INSPECTION QUESTIONNAIRE ON EFFECTIVE ADMINISTRATION
(Additional questions specific to the office/Directorate being inspected may be framed by the Inspecting Officer)
MINISTRY/DEPTT:
Ministry of Science & Technology
OFFICE/SECTION:                            
DATE OF LAST INSPECTION:

DATE OF PRESENT INSPECTION:


A. Technical:-
	01.
	Field and office work programme of the GDC for the current year. Whether the field work as allotted has been completed, if not specify the work which has not been completed and give reasons. Out-turn figures attained by the GDC in field and office work?
	

	02.
	Comments on the quality and out-turn of work:

 
	a


	Director/DSG
	

	
	
	b


	Add. SG
	

	03.
	Whether there are any arrears of office work, e.g. digitization, examination of sheets before submission to NGDC/GIS&RS/DMC and from NGDC/GIS&RS/DMC to printing office? Any survey carried out but shelved and reasons thereof.
	

	04.
	How the GDC is balancing the field and Digitization / Office Work?
How much field work and how much digitization work was carried out in man/month
	

	05.
	List of sheets being returned from NGDC/GIS&RS/DMC for heavy corrections or poor quality digitization? Are the wing in-charge/section officers carrying out the pari-pasu examination of the digitized sheets? Details of record being maintained for pari-pasu examination?
	

	06.
	Progress of the field and office work in the GDC.
	

	07
	Project work:
i. Detail of Extra Departmental Projects taken

ii. Detail of Projects for which approval from the competent authority obtained.

iii. Whether advance payment has been received before starting the work in each case.

iv. Whether proper departmental procedure has been adopted before supplying the final data to the indenter? 


	

	08.
	Are the duplicate copies of the computation records and other field records kept?
	

	09.
	When was the last, an officer of this GDC attended a frg prg.  
a.                                                ‘A’
b.                                                ‘B’
c.                                                ‘C’
	

	10
	Are Technical instructions issued by the Director, under his signature for carrying out the technical tasks? (copy to be attached)
	

	11.
	During the digital work in section, how many inspections, Details of remarks/Comments issued.

	

	12
	Whether any field work map data/ levelling data available with GDC that has not been digitized? If So, reason, thereof .
	

	13.
	Are the technical instructions and orders comprehensive and the technical methods adopted correct? Is the technical work distributed satisfactorily and the wing/sections organized in the best possible manner to achieve the best out-turn?
	

	14. 
	What arrangements exist for giving further training to the junior members of the group A, B & C services?
	

	15.
	Does the GDC have any potential instructors? If so, their particulars. Whether it has been communicated to IISM/SGO.
	

	16.
	Technical problems of G.D.C. if any.
	

	17.
	How the various technical works are being supervised at different levels in the G.D.C.? What is the frequency of inspection by the Supervising Officer. Inspection report/remark to be seen during inspection.
	

	18.
	How much load of work has been catered for and for how many technical staff?
	

	19.
	How digital data are being stored? How proper checks on data mishandling is being followed?  Whether all directions for storage and levelling of data is being followed.
	

	20.
	How digital data are being safeguarded from hacking? Details of action being taken.
	

	21.
	Other relevant questions for effective administration.
	


B. Administration:-
	01.
	Has proper organizational chart been made?
	

	02.
	Is the GDC up to its authorized strength? If not, what action has been taken by Director to make up the deficiency?
	

	03.
	Are the office administrative orders up to date and comprehensive?
	

	04.
	Is the organization of the office and distribution of works amongst the ministerial staffs satisfactory? Does the GDC maintain leave roaster for all categories of the staffs?
	

	05.
	Are the confidential files being maintained in a proper and secured manner?
	

	06.
	Do only authorized persons deal with classified documents and files?
	

	07.
	Are the guard files kept properly with up to date orders filed in them? When was last record added to Guard File? (Guard file to be examined).
	

	08.
	Are orders affecting personnel, e.g. on T.A., Travel concessions, loans, pensions etc. circulated to the personnel as early as possible on receipt? (Examine the circulation file/folder).
	

	09.
	Details of the outstanding cases in the GDC which have taken over one month to be disposed off? What was the reasons?
	

