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CHAPTER I 

INTRODUCTORY 

1.1. The Government of India, in the Ministry of Industry and 
Supply (Department of Supply and Technical Development) vide their 
let_ter No. 21(8)/64fV,. d~ted the 27th July, 1964 (Appendix 1), appointed 
thas Study Team t:onsastmg of-

1. Shri A. N. Vidyalankar, 
Member of Parliament. 

2. Shri K. R. Shenai, 
Deputy Inspector General of Police, 
Central Bureau of Investigation. 

3. Shri P. K. Kathpalia, 
Deputy Secretary, 
Ministry of Home Affairft, 
Depar~ment of Administrative Reforms. 

4. Shri S. Malhotra, 
Officer on Special Duty, 
Directorate General of Supplies and Disposals. 

tl') examine the working of the Directonte General, Supplies and Disposals. 
The letter gave the terms of reference as follows-

"The Team will examine the organisation, structure, methods 
of work and procedures of the Directorate General of Supplies 
and Disposals, particularly with a view to locating the points 
at which delays occur, where the bottlenecks exist and where 
administrative failures are possible, and would suggest measures 
for improvement so that opportunities for corruption are eli
minated". 

1.2. We were required initially to submit our report within a period 
of three months. Because of the size and complexity of the task this was 
not found possible. An interim report was submitted to Government in 
December 1964. The additional time taken for the submission of the final 
.-eport has the approval of government. 

1.3. The first meeting of the Team was held on the 17th August, 
1964 when Shri A. N. Vidyalankar was elected Chairman. The first task 
was to locate the problem areas and to determine the mode of their exami
nation. It was decided to undertake case studies as well as a comprehen
sive opinion survey and to arrive at conclusions after taking into account 
the results of both. A questionnaire (Appendix 2) was drawn up and issued 
to all government indentors, rublic undertakings, trade a~d _in.dustry 
associations, officers and staff o the D.G.S. &: D. and to some andtvtduals. 

LJS:!38DGS&D-3 
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Of ~he 425 parties to whom the questionnaire was sent, replies were 
received from 129 who are listed at Appendix 3. Interviews were held 
following these replies and a list of those whd gave oral evidence is at 
Appendix 4. At Appendix 5 may be seen a list of the case studies drawn 
uponby us. The Team and its sub-committees held 115 meetings in all 
and visited Bombay, Calcutta, Madras, Kanpur and Ludhiana during the 
course of their investigations. 

1.4. Any examination of the Directorate General of Supplies and Dis
posals must take into consideration that-

(a) it is a service organisation intended to meet, in time, the re- · 
quirements of government departments at reasonable cost; 

(b) the conduct of its business with industry should be so organised 
that the latter is subjected to the least possible harassment and 
irritation ; 

(c) the internal mechanism of work should be as simple and swift 
as the situation permits; 

(d) the delegation of powers within it should be such that the bes: 
possible use is made of officers in the higher echelons and the 
maximum disposal, consistent with efficiency, is done at the 
lQ.wer levels ; 

(e) as the largest purchaser in the country, it should play a befit
ting role in the development of industry and in the conserva
tion of foreign exchange. 

1.5. It is in this context that we embarked on our studies. These 
reveal that delay is the worst problem afflicting the Directorate General 
although it would be unfair not to recognize the manful attempts made, 
not unsuccessfully, in the past to prevent the evil from outstripping all 
measure of control. The causes of delay are complex and numerous and 
its effects are wide ranging in their ramifications and corrosive of trust 
and reputation. Nevertheless, whatever the criticism (much of which is 
just) the Ministry and the Directorate General have consistently shown 
an awareness of the difficult problems confronting the department and 
their efforts at solving them, by summoning a resourcefulness, not always 
bound by convention, are among the heartening signs encountered by us 
during our study. 

1.6. The problem of delay is necessarily aggravated in organisations 
which undergo rapid and shapeless expansion consequent upon rapid 
increase in their work. The quality of original work is diluted while diffi
culties in coordination and control assume formidable dimensions. The very 
size of the organisation hampers its movement. The Directorate General 
of Supplies and Disposals has been no exception. The removal of adipose 
tissue was recognised early by us as a necessary remedy for the ills diag
nosed. Corpulence however is not merely a cause of disease but a disease 
in itself demanding, in turn, painstaking investigation and treatment. 
Before evolving our recommendations we interviewed 140 persons and 
studied 1,250 cases as well as the various manuals governing the opera
tions of the Directorate General, the procedures that delay and baffle, the 
structure of the organisation and the relation.; of its component parts and 
last, but not least, the measures recommended by earlier committees, not
ably the Stores Purchase Committee which, it may be added in parenthesis, 
bas done signal service to the department. 
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1.7. Slimming should be the natural result of this exercise. The ac
ceptance of our proposals will mean a staff reduction of over 400 men 
leading to an annual saving to the exchequer of approximately Rs. 15 
lakhs. These figures represent the savings that should accrue directly from 
the proposals. No estimate can be prepared of their long term effect on 
workload which should be assessed by the Staff Inspection Unit or by the 
Directorate General's own O&M Cell a year after the recommendations are 
put into effect. · 

1.8. Economy, however, has not been the primary object of our study. 
This has unquestionably been the discovery of ways and means to dispose 
of work quicker and better and to secure better coordination and control. 
While in pursuance of this objective we have traversed considerable ground 
we have not been able to cover some areas--civil armaments (a study. of 
which was abandoned in the middle because of the outbreak o£ hostihties 
between India and Pakistan), housekeeping jobs and the Pay and Ac
counts Office, to mention a few. The last named was left out advisedly 
as it did not form a part of the Directorate General. Its study however is 
necessary as complementary to ours. 

1.9. For studying the uncovered areas and for giving continuO'lls at
tention to problems of reform the need for which will ever the present in a 
dynamic situation we have suggested the strengthening of the Organisa-' 
tion and Methods Cell. This cell could also be asked to ensure that the 
recommendations made here and accepted by government are imeler
mented. Implementing these however, will require review and attentiOn 
at a different level also and we would for this purpose recommend the for
mation of an Implementing COmmittee presided over by the Director 
General and consisting of the O&M Officer, an officer of the Ministry, 
and an officer of the Department of Administrative Reforms. 

1.10. Our task was greatly facilitated by the assistance that we re
ceiverl from various quarters. We owe a debt of acknowledgement to the 
Director General (Supplies and Disposals) and his officers for their helpful 
advice and unstinted cooperation, to Sarvashri C. P. Kapoor, R. L. Khanna, 
P. C. Sethi, D. N. Sethi, P. V. Mathew, J. R. Mazumdar, N. S. Sankaran 
and H. E. J. Pant O'llr research staff, who cheerfully put in long hours 
of work in collecting and processing data, to SfShri P. R. Ahir and C. R. 
Mahajan who gave considerable help from time to time, to Director, Re
search and Development (G), Ministry of Defence and his officers for 
showing us round their establishments and acquainting us with their 
inspection procedures which gave us some useful ideas, to the representa
tives c.£ trade and industry who illuminated certain aspects that· may 
otherwise have been lost sight of and, above all, to Shri S. Malhotra, the 
convener of the team, whose intimate knowledge of the department and 
unremitting labour were of invaluable assistance to us throughout. 

LJS238DGS&D-3(a) 



CHAPTER II 

REGISTRATION 

2.1. We made a number of recommendations on registration proce
dures in our interim report. We have since had occasion to consider 
certain other aspects and the results of this consideration are given in the 
paragraphs following. 

UNIFORM CRITERIA REGARDING EQUIPMENT AVAILABLE WITII FIRMS 

2.2. The registration of firms with the Directorate General (Supplies 
& Disposals) is based, among other factors, on the recommendations of the 
Inspectors which include reports on machinery and equipment. No uniform 
criteria, however, have been laid down for assessing the suitability and ac
ceptability of the equipment for the production of a particular item. It 
has happened on occasions that one unit in a particular circle has been 
accepted for registration for a particular item while another unit in an
other circle hav;ng the same equipment has been refused registration for 
the same item because the two Inspectors had different ideas on the ade
quacv of the equipment. Re~istration is also sometimes refused on the 
basis of vague and general remarks like 'quality marking testing arrange
ments not satisfactory' without specifying precise lacunae. The situation 
can only be rectified if specific yard-sticks are laid down on which deci
sions can be based. 

Recommendation 

2.3. Uniform criteria for assessing the requirements of equipment 
and test;ng should be laid down by the Deputy Director General (I) to 
make registration more ·objective. An additional temporary post of a 
Deputy Director should be created in the Inspection Wing for this purpose 
for a period of one year. 

REGISTRATION FoRMS 

2.4. Our case studies show that in 95 per cent cases back references 
have to be made to applicant firms regarding certain documents or omis
sions in their applications. This happens despite the fact that some ins
tructi9ns for filling up application forms are sent along with the forms. 
These instructions are not always completely followed. Besides some other 
relevant information like the conditions of registration is not sent with 
the application form and is available separately. To obtain this extra 
effort and work has to be put in by both s;des. In a nutshell much avoid
able correspondence and some delay in registration takes place on all these 
counts. 

Recommendations 

2.5. (I) The form should be accompanied by a a questionnaire to serve 
as a list of check points for the applicant. 

4 
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{2) We have consolidated the instructions for filling up the applica· 
tion form and the conditions of registration at one place. The form of 
application duly amended including the questionnaire and instructions is 
at Appendix 6 and should be adopted. 

CoNTROL CHART 

2.6. Delays in registration occur at different stages including the 
communication of decisions after they have been t~ken. 

Recommendation 

2.7. We have revised the Control Chart for registration cases. This 
may be seen at Appendix 7. This control chart should be adopted and 
submitted to the Deputy Director (Registration) every week. · · 



CHAPTER Ill 

PURCHASE 

SECTION I-INTRODUCTORY 

3.1. Purchasing is the central activity of the Directorate General of 
Supplies & Disposals and despite all attempts so much delay continues to 
attend on every stage of purchasing processes and procedures that a major 
part of our effort has been directed towards locating its causes and dis
covering possible remedies. The causes have been found to be numerous 
and, at times, complex and so necessarily are the remedies proposed. 

3.2. The purchase process may here be outlined briefly. On receipt 
an indent is registered in the Central Indent Section. If its specifications 
require checking (according to instructions already laid down) it is 
sent to the Inspection Wing which, if satisfied upon scrutiny, passes 
it on to the Tender Enquiry Section of the Purchase Directorate 
concerned for initiating procurement action. If not satisfied, it 
makes a back reference to the Indenting Officer or returns the indent 
itself. Indents which do not require any scrutiny of specifications by the 
Inspection Wing are passed on directly to the Tender Enquiry Section by 
the Indent Section. The planning of the indent is done by the Director 
himself in consultation with the Assistant Director of Supplies concerned 
with the procurement of the particular store and the Assistant Director in 
charge of the Tender Enquiry Section and, wherever possible, items are 
bulked. Invitations to tender are thereupon issued through advertisement, 
limited tender enquiries or single tender enquiries, depending on the 
value, nature and urgency of the requirement. Tenders above Rs. 5,000 are 
opened in public. Quotations are then tabulated in a comparative state
ment and a final decision taken by the competent purchase officer. Rate 
Contract and Running Contract cases are directly initiated by the Deputy 
Directors. Financial advice wherever required under the rules is sought 
prior to deciding the tenders. 

3.3. Once a contract is placed it becomes the responsibility of the sup
plier to inform the Inspector concerned as soon as the stores are ready for 
inspection. Stores inspected and accepted are then despatched to the ulti
mate consignee by the supplier. Payment for the store supplied is made 
direct to the supplier by the paying authority nominated in the contract. 
As a rule 95 per cent payment (the instalment varies for different types of 
contracts) is made on receipt of the proof of despatch and the balance pay
ment on the receipt certificate issued by the consignee. Finalising cases of 
payment involves amendments to the contract which have to be decided 
upon and issued by the Director General of Supplies & Disposals before 
payment can be made by the Pay and Accounts Office. 

3.4. Location of the stages at which delays occur and their causes has 
been made possible by the replies of indentors and suppliers to our ques
tionnaire, consultations wit~ the latter .and by the ~nalysis at Ap~ndix 8 
furnished by our case studies. Delay m payment uks the supplier who 
tends to cushion himself against it by quoting higher prices. Delay in sup
plies inconveniences the indentor and (except when he himself is respon
sible) the supplier as well. 

6 



7 

3.5. Impressed by the overriding need for the expeditious disposal of 
business in the Directorate General, Supplies and Disposals both mdustry 
and the Santhanam Committee have latd much emphasis on the prescrip
tion of time-limits. The mere prescription of time-limits, however, is not 
a panacea. This remedy has been tried in the Directorate General of 
Supplies &: Disposals, as elsewhere, and has proved of little avail. Time
limits can be effective only if the organisation, process, and quantum of 
work make adherence to them practicable and supervision to secure 
adherence not merely possible but automatic. Our exercise has, therefore, 
led us to study and make recommendations on the purchase organisation, 
the internal processing of purchase work. the procedures and the con
tractual obligations governing the contractor, the indentor, the Directorate 
General and to prescribe time-limits only in this context and not without 
providing for a mechanism of control to ensure adherence to these 
schedules. · 

3.6. Delays have been studied and categorised as-

(a) those occurring in or owing to any step in the pre-contract stage; 

(b) those occurring at the stage of contract or owing to certain 
terms of the contract or to any errors in the contract; and 

(c) those occurring at the post contract stage. 

These have been discussed and _P-resented accordingly in this chapter. The 
emphasis has been on the simphfication of procedure and on organisation
al arrangements making for better coordination, quicker internal process
ing and adequate control. 

.·• 
3.7. Separate sections have been devoted to each of these three stages, 

to organisation and to time-limits. Because of their special features, the 
standard terms and conditions of contract, rate contracts and miscellaneous 
items have also been treated in separate sections. 

3.8. Delays in the Pay and Accounts Office which actually makes pay
ment have not been studied as this office does not form a part of the 
Directorate General of Supplies and Disposals. A separate study of that 
office is recommended as a corollary to this study. 

SECTION 2-THE PRE-CONTRACT STAGE 

THE INDENT 

3.9. Defective Indents-Return of-A study of the indents received in 
the Directorate General of Supplies &: Disposals during the months of 
April and May 1965 reveals that of the 2,854 indents received, 269 were 
returned to the indenting officers by the Central Indent Section and 454 
by the supply section. Thus almost 25 per cent of the indents received in 
the Directorate General of Supplies and Disposals had to be returned to 
the indenting officers. The reasons for return by the Central Indent 
Section were-

(1) the indent had not been sent on the prescribed form; 

(2) drawings/specifications had not been sent with the indent; 
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(3) the correct technical particulars had not been given (these are 
screened by officers of the. Inspection Wing who sit in the 
Central Indent Section for this pureose); 

(4) in the case of Defence indents, they had not been vetted by the 
authority holding sealed particulars; · 

(5) the availability of funds had not been certified; 

(6) foreign exchange had not been provided; 

(7) the items included in the indent were on rate contract and the· 
indentor being a Direct Demanding Officer could make the 
purchase direct; and 

(8) the value of indent was within the direct purchase powers of the 
indentor. 

3.10. Besides returning indents for these reasons back references to the 
mdentors had to be made in another 25 per cent cases before initiating 
any purchase action requesting them to accept longer delivery periods a3 
the delivery periods quoted by them were too short and unrealistic (being 
less than one month in 198 cases, between one and two months in 252 
cases and between two and three months in 289 cases). A major reason 
why the Directorate General was given such a short time in which to 
arrange procurement was that the indents were received in the Directorate 
General long after they were prepared by the indentors. Thus of these 
2,854 indents, 853 were received after a time lag of 10 days as will be 
clear from the table below:-

Time lag 
(days) 

Between 10-19 
20-29 
30-39 
40-49 
50-59 
6~9 
70-79 
80-89 
90-99 

No. of indents 

303 
154 

6 
13 
25 
17 
58 

211 
66 

3.11. In short, in these two months, out of a total of 2,854 indents, the 
Directorate General had either to return indents or make back references 
in the very beginning without initiating any purchase action in 1,462 or 
over 50 per cent cases. This experience, which can be taken as representa
tive, illustrates how the defective preparation of indents can delay supplies 
and create unnecessary work. 

Recommendations 

3.12. (I) Indentors should prepare the indents carefully and to help 
them avoid the usual errors and omissions a separate questionnaire as at 
Appendix 9 t.o serve as a list of check points should be printed on the top 
of the indent form. 
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(2) The delivery period in the case of an indent sent late after signing 
should be refixed by the Directorate General or the Regional Directorate, 
as the case may be, without reference to the indentor, by extending it to 
the extent of the delay in sending the indent. As a measure of caution the 
indent form should have a note as follows: 

"Your indent is expected to reach Directorate General of Sup
plies and Disposals within a period of 7 days of the date it bears. 
If it does not and you have indicated specific dates of delivery, 
the delivery period will be automatically treated as extended 
upto the extent of delay in the transmission of the indent." 

(3) To enable the indenting officers to quote correct specifications the 
Director General of Supplies and Disposals should prepare catalogues of 
various items purchased by it which should be circufated to the indenting 
officers. These catalogues should contain the following information-

(i) Serial Number. 

(ii) Description of Stores. 

(iii) Specification number andjor Drawing number. 

(iv) Rate Contract or Running Contract. 

{v) Remarks. 

Such catalogues will help in-

{a) the identification of..•any item by the indenting departments, 
the Director General (Supplies and Disposals) and the Suppliers; 
and 

(b) the standardisation of various items for the benefit of the 
Directorate General of Supplies &: Disposals, suppliers and 
indentors. 

This work should be entrusted to the proposed Planning and Develop
ment Directorate who should be responsible for the review of the vocab 
from time to time. 

