqq ii drn o-{ .rd t qe=rql e}-q-r t



B. gfr fu{fi-q ftfterq or orfm_q ftqiR-d o-{i d fuq qyn-nfttq Eqrq fuqp1 g

ftgffi sgffi vrfuq/sq wfuq/er+q rrFdq nerq qfffi E\-i t

e t.6 kq t olif6 sq+ d ftftaq znrtrf,q tg U"q qfuqZqvrrr-frl-q etfu 7
qfuq, qqrrsfi"rq Eqr{ fr'flrr e oU+rq sq$< fr ftfte+q fo-qr qr\'fl 

t

ro.w,ft dtq Grffi7urnft ftfte+q of ffi-C fudq "fi--q ff sr GrrrFl-I ftfterq
{oT-{ d mqTo fr qqsr 5teu ufuo A 3r{q}fi sqq<i €r w.qRTd fuill d
qel-r-q-+tq Hfr--q d enqrq-o offi ig iB-d o-t-.T t

11.{riiq t vq sr-q t qraq ftfte+"r w qri otfr Aq @\ rr{ol-ft u sgisro-rft
frarm u-6i (d-6 ffiu fr+rl+ r6lRrqr$ frarm -.16 /qalud rr+q/fu-srq rdrq
onft) ii e-rsrq i-g oa Grrcfd-a q,-{i of Efrqr ar.ft t

rz frfterq fiq vrq fr fudT qT{/e}hq {fl{ qT q-\'q t erE-{ ftftelor w qri d
fr\ rrr_f,ft qre=I o-t sqfir se+q erffi @t GrJqft t otrT I

3rcl: sr+ffi GrjMr d wft Hqf+m offi/or oi qra-qTef

t{sT R\ rrug I q6 fr gftR-df, frrqT qrq fu frfta"r Aq o) srft oTrq{{fi Ehqrq

trErq qil qlq ilfu ftfterq fld o) aq t fuqr w wd t

=3r5rrem erffi<nq*
@: gw sfuq 6Rqrw s{qt-{

qqTe-+t-q EE1R fr+IFI Ut'

+qT q

1. w wfuoTerq{ qfu-q, qqns-frTq gqx fr"+rFT I

2. lrrX oTgftet_o /zttst qq-fr, eglTq-frlq EErR fuqTrr I

3rqnomo: + / oz/zozo-entoqo ftgro: 03.12.2021

{0F0: +/ot /zozo-orrcoqo fu{m: 03.12-2021- 
sn-ffi of W-go efr ffifu1 o) gawef ifto t'-

1. ffi qfuq /5s sB--q, ERilw s(cFN I

2. ffi v+fuq/ctTgffi vq qfu.q, ERqr"r s{fr-r{, qgl-r-€-ol-q Eil{ fuqm t

ffi
oi: Tq qE-q ERqI"tT wqr<

qrTmdq Eilr mnq &



8

ADl\lIil\IISlRATM REI'ORMS DIIPARTMANT

(INSPECTT0III)

INSPECTION PROFORMA

(Ib be filled in by the DepartmenUOffiee Rranch inspceted)
Nanre of Departrrrcnt / Office

Date of krspection

i. Particulars of staff lvith dates of jo! ning ancl their
prec:ise duties.

2. Is tire distribution of work beiween various
oificiais is equiUble ? If not, what stcps are being
taken to acijust work betrveen thern ?

3. is rhere Leave Resene _ctaff ? If not, what
arrangemenls are made to dispose of the work of
any Officer/Ofticial proceeding on ieave other
thaii Casual Leave ,l

4. Attenttance-

(a) is the attendalrce reglster beiug maiutained
and is ir up-to-clate ? .

(b) ls entry about late comers made therein ?

(c) Attendance on the date of hispection.

5. Leave--

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

(b) Is shorr-leave including late arrivals
accounted for in tlre register ?

6. Receipt-

(a) ls a rcceipt regisl.er or Diary rcgister being
lnaintained ?

(b) Are all references being starqoeC/initialled
on date of receipt and diarised ?

7. Ref'erences from Cheif Minister/r]Iinisters and
Deputy Ministers*

(a) Is a separate register being marntalueii for
such references '/

(b) lf so, rvher.her progress of disposal is being
watched and indicated ?

(c) Is there any such reference pending
disposal on the date of Inspection I If so,
its particulars

8. Assembly Question/Important Rcferences-

(a.) Are registers being maintained arrd are they
up-to-date ?