	10.
	Under whose custody postage stamps are kept? Is the service postage stamps registers up to date?
	

	11.
	Are the telephones, electric, water rent, conservancy etc. bills properly checked before payment and the system ensures avoidance of double payment?
	

	12. 
	Are the registers for private telephone calls (both local and trunk) being maintained properly and the recoveries from the individuals concerned effected regularly and remitted to Govt. account? 
	

	13.
	Are there any unfilled vacancies available. Give details of vacancies and action taken by Director/DSG. Are the muster roles for contract labours being maintained properly?
	

	14.
	Are the contracts for supplies and services, if any being drawn up and entered into properly? (Contracts to be examined during inspection).
	

	15.
	Is the recruitment of personnel / contract labour being done on the correct lines as per rules and procedure?
	

	16.
	What action has been taken against those personnel who do not produce average output as per norms laid down? Details of action taken.
	

	17.
	Are History cards being maintained for instruments, machines and computers?
	

	18.
	State the number of major and minor disciplinary cases with justification
(a) Initiated
(b) Processed
	

	19.
	Whether all the orders for promotion of Hindi being implemented?

	

	20.
	Is the weeding out of files and records being done regularly? How many files and records weeded out during the year?
	

	21.
	Are the identity cards being checked regularly?
	

	22.
	Whether necessary certificate being obtained from retiring /quitting service employees regarding official secret act?
	

	23. 
	Whether compensatory off register being maintained? Are the rules of granting compensatory off being followed strictly?
	

	24. 
	Casual leave register being maintained properly?
	

	25.
	Other relevant question for effective administration.
	


      Cleanliness: (i)  Whether GDC is participating/Continuing practicing Swatch Bharat.
                           (ii)  Whether amenities provided are in satisfactory condition.

                          (iii)  When did the last Safaiwala vacancy arose.

                          ( iv)  What action has been taken by Director/DSG.

C. Accounts:-
	01.
	Are the cash book and cash receipt book being maintained according to orders? Whether all the certificates required to be entered on cash book are being entered. When was the cash book last checked by Director?
	

	02.
	Whether head of the office is regularly authenticating the cash book entries? 
	

	03.
	Is cash statement being written in the cash book or being pasted on it regularly?

	

	04.
	Whether receipt books in use, unused receipt books and used receipt books are being accounted for and record kept up to date? Whether Receipt book register is being maintained. When was it last checked by Director?

	

	05.
	If the head of the office is not maintaining the cash book himself, how often was the cash balance checked by the Director during the previous three months?
	

	06.
	Whether totaling is being done monthly by an official other than the person writing the cash book. When was it last checked? 
	

	07.
	(i) Is A.R register being maintained?
(ii) Whether receipted A.Rs are lodged systematically with the cashier?
	

	08.
	Is subsidiary cash book in respect of recoveries i.e. co-operative, L.I.C., C.T.D., & others maintained properly and disposal of recoveries made before 10th of every month? When was this last checked by the Director?
	

	09.
	Are the individual G.P.F ledgers broad sheet with calculation of interest, credit/debit and bonus of Group ‘D’ staff maintained regularly and entries authenticated by E&AO/Director ?
	

	10.
	Are the service books, receipt books kept under lock & key and properly accounted? Are these periodically authenticated and verified once a year? 
	

	11.
	Are the increments being given in time and increment register being maintained properly? 
	

	12. 
	Is the GDC keeping up to date medical reimbursement register as per Govt. orders? Whether O.S. checks the bills initially and then put up to E&AO? Whether the register authenticated by Director? 
	

	13.
	Whether entries in the contingent bill register initialed against each voucher and abstract written with progressive totals head wise? 
	

	14.
	Is children education bill register being maintained?
	

	15.
	Are dues being kept in the cash chest for more than 3 months and if so, why?
	

	16.
	Are drawls from and deposit into the bank being verified regularly every month?
	

	17.
	How many arrear bills made in the last 3 months in the GDC and could these not be avoided?
	

	18.
	Are appropriate notes made in previous pay bills etc. regarding subsequent drawl of arrears before preparation / cashing of the arrear bills?
	