TRANSMISSION FROM CENTRAL REGISTRY TO CENTRAL lNDENT SECI"ION 

3.13. All indents were formerly received in the Central Registry and 
after diarising were passed on to the Central Indent Section. This trans
mission often took an unconscionably long time as will be clear from Appen
dix 10. Separate post box numbers have now been given for Defence 
Indents, Railway Indents and Civil Indents other than Railway and in
dentors have been advised to address their indents to specific post box 
numbers. Indents now come straight to the Central Indent Section as a rule 
although some still find their way to the Central Registry in the first 
instance. 

Recommendation 

3.14. The present instructions should be clearly indicated on the indent 
form so that the indentors address the indents correctly. 
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'tRANSMISSION FROM CL"JTRAL INDENT SECTION TO INSPECTION WING I 
PURCHASE SECTION 

3.15. Upon receipt in the Central Indent Section, an indent is screened 
and if it is not complete in all respects it is returned to the indenting officer 
for the completion of particulars. The screening previously took anything 
upto 3 days and was conducted on a detailed screening sheet. During the 
course of our study the screening sheet was given up and the cheking of all 
the items is now done on the indent itself. Two clerks of the Inspection 
Wing have been located in the Central Indent Section for watching the 
disposal of indents which have been passed on to the Inspection Wing for 
checking tender particulars. These steps have resulted in saving a day in 
most cases. 

SCREENING IN INSPECTION WING 

3.16. The Inspection Wing is required to check indent particulars to 
ensure that they are clear, broad-based and upto-date. Our case studies 
reveal considerable delays in completing the process of screening. These 
delays are due to procrastination in the Inspection Wing, a large number 
of back references to the indentors to seek clarifications and neglect of 
these back references by the indentors. The question of back references 
has already been discussed. The tendency to procrastinate needs to be 
controlled. 

Reeommendations 

3.17. (1) In cases in which the indent particulars can be checked by 
the Inspection ·wing without making any reference to the indenting officer, 
the indents should be sent back to the Central Indent Section within 48 
hours. For a check, a daily report, should be submitted by each officer to 
the Director of Inspection. 

(2) In cases in which back references are necessary indentors should 
be given a target date by which they must send their replies. A period of 3 
weeks should normally suffice although in some cases it may be longer if 
the Inspection ·wing considers a longer period necessary. If no reply is 
received within this period the indent should be treated as cancelled. The 
letter which should have a standardised form should clearly state that if 
no reply is received within that period the indent will be treated as 
cancelled. 

INSTRUCTIONS FOR THE GUIDANCE OF INDENTORS 

3.18. The pamphlet containing detailed instructions for the guidance 
of indenting departments was last printed by the Directorate General (Sup
plies &: Disposals) in 1959. This has now become out of date. 

Recommendation 

3.19. We have prepared a revised pamphlet (at Appendix 11) which 
may be adopted. The revised pamphlet does not incorporate the changes 
recommended in this report. Where appropriate, these will have to be 
incorporated hv the Director, 0. &: M. 
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TENDERS 

3.20. Time allowed for tendering-In accordance with the existing 
instructions a period of 4 to 6 weeks is given to the trade for the submis
sion of tenders. The following time limits have been laid down in the case 
of advertised tender enquiries:-

(a) 

(b) 

demands other than emergent demands for im· 
ported stores which have to be manufactured to 
special design, or for which samples are required 

demands other than emergent demands for common 
articles purchased day-to-day 

(c) demands for developmental items· 

6 weeks 

30 days 

6 clear 
weeks 

3.21. Our case studies reveal that in many cases firms ask for the post
ponement of the dates fixed for opening tenders mainly-

(a) in cases in which they have to obtain drawings/specifications 
from out side authorities which takes about 10 days; or 

(b) in cases of advertised tender enquiries in which the tender notices 
are published in the Indian Trade Journal a week to 10 days 
after despatch for publication . 

Recommendation 
. ·' 

3.22. In both types of cases referred to above ten days extra should 
automatically be added to the period at present prescribed so that sufficient 
tjme for submitting offers is given in the first instance and unnecessary 
correspondence is eliminated. The existing instructions should be amend
ed accordingly. 

PUBLICATION OF TENDER NOTICES 

3.23. There is a considerable time lag in the despatch of tender notices 
and their publication in the Indian Trade Journal. Besides, not all 
firms registered with the Directorate General (Supplies & Disposals) con
tribute to the Indian Trade Journal. It has, therefore, been represented 
to us by a number of trade association that the Directorate General of 
Supplies and Disposals should issue a weekly or bi-weekly bulletin con- · 
taimng particulars about tender notices. We understand that this matter 
has been considered by the Department from time to time but no final 
decision has yet been taken. 

Recommendation 

3.24. A small priced tender bulletin should be issued weekly by the 
Directorate General (Supplies & Disposals). This bul.letin sh~JUld also 
publish decisions taken on tenders as well as any ot.her mformatu;m of use 
to suppliers or indentors. All the registered suppliers o! the D1~ectorate 
General of Supplies & Disposals can be expected to contnbute to 1L 
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TRADE LISTS 

3.~5. It has been observed that trade lists maintained in the sections 
are out-dated. They include names of firms who have not quoted for years 
and even of firms who are no more in existence. We found from our case 
studies that there were instances where although 40 to 50 enquiries were 
issued only 3 to 4 quotations were received. Not all registered suppliers are 
included in trade lists. 

Recommendation 

3.26. The purchase sections should immediately review these trade 
lists and bring them up-to-date by comparing their records with those 
maintained in the Registration Branch. These should be reviewed annu
ally by the Assistants Director. 

TENDER SAMPLES 

3.27. The practice of calling for samples at the stage of tendering has 
been questioned especially by small scale units who find tooling costs heavy 
and infructuous for the firm which does not get the order. 

Recommendation 

3.28. If a firm is considered technically and financially capable of 
manufacturing a store it should not be asked to submit a sample at the stage 
of tendering even in the case of defence contracts. Samples, where neces
sary, should be asked for only after the contract has been placed but before 
the firm undertakes bulk manufacture. 

SECTION 3-THE CoNTRAcr STAGE 

DELAY IN DECISIONS ON TENDERS 

3.29. Case studies reveal considerable delays in the consideration of 
tenders. The validity of offers has to be extended in a large number of 
cases, in many as often as 6 times. This is quite unfair to trade and, be-
sides, delays supplies to the indentor. The main reasons standing in the 
way of quick decisions are-

(a) piecemeal consultations with indentors and references to firms 
seeking clarification of technical paniculars; 

(b) delays in the furnishing of capacity reports by the Inspection 
Wing in the case of unregistered and untried firms; 

(c) delays in obtaining laboratory test reports on samples; and 
(d) correspondence and consultations with firms where deviation 

from any standard terms and conditions has been asked for. 

Recommendations 

3.30. (1) (a) Each Director should, for each category of stores, list the 
factors to be considered by the purchase officer when scrutinising the 
tenders. 
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(b) A purchase officer, before making a reference, either to the in
dentor to consult him on any issue or to a firm seeking any clarification, 
should invariably state on the file that he has covered all points and that 
no other issue for reference remains. 

(c) To keep a closer check on this tendency the Indent Route Card 
should be modified slightly. The amended form of the card is at 
Appendix 12. . 

(2) The need for a review of those ~otandard terms and conditions 
which are vague, or cannot be invoked, or are unrealistic or are inequit
able and which are generally objected to with success was pointed out 
in our interim report. This review has now been carried out by us and 
our conclusions presented later in this chapter. as these deserve separate 
treatment. · 

3.31. The question of expediting capacity reports has been taken up 
in the chapter on the Inspection Wing and that of expediting sample test 
reports in the chapter on the National Test House. In any case it has 
earlier been recommended that the practice of calling for samples should 
be dispensed with. 

DELIVERY DATES IN CASES IN WHICH QUOTA CERTIFICATES ARE ISSUED 

3.32. If supplies are not made in accordance with the delivery dates 
stipulated in the contract extensions to the delivery period involving 
amendments to the contract are sought by the firm concerned. These 
amendments are invariably delaytd and are invariably asked for in cases 
involving the use of controlled commodities like steel for which quota 
certificates are issued. While the factor of delay once extension is asked for 
is sought to be curtailed by our proposals in the sub chapters dealing with 
the post contract stage, payments and terms and conditions, an effort 
needs to be made to nip the evil in the bud by inserting realistic delivery 
dates in the contracts in the first instance. This is admittedly difficult and 
may not be possible in all cases. It will however be possible for many items 
and if a senous attempt is made substantial success can be achieved. 

Recommendations 

3.33. (I) The Deputy Director (Steel) at Calcutta should prepare 
time schedules for other items similar to the one prepared by him during 
the course of the study for steel sheets which may be seen at Appendix 13. 

(2) These estimates should be revised by him every year. 

(3) These estimates should be available with every purchase officer 
concerned so that he can consult them before concluding the contract. In 
fact, wherever unrealistic dates have been given by the indentor he can 
take up the matter with him at the initial stage<~ of the case on the basis 
of these estimates. This will also enable the indentor to plan better. 

DELAYS IN PLACING ORDERS 

3.34. After decisions are taken on tenders considerable time is lost in 
informing the successful tenderer about the acceptability of his offer and 
still more in placing formal contracts on them embodymg full details of 
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the terms aJ?-d conditions. In some cases this delay extends to more than 
a month. It Is necessary that once the tenders have been decided the formal 
contracts should issue within 48 hours. The practice of issuing advance ac
ceptances s?ould be given up and as far ?S possible only formal contracts 
should be Issued. We have been told that instructions in this matter have 
already been issued. Instructions have also been issued that where advance 
acceptance has been issued, the formal acceptance should be issued within 
~ days. While this has improved matters the instructions are not being fully 
Implemented and there is no check to secure adherence to these time limits. 

Recommendations 

3.35. (I) All cases where acceptance has not been issued within 48 
hours or where the formal acceptance has been delayed beyond 5 days after 
the issue of the advance acceptance should be brought to the notice of the 
Director who should investigate the reasons for such delays. 

(2) This information should also be incorporated in the control chart 
suggested separately in this chapter. 

CROSS-MANDATION OF INDENTS 

3.36. Indents requiring cross-mandation to overseas purchase missions 
for procurement are generally delayed at two places. They are either de
layed in the purchase sections which take a long time in taking decisions 
to cross-mandate the indents or they are delayed in the Import and Ship
ping Section from where the cross-mandates have to be issued. Purchase 
sections sometimes omit to mention certain relevant particulars required 
to enable the Import and Shipping Section to cross-mandate the indent. 

Recommendations 

3.37. (I) Detailed instructions should be issued to the purchase 
sections regarding the particulars that are required to be furnished to 
enable the Import and Shipping Section to cross-mandate the indents. 
Particulars will need to be furnished on the items mentioned in Appendix 
14. 

(2) The Import and Shipping Section should be given 48 hours to 
cross-mandate the indent after its receipt. The Deputy Director (Imports 
and Shipping) should get a daily report about. pending indents for cross
mandation. 

OMISSION IN CONTRACTS 

· 3.38. Amendments to contracts have to be issued for a variety of 
reasons and it is estimated that about 25 per cent of these have to be issued 
because of typographical errors or small mistakes escaping scrutiny at the 
time of drafting the contract. These mistakes not only create much extra 
work but also cause a great deal of inconvenience to suppliers who for one 
reason or the other cannot fulfil their obligations expeditiously. The follow
in"' are the main types of mistakes and omissions in the contracts which re
q~re the issue of amendment letters later:-

(i) the delivery period indicated in the contract is not in accord
ance with the delivery period offered by the firm in its offer; 
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(ii) though the firm has asked for sales tax as extra, the same is not 
provided in the contract; 

(iii) though the firm has asked for excise duty as extra, the same is 
not provided in the contract; . 

(iv) the inspection authority is wrongly indicated; 
(v) the consignee instructions are either not given or are incomplete; 
(vi) t~e .despatch instructions are either not given or are wrongly 

g.ven; 
(vii) the head of account is not indicated; 

(viii) typographical errors occur in respect of specifications, parti
culars, etc.; 

(ix) typographical errors occur regarding .. the name of the firm. 

3.39. It is absolutely necessary that such mistakes are avoided and 
that they are immediately rectified whenever they' do occur. The setting up 
of Contract Cells, as recommended in our interim report, should help in 
eliminating these mistakes to a large extent. Even so, a method to ensure 
a more careful scrutiny is required. 

Recommendation 

3.40. We have prepared a list of check points as at Appendix 15 to 
. help in the scrutiny of the draft contract drawn up. Both the Assistant and 
the Assistant Director should append their initials against each item in 
this check list in token of having verified it . 

. ·• 
SECTION 4-THE POST CoNTRACT STAGE 

3.41. In a majority of contracts placed by the Directorate General of 
Supplies and Distposals supplies are delayed beyond the delivery dates 
stipulated in the orders. The extension of delivery dates has become more 
a rule than an excertion. Several factors contribute to this delay-some 
within the control o the Directorate General, some within the control of 
the supplier and some others outside the control of either. The major 
causes of delay for which the Purchase Organisation is responsible or 
which it can help control are discussed below. 

THE IssuE OF IMPORT RECOMMENDATION CERTIFICATEs 

3.42. For contracts involving the import of any stores the Purchase 
Organisation is required to issue an Import Recommendation Certificate 
to enable the supplier to apply for an import licence to the licensing 
authority. The issue of Import Recommendation Certificates after the plac
ing of the formal contracts has oft.en been badly delayed, at times by 
months, with the result that the suppliers could not take timely action to 
get the stores from abroad. 

Recommendations 
3.43. (1) We have felt that these certificates .should. accompany the 

contracts. During the course of the study, accordmgly, mstruct1ons have 
been issued that the Import Recommendation Certificate should accom
pany the contract wherever practicable. Where it cannot accompany the 
contract, it is required to be issued within 48 hours thereafter. 

; 
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(2) This time limit should be strictly enforced and adherence to it 
secured through the control chart which we have s~itably revised. 

THE ISSUE OF IMPORT LICENCES 

3.44. Import licences that are issued on the basis of Import Recom· 
mendation Certificates are also being delayed. This may be due to the 
time taken by the Chief Controller of Imports and Exports in issuing the 
import licences or to the failure of the firms to apply expeditiously for the 
import licences after the receipt of Import Recommendation Certificates. 

3.45. Normally after the receipt of the Import Recommendation 
Certificates by the firms the import licence applications are submitted by 
them direct to the licensing authorities. In a few cases, however, the appli
cations are received in the Directorate General for onward transmission to 
the Chief Controller, Imports and Exports. There is no principle laid 
down stating which applications should be preferred direct and which 
through the Directorate General. Applications routed through the Direc
torate General are in the first instance received in the purchase sections. 
The purchase sections who have the office copies of the Import Recom
mendation Certificates on the purchase files verify the correctness of the 
applications and then transmit them to the Liaison Officer of the Directorate 
General (Supplies & Disposals) who is required to ensure the expeditious 
issue of import licences. This Liaison Officer who is of the rank of Assistant 
Director passes on such applications to the Chief Controller of Imports 
and Exports. 

3.46. Our case studies reveal that the applications submitted by the 
firms to the Directorate General (Supplies & Disposals) for transmission are 
generally delayed in the purchase sections. So also are import licences 
which are sent by the firms for revalidation with the result that even the 
grace period allowed for revalidation expires. 

3.47. Firms, too, delay sending applications for import licences. Re
garding applications submitted directly to the licensing authorities, the 
Liaison Officer in the Directorate General (Supplies & Disposals) is not at 
present aware whether the firm has applied for the import licence or 
whether there has been any delay in government. He comes to know only 
if the firm approaches him for assistance. Delay by the firm itself remains 
undetected. 

Recommendations 

3.48. (I) Applications where no lists of goods are attached should be 
submitted direct to the licensing authorities. 

(2) Where lists of goods are attached and require attestation the appli
cation should be submitted to the Liaison Officer rather than to the pur
chase section. This Liaison Officer should then immediately collect the re
levant purchase file and within 24 hours of the receipt of appl~cation pass 
it on to the Chief Controller of Imports and Exports for the tssue of the 
licence. The increase in work on this account · will be marginal as the 
number of applications, at pre~ent 16 a month, is not likely to register a 
marked increase. The work will be well within the capacity of the Liaison 
Officer and his staff consisting of two assistants and two clerks. 
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(3) All import licences requiring revalidation, amendments, correc
tions, etc. should also be sent to this Liaison Officer who should then take 
expeditious action for getting the comments of the purchase section con
cerned. He should also be responsible for watching the expeditious dis
posal of such applications. . · . 

(4) A slip in the form at Appendix 16 should be attached to the letter 
with which the Import Recommendation Certificate is sent and the firm 
advised to return the slip within 15 days. This slip will give the Liaison 
Officer the particulars of the application submitted by the supplier to the 
Chief Controller of Imports and Exports and he will be able to chase it. 
If this slip is not received within 15 days a reminder should be issued to 
the supplier. There should be a standard printed reminder card. 

(5) The form of the covering letter of the" Import Recommendation 
Certificate issued to the firms has also been "sJightly amended and the 
amended form is at Appendix 17. It is recommended that the revised form 
of the covering letter should be adopted. 

THE IssuE oF QuoTA CERTIFICATEs 

3.49. To expedite the issue of Quota Certificates for controlled items 
.the Directorate General has recently improved its procedure. The arrange
ments now are that simultaneously with the issue of the tender enquiry for 
stores manufactured indigenously and requiring a quota certificate, the 
purchase section sends a copy of iJ: along with the relevant drawings/speci
fications, etc. to the Matenal Estimating Section which assesses raw mate
rial requirements. The Material Estimating Section is expected to calcu
late the quantity of steel or other material required and keep the estimate 
ready well in advance. While this is a goOd system adequate classified in
formation is not being kept and is therefore not available in the Material 
Estimating Section. Maintenance of such information could prove useful 
for guidance. 

Recommendations 

3.50. (I) A store-wise/directorate-wise register should be maintained by 
the Material Estimating Section alphabetically showing the details of cal
culations and the quantities of raw materials requiredjissued in respect of 
each specific store with a reasonable allowance for wastage. This register 
will eventually serve as a 'guide book' for making future estimates and also 
for use by the Purchase Directorates or any other section that may be 
interested in information about the requirements of raw materials for any 
particular store at any stage. The existing staff will be adequate for this 
purpose. 

