GOVERNMENT OF NATIONAL CAPITAL TERRITORY OF DELHI
ADMINISTRATIVE REFORMS DEPARTMENT
ATH | EVEL, C-WING, DELHI SECRETARIAT, LPLSTATE, NEW DELHI-110002

NoF.1510/201 4/ ARVolIL 145 1 i T } <. Dated: "_ﬂ 0] 1Y
To,

The Director{ Admin.}.

Delhi Urkan Shelter Improvement Board
Ciovt, of NOT of Delhi,

C-Wing, 4" Floor, Vikas Bhawan-11,
Civil Lines, Delhi - 110034

Sub:- &M Inspection of Delhi Urban Shelter Improvement Board
Sir,

0&M Inspection was conducted in accordance with the Manual of Office Procedure in tha
adminisirative units by the Administrative Reforms Deparfment on S/06:2014 with a view 1o assess
the sufficiency of the recard maintenance syslem and general cleanliness of the working environment.
tn this context, I-am directed to inform you that during the course of O&M inspecion conducted by
he officersofficial of this department, it has been abserved that various adminisirative section(s) are

generally not following the provisions of the Manual of Office Procedure, which neet 1o he rectified:

| Non Maintenance of various Repisters: During the inspection it has been revealed thal ihe
Assistant Diary, Register for keeping watch on the disposal of communicatien recetved from
MPs, Register of Parliamentary Agsurance and Call Hank are not being maintained by the
Board.

5 Non Distribution of Work: During the nspection it has been noticed that the Board does not
have any official order showing the list of subject allorted to different sections of the institule.

1. Improper filing system: While checking the files 11 has been soticed that proper fling
system has nol been followed by the Board, Telephone number of signatory on the
communication sent i5 not being mentiened at all.

4. Check on Delays: Weekly Arrear Statement, Monibly Arrear Statement, {heck list of
incoming & outgoing periodical report, Special watch on important receipls received from
MPs and imspection of diary register by an officer are not being maintained / done by the
Board to have proper check on delays, Mo uptedate sventory of manuals & availahle in the
DUSIB,

5. No weeding out of old records: During inspection it has been revealed that ecord roum is
ot available in the office and there is # need to weed out the old records. Regular weeding
of old records must be accomplished from time 1o time in accordance with the previsions of
retentian schedule.

6. Non Display of Boards: During inspeetion it has been nenced that the signuge system and
time frame for disposal of various activities as per Citizen Charter has not been displayed.

7. Punctuality: During the inspection, il has been revealed that the officals are not marking e
time of arrival and departure in the Attendance Register whilz marking their attendence,

a. Abcndance Registers has not been chacked by the officers.
b. Discrepencies were also noticed with reference (o leave account i service bocks,



In addition to the above shorcomings, the following supzestions may also be adopted for
improvement in maintaining the records:

2. Old and unwanted record needs to he weeded out from time @ lime as per Record Retention
Schedules issued by Deparlment ol Administeative Reloras & Public Grievances, (0] and as per
Record Retention Schedule mentioned in Manual of Office Procedure, General Financial Rule,
CPWD Manual, ete. to get more space in the office,

b, List of files kept in Almirah/Racks allotted o each of the Dealing Hand may also be prepared and
copy of the same may also be handed over o the Branch Incharge. (ne copy of the seme may
also be pasted inside the Almirah.

. File index Register should be opened separately for each calendar year with proper Headwise
indexing and page numbering.

4. Swaff Movement register should be maintained in respect of the stall who performs their duties
outside Lthe office premises.

e Guard file for cach different subject should be opened separately such as Meeting Metice Folder,
Minutes of the Mestings, Office Order, Notifications and Orders regarding Financial Rules, ete.

In view of the ahave, it is brought to your notice that the provisions af the Manual of Office
Procedure are not heing followed properly and comective measures are required to be initiated for
rectification of above stated deficiencies.

You are therefore requested 1o initiate the corrective measures in respect of die above noted
deficiencies and to send the action laken report in this repard within one (01) manta of receipt of this
letter as per the enclosed proforma [ Annexure-T),

The copy of the Manual of Office Procedure as well as Record Retention Schedule can be
downloaded from the official website of Department of Administrative Reforms and Pablic
Grievances, Government of India i.c. hiip:fwenv.darpgnicin for ready reference,

It is further suggested that the officers & stafl may be deputed for training in Chrzanization &
Methads (QdM)Manual of Office Procedure (MOP) ete. condueted by Directorate of Training,
UTCS.

YWours Taithiully,

g Mrﬁ-ﬂ! Y=
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Depuly Director (AR)
PL.23392620
Encl.: Annexure-1.

ymuwmm«.m W M ) c Dated: 1101144

Opy forwarded to Chicf Exesutive Officer, Delhi Urban Shelter Improvement Board, C-Wing, 4"
Floor, Vikas Bhawan-IL, Civil Lines, Delhi — 1:0054 for information and necessary action,

(P \h%”?&‘:}:;n

Deputy Director {AR)
Ph.23392620
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s ANNEXURE-E
;
i Name of the Department; MMM
ACTION TAKEN ON DEFICIENCIES NOTICED
(To be submitted within One (01) month by HOD concerned)
[8.Nu. Deficiencies noticed in "] Status of Action |
NS A _ = S -
1. | MNom &nﬂlﬂan_m:u_[ligg’igﬂrs:_ L L e | |
| F. Assistant Diary. | |
| h. File Index Register. | |
| | ¢ Register far keeping @ watch on the disposal of | |
| | communication received frum WP, | |
| d. Register of Partizmentary Assurancs. | |
| |e Calidook ___ __————— SRR .
| Non Distribution of Worki o | |
| | a List of subject wllotied 1o different seetion of e |
deparlment. I |
b. Work allocation order amons all the dealing hands LS -l I
[ 3. ‘| improper Filing System: = __I _||
[a Referencing, Docketing, Page & Paragraph numbering, |
\ tagging ¢ic. I
b, Telephone mﬂﬂ_ai@heiigga_u}g_olmmmur'.iuaticlr. sent. | T _l
VT s T |
| [ 2. Weekly Arrear Statement. |
| b, Monthly Arrear Statement. !
| | c. Check listof incoming & oulgoing periodizal report. | |
. | d. Special watch on important receipts received from MEs, [
e Inspection of Diary Register by an OMCer: T |
\ 3 I_l'h:mrd Rooms: ) | '
a. Systomatic upkesp of records. | |
b, Availability of Record Room, | I
e Nob Weeding outof el rowords. ___ ———— — " »
Display of Boards _—————— | |
a, Citizen Charter |
b. Signages l |
(- — G B P R S

Signature of Concerned Officer



