Government of Jammu & Kashmir
Directorate of School Education,
Kashmir

Subject: - Conduct of administrative inspection of sub-ordinate
office at different levels.

ORDER No.3 e SEK of 2016
DATED 757 /0 / 2016

in furtherance to the extended recommendations of State
Vigilance Commission and in order to salvage deterioration in administrative
set up, it has been decided to conduct detailed administrative inspection of
various administrative units of Education Department (Kashmir Province)
w.e.f 05-10-2016.

The details of Officers assigned the job of conducting impartial
and thorough inspection is given in annexure A, B & C.

o Brochure of guidance for conducting the said inspection is also
enclosed to the order with the instructions that administrative audit be

detailed and not restricted to the draft guideline. The Brochure is also

available on official website (WWW.dsek.nic.in} of this Directorate for ready
reference,

[t is further directed that Joint Direcltor (SE] Shri Saifl Al
Chouhan shall co-ordinate/supervise the whole process on behalf of
Directorate and compile a comprehensive report with assistance of OSD
(IMW). :

Director Sc]?gc/)l:Education,
Kashmir
NO' &S%égg/&%ﬂ/f@féDaled ﬂf%@(w/é

Copy to the'-
1. Comnr./Secy lo the Government School Education Department, Civil
Secretariat, Srinagar for information.
State Vigilance Commissioner for informatior.
Joint Director (SE), Directorate of School Education, Kashmir for
follow up.
Principal SIE, Kashmir {or information.
Chiel Education Officer___ (All) for information.
Princigal DIET (All) for information.
(IMW), Directorate of School Education, Kashmir for follow up.
/C Website for dissemination of information on website.
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BRRONCHURE. g ‘

PRO FORMA FOR INSPECTION OF GOVEi(NMENT/SEMl GOYERNMENT.
OUFICES/ HEADS OF DEPARTMENTS/ DIVISIONAL LEVEL OFFICES RBY
CONCERNED ADMIN’IS]_'I{Ai['_l()N DEPARTMENTS/ARI DEPARTMENT

01-

02
03.

04,

- 05,

Name of thg Deparfment/Office:

a)
b)

i)

b)

Date of last inspection:_ «

Date of present inspection:

L.

1.

Name of the lHead.ol the Departmtent/Oftice:.
Dase of taking over:

Name of FA/CAO/DDO: B o
Date of taking over: T

__ Conducted by:

’
*

’ J

ORGANISATIONAL ‘)El UpP ()l THE DEPARTMENT:

a. Please furnish a chart Showmp th arganizational sct-upy ol'the
Departminl.

b Is the disteibution of work between the Head of the Deparlineint sind

his Gazelted assistants properly and suitably made? (A copy el ihe
dustribution of subjects may be furmished).
c. Does any Gazetted O[[u J/Ncm Gazelled Qflicial mhnnl the g o
more than one officer? o :
d» Is the distrihution of work rationul and cqnudbk‘ FEnot whai
changes are suggested to secnre yreater elficiency and-quac i ai g o
of public business?
I5 the office adequalely :-;lnﬂlz'f.l? (Comment with reference forihe
average turn over of the work and other relevant factors).
f. What is the sanctioned strengthof the office under sich eategor

[

. Pcrimancnt "
. Quasi Permancnt
1. Temporary
iv. Datly wagers
v. Vacait

EXPENDITURE [BUDGET:

a. What are the various heads ol expenditure and the anmonnt provided i
the budgct thercfore? |

b, What is Ure progress of cxpuu!ﬂ 1ee under each head? _

i~ R e

¢ What is the method adupted to closely wateh the pace ol cxpoesarin.



I11.

d.

€.

Was there any rush of expenditure at the end or close of the previous \:

financial year? 1f so, what steps arc being taken to-eliminate such
trend?

Is there a proper phasing of expenditute over thie entire financial venr? -

ACCOUNTS:

a.