(2) As soon as the Acceptance of Tender with the relevant st~el cl~use is 
ready to be issued intimation should be given by the purchase section to 
the Material Estimating Section with full particulars of the Acceptance of 
Tender so as to have the quota certificate typed out in terms of the con
tract. Both the Acceptance of Tender and the quota certificate should then 
be issued together. 

LJS238DGS&D-2 
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DELAY IN PHYSICAL DELIVERY OF STEEL 

3.51. Even after all the preceding steps have been taken promptly the 
contractor may not get steel in time, either becauSe he delays placing an 
indent with the Iron and Steel Controller or, after the indent has been 
planned, depositing the cost of the raw materials with the producers or be
cause the producer is unable to supply the raw materials in time. Some 
control, we feel, should be kept on the contractor to see that he does not 
delay his part of the job. 

Recommendations 

3.52. The Steel Cell should 

(i) see that the suppliers place an indent with the Iron and Steel 
Controller within 15 days of the receipt of the Quota Certifi
cate; 

(ii) see that the supplier deposits the cost of raw materials with the 
producer within 15 days of the offer of the producer; 

(iii) chase the delaying party; · 
(iv) keep control in the form at Appendix 18. 

AMEND;\IL'IT LETTERS 

3.53. While the acceptance of our recommendations should generally 
quicken activity cases in which supplies are delayed for one reason or the 
other will continue to occur and extensions to the delivery period will 
continue to be asked for. Delays in the issue of amendment letters delay 
final payments to the firms and cause them loss and inconvenience. 

Recommendations 

3.54. (I) It is necessary to lay down tjme limits for the issue of amend
ment letters. A time limit of 7 days should be laid down for the issue of all 
amendment letters unless they require a reference to the indenting officer 
or some other authority, in which case the amendment letter should be 
issued within 7 days of the reply of the indenting officer. 

(2) For extension to the delivery period the supplier should be ins
tructed to ask for extension for a specific period from the date of issue of 
the amendment letter rather than for extension up to a specified date as is 
being done now so that even if there is some delay in the issue of the amend
ment letter. the supplier gets the required time. 

SECTION 5-RATE CO:'IITRACTS 

3.55. Rate Contracts or Price Agreements are entered into by the 
Directorate General of Supplies & Disposals for stores for which there are 
large but indefinite demands from a number of government indentors. As 
every indentor is not in a position to indicate his exact requirements and 
the total demand of all the indentors cannot be worked out to meet the 
situation rate contracts fixing prices are entered into and all the user de
partments authorised to draw their requirements directly from holders of 
rate contracts. The users are called "Direct Demanding Officers'" and the 
contracts they place with the rate contract holders are called "Supply 
Orders". 
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UNEVEN DISTRIBUTION 

3.56. Parallel rate contracts for the same item are entered into with a 
number of firms when the total requirements of government are very large 
and spread all over the country. In these cases, the Direct Demanding 
Officer has the option to buy the store from any of the rate contract holders 
on condition that the cost of purchase to him at the destination is the 
lowest. This gives considerable scope to the firms to canvass with the 
Direct Demanding Officers and results in the uneven distribution of orders, 
overloading some fu·ms and under-utilizing others. The resultant paradox 
of delayed supplies and unutilized capacity is the most unsatisfactory 
feature of the existing system of rate contracts. 

Recommendation 

3.57. 'Vhenever parallel rate contracts are conduded specified Direct . · 
Demanding Officers should be earmarked for each rate contract holder, 
this distribution being made according to the firm's ca'pacity and the users' 
requirements. Thus any particular Direct Demanding Officer will be able 
to get his requirements only fwm one particular firm. This will eliminate 
canvassing and will also result in an equitable distribution of orders among 
all the rate contratt holders. Besides it will greatly reduce the cross-country 
movement of stores involving unnecessary haulage and transit risks. The 
factors to be taken int.o account when earmarking Direct Demanding 
Offi~ers for a particular rate contract holder will be-

(i) the capacity of the firm; 
(ii) the quantity ordered against the last rate contract (if appli-

cable); .·' 
(iii) the quantity supplied (if applicable); 
(iv) the estimated regionwise demand calculated on the basis of the 

Supply Orders placed and any anticipated increase or decrease 
t.o be calculated on an ad hoc basis as is being done now. 

All this information is available on the file or with the Statistical Section. 

SrA:-..DARDJSATJO:'II OF THE LisTs OF DIRECT DEMAJ'\DING OFFICERs 

3.58. At present no standardised lists of Direct Demanding Officers arc:; 
being maintamed. The current lists of Direct Demanding Officers are in
mmplcte in so far as these include a large number of general categories 
such as "all Garrison Engineers", and "all Executive Engineers" etc. The 
supply directorates cannot possibly have complete lists of these officers/ 
formations and are therefore unable to supply copies of rate contracts to 
all of them. They tend therefore t.o send copies of rate contracts only to 
those officers in these categories who make specific demands on them. This 
results in a great deal of correspondence which can be easily avoided. · 

Further it has been observed that in one office two or more officers are 
declared by the Director General as Direct Demanding Officers. Thus for 
e::tch Central Ministry the Under Secretary, the Deputy Secretary and the 
Secretary to the Government of India are all declared as Direct Demand
ing Officers. 

Recom mcndations 

3.59. (1) Only one officer should be declared as a Direct Demanding 
Officer in one office. 
L.S~38DGS&I>-!(a) .. 
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(2) The list of Direct Demanding Officers should be properly prepared 
and kept up-to-date by the section concerned. These lists should be pre
pared on the following form-

Serial 
No. 

1 

Department concerned 

2 

Designation and address of the 
officer who has been declared as 

Direct Demanding Officer 

3 

No. of 
copies 

4 

(3) There should be no general categories of Direct Demanding 
Officers. These lists should be reviewed at the time of the renewal f concl u
sion of fresh rate contracts and exact designations given. 

DISTRIBUTION OF COPIES OF RATE CONTRACTS 

3.60. After the lists of Direct Demanding Officers are standardised the 
issue of the copies of rate contracts should also be centralised at one place. 
This matter has been taken up in the chapter on "Complaints and Public 
Relations" and the recommendation has been spelt out in the note at 
Appendix 19. 

SECTION 6-PAYMENTS 

INTRODUCTORY 

3.61. In accordance with the existing instructions 95 per cent payment 
is authorised in cases of acceptances of tender on proof of inspection and 
despatch. In the case of items on rate and running contracts 98 per cent pay
ment is authorised on proof of inspection and despatch. The finalS per cent/ 
2 per cent payment can be claimed by the supplier on production of the 
Receipt Certificate from the consignee as proof of having received the goods 
in good conditian. In the case of plant and machinery and purchase cum 
erection contracts slightly different terms of payment have been prescribed. 
80 per cent payment is authorised on proof of despatch and inspection, 
10 per cent payment on the erection of the equipment and the final 10 per 
cent on the satisfactory commissioning of the equipment. 

3.62. While delays occur at both the stages the most vaxatious of them 
occur at, the second stage. In contracts where supplies have been made with
in the original validity period and where no other issues have to be sorted 
out the supplier obtains the full payment from the paying authority on 
the basis of the original contract document. However, in a very large 
number of contracts, either the supplies are not made in accordance with 
the original delivery period stipulated in the contract and an extension of 
the delivery period requiring an amendment of the contract is sought or 
some other issue is required to be resolved. These issues have to be settled 
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and amendment letters issued before the supplier can obtain his final 
5 per cent/2 per cent payment. Such cases form an overwhelming majority 
of the total number of contracts and the action taken to settle the issues to 
enable final payment is called "finalisation". 

3.63. The finalisation of cases is done in a separate wing of the Direc
torate General (Supplies & Disposals) called the Finalisation Wing. This 
wing was created in 1957. Prior to that this work was done by the purchase 
sections themselves. 

3.64. The Finalisation Wing consists of 

(I) the Price Finalisation Unit responsible for finalising cases which 
are subject to variations in price on account of variations in 
prices of raw materials, labour costs etc. and this unit is manned 
by officers and staff of the Pay and Acco.unts Office; 

(2) the Delivery Period Unit which is resP.onsible for finalising· 
cases on all other issues, which in the main are issues requiring 
the regularisation of delivery periods; and 

(3) the RfR (Receipt and Recording) Unit which is responsible 
for the distribution of cases and receipts to the sections and 
assistants concerned in the Finalisation Wing. 

3.65. The Finalisation ·wing was created in 1957 on the recommenda
tion of the Staff Reorganisation Unit who found 7,000 cases lying in 
arrears, pending finalisation. They felt that as purchase sections were re
quired to handle 

(i) all stages of purchase work, 
(ii) progressing, and · .. • 

(iii) finalisation 

it was "not possible to ensure effective standards of work, as pressing de
mands of the constituent elements in the work, at a point of time, tended 
to distort the picture". They felt that if a separate Directorate were created 
only for the purpose of finalisation of cases it would be possible not only 
to liquidate the arrears but also to ensure that finalisation was done within 
a reasonable period. A separate Finalisation Wing was thereupon created 
and continues to this day. 

3.66. The expectations of the S.R.U. have not been realised. The 
arrears mounted from 7,000 in 1957 to over 20,000 in 1964-65. The statis
tical information kept gave the arrears at 3,000 and it was only on the re
ceipt of a large number of complaints about cases pending finalisation that 
a physical search for files was made, once in 1964 and agam in 1965. In the 
first search 12,000 files were located in the purchase directorates without 
having been transferred to the finalisation wing even though supplies had 
been completed. The second search yielded about 8,000 files. 

3.67. The reorganised system thus broke down the major but simple 
reason being the failure of the purchase directorates to transfer files. 

3.68. Other defects in the existing arrangement are--
(1) a case, when it has been transferred to the Finalisation "Wing, 

has t.o be dealt with by an assistant and an officer who have not 
dealt with it earlier. To acquaint themselves with the back
ground they have to wade through the entire file which naturally 
~akes considerable time; 



(2) 

(3) 

(4) 

(5) 

(6) 
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not every case after transfer is completed by the Finalisation 
Wing on its own. No accurate figures are available but, after 
consulting office"rs in the Finalisation \Ving, we estimate that 
about 10 per cent cases have to be- referred back to purchase 
for consultation. (A small but unreliable sample showed the 
proportion to be higher); 

the purchase section while transferring a case to the Finalisa
tion Wing has to fill in a detailed form as given at Appendix 
20. The assistant who fills this form has to go through the file 
and do a part of the work that is done again in the Finalisation 
Wing. The work that is thus duplicated takes about half an 
hour per case on the average. Besides the section officer in the 
purchase section has to check the form before it is sent to the 
Finalisation Wing; 

rules provide that when a case is transferred to the Finalisation 
Wing the firm should be informed of the event. This is not done 
in many cases. The firms, therefore, address their letters t.o the 
purchase section only. The purchase section on going through 
these receipts has to find out if those cases have been transferred 
to the Finalisation \Ving in which case they also transfer the 
receipt to the Finalisation 'Wing. Here is obvious waste of effort. 
Moreover, some time is spent also in addressing the letter to 
the firm informing it. of the transfer of its case to the Finali
sation Wing; 

in the Finalisation 'Wing there is an elaborate system of keep
ing track of the files received from the purchase sections and 
record of the person to whom they have been banded over in 
the Finalisation Wing. The record of the files is maintained in 
a large number of diversified registers and these registers have 
to be referred to while transferring receipts to the dealing 
clerks; 

purchase· sections have also been found to transfer receipts in
discriminately to the Finalisation ·wing on the specious plea 
that the cases pertaining to these receipts have been transferred 
to the Finalisation \Ving. Quite often these receipts do not 
pertain to the cases transferred to the Finalisation \Ving and 
pertain in fact to cases still in the purchase section. These re
ceipts remain unlinked for months and at any given time 
thousands of such receipts remain pending in the Finalisation 
Wing. 

3.69. Besides the appalling figure of arrears discovered, which should 
be conclusive by itself, an idea of the delays that take place at different 
stages may be had from the analysis at Appendix 21. 

3.70. The case seems to be clear for transferring back to the purchase 
sections all finalisation work other than work relating to price variation. 
The main reasons may here be recapitulated-

(1) the existing system has clearly failed; 

(2) the failure of the system is traceable directly to the transfer of 
this work from the purchase sections leading to unsolved 
problems of coordination; · 



23 

(:1) the pre-1957 situation in which purchase assistants in the pur
chase sections did not take prompt and effective action to 
finalise cases upon the completion of supplies is not likely to be 
repeated in the revised set up of the Purchase D'irectorates i11 
which the dealing assistant/upper division clerk in the purchase 
section is not responsible for the preparation of the tender en
quiry or the comparative statement or the contract, which.work 
has been entrusted to separate sections in the Directorate. The 
main item of his work is post contract action and finalisation is 
post contract action. The activity should be carried on where it 
belongs; 

(4) the workload on the purchase section on this count will not be 
heavy. A part of it the assistant is doing already and is dupli
cated in the Finalisation Wing and in any case a section will 
only have about 20 contracts to handle in a month. Even with 
current procedures this increase in workload will be marginal 
and with the simplifications proposed by us and with the revi
sion of the terms and conditions of contract suggested the in
crease will be nominal and well. within its capacity to cope 
with; 

(5) safeguards could be built in to ensure that there is no del:ay 
in the finalisation of cases if handled in the purchase section; 

(6) in the recent drive to finalise cases discovered during the 
searches referred to earlier, finalisation was done in a number 
of cases in the purchase sections. 

Recommendations 

3.71. (l) Work relating to the finalisation of cases should be trans
ferred to the purchase sections except that relating to price finalisation. 

(2) In price finalisation cases the actual amendment letters finalising 
the cases should be issued by the purchase section which may refer the cases 
to the price finalisation unit for advice. The transfer of full responsibility 
of this portion of the work to the purchase section has not been recom
mended as this work is complicated and requires knowledge of accounts. 

(3) To ensure that there is no delay in finalising cases in the pur
chase sections the responsibility for watching their disposal will be that 
of the Director. An external check can be had through the Progress Wing. 
The Progress \Ving should prepare lists of contracts where supplies have 
been completed during the previous month separately for each purchase 
section_ These lists should be given to the Purchase Directors for keeping a 
watch over the finalisation of those cases. After the expiry of one month 
the Progress \Ving should take up with the Purchase Director all cases 
which have not been finalised. All cases where finalisation is deliayed be
yond 6 weeks should be brought to the notice of the Deputy Director 
General and Director General. 

(4) All cases should normallv be finalised within 6 weeks of the com-
pletion of supplies. . ' 

3.72. Delays also occur for reasons not pertaining to finalisation. These 
are discussed below. 
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NON-RECEIPT OF AUTHENTICATED COPY OF CONTRAC'f 

3. 73. At times the firms' bills are returned on the ground that the Pay 
and Accounts Officer has not received his copy of the· contract or the amend
ment letter. 

Recommendation 

3.74. The Chief Pay and Accounts Officer should immediately issue 
instructions to all his officers not to return bills on the plea that they have 
not received their copies of the contracts or the amendment letters. They 
should, instead, take up the matter with the purchase officers tele!!Taphi-
cally and ask them to send the copies duly authenticated. 

0 

DISPUTES BETWEEN PAY AND AccouNTS OFFICERS AND D.G.S. &: D. 

3.75 There have been delays in payment by the Pay and Accounts 
Officer on account of disputes between his organisation and the purchase 
organisation regarding certain terms of contract. According to the Pay and 
Accounts Officer certain terms need amendment before he can authorise 
payment while the supply officer considers that amendments are not re
quired. The case suffers delay because of neglet or wrangles and the firm is 
put to much inconvenience. 

Recommendation 

· 3.76. Where the paying authority feels that an amendment is abso
lutely necessary to enable him to make the payment there is no need for 
the Central Purchase Organisation to withhold the issue of such an amend
ment even though they feel that the advice of the Pay and Accounts 
Officer to issue amendment is not correct. In other words if there is no dis
pute about the substance of the matter and there is disagreement only on 
form i.e. the legal necessity of issuing a letter of amendment, the advice of 
the Pay and Accounts Officer should be acted upon without raising any 
controversy. 

REFUND OF SECURITY DEPOSIT 

3.77. Our case studies have revealed that there are long delays in the 
refund of security deposits obtained from unregistered suppliers. At times 
these delays have been explained to be on account of the fact that sup
pliers are not fully aware of the procedure for obtaining the refund of 
their security deposits. After supplies against the contract have been com
pleted the supplier is required to make a request for the refund of the 
security deposit and to furnish a 'No Demand Certificate' in the prescribed 
form. The form of 'No Demand Certificate' is available from the Directo
rate General (Supplies &: Disposals), on request. 

Recommendation 
3.78. (1) In every case in which a security deposit is to be paid by ? 

supplier a copy of the blank form of the 'No Demand Certificate' should 
be sent to him along with the contract. The 'No Demand Certificate' 
should "Contain the following instruction on the reverse :-

"Immediately on completion of supplies and after obtaining full pay
ment in respect of the contract, the supplier should forward this 'No De
mand Certificate' duly filled in to the purchase office requesting for the 
refund of the security deposit". · 
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(2) The refund of the security deposit must be authorised by the 
Purchase Officer within 10 days of the receipt of the request complete in 
all respect. A separate register should be maintained for all such requests 
which shoold be reviewed by the Assistant Director of Supplies once a 
week. 

TERMS AND CoNDITIONs OF CoNTRACT 

3.79. Delays in payments are very often the direct result of the exist
ing terms and conditions of contract. Separately in this chapter we have 
made proposals for modifying some of them. Their acceptance will have a 
direct effect on delays in payment. 