(b) Who checks them and at, what intervals ?



I

9. Autlit Objcctions-

(a) Is a reglster lrcing maintarnett tbr this
purpose 'l

(h) Is thcre any unsettled audit objections/
Inspction reg)rt (u the date ol lnsprction,l
Il' so, il.s Particulars.

10. Ircnding C-nsc-

(a) Is I register lrcing rnaintained ?

(h) are reminders being issued on due dates ?

I l. Arrcar Rcport- 0

(a) Is a report lrcing prepared ? Il so, at what
intcrvlls ?

ft) Are iny arrangentents nrade to clear iurears
in case an ofl'icial prtceeds on sht-lrt leave
or is otherwise overworkcd ?

12. Stationery-

(a) Is tlrc register heing maintained accorrJing
ro rules with special relirence to_
(i) Certil'icate ol,count crf pages;

(ii) Artestiition of l:alance on eaoh pagc:
rutd

(t) Is tlre annual physical vcrification bcing $

matle hy the Head ol' the Ol'flce and
cerrified ?

lJ. Cnsh-Bor* (if prescribed)-

(a) Is the Cash Book heing mainrained
llroperly with special relerence to_

(i) Ccrtificate <)l,sount ol pages;

(rr) Attestation ol'inclividual entnes and
daily balmces; imd

(iir) Monlhly certil'icate regarding
physical verillcatiru of cash.

(h) Is the Cash-Book up-to_dilte on.the date ol. il
inspection ?

L4. Stock-

(a) Is the stock register up-to dtrte ,1

(b) Is the physical veril'icaLion ol stock in hand' being carried out as per rules tnd
r instructions'?

i 15. Chart of Returns/Statcments-

, (a) Is a clrart available in the oft,ice indicating
return/statements clue to be received liom

, the Subordinate offices ',)

(b) Is a similar chart availabie indicating
rerurnVstatcments to be submitte<J lly this i

. :i-.-
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16.

t7.

t8.

19.

Scrvicc llook-

(a) Is there a servicc book lbr each ofllcial ?

(lr) Are the service l-rooks kept up-fr-date tn
all respects 'l

'l'A (lhcck Registcr-

(a) Is the regi$tcr being maintained and it is
up-to-date 'l

(h) Is there any pending T,A. Bill of any
rui'l-icial/oll'icer on the date of inspection 1)

Il so, why ?

Oomplaints-

(a) Is a registcr being nuintarned ?

(b) Is such a rcgister heir:g chcckqd by the

ofl'icer '.) Il'so, at what intervals$?

Register of Ilills of Contractor (Wherc
Applicablc) -

(a) Is a register being nraintained and is it up-
to-date '.)

Are payments heilrg made regul{rly 'l

Is thele any llll pcnding payment or ro l)e
scrutirrisecl/pimsed ') Il'so, rvhal. is t.lre cause
ol'clelaY 1)

Scrvicc Stamps -
(a) Is a Despatch Register includinqaccount

of Service Sl.anrps Register tlr a'separate
Service Staqrs Regrster being rnaintained
and is it up-to-date 'l

(h) ls the checking being dtne at prescribed
iutervals and is the mcnthly certificate
trcing recorded 'l

Pay l'ixation -
(a) Arc there any pencling cases of fixation of

l-)ity ol' l.lre stal'l'.

(b) Il' so, what are their number and
p:rticulars'l

(c:) wlrrt is the stage irnd what are th$ causes
ol clelay'l

Pension (wherc Applicablc) -
(a) Are there any pending pension cases ?

(h) Ii so, whilt is the stage and what are tlre
cau.ses of delay '?

(b)

(s)

20.

I.

tt
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21. Are the oflice premiscs and the oflice recrlrds
bcing kcpt in a satisfhrtory contlition ?

21 ['hethcr the Ol-f'rcer Inclrarge inspected ol'fice/
secl.ion/ltnurch; and il so. when ancj with rvhat
rcsults 'l

2-5 Is rhe Ollicer Incharge rll tlie Section a tcchnical
Ol'l'rcer ',) Il'so, u,hat are the subjects clerilt wtth
hv hinr 'l

16 Last rnspcctrrltr, clater anrl c:lassilication .

:7 An1, other ilem ol' interest/intportuce Lo 1c
hrought litrth hy the clepartment/ill'l'ice.

Dtttetl thc Signature clf the Head ol'Deltartment/
Olfice/Branch.