	19.
	How checks are kept on recovery of following advances viz. festival advance, medical advance, L.T.C advance, T.A/D.R/G.P.F, clothing, fan etc. How often are these monitored by Director?
	

	20.
	Is the OTA register being maintained properly? Whether the staff is being employed on O.T as per laid down guidelines?
	

	21.
	Is bill register up to date with brought forward entries in respect of uncashed bills of last month? Necessary certificate given at the close of every month? 
	

	22.
	Are L.P.C & transfer documents sent in time?
	

	23. 
	Are the medical bills being submitted weekly and T.A bills monthly duly checked by E&AO/Director?
	

	24. 
	Are the applications for advances being processed in time?
	

	25. 
	Whether fidelity guarantees policies being obtained in time?
	

	26.
	Whether the insurance policies in respect of vehicle and houses purchased/constructed through advances being obtained /renewed in time?
	

	27.
	Whether the pension cases being prepared in time? State the pending case(s) with reasons.
	

	28. 
	Are the lease agreements being renewed in respect of hired office buildings regularly?
	

	29.
	Is the sanction for payment of rent being maintained in time?
	

	30.
	What is the state of audit objection? How are these settled / replied? State the pending objection with reasons.
	


D. Stores:-
	01.
	Does the GDC have deficiencies of important items of stores e.g. instruments, computers etc.? If so, what action has been taken to acquire them? When did the last store staff rotation/ vacancy arose?
	

	02.
	Are the anti pest measures being taken and the store rooms properly ventilated and secured after office hours?
	

	03.
	Are store ledgers properly maintained and kept up to date?
	

	04.
	Are incoming and outgoing invoice registers being maintained and monitored regularly? Procedure for acknowledgement of invoice is being followed or not.
	

	05.
	When was the last physical verification carried out?
	

	06.
	Have all the discrepancies been sorted out and orders of competent authority taken for regularizing the discrepancies? 
	

	07.
	Are all financial, other regulation and order being adhered to strictly in the procurement of stores? (Randomly & procurements of year to be checked).
	

	08.
	Are the cash statements being prepared properly?
	

	09.
	Are the condemnation boards being held regularly? Is the disposal satisfactory? Is the money promptly deposited in Govt. account? When was the last condemnation held?
	

	10.
	Has the store keeper undertaken any fidelity policy?
	

	11.
	Are the stores being maintained properly? 
	

	12. 
	How the surprise sample check of stores carried out?
	

	13.
	Whether incoming invoices are being diarized and promptly acknowledged? 

	

	14.
	Whether prompt action is being taken for arranging acknowledged / copies of invoices?
	

	15.
	Are the receipted copies of invoices being pasted back to back?
	

	16.
	Is checking of invoices against original copy and retention of invoices for 10 years being ensured?
	

	17.
	Are there any discrepancies of invoices as per para 662 of GHB.
	

	18.
	Whether invoice books for outside issues and GDC issues are separate?
	

	19.
	How GDC ensures over expenditure and restrictions on purchases ?
	

	20.
	Whether utmost economy on purchase of stores are being observed? Whether any decorative and fancy stores items are being purchased?
	

	21. 
	Purchase of inexpendable stores in the field – How accounted for? Are these being taken on stock and shown issued to C.Os  /detachments on invoice and what procedure is adopted in the office?
	

	22. 
	How furnitures are being kept neat, clean and in good condition? 
	

	23. 
	Whether proper watch is being kept on purchase of expendable stores items like kerosene oil, torch cells etc. in the field and its subsequent distribution to the field staffs according to grade pay?
	

	25.
	Whether distribution ledgers for specified items of stores being maintained?
	

	26.
	Whether tent repair register is being maintained and shown in the register on receipt of tents?

	

	27. 
	Khamal stores – Whether a list in triplicate in respect of such stores duly signed by store keeper and khamalman is being maintained with khamalman, SK and ASO. 
	

	28.
	Whether segregation of condemned stores being done and, keys of the room till disposal is being kept by Chairman, Condemnation board?
	

	29.
	Are the condemned stores being promptly disposed of and sale proceeds deposited in Govt. account?
	


E. Records:-
Digital content, how it is maintained?
	01.
	Are the arrangements for storage satisfactory?
	

	02.
	Are the separate ledgers maintained for restricted photographs, maps and other restricted records? How often the random checks are being done ?
	