SECTION 7-CONTROLS AND RETO~S 

iNTRODUCTORY 

3.80. Simplification of procedures and rationalizing structures will not 
in themselves suffice unless the men working these are themselves conscious 
all the time of the need for the timely despatch of work. The working out 
of time schedules gives them targets which they know they should achieve. 
However, unless there are inbuilt methods of control to ensure adherence 
to· time schedules, these tend gradually to be ignored. This has been the 
unhappy experience of the Directorate General of Supplies and Disposals 
in the past. The prescription by the Directorate General of Supplies and 
Disposals of the Indent Route Cart! is the result of this experience and is 
an effort to secure compliance with time limits imposed. Partial success 
can be claimed for this card which should be retained with the modifica
tions proposed earlier in this chapter. The very nature of this card pre
vents it from being more than partially successful in curbing delays. It 
spots the delay only in the case for whtch it is prepared. It brings it to 
hght only after it has occurred and only when the case is sent up to higher 
officers. It requires to be supplemented by other controls, the necessity of 
which in an organisation like the Directorate General of Supplies &: Dis
posals cannot be over-emphasised, for delays here can run to extraordinary 
lengths without early detection. 

SUPERVISION BY DIRECTOR 

3.81. It is necessary in this context to provide for time limits that will 
meet the needs of the clientele of the Directorate General of Supplies and 
Disposals substantially and will at the same time be realistic. It is necessary 
also to work out an arrangement which enables the head of a Directorate to 
exercise active and continuous vigilance over the working of his sections 
and to have remedial action taken before a case is badly delayed. This 
must naturally throw up more work for the Director, but the obligation. of 
exercising effective supervision is clearly his and any extra effort enabhng 
him to discharge it is worthwhile. The time limits and controls suggested 
by us have been recommended after considering what is possible a~d wh~t 
is not. The additional work should be perfectly manageable espeaally m 
view of the proposed creation of a new Directorate which will ease the 
load of purchase work on the overworked Directors and leave them freer 
to exercise proper supervision. 
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Recommendations 

· 3.82. (I) An abstract as at Appendix 22 should be prepared at the 
end of every day in the indent register and signed' by the Assistant Director. 
It should then be signed by the Director either that eveninO" or the first 
thing next morning. 

0 

(2) The Director will obtain information every day from his sections 
in the control form at Appendix 23. The form will give the position about 
the following items-

(1) cases where comparative statements are outstanding for more 
than 2 days; . 

(2) cases where the validity of the offers is due to expire within 15 
days and where there is any hold up which may require ex
tension of the period of validity; 

(3) cases where decisions on tenders have been taken but formal 
contracts have not been issued within 48 hours; 

(4) cases where advance AJTs. have been issued but formal con
tracts have not been issued within 4 days; 

(5) requests for amendment letters which have not. been attended 
to within 7 days; 

(6) rate contracts and running contracts in respect of which en
quiries have not been issued even though the dates laid down 
in the Programme Book for the issue of enquiries have already 
passed; 

. (7) rate and running contracts which have not been concluded 
even though the dates fixed in the Programme Book have 
passed; 

(8) cases where I.R.Cs. and Quota Certificates have not been issued 
along with the contracts; and 

(9) cases where supplies have been complt:ted but the cases are 
still lying in the sections without any action for more than a 
week. 

This chart will not only serve as an index of outstandings, but will 
at a glance give in one sheet a comparative idea of the day to day perform
ance of each section during the entire month. 

(3) The Deputy Director General should see this chart for the Direc
torates under his control once a month. Consolidation for each Directorate 
will be done by the Director's P.A. 

OTHER REPORTS AND RETUR.t'IS 

3.83. There are, at present, 25 returns that are being submitted by the 
purchase sections. A statement of these returns, their periodicity and the 
authority to whom they are submitted is at Appendix 24. We have studied 
these returns, examined their utility and reviewed possibilities of ration
alisation with the conclusions indicated in Column 5 of Appendi)t 24. 
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Recommendations 

3.84. (I) Of the 8 monthly returns at S. No. 2 to 9 of Appendix 24, 
3 returns, namely performance dossiers of Section Officers, Assistants 
Director, Deputy Directors which more or less repeat the information avail
able in the remaining 5 returns should be discontinued. 

(2) The remaining 5 returns which have a common purpose and 
which, with "the exception of the review statement, are sent to the same 
authority, namely, the 0. & M. Section, should be combined and one 
comprehensive dossier in the form at Appendix 25 introduced instead. In 
this dossier, we have added some new columns which we felt were impor
tant e.g. those concerning delays in the issue of tender 'enquiries, formal 
AfTs. (where advance AfTs. had been issueq), rate and running contracts, 
import recommendation certificates, quota· certificates, preparation of 
comparative stat.ements, drafting of contracts ·~nd transmissiOn of cases to 
the price finalisation unit when supplies have been completed, and omitted 
some which we felt were of less significance or were repetitive e.g. those 
concerning receipts, finalisation, it:tdexing and recording, visits of Section 
Officers to the Central Record Room, average out-turn of receipts per man 
per day and break-up of outstanding indents under "spares" and "other 
than spares", etc. 

(3) In additjon the following returns are also considered unnecessary 
and may be discontinued:-

(I) statement of LfD ~aivedjimposed; 

(2) statement showing the position of audit requisit.ions in chro
nological order; 

(3) st.atement showing the position of audit objections in chrono
logical order; 

(4) statement showing the position of audit queries in chronolo
gical order; 

(5) monthly note of important activities. 

The. three statements of a1_1dit requisitions/querie~ and obj_ections may 
be combmed into one return m the form at Append1x 26 wh1ch we have 
further rationalised. 

(4) The ret.urns at S. No. 18 to 25 of Appendix 24 may continue. 

(5) To facilitate the completion of these returns, the existing forms of 
record maintenance may be replaced by the forms at Appendices 27 to 31. 
The advantage with these forms of registers will be that they will not only 
facilitate proper maintenance and collection of the required data for the 
returns but will also lend themselves to quick scrutiny for checking the 
authenticity of the data. 

(6) \Vith the acceptance of these recommendations, 11 returns will be 
prepared by the purchase sections against a total of 25 returns being sub
mitted at present. 
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SEcno:"~J 8-TERMS AND CoNDITIONs GovERNING CoNTRACTS E:'IJTERED I:-.ITO 
BY THE DIRECTORATE GENERAL OF SUPPLIES AND DISPOSALS 

3.85. In our interim report we had recommended- that the terms and 
conditions which were not in accordance with the normal trade practice 
and were generally unacceptable to suppliers should be amended. We have 
gone into this question in detail and have made recommendations wherever 
we have felt that the terms and conditions of contract applied by the 
Directorate General of Supplies and Disposals are either inequitable or un
realistic or not in consonance with the recognised trade practice. Whenever 
a tenderer asks for terms and conditions other than the standard terms and 
conditions governing the contract entered into by the Directorate General 
of Supplies and Disposals, a decision, discretionary with him, is required 
from the competent purchase officer. In many cases the decision is unavoid
ably delayed. Sometimes in his enthusiasm to conclude the contract without 
loss of time the purchase officer incorporates terms and conditions which 
have already been objected to by the tenderer in his offer, which results in 
unnecessary dispute and correspondence and subsequent delay in supplies 
and payments. We have discussed below all clauses which, we feel, require 
amendment and our proposals, if accepted, will meet much of the legiti
mate complaint of the industry and will themselves ensure quicker disposal, 
quicker payment and reduction in work load. 

3.86. I. CLAUSE 4(2) OF GENERAL CONDITIONS OF CONTRACT 

(Consignee's Right of Rejection) 

The existing clause reads as follows--

~'Notwithstanding any approval which the Inspector may have given 
in respect of the stores or any materials or other particulars or the work 
or workmanship involved in the performance of the contract (whether with 
or without any test carried out by the contractor or the Inspector or under 
the direction of the Inspector) and notwithstanding delivery of the stores 
where so provided to the interim consignee, it shall be lawful for the con
signee, on behalf of the purchaser, to reject the stores or any part, portion 
or consignment thereof within a reasonable time after actual delivery there
of to him at the place or destination specified in the schedule if such stores 
or part, portion or consignment thereof is not in all respects in conformity 
with the terms and conditions of the contract whether on account of any 
loss, deterioration or damage before despatch or delivery or during transi"t 
or otherwise howsoever; 

Provided that where, under the terms of the contract, the stores are 
required to be delivered to an interim consignee for the purpose of despatch 
to the consignee, the stores shall be at the purchaser's risk after their deli
very to the interim consignee; but nevertheless it shall be lawful for the 
consignee on behalf of the purchaser to reject the stores or any part, portion 
or consignment thereof upon their actual delivery to him at the destina
tion if they are not in an· respects in conformity with the terms and condi
tions of contract except where they have been damaged or have deteriorated 
in the course of transit or otherwise after their delivery to the interim con
signee. 

The provisions contained in clause 17 relating to the removal of stores 
rejected by the Inspector shall, mutatis mutandis, apply to stores rejected 
by the consignee as herein provided," 
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The consignee has bee~ given an absolute right to reject the stores, 
even after. they have been mspected and accepted by the Inspector. This 
absolute nght, after acceptance by the inspector, is for obvious reasons not 
fair to the supplier and mvocation of it in some cases in the past has been 
questiona~l~. There should ?e ~ provision for arbitration by a third party 
whose deoswn should be bmdmg. There should also be a time limit to 
the period within which this power can be exercised. This· period should 
be the same as in the Transit Insurance Clause. 

Recommendation 

The existing clause may be revised as follows:-

"Consignee's right of rejection-Notwithstanding any approval which 
the Inspector may have given in respect of the stores or any materials or 
other particulars or the work or workmanship involved in the performance 
of the contract (whether with or without any test carried out by the con
tractor or the Inspec~or or under the direction of the Inspector) and not
withstanding delivery of the stores where so provided to the interim con
signee, it shall be lawful for the consignee, on behalf of the purchaser, to 
reject the stores or any part, portion or consignment thereof within 30 days 
after receipt, if such stores or part, portion or consignment is not r~ceived 
in conformity with the terms and conditions of the contract whether on 
account of any loss, deterioration or damage before despatch or delivery 
or during transit or otherwise however, and wherever this right of rejection 
is exercised the consignee shall intimate the rejection to the contractor as 
well as the D.G.S. & D. by Registered Post (A.D.). 

Provided that where, under the terms of the contract, the stores are 
required to be delivered to an •nterim consignee for the purpose of despatch 
to the consignee, the stores shall be at the purchaser's risk after their delivery 
to the interim consignee; but nevertheless it shall be lawful for the consignee 
on behalf of the purchaser to reject the stores or any part, portion or con- · 
signment thereof upon their actual delivery to him at the destination if 
they are not in all respects in conformity with the terms and conditions of 
contract except where they have been damaged or have deteriorated in the 
course of transit or otherwise after their delivery to the interim consignee. 

Provided further that where the supplier contests the rejection by the 
consignee within 30 days of the receipt of the intimation thereof, the 
D.G.S. & D. shall appoint an Arbitrator who shall ~ither be the Natio~al 
Test House or a national laboratory or any other mdependent authonty 
not under the control of the consignee and the decision of such Arbitrator 
shall be final and binding on the parties. 

The provisions contained in clause 17. relating t_o the removal of 
stores rejected by the inspector shall, mutat1s mutand1s, apply to stores re
jected by consignee as herein provided." 

II. CLAUSE 6 oF THE GENERAL CoNDITIONS oF THE CoNTRACT 

The existing clause reads as follows-
.. ( 1) The price quoted by the contractor shall not be &reater than the 

controlled price fixed by law for the stores or where there IS no controll.ed 
price, save for special reasons stated in the tender be greater than the pnce 
usually charged by the contractor for stores of the same nature, class or 
description to a private purchaser. 
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(2) If it is discovered that the contractor has contravened the above 
condition, then without prejudice to any other action which might be taken 
against him, it shall_ be _la~·ful for th_e Sec_retary-(i) to revise the price at 
any stage so as to bnng It 111 conformity with sub-claus.~ (i) above, or (ii) to 
terminate the contract and purchase the stores at the risk and cost of the 
contractor and in that event the provisions of clause 14 shall apply as far 
as applicable." 

Regarding sub-clause (I) it would only be fair to the supplier if it is 
made applicable only to cases in which the terms of payment are the same. 
Similarly sub-clause (2) is too sweeping. The contractor may have valid 
reasons for charging a higher price and should have an opportunity of ex
plaining it at the appropriate stage. 

Recommendation 

This clause may be revised a5 follows-

Quotations of rates by contractors 

"(I) The price quoted by the contractor shall not be greater than the 
wntrolled price fixed by the law for the stores or where there is no con
trolled price, save for special reasons f>tated in the tender be greater than 
the price usually charged by the contractor for stores of the same nature, 
~lass or description to a private user. · 

(2) If the price quoted exceeds the price usually charged by the con
tractor from a private purchaser for the stores of the same nature. class or 
description, the contractor will specifically mention this {act in his tender 
giving reasons for quoting higher price(s). Failure to do so or any mis-state
ment will render the contractor liable to action under clause 14 in case 
the contract is placed with him." 

III. CLAUSE 9(2) OF THE GE:'<IER\L Co:-;mno:..s OF THE CoNTR.\CT 

The existing clause reads as follows--

"Unless otherwise provided in the contract, all samples required for 
Lest shall be supplied by the contractor free of cost. 'Vhere a sample which 
is supplied free, is rejected after examination and test, the same or what
ever remains of the sample after examination and test will be returned to 
the contractor at his request and cost within three months of the date of 
such rejection." 

This clause does not provide for the communication of the reasons for 
rejection whenever a sample is rejected. 

Recommendation 

Clause 9(2) of the General ConditimJS of the Contract may be ampli
fied as follows--

"Unless otherwise provided in the contract, all samples required for 
test shall be supplied by the contractor free of cost. 'Where a sample which 
is supplied free is rejected after examination and test. the same, or what
t:ver remains of the sample after examination and test, will be returned to 
the contractor at his request and cost after 3 months of the date of such re
jection. The reasons for rejection shall be communicated to the contrac
tor." 
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IV. CLAUSE 14 oF THE GE!\ERAL Co:-.;nrno~s oF THE Co:-~TRACT 

Delivery-The delivery date(s) indicated in the contract enjoins on 
the supplier to despatch the goods after getting them inspected. It happens 
that even in cases where the stores are tendered for inspection sufficiently 
in advance of the delivery date (the stores cannot be despatched within the 
delivery period, because of delay in inspection and in the issue of the Inspec
tion Note. This compels firms to ask for extensions to the delivery periods. 

Recommendation 

It is recommended that the following should be added below, Clau~e 
l4(7)(iii) of the General Conditions of the Contract-

"The delivery schedule as indicated in the Schedule to the Contract 
will be considered to have been adhered to by the contractor 
provided the contractor tenders acceptable stores for inspection 
on or before the date as specified in the Schedule to the Contract 
and also despatches the stores prior to the time-limit specified 
in the contract after the receipt of the Inspection Note." 

With this change in the conditions of the Contract, the Delivery Clause 
111 the Schedule to the Contract will have to provide specifically the date 
by which the contractor must submit acceptable stores for inspection. It 
will also have to provide the period within which the stores should be 
despatched after the receipt of the Inspection Note by the supplier. These 
time-limits will naturally depend upon the quantity on order and the 
11ature of the store. · 

Recommendation 

The Delivery Clause in the Schedule to the Contract may be worded-·

(!) in the case of contracts where the entire quantity has to be 
delivered at one time as follows--

"Delivery by ................................. (date). 

Note-In case you tender acceptable stores for inspection by ......... 
.............................. (date) and despatch the inspected stores 
within 7 days of the receipt of Inspection Note, you will be 
considered to have performed the contract in accordance. with 
the above delivery period," and 

(2) in the ca!\e of contracts where delivery is in instalments as stipu
lated for each instalment of delivery as follows--

"If acceptable stores are tendered for inspection .................... . 
days before the due date of delivery and despatched before 
..................... days after receipt of Inspection Note, the 
delivery will be considered to have been made. in accordance 
with the contract." 
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V. DELIVERY CLAUSE IN THE CASE OF FABRICATIO:'II CO;'>! CRACTS WHICH ARE 

SUBJECT TO ASSISTANCE OF RAW MATERIAL BY THE DIRECTOR GENERAL 

(S. & D.) 

The following Delivery Clause is incorporated in contracts where the 
delivery of goods is subject to the receipt by the manufacturers of raw 
materials for which Quota Certificates or Essentiality Certificates are issued 
by the D.G.S. & D.-

. "Your delivery will start within ............ weeks from the receipt of raw 
materials, i.e., from ............... (date) and completed by .......................... . 
(date)." 

Wherever there is delay in the receipt of raw materials, even for no. 
fault of the contractor, extension of the delivery period has to be asked 
for. The clause should be amended to make the obligations of the contractor 
and those of government clear beyond doubt. 

Recommendations 

The following revised clause may be adopted in the contracts--

"Your delivery will start within .................. weeks after the receipt 
of raw materials i.e. by ........................... (date) and will be 
completed by ..................... (date). For any delay for which no 
responsibility devolves on you the delivery period will be 
extended. 

Note:-The above delivery date has been worked out on the basis 
that it will take you ........................ months to receive the raw 
materials from the producers after the receipt of the Quota 
Certificate (allowing a time of 4 weeks for planning by the Joint 
Plant Committee and receipt of quota from the producers) and 
on the understanding that you will place your indent on the 
Joint Plant Committee within 15 days of the receipt of the 
Quota Certificate and will conclude the necessary financial 
arrangements with the producers within 15 days of the receipt 
of the quota from the producers." 

