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ADMINISTRATIVE REFORMS DEPARTMENT
(INSPECTION)
INSPECTION PROFORMA
(To b; filled in by the Department/Office Branch inspeeted)
Name of Departrient / Office

Date of Inspection

L. Particulars of staff with dates of joi ting and their
precise duties.

2. Is the distribution of work between various
officials is equiiable ? If not, what steps are being
taken to adjust work between them ?

3. Is there 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. Aitendance—

(2) Is the attendance regster beitg maintained
and is it up-to-date 7

(b) Is entry about late comers made therein ?

{c) Attendance on the date of Tuspection.

iLeave—

w

{a) Is casual leave Register maintained and is
it up-to-date 7

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

6. Receipt—

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

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

7. References from Cheif Minister/Ministers and
Deputy Ministers—

Lo R Rl RO T T

(@) Is a separate register being maintained for
- | such references 7

(h) If so, whether progress of disposal is being
waiched and indicated ?

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

8. Assembly Question/Important References—

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

|
%
3
| §
=1
= :
% (t) Who checks them and at what intervais ? %




9. Audit Objections—
(@) Is a register being maintained for this
purpose ?

(h) Is there any unsettled audit objections/
Inspection report on the date of Inspection?
I so, its particulars.

10.  Pending Case—

(a) Is aregister being maintained 9

(b) Are reminders being issued on due dates ?
11. Arrear Report—

(@) Is areport being prepared ? If so, at what
intervals ?

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

12, Stationery—

(@) Is the register being maintained according
to rules with special reference (0—-

(1) Certificate of count of pages;

(1) Attestation of halance on each page,
and

(b) Is the annual physical verification beinp
made by the Head of the Office and
certified ?

13. Cash-Book (if prescribed)—
(a) Is the Cuash Book being maintained
properly with special reference to—
(1 Certificale of count of pages,
(1) Attestation of individual entries and
daily balances; and
(i1) Monthly certificate regarding
physical verification of cash.

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

mspection ?
14. Stock—
(0) Is the stock register up-to date ?

(b) Is the physical verification of stock in hand
being carried oul as per rules and
instructions

15, Chart of Returns/Statements—

(a) Is achart available in the office indicating
return/statements due to be received from
the Subordinate offices ?

(b) Is a similar chart available indicating
returns/statements (o be submitted by this
office ?

9



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

(h) Are the service books kept up-to-date n
all respects ?

17. TA Check Register—

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

(b) Is there any pending T.A. Bill of any
official/officer on the date of inspection ?
Il so, why ?
18. Complaints—

(a) Is aregister being maintained ?

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

19. Register of Bills of Centractor (Where
Applicable) —

(a) Is aregister being maintained and is it up-
lo-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. Service Stamps —

(a) Is a Despatch Register including:account
of Service Stamps Register or a ;separale
Service Stamps Register being maintained
and is 1L up-to-date ?

(b) Is the checking being done at prescribed
intervals and 1s the monthly certificate
being recorded ?

21. Pay Fixation —

(a) Are there any pending cases of {ixation of
pay of the staff.

(b) If so, what are their number and
particulars ?

(¢) what is the stage and what are th¢ causes
of delay ?

22. Pension (where Applicable) —
(a) Are there any pending pension cases ?

(b) If so, what 1s the stage and whal are the
causes of delay ?
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23. Are the office premises and the office records
being kept in a satisfactory condition ?

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

25, Is the Officer Incharge of the Section a technical
Officer ? If so, what are the subjects dealt with
by him ?

20, Last inspection, date and classification .

27. Any other item of interest/importance o be
brought forth by the department/office.

Dated the

Signature of the Head of Department/
Office/Branch.