Ac¢ all the registers, wqum,c utider rules, being mamlam(.d properly

and up-dated?

Whether the cash book s l cing maintained pmpeliy wuh special
reference to:

-

. - UCertilicate 1egmdmt Lountmg of pagcs
1. Atlestation of individua! entries and clall}"lnl anec
iii.  Monthly certificale re g’udmg physical verificalion ol cush.

<1v.  Drawl verification certificate obtained from the concerncd
{reasury. o

Is the office piovided with cash chest?

Is cash personal security being obtained from the ofllcml dealing wilh
cash? If not, reasons therefore.

Are the journcys being per louncd in accordance mtl] approve tl
programme?

Is disbursement certificate 1ec01 ded?

Are the account regisfers’ page mar ied?

Is the Pay Acquittance Roll maintained properly?

Are proper receipts.being ﬂbhmcd tor all sums disbursed?

Is fhe contingent register licing maintained plOpClll and veriticd and
attested item-wise regularfy bythe officer in-charge?

Is Log- -book maintained in respect f the Govelnmcnl vehicles
attached with the Departmient? .

Is the Departinent maintaining following registers ol account and are

there registets up to date/verificd and attested by lhc concerned
officer?

1. "Cycle Advance Register.
~ii. Scooter Advance Register. N
iji.  Advance Pay Register.
iv.  G.P. Fund Register.
v.  Telephone Register. |
vi.  Audit Objections Register.
vii.  Chareoal Register.
viii.  Upiform Regjster.
ix.  Drawl Register.
X. Festival Advance Register.
. xi.  Store/Stock Register.
xii.  Perishable Arlicles Register. . . k
xiii. Log-Book Register. . o

.
L e -
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V.

VI

(A list ol registels maintained by the office mav be furnished
to nspection Patty).

STORE/STOCIK:

.
b.

Is the Store/Stock Register marntained properly?,
Is the physical vcnhmtlon ol stock-in-hand being carricd out s por

rules and instructions? 150, verification report be lmm hed 1o the
Inspection Party.

Is the value of purchased articles shown, with date, in the registers”
Are written off articles/losses cld. correctly accounted for?

. Are separale registers béing maintained lor perishable articles?

Are un-serviceable articles being disposed off as per norms?
Is the furniture supplied hy Fstates Department ov divectly purchazed
from the market? In case of direct purchasc [rom the market, are

quotations/icnders bejng eulled under rules?
. .

-t

ATTENDANCE REGIS TER: - ’

Is the AttFen_(lzmcé: Regjslei‘ maintained properly in the prescribed
form?

[s late allendance counted lowards casual leave or any other leave die
to the officers/oflicials as preseribed under rules?

/5 a register showing casual leave/iestricted holidays availed ol by iiu
stalf maintained up.to date? |

Are the registers as indicated above being submitted to the concerned
officer and his signature obtained daily? [t not reasons thercol.

' RECORDS:

[s the (|Cp’lllmu]l nmnl'umng the File Movement Registei/Indes
Register in cach Section? s this being checked by the next awthority
and after what intervals? 1f not. reasons therefore.

Are the files maintained Lonlln_unu.sly or year wisc?

Afe the files properly indexed/page marked/tn cover tagged”

When the weeding of records fias last taken place?

Is weeding of records being done in accordance with the roles and
regulationg in vopuc? T ot. reasons therefor.

What is the number of cases pending with the Departaent (pive
Section wisc details) with reasons for pendency?

I, Between one and three months,
“ i, " Between six months and one year.
5
til.  Retween’one and two years.

iv.  Qver lwo years.



VII. SPEEDY TRANS ACTI()I\
- PENDENCIES:

27 BUSINESS AND CLEARANCI.OF

a. Preparation ol F 01tm5ht‘}, /\llL&l Htatement of eaclh Scelion and i«
coh‘sol1dduon/qubmls~non on dug dd[@ lo concerned quarters.