Clause 11 (last para) DGS&D-lOOC in the Tender Enquiry will also be 
amended to read as follows--

"The contractor must also take prompt action for the procurement of 
raw materials on the receipt of the Quota Certificate /Essentiality Certi
ficate. He should indent on the Joint Plant Committee within 15 days of 
the receipt of the Quota Certificate and should conclude financial arrange
ments with the producers within 15 days of the receipt of the quota from 
the producer. Any delay o~ hi_s part in this regard ~ill render the contra~t 
liable to be cancelled at hts nsk and expense and m that event the provi
sions of Clause 14 of the General Conditions of Contract are liable to be 
involved in so far as they are applicable. If the supplier has taken every 
action required by him in time and if the delay in supplies is on account of 
the late allocation of raw materials by the Joint Plant Committee or the 
late receipt of raw materials from the producf'r for which the supplier is 
not in any way responsible the delivery period will be extended to the 
extent of the delay." · 
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VI. Cv.usE 19 OF THE GENERAL CmmiTIONS OF TilE CoNTR.\Cl' 

Payments under the Contract-There is universal and legitimate com
plaint of delay in the final 5 per cent payment on account of the . non
receipt of receipted copies of the Inspection Notes from . the consignee 
1hrough the negligence and irresponsibility on the part of the latter. To 
overcome such delays instructions as at Appendix 32 were recently laid 
down. These instructions however have remained a dead letter. · 

In fairness ~o the supplier legal sanction must be given to the body of 
these instructions by incorporating them in the payment clause· of the 
Standard Terms and Conditions of the Contract. 

Reco•.nmendations 

(I) The following clause should be incoq:~rated as clause 19(2)(iii)-
"The consignee will as quickly as practicable, and in any case with

in 60 days of the despatch of stores by· the contractor, furnish to 
the contractors his receipt in token of liaving received the stores 
in good condition. This period of 60 days will count from the 
date of despatch of stores and not from the date of receipt of 
the last consignment by the consignee. 

If however, the consignee fails to furnish the receipt certificate within 
tiO days of despatch of Inspection Note and Proof of despatch the contrac
tor will address the purchase officer under registered wver (acknowledge
ment due) asking him to auth<?rise h'm payment on the 9lst day from the 
date of despatch of the Inspection Note and proof of despatch. He will also 
endorse a copy of this letter to the consignee. He will be entitled to recover 
the balance payment, upon auth.0rization by the purchase officer, on the 
9lst day's. Immediately on receipt of this letter from the supplier the pur
(hase officer will address a letter (registered-acknowledgement due) to the 
wnsignee with a copy to hi~ next higher officer asking him to arrange for 
the return of the Inspection Note or to reply with reasons for delay within 
I;, days and pointing out that failure to reply will lead to the automatic 
payment of the firm's balance payment onjafter the 9Ist day after despatch 
of stores. A copy of this letter will be endorsed, duly autheuticated, to the 
l'ay & Accounts Officer with instructions to make payment after the 90th 
day without the receipted copy o_f the lnspect:on Note unless he ~ea~s t~! 
the contrary either from the consignee or from the purchase orgamsatwn. 

(2) To ensure prompt compliance with these terms in the Purchase 
Organisation 

(a) all letters addressed by the suppliers when r~ceiv~d in the purchase 
sections should be entered in a separate register which will b.e rev1ewed. by 
lhe As~istant Director of Supplies e\cry day and by the Direct?r once a 
week. They should sign the register in token of hanng checked It; 

(b) the letter to be addressed to the consignee should be printed in d 

standardised form as in Appendix 3~. 

VII. SuF.s TAx 

The tenderers are asked to quote rates exdusi.ve of sales tax an.d are 
required to state explicity in their tenders that their rates are exclust~e. of 
sales tax, Central or State. They have, however, to furnish the prevailtng 

Lil:i:!3SDG::i&D-5 
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r~tes of sales tax. ln .the contract what is ?eeJ?-led the prevailing rate is men
tioned. If the supphes have been made m tune and if there is no default 
on t~e part of the contractor, the sales tax clause for payment of the same 
apphes. _ . 

Disputes however arise later as, for some reason or the other (e.g. classi
ficatio~ .of goods, leviability of loca~ and central rates, etc.), the sales tax 
authonttes levy sales tax at a rate different from the one mentioned in the 
contract. The suppli~~ has no optiOJ?- except ~o pay sal~s tax .as levied by 
the sales tax authonties but enters mto considerable dtfficulues with the 
D.G.S. &: D. when claiming re-imbursement if the rate is different from the 
one mentioned in the contract. 

Recommendation 

(1) Sales taxshould be paid to the contractor at the rate it is actually 
levied, provided, of course, the supplies have been made in time and there 
is no default on the part of the contractor. 

(2) The tenderers should be asked to submit quotations exclusive of 
sales tax indicating that it will be paid to them at the rates actually levied. 
They should, however, be asked to indicate the prevailing rates of sales tax. 
The relevant clause in the Tender Enquiry should be amended accord
ingly. 

VIII. ExcisE buTY 

For getting reimbursement of excise duty, the suppliers are required to 
furnish Form ARI along with their bill. It has been represented to us that 
it should not be necessary to furnish this bill as the rate (percentage or 
amount) of excise duty is known to the purchaser. The suppliers feel that 
the provision for furnishing form ARI along with their bill unnecessarily 
delays their getting reimbursement on this account. It has also been repre
sented that in cases where the excise duty goes down the suppliers are paid 
at the reduced rates. However, in cases where the excise duty has gone up 
the suppliers are paid only the rates specified in the contract unless they 
have asked for variation on this account. 

Recommendations 

(l) Where the rate of excise duty is fixed per unit of store it should 
not be necessary to ask for the production of Form ARI along with the 
bill. The rate of excise duty should be given in the contract itself and the 
supplier should. be able to claim it as a part of the contract price. 

(2) In cases in which the rate of excise duty is percentage ad valorem 
which may not be the same as the rate specified in the contract it should be 
necessary for the suppliers to produce ARI form along with their bill. 

· (3) The suppliers shou!~ also be reim~mrsed excise duty as actually 
levied in case of upward revlSlon on production of the necessary documents 
provided there is no default on their part. 

IX. CUSTOMS DU1Y 

The following clause is incorporated in the tender enquiry-

"For imported stores offered against forward delivery, tenderers will 
be responsible for correctness of rates on which the Customs 
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nuty included in their quotation is based. They will also be 
responsible for indicating the correct I.C.T. item number. No 
increase in price will be allowed on the ground that customs 
duty originally included in their quotation was wrongly calcu
lated ~t a rate .lo:wer than the one prevailing at the time of 
tendermg. Vanauon on account of statutory change in the rate 
of customs duty will be allowed where admissible." · · . ' 

The suppliers have been experiencing great difficulty in this regard 
because 

(i) the customs duty at different ports may be levied at different 
rates for the same store; and 

(ii) the c.i.f. value of the stores as indicated in the Bill of Entry 
may be different from the value by the customs authorities for 
the calculation of the duty. The customs calculation is as a rule 
more than the c.i.f. value. ·. . 

Recommendation 

Customs duty as actually paid on the basis of the documents produced 
~hould be reimbursed to the supplier. For this purpose, it will be necessary 
at the time of tendering for the supplier to state· in his quotation the total 
amount of customs duty that he has included in his quotation and the rate 
at which this has been calculated, as known to him. The revised clause may 
be as follows-

"For imported stores offered against forward delivery, customs duty 
as actually paid will be reimbursed, on production of the neces
sary documents. In your quotation you should indicate the total 
amount of customs dutf that has been included and the rate at 
which it has been calculated." 

X. THE PRICE VARiATION Ci..AtJSE 

The present price variation clause requires the supplier in the event 
of variation in the price of raw materials to furnish evidence to show that 
the materials used by the contractor were those for which the increased 
price had actually been paid. 

This procedure is very cumbersome especially in the case of contracts 
running for a long period. Meanwhile, the firm is denied the increase in 
price due to increase in the price of raw materials. For one, no increase i!l 
allowed until the entire contract is completed, which is harsh in the case of 
long term contracts. Secondly proof has to be furnished, not only for the 
purchase of the raw material at the higher rate, but also regarding its utili
zation for the stores in question. For furnishing the first proof he has to 
submit vouchers. For the second he generally submits his own certificates 
which the purchase officer has no reasons to verify. The process of allowing 
this increase and issuing amendments to contract itself becomes tortuous 
and long delayed. 

Recommendation 

In rate and long term contracts, if an increase occurs in the price. of 
raw materials, such increase may be allowed automatically upon the exp.Iry 
of a period, to be specified by mutual consultation, after the date on which 
LJS238DGS&D-5(n) 



sud1 increase m:curs. This period will be specified in the contract and wiil 
be worked out, in each individual case, after taking into account the manu
facturing process, the time taken to manufacture the store and to consume 
the raw materials. For example, if such a period is a<Treed at two month~ 
and the increase in the price of raw materials tales Place on 1st October, 
the increased price of the store will autmnatically come into effect from ht 
December.· 

XI. THE FALl. CLAUSE 

The Fall Clause in Rate Contracts stipulates that if the contractor sells 
stores of identical description to any othtr person during the period of the 
contract at a rate lower than the rate Contract rate, the contract rates for 
supplies made after the date of such reduction will be reduced correspond
ingly. The only two exceptions permitted are in cases of-

(1) export at lower prices, or 

(2) supply at lower prices on the basis of competitive quotations out
side the Rate Contract where direct purchase outside the Rate 
Contract is permissible according to the conditions therein, i.e., 
the demand exceeds the maximum of the supply order as pro
vided in the contract. 

A number of associations haYe pointed out that the Rate Contract doe~ 
not guarantee any off-take and it happens sometimes that suppliers accumu· 
late stock in anticipation of supply orders which do not materialise and 
consequently for obtaining funds theY may sometimes have to make distres~ 
sales. Sales may also have to be made under orders of a court. 

Recommendation 

In the following categories of sales, the Fall Clause should not apply

(a) sale or disposal of any stuck or goods under order of a Court of 
Law; 

(b) sale of goods as origiual equipment which are always made at 
prices lower than the prices charged for normal replacement 
supplies as for instance supply of tyres to automobile or cycle 
manufacturers; 

(c) sale of goods such as drugs which have expiry dates, i.e., which 
have to be used before a certain date (for it may be necessary 
to dispose of such goods expeditiously at lower prices to mini
mise losses). 

SECIIO~ 9-0RG.\:"IS.\TIO~ 

3.87. Our recommendations in this and in our interim report that

( a) tender Enquiry and Contract Cells should be set up in all the 
Directorates: 

(b) dual control bv Assistant Director and Section Officer m·er a 
pun·hase sectio;l should end and purchase sections should be 
split up; 
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(c) separ~te sections should be organised for rate and tunning con. 
tract atems; 

(d) finalisation except price finalisation ·should be trarisferred '·to 
the purchase sections; · · · 

warrant a second look ~t th~ 'organisation and structure of the' purchase 
~ection and the purchas~ directorate, encompassing in its view the purchase 
organisation both at the Headquarters and in the regions. · '' 

THE PURCHASE 0RGA:'IIIS.\TION AT THE HEADQUARTERS 

3.88. In our interim report we had said that 'the experiment of qeating 
a Tender Enquiry Cell and a Contract Cell, each under the charge of an 
Assistant Director/Section Officer, centralising the function!\ , of r issuing 
tender enquiries and of p,reparing comparativ~. s.tatements and drafti11g 
contracts, should be continued and extended to each directorate; Tender 
Enquiry Cells have now been set up in all· the Direct?rates ... ;rh~ experi·, 
ment of contract cells however has not yet' been fully tned out .or fully fX· 
tended. We had also pointed out that the existing purchase section constsi:
ing of 10 to 12 clerical hands was unwieldy and ·could not be supervised 
pmperly and that the problem of supervising was aggravated by the dual· 
mntrol exercised by the Assistant Director and the Sect:on Officer. We had, 
therefore, suggested that the purchase section be split up. each reorganised 
purchase section being placed under one man .. We h.ad also recon;u:q.ended 
that separate sections should be organ'ised for rate and running contract 
items. We had felt that after the creation of the Tender Enquiz:y and Con· 
tract Cells and after· splitting up pun;hase sections as. suggested above it 
should be possible to introduce an ,officer oriented system for coping with 
the balance purchase work. The s'ystem, cotisisting 'essentially bi the dis
posal of work substantially by the officer in charge pf the .section himself 
with the help of whole-time stenographic assistance. and ,the . minimum 
office assistance, not for noting, but for routine office chores, was recom
mended for trial on an experimental basis. 

3.89. lne Director General agreed to make an experiment and, after 
mnsultation with us, tried the system from October1 19M in a new section 
neatt•d in the Works Programme Directorate. The section was placed under 
the sole control of an Assistant Director who was given a wholetime' sten<>· 
typist and one Assistant and no other staff. The results of the experiment 
are dear from the data given at Appendix 34. On an average 20.3 indents 
were received every month and were handled very promptly . .So was the 
mrrespondence up Lo the month of April and the bulk of the correspondence 
in the month. of May, receipts being disposed of as they came. The validity 
of offers had to be extended in only five, i.e., 3 per cent cases during this 
entire period compared to the approximate general average of 33 per cent 
for the same period. Obviously this improvement in quality and effective. 
output became possible because the Assistant Director did the bulk of the 
original work himself. It may be added that drafting of' acceptances of 
tenders was also done by him and. his ~ssistant and not in the contract ce~l 
as had been recommended in our mtenm report, and wa'i therefore an addt·, 
tional item of work. On the other hand it must be conceded that during the· 
period of this experiment many cases could not have become ripe for receiv
mg requests for amendments after the ~ompletion of supplie~. It may ~lso 
be noted that for typing work the secuon wa'> not self-contamed (barnng , 
tbe stenotypist) and had to draw upon other resources. In its essentials the: 
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experiment has dearly proved successful. It may in this context be added 
that this section dealt . with various types of machine tools and could not 
therefore be said by any means to be an easy section. It would appear, how
ever, that if such a section were to function as a 'self-contained unit, as is 
desirable, some augmentation of staff would be necessary. This augmenta
tion seems also to be called for by the figures revealed for the months of 
April and May 1965 when, with a heavier rush of work, the standards of 
prompt disposal set in the earlier months could not be kept up. But for a 
rather severe deprivation of staff the results of the experiment would have 
been even more striking. The outstandings under "Receipts" in the month 
of May were attributable to the fact that the Assistant went on leave dur
ing the last few days of May leaving no one in the section to do his work. 

3.90. In determining the optimum strength of such a unit we may, 
besides the results of this experiment, also take into account an analysis 
of ·the data at Appendix 35 furnished by a detailed study of workload 
carried out in sections in two Directorates as also of the contribution made 
at various levels. Briefly this study shows that 

(1) on an average about 35 per cent receipts are for information, 
15 per cent are of a routine, miscellaneous nature (reminders, 
calling for .copies of AfTs, etc.) and only 50 per cent receipts 
require effective action; 

(2) the average number of receipts per day per section comes to 
65; 

(3) the average number of receipts relating to contracts and amend
ments of AfTs is 33. The proportion disposed of at different 
levels is as follows: -

(a) S.0.-21.9% 

(b) A.D.-51.2% 

(c) D.D.-13.5% 

(d) Dir.-11.6% 

(e) DDG/ADG/DG-1.8% 

(4) the proportion of cases initiated at different levels is as fol
lows-

(a) Office-91.2% 

(b) Asstt. Dir-6.8% 

(c) Deputy Dir.-2.0% 

(5) the cases disposed of at the level of Section Officer are purely 
routine cases e.g. those meant only "for information" or those 
meant for transfer to the Finalisation Directorate on the com
pletion of A/Ts. 

~.91.- Calculated on the basis that they are 50 per cent of the total, 
the number of receipts requiring effective action comes on an average to 
32.5. With the split up of these sectiens and w~th more competent ~nitial 
handling these should become less than half thts number. The maxtmum 
monthly figure of receipts (for the month of May) in the experiment con
ducted was 209. While many of them will be disposed of by the Assistant 
Director JS~ction Officer himself, assistance of at least one AssistantfU.D.C. 
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will be required for putting up routine drafts for receipts of a miscellaneous 
nature and for simple amendments to A/Ts. He will be engaged mainly in 
doing a part of post AfT work. Post AfT work consists of 

(I) correspondence with the indentorfconsigneefinspector which at 
present _accounts for 29 per cent of the total receipt coming into 
the sectwns; 

(2) issue of amendment letters which at present accounts for about 
20 to 25 per cent of the total receipt coming into the section. 

With the simplification and checks proposed by us in our report, the num
ber of amendment letters to be issued as well as the amount of corres
pondence that would be required with the indentorfconsigneefi~spector 
should be reduced. The Assistant Director with the help of a stenographer 
should himself be able to handle many of these. receipts as soon as they 
come and one Assistant should suffice to attend to. the rest. · ·. , · · · 

3.92. In addition, however, it will be necessary to have one L.D.C. to 
attend to diary, receipt and despatch, and reports and returns (which work, 
in the experiment, was being attended to by an L.D.C. of another section) 
and another L.D.C. for typing work. Staff comprising an Assistant Director, 
an Assistant, two L.D.Cs and a fullfledged stenographer should suffice for 
a purchase section which gets about 250 to 275 indents in a year. Even from 
the analysis at Appendix 34 it will be clear that the strength of the section 
in the experiment was not quite adequate and that replies as well as cover
age could have been better with a little more assistance. The norm of 
250-275 indents, applicable to most sections is not, however, to be applied 
with rigid uniformity to all of thet:ft. In one section of the Projects Duecto
rate, for instance, this number should be less. Corresponding adjustments 
on the higher side are possible in other sections some of which may be able 
to absorb as many as 300 indents a year. On an average for the entire orga· 
nisation, however, the figure of 260 indents will provide a reason~ble norm. 