	03.
	Are the periodical physical checks (as laid down) being carried out regularly and with what results?
	

	04.
	How incoming and outgoing invoice register is being maintained? Are these registers being reviewed by Director.  When was last checked by the Director?
	

	05.
	Diarizing and prompt acknowledgement of outgoing invoices.
	

	06.
	What arrangements have been made for getting speedy acknowledged copies of outgoing invoices.
	

	07.
	Have receipted copies of invoices  pasted back to back?
	

	08.
	Are there any discrepancies of invoices as per para 662 of GHB
	

	09.
	Have separate invoice books for outside and internal issues?
	

	10.
	How security precautions are being taken for classified maps, photographs and documents ?
	

	11.
	Updating and maintenance of map catalogue on receipt of information of published maps.
	

	12. 
	Recovery of cost of extra-departmental surveys, cost calculation and maintenance of cost rate register.
	

	13.
	100% physical verification of records and reconciliation of discrepancies. When was last physical verification done?
	

	14.
	Fidelity guarantee policy of record keeper – renewed or not.
	

	15.
	Maintenance of technical Guard file. When was last letter put in Guard file?
	

	16.
	Field / Office works programme and submission of returns.
	

	17.
	Correct and timely submission of all technical returns.
	

	18.
	Proper packing of records being sent out.
	

	19.
	Issue of restricted records/publications on proper indents.
	

	20.
	Lodgment of records and disposal of proofs of extra-departmental.
	

	21.
	Reminder issued in delay of projects?
	


F. Library:-
	01.
	Does technical library exist? If so, the number of books available and facilities for their circulation to the members of the GDC.
	

	02.
	Are financial limits for the purchase of books and publications being adhered to?
	


G. M.T:-
	01.
	Does the GDC hold its full authorization of vehicle?
	

	02.
	Are the garaging facilities adequate?
	

	03.
	What is the standard of maintenance of the vehicle? Check on the amount spent on repairs during the last three years and its reasonableness depending upon the area of operations.
	

	04.
	Is any register being maintained for M.T parts.
	

	05.
	Economy in running of vehicles and observance of dry days for H.Q vehicles. 
	

	06.
	Watching restrictions on quantity of P.O.L. for field vehicles.
	

	07.
	P.O.L. register – maintenance of vehicle wise and year wise account. 
	

	08.
	Rotation of tyres recorded in log books? 
	

	09.
	Test checks of Km. run/litre recorded in log books?
	

	10.
	Are tyres issued to the vehicle taken in stock?
	

	11.
	Tools list – Drivers responsibility - deletions/additions to be under Director’s signature. 
	

	12. 
	Tools, serviceable oil cans and grease gun to be provided to each vehicle for field duty. Also providing tarpaulin and loading rope for trailer. 
	

	13.
	Tagging and sorting out of unserviceable M.T. parts being done or not?
	

	14.
	Overloading of vehicles and trailer is prohibited is that complied or not?
	

	15.
	Timely renewal of roadworthy fitness.
	

	16.
	Drivers posses valid driving licenses?
	

	17.
	Minimum prescribed km. run/litre and submission of returns?
	

	18.
	Systematic maintenance of log books of vehicles ensured?
	


H. General:-
	01.
	Are fire precautions orders comprehensive, practical and up-to-date?
	

	02.
	Does system exist in the GDC to ensure that the fire appliances are in serviceable condition at all times?
	

	03.
	Are the fire appliances adequate and of the correct type? Are they serviceable? When they were last checked?
	

	04.
	Have the fire extinguishers been refilled according to the prescribed period?
	

	05.
	Does the fire fighting squad know its duty? Whether fire fighting order/instruction issued.
	

	06.
	Are inflammable materials being stored separately and adequate precautions being taken for their safety?
	

	07.
	(i) Are municipal fire fighting aids (such as fire brigade, hydrants etc.) available and if not, what steps have been taken to offset such serious handicaps?  
	

	08.
	Is the office accommodation satisfactory?
	

	09.
	Is the building kept in a clean and tidy conditions?
	

	10.
	Security – Are security arrangement for the office premises adequate? Has the GDC issued standing orders regarding the security of Govt. property in the field and office?
	