Inter Departmental meetings or clearance ofpcndmg cazes and
resolving points of differences’

c. T.me bound disposal of imnortans references. ) : L
d. Iesue of mon(hly mmndm

~e. Tine to be taken for. d[Sp( sal
D . letters, telegra Mgete,s

f. Divposal of sceret «.n! or |ld"‘l;11dl papers.
g. Distribution al dail; d"u '

) v"dl"i()LlS types o referenses including

L
. l

VI PLANNING:

i
!
‘.

A Wth are the plan sch \nt:' buth blatp and Cen'rally spousored with
which the department 1\c011\,c1vcd 7 (Gwe i siatement of all such
schemes, the budget allvment an Jlf’L{ hxcd) __

b. Have lhe preseribed guic lines-been kﬂpf v while formulativ
annual plan pyoposals? -

~ ¢.. What procedure has been devised for re-id a\ of e plan schemes?

d. Are departmentally coordination/vev.sw it Pt\nps bl periodicathy wo
review financial and phy'ma! dspects '

§'°

“Are the following points spculmally Xaipdd in tease meslings:
L. Dhysical targets and achicveme its.
ii.  The actual position of the exper.diture vooked and it
preparation on'staff and that of «-tual deveiopia]
_programine. '

"1, "The shor L!alis .md reasens therefor.

" )

IX. PROPERTY RETURNS:

a. Whether propetty returnsare ohtai ped/tr "msmltied and serutinized by
the plescubed dates?

X.  RECEIPT AND._DESPATQ—L

a. Whether the communjcatjon reccived in the Dcpn tent are diarized
the same date after tllese are submitted to the concerned officers
properly and perused by them?” .

b. Whether COI]I]T\UHILE\}.IOH&‘l(‘bC['vbd. from GOI, Guvernar, CM/Mmi: .IU'
of State/Chief Secretary ate pluceased on puollly? :

¢. Whether Par llaillCI][/Ab‘%C{th\’/( “duncil questions-and important
references are bemg dealt with on priority basis?




P

Are receipls abtained by e recelpt clerk from the officials at the tine
of dehivery the Dak?

Is the Stamp Register beitig, maintained as laid down nndu rubes.
monthly balances shown upp, (o date and checked by the officer
authorized for the purpgse? |

Is the working of this section being watched and checked at prescribed
intervals? " ‘

Xl APPQINTMEN'J‘S/PROMO'j'_[QJN-S:
, .

a. Whether Recruitment Rulug 01( tazclted/Non-Gazetted stalf have heenw

got sanctioncd lrom ARI Dcp'u tment, Law Dcpartment and Public
Scrvice Commission? "1 hot. reasons thereof.,

b. Whether seniority lists have been prepared have been circulated/
hnalized after-calling the bbjections from all the calcgories under the
administrative control of your Department including vour office?
Whether the Roster regarding the reservation for Scheduled Caste/
Scheduled Tribe.candidatts is bcm,u [ollowed for divcet appeintment/.
nromotions?

d. Whether employecs have been declared Quasi permanent/permaneat”

“If not reasons thereof? :
-e. Are temporary appoiniments mide only when candidatey selected by
Competent Authority are not available?

{. Whether any vacancy ought to have been nolified to the¢ Recrutinrent
Board has been filled up without such notification? Hso give
particulars.

.. g. Has concurrence of the Compcu:nl Author JLy/Rcu uitment Board bheen
~ obtained where necessar Y for temporary appointmdnis {excecding
three months) plompl]y? '

Xi{l. PERSONAL T ll LS/ESTAHI ISUMENT:

a. Are Personal Files for all employces maintained properly and up (0
date? .

b. Are APRs written regularly?

c. Have adverse remarks, it any, “heen communicated (o the concernd
officials and their auknow!edgumnt fled in the concerne d personal
files? -

d. Whether Lhe(mmlnmcnl instructions regarding trans(er of
government cmployees who have stayed for more than lhl CC YCArs Bl
being implemented? If not, reasons thereol.