3.93. This pattern, however, cannot be applicable to sections dealing 
with rate and running contracts. In sections dealing with rate and running 
contracts the amount of clerical work that has to be done is much more 
than in the normal purchase sections for the following reasons-

(a) the tender enquiry has to be issued by the section itself. This 
tender enquiry is very long, caters to all Direct Demanding 
Officers and incorporates different terms and conditions peculiar 
and particular to rate contracts; 

(b) consolidation of requirements in the case of running contracts 
is a particularly laborious job; 

(c) a large number of items may have to be included in one rate 
con~ct; · 

(d) the comparative statement is also pre.pared in the section and is 
much longer than the comparative statement in ordinary pur
chase cases; 

(e) for many items parallel rate contracts have to be conclude~. The 
drafting, issue and printing qf :rat~ co,ntracts h~re is by •tself l\ 
time consuming job. ~ 
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3.94. Clearly the system envisaged for the ordinary purchase section 
will not work in sections responsible for rate and running contracts where 
more clerical strength is reqmred. Here the strength should be one Assistant 
Director/ Section Officer, 3 Assistants/ U. D.Cs., 2 b.D.Cs and one steno
typist for the Assistant Director /Section Officer. A stenotypist instead 
of a stenographer is recommended because much of the work. is that of 
scrutiny and compilation and of a clerical nature. The head of the section 
here will have rather less dictation to give than the head of an ordinary 
purchase section. Besides, the Deputy Director, who at present makes the 
purchase proposals for rate contracts, does have a stenographer attached 
to him. 

3.95. The strength working in the Tender Enquiry Cell, that is, I 
Assistant Director, 2 As!>istantsfU.D.Cs, 2 L.D.Cs and half a stenographer 
(or· one stenotypist) has been working satisfactorily and no change is re
quired. The two technical assistants for the comparative statements have 
also suffered as shown by experience. The Contract Cell has not been fully 
tried out but its strength-! Assistant Director, 2 A~sistantsfU.D.Cs, 2 
L.D.Cs and half a stenographer (or one stenotypist) in addition to the men 
earmarked for comparative statements should suffice. 

3.96. After fixing the strength of different kinds of sections as above 
some cushioning will still be required in a Directorate to meet situations 
in which a particular section at any particular time gets an unusually heavy 
load of work. It is necessary for the success of this system that it is not allow
ed to break down under the strain of too heavy a load of work that can
not be anticipated or because of factors like leave or illness. This point is 
of importance and with the Director being made more actively responsible 
for supervision and for the speedy disposal of work in his Directorate he 
should be given 2 AssistantsfU.D.Cs and one L.D.C., which he can deploy 
in any section which he thinks need'> extra help at any particular occasion. 

3.97. The number of rate and running contracts sections calculated 
on the basis of the number of such contracts in each Directorate and on 
an estimate of the men-hours devoted by each section officer for this pur
pose will come to 17 as follows: -

Directomte 

Railway Stores 

Oils, Paints and Chemicals 

Works Programme 

Engineering 

Projects 

Timber, Wool and Leather 

Vehicles 

Miscellaneo~ts and Hardware 

Rate and Runuing Contract 
Sections 

2 

3 

2 

3 

I 

1 
C) ... 
3 

17 



41 

3.98. This estimate is slightly but only slightly liberal. In view, ho\\ 
ever, of the_ likely incr~ase in the number of items to he brought on rate 
mntra_ct a little liberality and scope for absorption of marginal increase in 
work 1s necessary. 

3.~9. _The number of i~dents in the entir~ D.G.S. & D. Headquarter's 
~rgams.atton meant for ordmary p':rchase sectwns co?les to approximately 
_0,000 111 a year. Of these about 2.J per cent deal wah rate and runnino
mn~racts leaving approximately 15,000 for the other purchase sections. A 
sectton should on an average be able to deal with about 260 indents and 
on th~s basis the number of sections required will be 58. If the Director 
is to b~ effective in his role as supervisor he should normally have 8 sections 
under him including rate and running contract sections but excluding the 
Tender Enquiry Section and the Contract Cell. This number can, at most, 
be increased by one for the sake of internal adjustments. The number of 
sections on the above reckoning will come to 93 and we feel that there is a 
dear case for the creation of another Directorate in addition to the present 
t:ight. Some of the Directorates which are at present over-worked can hand 
over some of their items to the new Directorate. Besides some rationalisa
tion is also required in the allocation of items among the existing Directo
rates. One instance calling for rationalisation is furnished by the Railway 
Stores Directorate, which, in addition to procuring of certain items which 
are peculiar to the railways also procures the following stores which are 
uot peculiar to the railways:-

(i) cranes 
(ii) rivercraft, dredgers, etc. 

(iii) non-ferrous metals 
(iv) hand tools. 

On the other hand the Works Programme Directorate procures mecha
nical ~ignalling equipment as well as railway track materials which are 
required exclusively by the railways and should, properly speaking, be pro
cured by the Railway Stores Directorate. Another instance is furnished by 
hardware items like steel, telegraph wire, barbed wire and non-ferrous 
metals which should be procured by the Miscellaneous and Hardware Direc
torate hut are in fact procured by the Vehicles Directorate and the Rail
way Stores Directorate. 

3.100. Besides rationalising allocation of items within the Head
quarters organisation the question of transferring some items from Delhi 
to the Textiles Directorate in Bombay and vice-versa also needs to be con
sidered. The two main reasons why the purchase of textiles has been centra
lised at Bombay are that the bulk ?f the ~extiles indust~y is locate~ i_n the 
Bombay region and that consultatwns wah the :rexttle Comm1sS1~me!, 
whose office is located in Bombay are often reqmred. On these cntena 
\\'Oollrn fabric items should also be transferred to the Textiles Directorate 
at Bombay. On these same criteria, there seems little justification in allow
ing fabricated items of textiles like tentage and garments to be purchased 
centrally by the Bombay office. 

3.101. Taking into consideration the need for th~s rationalisation. as 
also for the creation of a new Directorate, we are suggestmg the re-allocatiOn 
of items as in Appendix 36. It may here be mentioned that some of the 
Directorates can be more appropriately named than they ~re at. present a~d 
the new names, where necessary, have also been suggested 111 th1s Append1x. 
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3.1 02. The total number of indents that will thus be transferred to 
the new Directorate to be called the Mechanical Eng:neering Directorate 
(II) on the basis of the I964 figures will be approximately l,IOO. Most of 
these will be transferred from the Engineering and the Vehicles Directo
rates. The new D.irectorate will, apart from a Director, need one Deputy 
Director. The estimated number of purchase sections required will be 6 
and this is included in the over all strength of 58 sections proposed for the 
Purchase Wing at the Headquarters. Besides these items internal adjust
ment on an ad hoc basis can be done to give relief to over-worked Directo
rates. The exact distribution of these 58 sections and the manner of recruit
ment and training of stenographic staff may be determined as recommended 
below. 

Recommendations 

3.1 03. In a nutshell our recommendations are· as follows-

(I) an ordinary purchase section should consist of one Assistant 
Director, I Stenographer, I Assistant and 2 Lower Division 
Clerks; 

(2) the strength of the Tender Enquiry Cell should be I Assistant 
Director, half a Stenographer (or .I Stenotypist), 2 Assistants/ 
U .D.Cs. and 2 L.D.Cs. each; 

(3) 

(4) 

the strength of the Contract Cell should be I Assistant Director, 
4 Assistants (2 for comparative statements), 2 L.D.Cs. and I 
Stenotypist; 

the strength of a rate and running contract section should be 
I Assistant Director /Section Officer, I Stenotypist, 3 Assistants J 
U .D.Cs. and 2 L.D.Cs.; 

(5) Tender Enquiries and Comparative Statements in the case of 
rate and running contracts should be prepared in the rate and 
running contracts sections themselves; 

(6) the officer in charge of the purchase section should himself ini
tiate all action regarding purchase proposals and should, as far 
as possible, deal with correspondence as it comes with the help 
of his stenographer; 

{7) work regarding finalisation should be done in the purchase sec
tions provided that 

(a) where necessary, the purchase sections may ask for the advice 
of the price. finalisation unit before issuing amendments in 
price finalisation cases, and 

(b) the current cases in the Finalisation Wing may continue to 
be dealt with there; 

(8) there should be 17 rate and running contract sections and 58 
ordinary purchase sections; · 

(9) an additional Directorate should be created bringing the total 
of purchase Directorates to nine. This will involve the creation 
of two additional posts-one of Director, and one of Deputy 
Director; 

(IO) the allocation of items among different Directorates may be 
rationalized as in Appendix 36; 
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(II) each Directorate should have staff consisting of 2 Assistants and 
1 L.D.C. for deployment in any section that finds itself over
worked on any occasion; 

(12) the number of sections and· their distribution can ·never be 
static as the number of indents varies from year to 'year. How
e~er •. to carry out a r~organisation of t~e Purchase. Wing and to 
dtstnbute the 75 sectiOns the O&M Umt should wtthin a month 
and as a priority measure 

(a) calculate the "number of indents in 1965 item-wise in the three 
categories-rate contracts, running contracts and A jTs; 

(b) distribute the items among the 75 sections, and 

(c) apportion sections among Directo~ates; 

(13) to recruit stenotypists full powers should be given to the Direc
tor General if the cadre authorities are unable to supply them. 
This will include powers of recruitment direct from the Em
ployment Exchange but will be subject to the condition that 
the persons so employed will be retrenched once the cadre 
authority is able to supply the men; 

(14) if stenographers are not immediately available stenotypists 
should be engaged, one stenotr.pist against one stenographer, 
until stenographers become avatlable; 1 • 1 

(15) 

(16) 

(17) 

if despite this stenotypists are not available, and in any case to 
train stenographers, an adequate number of L.D.Cs. in the 
Directorate who will l:lecome surplus as a result of these orders 
may be given training in stenography. O,ne instructor may be 
engaged by the Director General and given suitable remunera
tion. He could be from the open market (and paid about Rs. 400 
p.m. or so) or he could be a competent stenographer of the 1st 
grade in the Government of lndta in which case he should be 
given special pay of Rs. 100 p.m. It should be possible for him 
to train about 60 to 80 stenographers/stenotypists in a year. 
For this :purpose an ex-cadre post may be created. The trainees 
have to gtve a bond agreeing to serve Government for five years; 

the reorganisation on the lines suggested above should be phas
ed and to begin with only two purchase sections per Directorate, 
i.e., 18 purchase sections in all should be brought on this officer
oriented system the limiting factor being the availability of 
stenotypists; 

depending on the availability of stenographers/stenotypists the 
second phase should start six months after the start of the first 
phase. About a year and a half after the start of the first phase 
the entire Purchase Wing at the Headquarters should be cover
ed by this system. 

REGIONAL DIRECTORATES 

3.1 04. The purchas~ sections. i~ the. Regional Directorates, in o~r 
opinion, could be orgamsed on s1m~lar lm~s. There are •. how.ever, certam 
differences in the functioning of Regwnal Directorates whtch wtll have to be 
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taken into account. For one, no Rate and Running Contracts are entered 
into in the Regional Directorates except for some Rate Contracts in the 
Directorate of Supplies (Textiles), Bombay. There are no section officers in 
the Regional Directorates. All sections in the Regional Directorates are plac
ed under the charge of non-gazetted superintendents in the scaleRs. 350-475 
or what are known as "U.D.Cs. in charge" who get the normal pay of the 
U.D.C. with some charge allowance. The Assistant Director as in the Head
quarters acts as a purchase officer and is not responsible for the routine 
functioning of the section. The reorganisation of the purchase section, he
sides taking into account the factors mentioned above, must also reckon 
with the fact that finalisation, which here is done in the purchase section, 
includes price finalisation also. Besides, no separate Contracts Cell should 
be necessary in the Regional Directorates because specialisation here does 
not exist to the extent that it does in the Headquarters. In a small office 
like Kanpur, moreover, considering the number of sections and the number 
of indents received per year, it may not be necessary to have even a separate 
Tender Enquiry Cell. · 

Recommendations 

3.105. Taking these factors into consideration, we recommend that

(1) the purchase section in the Regional Directorates should con
sist of an Assistant Director, I Stenographer, 2 U.D.Cs. and 3 
L.D.Cs.; 

(2) the Tender Enquiry Cell should consist of an Assistant Direc
tor, 3 U.D.Cs, and 3 L.D.Cs plus 2 U.D.Cs for comparative state
ments to function under the Assistant Director in charge of the 
Tender Enquiry Cell; 

(4) 

in the Directorate of Supplies (Textiles) at Bombay I Techni
cal Assistant in the Directorate in addition to the normal 
strength of purchase sections may continue as at present; 

some staff should be given to each Regional Directorate for 
deploying in sections that find themselves pressed by a particu-
larly heavy load of work on any particular occasion. The ex
tent of augmentation on this count in each Regional Office may 
be seen in the statement at Appendix 37. 

(5) there is no reason why there should be any distinction between 

(6) 

the existing non-gazetted Superintendents and "U.D.Cs in 
charge". The two should also be brought on the same scale; 

as sections will be directly under the charge of Assistant Direc
tor, there will be no need for functionaries like non-gazetted 
Superintendents or "U.D.Cs. in charge". Nevertheless these per
sons exist and have to be provided for. Besides, there are no 
promotion opportunities for U.D.Cs. other than these except 
to the very limited extent to which they can be absorbed as 
Junior Progress Officers. Total abolition, for all times to come, 
of the posts of superintendents and "U.D.Cs in charge", with
out providing any alternative means of promotion, will be 
.iuslly resented by the clerks in these offices. Instead of these 
posts, therefore. a selection grade for U.D.Cs should be formed. 
The number of posts in the selection grade should be the same 
as the number of posts of non-gazetted superintendents and the 
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"U.D.Cs in charge". This should be applicable not only to those 
w~o are engaged on_ purchase work but throughout the Regional 
~~rectorate. Regardmg the scale of pay, this could be the exist· 
mg scale of the non-gazetted superintendents, i.e., Rs. 350-47:) 
or it could be Rs. 325-575; and . 

(7) a~l U.D.Cs in the selection grade should be eligible for promo· 
twn to the posts of Assistant Director, Grade II and the recruit
ment rules should be amended accordingly. 

PERSO:XAL biPLICATIO;'I;S 

:L 106. The total staff that will be required as well as the surpluses and 
the deficiencies that will occur if these proposals are accepted, may be seen 
at Appeudix 38 for the Headquarters Organisation and at Appendix 37 for 
Regional Directorates. · · · · 

Recommendations 

3.107. It is recommended that no downward revJston m leave reserve 
~hould be m<tde as a result of these proposals. 

SECTIO:'II I 0-I\IISCELLAI\'EOL'S 

DIRECT PuRCHASE PowER OF J;xoE:-.:TOR'i 

3.108. Any demand of which the value exceeds Rs. 5,000 has to be pro
cured through the Central PurchJse Organisation. In the case of the Rail
ways. Defence, Posts and Telegraphs and some other big indentors who 
ha\e their own arrangements for the procurement of stores higher limits 
of direct purchase have been authorised. The powers delegated to the other 
departments for the direct purchase of stores not covered by rate/running 
wntracts are subject to the restriction that the monetary limits apply for 
each article, class of similar articles or interconnected articles purchased 
at one time. In other words, if an indent contains two or more items which 
are classified as similar articles or inter-connected articles, the indentor will 
not be able to make purchases directly if the total value of the indent ex
< eeds the monetary limit even if the value of the items individually is with
in that limit. The indentors naturally experience difficulty in procuring 
items of which the value is small as the suppliers of the Directorate General 
of Supplies and Disposals do not evince much interest in small demands 
and the indentors suffer inconvenience. 

3.1 09. The proposition is then made that the delegation should be 
made for each article subject to a monetary limit the reasons adduced being 
that 

(i) a large number of small valued items are received by the Directo
rate General of Supplies and Disposals for procurement, e.g. 
bolts, nuts, rivets, paints. etc., which could easily be obtained 
by the indentors direct. If the time and energy spent in the 
wveraO'e of these items is saved, it could be better utilised in 
procuring more importarit items where the Directorate General's 
contribution would be much greater; 
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(ii) with the regional development of industry it should be possible 
for the indentors located in different parts of the country to 
obtain their small requirements from the firms located in their 
areas. This will also avoid unnecessary !'train on the transport 
system of the country; and 

(iii) the speed with which the indentors will be able to meet their 
demands as a result of this delegation will more than offset the 
comparatively small difference in price that is paid if the pur
chase of these small items is made through the Directorate 
General. 

3.110. Two arguments have been advanced against this proposition. 
The fear has been expressed that such a course will reduce the total quantum 
and value of the purchases made by the Central Purchase Organisation. The 
logic behind this is not quite clear to us for we see no harm in such a re
duction. In any case an analysis made shows that such a step will reduce 
workload to a recognizable extent in some Directorates although it will not 
greatly diminish the total value of the purchases made by the Directorate 
General. Thus in a study made it was observed that-

(a) in respect of paints 28 per cent of the items handled are less 
than Rs. 5,000 in individual value, and in terms of the value of 
purchases made, these items accounted for only 1 per cent of 
the total value; 

(b) in respect of rivets and bolts and nuts the number of items of 
individual value less than Rs. 5,000 was 63.5 per cent respec
tively while in terms of value they accounted for only 5.8 per 
cent and 5.2 per cent respectively of the total purchases effect
ed. 

The obvious conclusion is that the time and energy spent on these items 
is considerable, is disproportionate to their value and could be more use
fully and effectively utilised for covering indents of greater value. 

The second argument advanced is that indentors may find it difficult 
to procure on their own quality stores of odd sizes in small quantities while 
the Directorate General may be able to persuade firms with whom larger 
contracts are placed to manufacture the smaller items also. This argument, 
stronger than the first,. loses force in view of the rapid development of the 
country's industry and in view of the fact that it is a rare case in which 
special manufacture of small quantities of small items is undertaken at the 
instance of the Directorate General. Such exceptional cases can always be 
taken care of. 

Recommendations 

3.lll. (I) We find that, for the reasons explained in the foregoing 
narrative, it would, in the balance, be considerably more advantageous to 
allow some delegation to the indentor for each individual item also with
in the over-all delegation of Rs. 5,000 and would recommend that the 
monetary limit of this delegation should be fixed at Rs. 2,000. When apply
ing this delegation the cost of an accessory or a fitting will be included in 
the cost of the item. Thus if the cost of an item is Rs. 1,900 and that of an 
accessory is Rs. 200, the total cost of the item will be reckoned to be 
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Rs. 2,100 and the item will have to be purchased through the Directorate 
General of Supplies & Disposals if the total value of the indent is above 
Rs. 5,000. 