	11.
	Do the security guards know their duties?
	

	12. 
	What is the rotation period of the guards?
	


I. Uniforms and Liveries:-
	01.
	Are the Group ‘C’ (erstwhile Group ‘D’) personnel issued with liveries in time and are their uniforms properly maintained?   
	

	02.
	Whether the office order for writing off the outlived uniforms is being issued before providing fresh/new uniforms?
	

	03.
	Issue of uniforms-Whether the scales laid down is being followed?
	


J. Welfare:-
	01.
	What welfare activities have been provided in the GDC? Are they adequate?
	

	02.
	Do the officers and staff participate in recreational activities to keep themselves fit?
	

	03.
	What is the general condition of the health of the GDC?
	


K. Morale:-
	01.
	Comments on the morale of GDC.
	

	02.
	Are T.A., Medical, Overtime etc. claims being drawn and paid without necessary delay? Similarly, are applications disposed of expeditiously?
	


L. Budgeting:-
	01.
	Was budgeting realistic?
	


M.  R.T.I:-
	01.
	Opening balance of requests on 01st April u/s 6(3).
	

	02.
	Total number of requests received during the financial year u/s 6(3).
	

	03.
	No. of applications received as transfer from other PAs u/s 6(3)
	

	04.
	No. of applications transferred to other PAs u/s 6(3)
	

	05.
	Decisions where requests/ appeals rejected. Justify with reasons.
	

	06.
	Decisions where requests/ appeals accepted.
	

	07.
	The number of cases dealt with CIC.
	

	08.
	Registration Fee Collected (in Rs) u/s 7(i)
	

	09.
	Addl. Fee collected (in Rs) u/s 7 (3)
	

	10.
	Penalty Amount Recovered (in Rs) as directed by CIC u/s 20(i)
	

	11.
	No. of cases where disciplinary action taken against any officer u/s 20 (2)
	

	12. 
	No. of cases wherein CIC made specific recommendation as per Section 25 (5)
	

	13.
	Whether action is initiated to comply with recommendation

of Commission?
	


N. REDRESSAL MECHANISM OF PUBLIC GRIEVANCES AND TRANSPARENCY:-
	(i)
	Whether a day of the week has been earmarked for attending to public grievance by Director/senior officers?
	

	(ii)
	Have suitable arrangements been made for lodging the complaints?
	

	(iii)
	Have information and Facilitation Counters been opened?
	

	(iv)
	Has time-frame been fixed for disposal of complaints?
	

	(v)
	Does the Head of Office/ Department review the action taken for redressal of Public Grievances?
	

	(vi)
	Whether release of information to the public on Department's activities is taking place through

     (a)  Booklets

     (b)  Information and Facilitation Counters

     (c)  Internet
	


O. DISPOSAL OF REPRESENTATIONS FROM THE STAFF :-

	No. of representations
	No. of representations disposed
	No. of  representations pending for disposal 
	Reasons for pendency of case over 6 months
	Broad nature of petitions received

	Bought forward
	Received during the year
	Total
	
	Less than 

3 months
	Between 3-6 months
	Between 6-12 months 
	Over one year
	Total pending
	
	

	
	
	
	
	
	
	
	
	
	
	

	1.
	2.
	3.
	4.
	5.


	6.
	7.
	8.
	9.
	10.
	11.

	
	
	
	
	
	
	
	
	
	
	


P. DISPOSAL OF COMPLAINTS OF WOMEN EMPLOYEES REGARDING HARASSMENT:-
	No. of Complaints
	Details of each pending complaint

	Brought forward
	Received during the year
	Total
	No. of complaints disposed
	No. of pending complaints
	Name of the woman employee(s)
	Date of receipt of complaint
	Whether  and hearing has taken place, if so, date thereof
	Whether the matter was discussed in the committee/cell set up to look into such complaints
	Present status

	1.
	2.
	3.
	4.
	5.
	6.
	7.
	8.
	9.
	10.

