CHAPTER XX
INSPECTION OF REVENUE BRANCHES IN REGIONAL OFFICE/SUB REGIONAL OFFICE
Introduction: For effective function of the branches including Revenue branches RO/SRO/DO and to

ensure quick and timely action in branches, it is necessary to check the performance of each individual

working in different branches of Regional Office at prescribed intervals and take remedial measures

wherever required to strengthen their performance and improve their efficiency.  For this purpose inspection

of the branches in Regional Office twice in a calendar year has been introduced.

P 20.1 Inspection of branches of Regional Office/Sub-Regional Office/Divisional Office and Branch

Office is to be conducted once in six months i.e. twice in a calendar year in the months of June and

December.

P 20.2  Authority to inspect the records: The first inspection in the month of June should be done by the

Branch Officer himself. The second inspection in the month of December is to be conducted by an officer

nominated by the Regional Director/Joint director in-charge.

P.20.3 Manner of conducting the inspection: The work done by each dealing assistant in the branch

during the half year may be checked and the report should contain the following particulars.

a) Name of the official and designation

b) Length of service in that particular seat (work)

c) Nature of work

d) Pending receipts at the beginning of the half-year

e) Receipts during the half-year

f) Disposal during the half-year

g) Pending at the end

h) Review of files/other work done in addition to disposal of receipts.

i)
Abnormal delays in any disposal of receipts.

j)
quality of work, knowledge of rules and their interpretation
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k) long spells of leave if any availed

l)
The overall performance of the official



CHAPTER XX
P 20.4    The Inspecting Officer has to particularly verify the following aspects meticulously while

conducting the inspection of Revenue branches, as they are the most essential factors that would help

ascertain the health the Revenue machinery of the region:


Whether all the prescribed Registers are properly maintained, entries are promptly made with

due attestations of all the authorities soon after


Whether summaries are drawn up in the prescribed format containing all the particulars every

month and they are duly checked and seen by the BO, JD/ RD.


Whether the observations of the Reviewing Authority were promptly attended to


Whether the implementation of the provisions of theAct in new Areas, New Sectors of employment

were promptly initiated and followed up by sending DO reminders, personal contacts etc.,

periodically and the events recorded in the Registers


Whether the pre implementatiom surveys, Intensive Survey Drives, subsequent Surveys were

promptly carried out and followed up by the Branches concerned


Whether the reference to the State Governments for making medical arrangements and to the

Head Quarters were made promptly and the matter were vigourously pursued for issue of

implementation Notification


Whether the Pre-implementation Surveys, Intensive Survey Drives and periodical Survey were

promptly carried out from time to time


Whether the receipt of Survey Reports, Form-01 were promptly entered in all the relevant Registers

and processed and followed up speedily and code numbers were allotted at once and the pendency,

if any, were duly recorded in the Summaries along with reasons for such delays and the directions

of the BO and RD were duly followed up


Whether the Surveys, Inspections, Test Inspections were selected as per priority and policies of

the Corporation and they were fully followed up without any remiss


Whether the Programme of Inspections, the Diaries of Inspectoras and Day value credited were

strictly in accordance with Hqrs. Instructions and any irregularities were promptly addressed


Whether the records and registers for receipt and transmission of the Reports were systematically
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maintained and entries made without any laxity


Whether the Revenue Branches have maintained the Registers for entering the dates of receipts

of the IRs and taken them into account and processing them have been in accordance with the

time limits


Whether the Inspection, Test Inspection Reports and other Reports were processed correctly,

claims raised properly and entries made in all the important Registers like C-18, Arrears Registers

etc under proper attestations and whether C-19s are sent in time


Whether court cases are indicated and decided cases are followed up promptly


Whether the review of files are effectively done in accordance with the Yard-stick prescribed

and followed up


Whether important and crucial Registers like C-18. Arrears Registers are promptly maintained

and all the entries are promptly attested by DA/SUPT./BO


Whether summaries are promptly drawn up in the pro forma prescribed by the due date and they

are carefully checked by the BO/JD/RD


Whether all the periodical Returns including strategically vital returns like Arrears Statement,

performance appraisal etc are carefully drawn up and transmitted to Hd. Qrs before the Due

Dates.


Whether all the Audit Reports, Inspecting Officers’ Observations, Head Quarter’s Inspections

are promptly attented to and taken to their logical conclusion


Comments on Over-all functioning of the Branches along with his remarks for any improvement

required, if any

P. 20.5.  Other important aspects like weeding out of records, maintenance of Receipt Diaries etc are to be

checked to get a overall performance of the Branch.

P. 20.6 Submission of report: The inspection report containing the performance of all the officials and the

overall performance of the branch may be submitted to the Regional Director/Joint Director In-charge.

Any specific arrears of deficiencies or short comings and the suggestions for improvement may also be

specified.
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CHAPTER XX
P. 20.7 Review of inspection report: Regional Director/Joint Director in-charge should review the

inspection report and in case of any serious deficiencies or short comings in the functioning of the branch

reported by the inspecting officer, the Regional Director/Joint Director I/C should issue necessary orders

for remedial action.

P.20.8 Report to Hqrs: A consolidated report on the functioning of the region is to be submitted to the

Hqrs. office.