(2) The Directorate General (Supplies and Disposals) will not return 
an indent ev~n if it fa~ls. within t~e powe!s of t~e .indentor if adequate 
reasons are g1ven explammg the difficulty m obtammg the item. 

CENTRALISED AND DECENTRALISED ITEMS 

3.112. For purposes of procurement items fall in two categories

(!) Centralised items, 

(2) Decentralised items. 

Centralised items are those which are purchased only by the Directo
rate General at New Delhi (or in th~ case of fute by the Directorate' in 
Calcutta, in the case of coir by the Directorate at Madras and in the case 
l•f textiles by a Directorate in Bombay) and for the purchase of which the 
regional directorates exercise no powers whatever. Items other than centra
lised items are decentralised items and the regional directorates operate 
for these upto the limits of their powers. 

The categories of items that are brought on to the centralised list are

(i) items for which rate and running contracts are entered into; 

(ii) items for which capacity for manufacture is limited and demand _ 
is much in excess of capacity and for which procurement being 
difficult has to be controlled; 

(iii) developmental items; · 
.• 

(iv) items for which the normal value of the individual indents re
ceived is much above the purchase powers of the Heads of Re
gional Offices. 

3.113. We feel that as industry develops the Directorate General of 
Supplies and Disposals at headquarters should eventually handle only those 
items for which there are either rate/running contracts, long-term price 
agreements or which are developmental items. All the other items should, 
in the long run, be decentraliscd. This, however, can only be a long-term 
plan and cannot be put into operation yet as rate contracts have been con
duded for only a few items and for the successful working of this long-term 
proposal it will be necessary to bring the maximum possible items on rate 
contract. Sorting this out is one of the functions proposed for the Planning 
and Development Directorate and will naturally take its own time. It is, 
however, possible to rationalise centralisation and decentralisation in the · 
manner suggested in the paragraph below. 

Recommendations 

3.114. (I) There are certain items which should be taken out of the 
decentralised list and should, like textiles, be centralised, not at the head
quarters but in the regions in which they are exclusively or almost exclu
sively manufactured or demanded. Thus for instance all firms manufactu~
ing barbed wire are situated i~ the Calcutta region and th~ P!-lrchase of this 
item should be entrusted entirely to the Calcutta office. Similarly the pur
chase of hides and skins should be centralised either in Madras or Kanpur. 
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Each Director should prepare a list of such items in respect of his Directo
rate for which the sources of supplies are, in the main, situated in a parti
cular region and specifically mention the regions to which these may be 
transferred. Such a measure will greatly facilitate. post contract work, and, 
to some extent, even pre-contract work. 

(2) Similarly the purchase of items which are solely demanded by a 
particular indentor in the whole of the country should be entrusted to the 
nearest regional offic~ and each Director should prepare a similar list of 
such i terns also. . 

(3) Arrangements for the disposal of work on account of these items 
should be made on the lines as for the disposal of other items centralised 
in the regional offices. 

(4) Additional staff will be required by the regional Directorates for 
this purpose but corresponding staff will be reduced in the rest of the 
organisation. Net additions, if any, will have to be calculated at the appro
priate time, but these will, at most, be marginal. 

PowER oF An·oRNEY 

3.115. As there is no uniform procedure of obtaining the power of 
attorney in favour of the third party (banks) suppliers are not able to get 
their payments in time. · 

Recommendation 

3.116. A standard form of attorney should be prepared by the Directo
rate General in consultation with the Ministry of Law. 

MANUAL OF OFFICE PROCEDURE FOR SUPPLIES A.."'lD DISPOSALS 

3.117. The second edition of this manual was printed in 1960 and con
tains procedures prevalent in .!\lay, 1958. Though a large number of changes 
have since taken place a new edition of the manual has not been printed. 
The size of the manual (592 printed pages) and the volume of instructions 
to be compiled in one place has proved a major difficulty in printing an 
up-to-date manual. 

Recommendation 

3.118. Separate consolidated instructions for the guidance of the various 
branches of the Directorate General should immediately be compiled and 
issued. Thus separate instructions should be issued on office procedures, 
on purchase procedures, inspection procedures, and disposal procedures. 
Also separate pamphlets of instructions should be issued on: 

(i) the maintenance of statistics; 

(ii) the preparation of the Administration Report; 

(iii) closing cases and destruction of record; 

(iv) the registration of firms; 

(v) arbitration, legal proceedings, and the settlement of claims; 

(vi) treatment of losses. 
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• (2) As the work involved is of an urgent nature and calls for a great 
deal of effort to be put in, it should be entrusted to an experienced 
Deputy Director who has a sound knowledge of procedures etc. A time 
limit" of one year should be fixed for the issue of all the booklets. The 
Deputy Director will work whole-time on this job for one year and should 
have this as a part time function thereafter. He should have the assistance 
o' a whole-time steno-typist. 

• (3) A new manual should be issued every three years scrapping the 
old one and incorporating the latest instructions. Once the instructions 
and pamphlets are compiled, as suggested above, and kept upto-rlate the 
~reparation of a new manual should not present much difficulty. 



CHAPTER IV 

THE INSPECTION WING 

ORGANISATION AND FUNCTIONS OF THE INSPECTION WING 

4.1. The Inspection Wing of the Directorate General of Supplies &: 
Disposals consists of-

(a) the Headquarters Organisation (also by itself called the In-
spection Wing); and . 

(b) Regional Inspectorates including their Testing Laboratories. 

4.2. The Inspection Wing at Headquarters consists of the following 
sections:-

(i) Inspection Section (or Sections)-This section exercises technical 
and administrative control over the Regional lnspectorates. 

(ii) Specification Section-This section maintain complete sets of 
standard specifications of different kinds as well as technical 
literature on stores manufactured by firms in India and abroad 
for the guidance of the Inspection Wing. 

(iii) Sample Room-This section deals with the receipt, registra
tion, maintenance and final disposal of various types of 
samples, such as samples submitted against invitations to 
tender, samples received .from indentors, standard samples, 
development samples, etc. 

(iv) Drawing Office-This section maintains drawings, blue prints 
and photostat copies and, where necessary, issues photostat copies 
to the tenderers. 

4.3. The Regional Insp'ectorates including the Testing Laboratories at 
Tatanagar and Burnpur are responsible on all matters to the Deputy 
Director General (Inspection) at Headquarters. 

4.4. The main functions of the Inspection Wing at the headquarters 
are-

(a) to keep administrative and technical control over the Regional 
lnspectorates--in all matters; 

(b) to assist the Supplies Wing in the checking of indents and the 
Scrutiny of tenders; 

(c) to prepare Schedules of Requirements, where necessary; 

(d) to prepare, maintain, revise and issue D.G.S. &: D. Standard 
Specifications and Drawings; 

(e) to receive, check, report and seal samples received from trade, 
indentors and other parties; 

(f) to arrange for the inspection of firms' worksfgodowns for pur
poses of registration and also for ascertaining their capacity and 
ability to manufacture a particular type of store; 
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(g) to arrange for the test and certification of firms' products on 
their behalf and to encourage the development of Indian in
dustries; 

(h) to advise indentors on technical matters and on the suitability 
of particular stores for their requirements, consistent with 
economy and efficiency and also with a view to developing 
Indian Industries; 

(i) to render technical assistance to the Disposals Wing of ·the 
Dir.ectorate General of Supplies &: Disposals and to liaise with the 
Development Wing of the Ministry of Commerce and Industry; 

(j) to assist the Indian Standards Institution in preparing Indian 
Standards; 

(k) to arrange and organise, through their Regional Directorates, 
the insfection of stores purchased through the Directorate 
Genera of Supplies &: Dtsr.osals (except for certain special 
items pertaining to the Rat/ways and the Defence for which they 
carry out inspections themselves); and 

(1) to arrange for the inspection of stores purchased direct by such 
Government Departments including Railways, quasi-public 
bodies, private parties in India and foreign governments as may 
desire to avail themselves of the facilities offered by . the In
spection Wing. 

THE REGIONAL INSPECTORATES 

4.5. Regional Inspectorates undertake the inspection of materials 
purchased by the Directorate General of Supplies &: Disposals and by other 
purchasing authorities that ma~ desire to entrust to the Directorate 
General of Supplies &: Disposals the inspection of stores ordered by them 
direct. They also undertake inspection for assessing capacity and for pur
pose of registration. 

BASIC PROBLEMS 

4.6. It will be seen that besides advisory functions the main functions 
of the Inspection Wing and the Regional Inspectorates are all directed or 
related to the inspection of stores. Stores cannot be supplied by the supplies 
until they have been passed by the Inspectorate. The consignee must wait 
for his goods and the supplier for his payment until the Inspector moves. 
In such a situation the two foremost needs naturally are to ensure aC'curacy 
and prevent delay. Having studied closely the procedures followed in the 
Inspectorates of the Directorate General of Supplies and Disposals and also 
of similar Inspectorates of the Defence organisation and on the basis of a 
scrutiny of 250 cases, we feel that both accuracy and despatch could be 
ensured by better office and insp·~ction procedures and by a better system 
of supervision. 

DELAYS 

4.7. That delays are endemic was not only represented to us with 
some emphasis but has also been established by our case studies in one 
Inspectorate (the gist of which may be seen in the analysis at Appendix 39) 
whtch reveal that on an average-

(i) 8 to 10 days are taken for papers to reach the technical officer 
concerned after their receipt in the Inspection Circle; 

L/S238DGS&D-6a 
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(ii) in 52.3 per cent cases it takes more than a month after the 
receipt of the inspection call to complete cases relating to the 
inspection of stores; 

(iii) in 80.6 per cent cases it takes more than a month after the 
receipt of request to send reports on capacity /registration cases. 

Delays are almost entirely attributable to

(1) defective office procedures; 

(2) inadequate inspection procedure; 

(3) inadequate supervision and control; and 

(4) delays in the National Test House. 

OFFICE PROCEDURE 

A. RECEIPT, DIARY AND DISTRIBUTION 

4.8. The 8 to 10 days' time taken for the papers to reach the technical 
officer concerned after receipt in the Inspection Circle consists of-

(i) 2 to 3 days' time taken in the receipt reaching the dealing hand; 
and 

(ii) the remaining 6 to 7 days' time taken by the dealing hand in 
tracing files and linking papers. 

In so far as (i) above is concerned, the receipt travels 
following stages before it reaches the dealing hand-

through the 

(1) receipt of dak by the Receipt Clerk; 

(2) 

(3) 

(4) 
(5) 

(6) 
(7) 
(8) 

(9) 
(10) 

(11) 

sorting by the Head Clerk for distribution to the sections con
cerned; 

franking of the dak by the daftry; 

distribution of dak to the head clerks of various sections; 

submission of important dak to the Director /Deputy Director 
and all other papers to the available Gazetted Officer in the 
respective groups for perusal; 
return of the dak to the Head Clerks concerned after perusal; 

distribution of dak by the Head clerks to the clerks concerned; 
placing of the dak by the clerks in their diaries and sending 
them to the Receipt Clerks for diarising; 

diarising by the Receipt Clerks; 
return of the receipts duly diarised in the Clerk's diaries to the 
clerks concerned; and 
placing of receipts by the clerks in the files where they are 
already open and on which ~revious ref~rences exists. and 
opening of fresh files on rece1pts, on wh1ch there are no 
previous papers. 
(In some Inspection Circles receipts are diarised at two places 
once in the Central Registry and again in the Section). 
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Recommendations 

4.9. (1) We consider it perfectly possible to reduce the number of 
stages through which receipts travel before reaching the dealing hand and 
to confine these to the folfowing: -

(i) receipt of dak. by the Receipt Clerk; 
(ii) sorting out of receipts by the Receipt Clerk; 

(iii) fran~ing of dak; and 
(iv) preparing challans in duplicate separately for each section in 

the following form: -

Date ................. . 

Serial No. and date or communication 
No. 

From whom Section Remarkl 
concerned 

No. of AfTs.fS. Os ....................... .. 

(One copy of the challan goes .to the Section with the receipt and 
the other is retained). 

(v) receipt by the head clerk of the section concerned; 

(vi) receipt by the dealing hand of all the receipts except important 
receipts like inspection calls which may have to be put up to 
the Deputy Director of Inspection. 

(2) Those receipts for which separate registers are being maintained 
and which are being diarised once in the clerk's diary and again in the 
special register should be diarised at one place only i.e. the special register. 
Thus copies of contracts, amendments, etc. which constitute about 25 per 
cent of the total receipts received in the Inspection Circle, should 
diarised only in the AfT Register. Similarly, Insp'ection calls should only 
be diarised in the Inspection Call Register. 

B. FILING SYSTEM 

4.10. The period of 6 to 7 days taken in tracing files and linking 
papers is long and is taken because files are not being properly kept and 
are therefore not easily traceable. On examination we found that the 
existing filing system left much to be desired. In a nutshell this system can 
be described as follows:-

(i) for opening files on (a) capacity and registration cases and (b) 
A.TsfN .D.Os receipts are first entered in registers called F1le 
Registers. In the case of A.Ts. these registers are maintained 
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store-wise by the sections concerned. For capacity and registra
tion cases no such store-wise distinction is maintained. Receipts 
are allotted file numbers in th~ chronological order of entry in 
these registers; .. 

(ii) for indexing these files separate alphabetical registers are 
maintained. Depending upon the requirement one register 
each may be maintained for firms falling under one or more 
than one letter. Here again, files are indexed in the chronolo
gical order of their entry in the respective registers; and 

(iii) for watching movement of these files a record is kept on loose 
sheets by the dealing hands. 

The main drawback with this system is that three different r·ecords are 
being maintained for opening files, indexing them and watching their 
movements. The process of maintaining the record of movement of files 
on loose sheets is particularly unsatisfactory. The maintenance of such a 
large number of registers is itself a problem and some of these are mis
placed. 

Recommendation 

4.11. Multi-purpose ledgers combining in them these three functions, 
namely, allotting file numbers, indexing them and recording their move
m·ent may be maintained in the form(s) at Appendix 40. 

C. DESPATCH OF COPY OF ACCEPTED TENDERS TO THE SUB-CIRCLE INSPECTION 

4.12. At present copies of A/Ts, the stores against which are to be 
mspected by a sub-circle of an inspection circle, are sent only to the circle 
office which in turn forwards them to the sub-circle. Considerable time is 
wasted in this post office activity. 

Recommendation 

4.13. All A/Ts. which require inspection by sub-centres should be 
addressed directly by the purchase officer to the sub-centre concerned and 
not through the Inspection Circle. Copies of such A/Ts. may be endors':>d 
to the Inspection Circle for watching progress in each case. As action to 
ensure this has to be taken in the purchase directorate an item has been 
included in the appropriate list of check-points. 

D. NoN-RECEIPT OF COPY oF A/T BY THE INSPECTION WING 

4.14. Purchase Sections are required to send a copy of each cor.tract 
to the insp·action authority simultaneously with its issue to the contractors. 
However, there are occasions when, on putting up stores for inspection, 
the suppliers are informed by the Inspection Wing that the copies of the 
AfT are not available with them and that therefore they cannot under
take insprction. It is possible that in some cases the copy of the contract 
is lost in transit or is misplaced in the office of the Inspection Authority. 
However, instructions are already in existence that the Inspector can, in 
such an event, inspect stores if the firm produces its original copy of the con
tract. Even the Inspection Note can be issued on the strength of this original 
copy, provided all information required for the issue of the Inspection 
Note is available from the contractor's copy of the contract. 
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Recommendation 

4.15. (I) The existing instructions need to be implemented. The pre
sent negative approach adopted mechanically and in ignorance of these 
instructions should be given up. The Deputy Director General (Inspection) 
should address all Directors of Insp~ction accordingly. 

(2) Requests by an Inspection Circle to the Purchase Directorate for 
copies of contracts or amendments thereto should be made on printed 
forms as at Appendix 41. 

E. ACTION ON RECEIPT OF CoPY oF THE CoNTRACT 

4.16. The Inspector upon receiving the copy of the contract on the 
appropriate file has to study the description, specifications and other 
particulars of the stores and has to :point out any discrepancy noticed by 
him or any inadequacy in the techmcal details furnished which will pre
vent him from carrying out the inspection satisfactorily. Clarifications on 
these points is then sought from Purchase. It is fourid that clarifications 
are often sought piece-meal. 

Recommendation 

4.7. A list of check-points as at Appendix 42 should be attached 
to the copy of the contract, by the section, and the inspecting officer res
ponsible for inspection should be required to check all the particulars con
tained in this list and to sign it in token of having performed the necessary 
check. 

GIVING UP J:."'SPECTION 

4.18. It was recommended in our interim report and it was dt-cided 
by Government that the Directorate General of Supplies &: Disposals 
could give up the inspection of stores in those cases in which the manu
facturers could be rehed upon to produce goods of the requisite quality. 
These orders envisaged an experimental period of two years for this 
schem·e, the principle underlying which was that where the interests of 
Government as consumer remained in any case safe, inspection was needless. 
This decision of Government has not y'et been implemented although Clne 

· of the two years allotted for this experiment has already passed. The 
difficulty appears to be that the Directorate General of Supplies &: Disposals 
is unable to decide which stores and firms should come under this 
exemption. 

Recommendation 

4.19. (I) In our interim report we had already illustrated our point 
by giving facts and figures about certain stores produced by certain firms. 
The relevant extract is at Appendix 43. The decision should be taken to 
exempt at least the stores gxven in this illustration straightway. 

(2) The Deputy Director Gen'?ral (Inspection) should obtain informa
tion on similar lines for other stores from Directors of Inspection and also 
obtain their views. The decision on the stores to be included in the 
exempted list may be taken after receiving information and the views of 
the Directors and after taking into account the safeguards and tonditions 
mentioned in our interim report and the directive of Government. 
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INSPECTION PROCEDURE 

INSPECTION INSTRUCTIONS AND CRITERIA 

4.20. We had stressed in our interim report the need for laying down 
uniform inspection instructions and criteria for the guidance of the inspect
ing officers. In the absence of such instructions inconsistencies creep into 
the practice of different inspectors even within the same circle. 