c. Whether seniority lists have been prepared and nalize dalter ealling
objections? L not, réasoris thereol. _

f. Whether increment/l. Bat' is sam,tlonccl as and whn,n 1l acerues?
not, reasons thereof, -




-

g. Whether all the (30V€1‘ﬁl]]€l]tlS::l‘V.ill‘ltS are subscribing towards Ci
Fund and Insurance® Hnot, rcasons thereol.
h. Are there any appeals/representations of any official pending withi
- Department of any (Government official? Give details of pendency.
What is the number of pension cases pending with the Department -
(dwn office/subordinate oflices) with reasons of pendency?
j- Whether a-list of governinent servants who attain the age of super- .
annuation during a particular year being circulated and their pension
‘cases processed 18 months befare the date of superannuation i{ not.
reasons thercof? ’

KT INSPECTIONS:

a. Whether annual inspection has been conducted by the ARI
Department / Head of the office?

-b. Qbservations made find acllon taken for removal of the dclu ts found
be furnished? ' - : b :

“¢. Whether annual inspections of the, offices under the Administrative
control ofthc office in question bave been conducted? :

d. Ts action hkm on the olservation:s made during the Jast year
‘communicated to the concerned and their reply received?

" e. How many subordinate offices were inspected during the last vear'

' ‘Whether copies of inspeetion notes are being furnished to next higher

authority through the Department of Administrative Reforms and
- Inspections 1o the Chief Secretary?

g. Whether Auglit has been onducted by AG office? ([ s,

I. put up astatement of audit objections/ Audit Notes/ Draft Paras
pending disposal. '

ii. What is the total amount invelved in the objections (hoth in respeci
of the concerned office and the ofTices under the Administrative
control with reasons of pendency?.

11. Whenever the ofﬁce auditecl' last by the Accountant €icneral?

XIV. OFl"ICL ACCOMMODATION

Is it sufficient for all membms of, Lhc staff?

Is the sealing arrangements hung made propecly?.

Is the buildjug kept neat and clean?

Is the building governmeht property’? In casc of private building. has
certificate.ot non-availability hu:n obtained from thc PWD/Estates
Department?, C :

e Is the rent fixed by the PWD 'mlhm ity/Rent Assessment Cammiltee?
f. Has rent been paid up to date, if not, reasons thereof?

o .

Ao



XV,

‘ - C\\q ),”.
_' . @ | (7([f g

STATIONERY AND FORMS:

a. Avre the Registers of Forms and Stationery maintained properly?

AT
these registers checked by the officer concérned?

b, Are the stocks physically verificd periodically?

¢. Are receipis ol stocks from the Stationery Report being verilind i the
time of receiving such stacks iy the office and the Bills entercd widh
attestation of officer in charge?

- Are acknowledgements obiained for each item of issuc?

XVI.

XVIL:

e. Are the instructions lx,g'nclmg cconomy i the use of skationery articles
being lmplcmcntcd"
SUPP‘LY OF UNIFO,RJVLS: _ '

a. Particulars of Ovderlies to whom uniforms have been supplied.

b. Whether all the Ordeslies o wear the uniforms so supplicd? 11 nal.
wHat action is taken against the defaulters? .

c. Any other item the concerned Mead of Office wants (o diseis and
bring to the notice of the CGiovernment.

VIP REFERENCES AND GRIEVANCES:

' vl .

a. References received '1‘1‘0!11/'-.\41.]1 date, receipt number and date froin the
office recerved. '

b. Disposal of the gricvance.. - .

c. Date Ofdi_sposal.'

-

XV FOR ENGINEERING DEPARTMJ;’L!TS ONLY:

Namc of the Scheme..

Year of Execution.

Total cost of the scheme.

Present position of the work done.

S])l” over work 1l any? .

Causes of delay il any for cxceutfon of the work., -

Nanie and designation of the exceuting engineers of the seheme.

e e o B