	
	
	
	
	
	
	
	
	
	


Q. DISPOSAL OF COMPLAINTS OF SC/ST EMPLOYEES:-
	No. of Complaints
	Details of each pending complaints

	Brought forward
	Received during the year
	Total
	No. of complaints disposed
	No. of pending complaints
	Name of SC/ST employee(s)
	Date of receipt of complaint
	Nature of complaint
	Whether any hearing has taken place, if so, date thereof
	Present status

	1.
	2.
	3.
	4.
	5.
	6.
	7.
	8.
	9.
	10.

	
	
	
	
	
	
	
	
	
	


R. COURT CASES (Pendency may be taken from the date of filling the petition/application in CAT/Court):- 

(a)  No. of Court Cases Pending for 

	Less than 6 months
	6 months to 1 year
	1-2 year
	Over 2 Years
	Total

	1.
	2.
	3.
	4.
	5.

	
	
	
	
	


(b)
Details of pending Court cases

	Petitions OA No. with date
	Name of Court/Bench of CAT
	Major issues involved
	Date on which counter affidavit was field
	Date of filing subsequent affidavits, if any
	Present status of the case/Date of next hearing

	1.
	2.
	3.
	4.
	5.
	6.

	
	
	
	
	
	


S. STATUS OF IMPLEMENTATION OF COURT JUDGEMENTS
	Petitions/

O A No. with date
	Name of Court/Bench CAT
	Date of Judgement 
	Time frame if any, given by Court for imple-mentation 
	Major issues involved 
	Whether the appeal/review application against the Judgement has been filed by Govt./individual, if so, the date thereof
	Status of the appeal/ review application
	If no appeal etc. has been filed, present status of action taken to implement the judgement
	Reasons for delay in implementing the judgement
	Whether any contempt petition has been filed for delay in implementation or against the manner of implementation of the judgement 

	1
	2
	3
	4
	5
	6
	7
	8
	9
	10

	
	
	
	
	
	
	
	
	
	


v/khuLFk dk;kZy;ks ds vks ,aM ,e fufj{k.k ds fy, jktHkk”kk ds dk;kZUo;u laca/kh fuEufyf[kr enksa dks Hkh lfEefyr djus ds laca/k esa A
ea=ky; rFkk foHkkx


&

dk;kZy;@vuqHkkx


&

vafre fujh{k.k dh frfFk


&

orZeku fufj{k.k dh frfFk

&

	1-
	D;k jktHkk”kk vf/kfu;e 1963 dh /kkjk 3¼3½ dk vuqikyu lqfuf’pr fd;k tk jgk gS ?
	

	2-
	D;k jktHkk”kk fu;e 5 ds vuqlkj fganh izkIr lHkh i=ks ds mRrj vfuok;Zr% fganh esa fn, tk jgs gS ?
	

	3-
	D;k dk;kZy; ds lHkh vf/kdkjh@deZpkjh fganh Vad.k ,oa fganh vk’kqfyfi esa izf’k{kr gS ?
	

	4
	fganh esa fjDr inksa dks Hkjus ds D;k iz;kl fd, tk jgs gS ?
	

	5
	D;k dk;kZy;ksa ds lHkh daI;wVjks ij fganh esa dk;Z djus ds fy, ;wfudksM lfdz; fd;k x;k gS ?
	

	6
	frekgh izxfr fjiksZV vku ykbu Hkstus ds fy, D;k vkidk dk;kZy; jktHkk”kk foHkkx dh lwpuk izca/ku iz.kkyh esa iathd`r gS ?
	

	7-
	fganh dh fdz;kUo;u dh leh{kk ds fy, tkap fcanq cuk,a x, gS ?
	

	8-
	D;k vkids dk;kZy; esa jktHkk”kk foHkkx n~okjk tkjh okf”kZd dk;Zdze esa nh xbZ enksa dk vuqikyu fd;k tk jgk gS ?
	

	9-
	D;k dk;kZy; ds izoh.krk izkIr vf/kdkfj;ksa@deZapkfj;ksa dks fganh esa dke djus gsrq O;fDr’k% vkns’k tkjh fd, x, gS ?
	

	10-
	D;k jktHkk”kk fu;e 1976 ds fu;e 10¼4½ ds varxZr dk;kZy;ksa dks jkti= esa vf/klwfpr fd;k x;k gS?
	