Recommendations 
4.21. 1) We reiterate this recommendation. The inspection instructions 

should give general technical instructions for groups of stores while the 
inspection criteria should prescribe every step of the procedure to be 
followed for each particular store. Samples of these inspection instructions 
and criteria may be seen at Appendix 44 and Appendix 45 respectively. 

(2) One Deputy Director has been sanctioned in the headquarters of 
the Directorate General of Supplies and Disposals for this purpose. The 
procedure that he should follow should be to address letters to different 
inspection circles and get their views on the criteria followed by them in 
inspecting each type of store. On the basis of the replies received detailed 
instructions and criteria should be drafted by the Director of Inspection 
concerned with the store at the headquarters. The draft criteria should be 
finally approved by the Deputy Director General (Inspection) who may, 
if he considers it necessary, call a meeting of the Regional Directors of 
Inspection to consult them. 

NORMAL RELAXED AND RIGID INSPECTION 

4.22. Inspection is sought to be given up where suppliers are considered 
perfectly reliable. Reliability, however, has varying shades and degrees and 
while total exemption can be given for perfect reliability the principle 
could be extended by relaxing or tightening inspection according to the 
reliability of the firms and their stores. Norms for inspection will be 
indicated in the inspection criteria. These norms will naturally be appli
cable to a majority of the firms. However, the performance of some firms 
for different classes of stores may be such that these norms may need to be 

· departed from. It will be desirable to tighten inspection in the case of 
those firms which exercise little quality control and put up stores for 
inspection, an unusually large proportion of which is below par. Similarly it 
is desirable to relax inspection for those firms whose arrangements for 
quality control and performance has been consistently better than normal. 

Recommendations 

4.23. (I) Immediate steps should be taken to decide whether inspec
tion in respect of particular firms and particular stores should be normal 
or rigid or relaxed. Firms should accordingly be categorized in these three 
classes for different types of stores. The pre-requisites for taking this 
decision will be-

(a) the prescription of the percentage of inspection for each type of 
store; 

(b) the scrutiny of the past performance and reputation of the firm 
for that type of store; 

(c) the scrutiny of the nature of the stores and methods of produc
tion to see whether the likelihood of the production of goods 
of inconsistent quality inheres in them; 

(d) the extent of the quality control exercised by the firm itself. 
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(2) The decision whether inspection should be normal or relaxed or 
rigid for any particular firm for any particular store should be taken by 
the regional Director of Inspection himself. 

(3) The extent to which inspection is to be relaxed or tightened 
should be laid down by the Inspection Wing in the Inspection Criteria 
themselves, and should be followed uniformally in all inspectorates. In 
other words, the degree of relaxation or of rigidity will not be allowed to 
vary. 

(4) Under no circumstances should the decision to relax the extent 
of inspection be taken on grounds of shortage of staff. 

(5) It should be the policy of the Inspection Wing to encourage manu
facturers to control quality in production and to pre-inspect stores before 
delivering them to the government inspectors for acceptance. To imple
ment this policy manufacturers should be asl<.ed to produce copies of their 
inspection results and quality control tests when putting up stores for in
spection. The production of these documents' should be a factor to be 
taken into account when relaxing inspection. 

It is not possible at this stage to assess what impact these tecommen
dations, if implemented, will have on the workload and the staffing 
requirement of the inspectorates. We feel, however, that as industry 
progresses and becomes more conscious of quality control, relaxation in 
mspection resulting in reduced workload will become increasingly possible. 

INSTRUCTIONS FOR T AlliNG AND SENDING SAMPLES FOR LABORATORY TESTS 

4.24. No uniform procedu,re is at present bein~ followed for taking 
out samples and sending them·"for laboratory tests. Some instructions were 
issued in 1930 but these are observed largely in the breach. In any case 
these instructions refer only to the bottling and packing of samples and 
the quantities that need to be sent. These instructions are quite inadequate 
and prescribe nothing to ensure reliable and adequate sampling or the 
serunty of samples. 

Ret:ommendations 

4.25. (I) A set of fresh and comprehensive instructions on the lines 
indicated in Appendix 46 should be issued. 

(2) The Deputy Director General (Inspection) should frame sampling 
instructions and tables for different categories of stores as envisaged in 
item No. 2 in the instructions referred to above. 

INSPECTION NOTES 

4.26. Our examination has revealed several unsatisfactory features in 
the preparation and issue of inspection notes. These are briefly enumerated 
below

( a) inspection notes, after the completion of inspection, are in 
actual practice being prepared and typed out by the firms. 
This practice, conceded to be objectionable and con~rary to 
instructions, is continued on the ground that preparmg and 
typing an inspection note is a time consuming process and that 
overworked inspectors tend to depe~d on t~e fir~s t? type o!lt 
their inspection notes for them. Besides bemg obJeCtiOnable m 
principle, this practice leads to delay; 
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the layout of the form of the inspection note is defective and 
results in the excessive consumption of time and stationery; 

(c) typing out 9 copies of each inspection note is a time consuming 
process; 

(d) there is considerable delay in the issue of inspection notes even 
after inspection has been completed as the inspection notes are 
either prepared by the firms or handed over to the typing 
section for typing which cannot cope with this load of work; 

(e) consignees often do not return the receipted copies of the in
spection note in time which delays final payment to the con
tractors. 

It is quite clear that inspection notes should invariably be prepared 
by the inspection staff themselves. Handling of these notes by the firms is 
objectionable. Entrusting them to the typing section overburdens the latter 
and leads to delay. It is also clear that if the existing methods remain con
siderable augmentation of staff will be necessary, calling for a more 
elaborate system of control and only partially solving the problem of delay. 
In one particular circle, for instance, about 300 Inspection Notes are 
issued every day, not one of them being handled by the typing section. U 
this work were to be handled there, about 30 additional typists would be 
required in that circle alone. We do, however, consider it possible to so 
mOdify the present system as to enable the inspectors to prepare their own 
inspection notes without having to spend too much time. 

Recommendations 
4.27. (1) The existing form of the inspection note should be modified. 

The revised form proposed by us may be seen at Appendix 47. The pro
posed layout will secure better utilization of space and will considerably 
curtail the use of continuation sheets which at present are used in about 
15 per cent cases. 

(2) Instead of typing out 9 copies of the inspection note (9 copies can 
only be prepared by typing them out twice) the inspectors should be per
mitted to fill the inspection note in pencil by using a special type of carbon 
paper known commercially as "one time carbon paper". With the help of 
this carbon paper 9 clear copies can be taken out at one stroke. Although 
this carbon paper is supposed to be used only once actual testing has found 
it good for use twice. The cost of this carbon japer is Rs. 3.50 per 100 
whereas the cost of the carbon paper being use now (with which only 4 
to 5 clear copies can be taken) is Rs. 2.10 per 100. The inspection note in 
pencil should be accepted by all quarters concerned. An inspector normally 
does not issue more than one inspection note in a day and this should 
take him about 20 minutes to fill. 

(3) The inspection note should be prepared by the inspecting officer 
on the day of the inspection itself and issued the next day or in any case 
within 48 hours of the completion of the inspection. 

To facilitate this, instead of resorting to the delaying and cumbersome 
procedure of recording notes on files giving inspection results, the person 
actually inspecting the stores should record the results of the inspection 
in the Examiners Slip in the form at Appendix 48. The inspection note, 
to be sign·ed by the Inspecting Officer/ Assistant Inspecting Officer should 
be prepared therefrom. 
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AccuRACY oF INSPECTION 

4.28. To ensure greater accuracy in inspection and to prevent t·ejectcd 
goods from being despatched fraudulently or by mistake the following 
recommendations are made. 

Recommendations 

4.29. (I) Assistants Inspecting Officer and Inspecting Officers who sign 
inspection notes a.nd are responsible for the acceptance of stores which 
have been inspected by the examiners working under them should fre
quently carry out surprise checks of stores inspected by the examiners to 
satisfy themselves that the stores inspected are m conformity with the con
tract requirements. 

(2) The Director may, and on random occasions should, order the 
taking out of control samples from the quantities "accepted or rejected by 
the officers working under him and get them tested. by another officer, if 
necessary in his own presence. 

(3) The inspecting officers should put small identification marks on 
those deliveries Jlots or portions thereof which are found below standard 
and are rejected. 

VIsUAL INsPECTION 

. 4.30. Visual inspection is usually undertaken of imported material 
either already inspected a~road or accompanied by a 'warranty" from the 
manufacturers. On arrival in India, rpe stores are visually inspected by the 
Directorate of Inspection at the poti of entry, which after verification and 
initial inspection, issues the inspection note, thus enabling the firm to 
claim the mitial payment of 80% to 95%. In his visual inspection the 
inspector ensures that the packages are correct as per bill of lading and 
have not been broken in transit. 

This visual inspection does not serve any purpose as the inspector does 
not open the packages and does not comment on the material contained 
in them. All that he does is to make suitable remarks in the inspection 
notes if the packages are broken. The continuance of this formality delays 
initial payment to the supplier. 

Recommendations 

4.31. (1) The system of visual inspection at the! ports should be dis
pensed with completely. 

(2) Suppliers should be authorised initial payment on the basis 
of:-

(a) the inspection certificate issued by the inspecting authority 
abroad; 

(b) the landing certificate certifying, after clearance from customs, 
the receipt of stores in good condition at the port of entry; 
and 

(c) proof of despatch to the ultimate consignee. 
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. 4.32. Our case studies. reveal considerable delay at all stages of inspec
tiOn. Although we ~xpect Improved results from the revised procedure sug
gested by us, a m~Jor _chan~e .in the direction of expedition will not come 
about unless precise ttme llmus {or the perform~nce of different tasks are 
laid down and effective controls devised to secure adherence to them. It is 
our beli~f that with the ~evisions propo~ed i~ office and inspection pro
cedures It should be possible for such time hmits to be laid down suc
cessfully. 

Recommendations 

4.33. (1) The scrutiny of A/Ts .• Supply Orders etc. by the inspecting 
officer must be completed within 7 days of the receipt of the document in 
the inspection circle and any clarifications required from the Purchase, 
etc., should also be sought within this period. 

(2) A call for the inspection of stores must be attended to within 7 
days of its receipt. 

(3) Inspection notes must be prepared by the inspecting officer on the 
same day on which he has undertaken the inspection. . 

(4) Inspect~on Notes must be issued within 48 hours of the comple
tion of inspection. 

(5) For the enforcement of these time-limits, the Deputy Director of 
Inspection concerned should keep the necessary watch in the control form 
at Appendix 49. 

(6) All processes connected with the inspection of stores should be 
completed within 10 days if the stores do not require the laboratory testing 
of samples and within 21 days if they do require analysis of samples. (The 
limit of 21 days could be exceeded in those few cases in which the labora
tory tests by their very nature take longer). 

(7) A monthly report should be submitted by each inspection circle 
to the Deputy Director General (Inspection) giving details of cases in 
which the norms prescribed in (6) above are exceeded. An explanation 
should be furnished for each case. 

(8) For capacity reports, the firm's premises must be visited within 7 
days of the receipt of request from the purchase branch if it is a local firm, 
and within 10 days if it is an outside firm. The capacity report should be 
issued within 48 hours of the inspection of the firm's premises. 

(9) Requests from the Registration Branch regarding the inspection of 
firm's premises must be attended to within 10 days of their receipt in the 
case of a local firm and within 3 weeks in the case of an outside firril. 

· flO) The registration reports should be sent to the registration branch 
within 48 hours of the inspection of the firm's premises. 

(11) All complaints by consignees about inspection work must be inves
tigated within 3 weeks. These complaints are being entered in a separate 
register. 

{12) A check to ensure adherence to the time limits prescribed in (8) 
to (11) above will be maintained by the periodical inspection referred to 
later. 
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SUPERVISION 

CHARTER OF DUTIES 

4.34. For the proper supervision of work at various levels it is neces
sary that the duties of the Deputy Director, the Inspecting Officer and 
Assistant Inspecting Officer should be laid down. 

Recommendation 

. 4.35. The duties of the various categories of inspecting officers may be 
laid down as in Appendix 50 and Appendix 51. 

It is not necessary to lay down any detailed charter of duties for 
Directors of Inspection as they are in over-all charge of their circles. The 
Deputy Director General (Inspection) should, however, issue orders hold
ing the Director of Inspection specially responsi~le for:-

(a) the training of officers; 

lb) the listing of firms for normal, relaxed and rigid insepection; 

(c) the inspection of sub-centres under his charge at least once in 
6 months; and 

(d) the inspection of the working of sections in his inspectorate at 
least once in a year. 

INSPECTIONS 

· 4.36. For the exercise of proper supervision which does seem to be lack
ing at present it is necessary to prescribe and adhere to a regular system 
of inspection. Of all limbs of the Directorate General of Supplies & Dis
posals, the Inspection Organisation' -~s the one that needs to be inspected 
most constantly and rigorously by superior officers. We have no doubt that 
regular and systematic inspections will have a most wholesome effect on 
the working of this branch of the Directorate General of Supplies and 
Disposals. 

Recommendation 
1.37. (1) Each inspection circle should be thoroughly inspected by the 

DeJ.>uty Director General (Inspection) with the assistance of the 0. & M. 
Umt of the Directorate General of Supplies & Disposals. Th~ items to be 
looked into during the annual inspectiOn should include those listed at 
Appendix 52. The 0. & M. Unit should examine various items of work 
included in this Appendix and should then record their findings in the form 
at Appendix 53 for the use of the Deputy Director General (Inspection). 
All this information should be kept ready before the Deputy Director 
General (Inspection) actually goes for inspection. 

(2) The Director should. inspect his sub-centres and also the sections 
m his own directorate on the same lines. 

(3) For effective supervision it is absolutely necessary that the Deputy 
Director should be able to pay a visit to the Inspecting Officers/ Assistants 
Inspecting Officer at site at least once in 10 to 12 days. The number of 
Inspecting Officers and Assistants Inspecting Officer under each deputy 
director should be fixed accordingly. On this basis and taking into account 
that the Deputy Director cannot supervise the work of more than one 
officer in a day and the fact that some days may have to be earmarked for 
a percenta~e check of the stores already inspected the Deputy Director, as 
far as possible, should not have more than 8 Inspecting Officers/ Assistants 
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Inspecting Officer working under him. The existing distribution may be 
seen at Appendix 54. Taking into account the distribution store-wise two 
more Deputy Directors should be sanctioned, one for Delhi and one for 
Bombay. 

ADMINISTRATIVE DELEGATIONS 

4.38. Some of the Director's time is at present being taken up by certain 
administrative matters which can easily be looked after by junior officers. 

Recommendations 

4.39. (1) The following items of work done by the Director should be 
delegated as indicated:-

(a) casual leave applications of all examiners, Inspecting Officers, 
and Assistants Inspecting Officer should be sanctioned by the 
Deputy Director under whom they work; 

(b) the tour programmes of all Examiners, Inspecting Officers and 
Assistants Inspecting Officer should be sanctioned by the Deputy 
Directors under whom they work; and 

(c) (i) T.A. bills of non-gazetted staff should be pas~ed by the 
Assistant Director (Administration) and 

(ii) T.A. bills of Inspecting Officers/ Assistants Inspecting 
Officer should be passed by a Deputy Director who should 
be declared a~ the controlling officer. 

t2) The following items should be delegated to the Assistant Director 
(Administration):-

(a) sanction of T.A. advances and claims of all the non-technical 
staff; and 

(b) sanction of medical reimbursement to the technical and non-
technical, non-gazetted staff for the sub-circles. 

The items of work listed at Appendix 55 and at present being disposed of at 
the level of Inspecting Officers and Deputy Directors should be disposed 
of by the Head Clerks. 

MALPRACTICES BY CONTRACTORS 

4.40. All cases of malpractices on the part of the contractors, or their 
agents, should be reported to the Director of Inspection. The latter should 
after his enquiry send a full report to the Director of Purchase, through 
the Deputy Director General (Inspection). In serious cases the report should 
l.nclude a penal recommendation after consulting the Standardised Code. 
Some types of malpractices which must be reported are-

(a) all instances on the part of a contracting firm to deceive inspec
tion or to fraudulently get passed stores which are manifestly 
not in accordance with the terms of the contract; 

(b) attempts to camouflage or conceal the existence of defects in a 
store or to mischievously contrive to make inferior stores appear 
as though they are of a superior quality; 



(c) deliberate or repeated manufacture of sub-standard stores with 
a view to supplying rejects to the civil market, particularly stores 
requiring the use of controlled, imported or scarce materials/ 
components; 

(d) substitution of rejected or uninspected stores for inspected and 
accepted stores; · 

(e) attempts at the fraudulent use of acceptance marks; 

(f) the improper use of government property or controlled materials/ 
components, or materials/components issued in connection with 
a contract; 

(g) repeated submission of delivery notes without stores in the men
tioned quantities being actually available; and 

(h) despatch to the consignee any stares on f.o.r. contracts ·which 
have not been inspected accepted ·and marked as such by the 
relevant inspector. · 

STANDING INSTRUCTIONS 

4.41. The Standard Instructions included in the D.G.S.&D. Manual 
in so far as they pertain to the Inspection Wing are not complete and many 
of the instructions are out of date. From time to time the Deputy Director 
General (Inspection) has been issuing instructions on various matters. There 
is need for consolidating these instructions at one place. 

Recommendation 

4.42. We would, therefore, recommend that various standing orders 
relating to Inspection should be consolidated at one place and cyclostyled 
copies circulated to all Inspection Circles. 

REPORTS AND RETURNS 

4.43. In April, 1965, a study of the reports and returns concerning 
inspection work was conducted by the Inspection Wing of the Directorate 
General of Supplies & Disposals. As a result the number of returns was 
brought down from 10 to 7. Some modifications in the forms of these returns 
were made and one return was added bringing the total number 
of returns to 8. (Appendix 56). On an examination of these we found 
that, taking into account the need and the actual use made of these returns 
at the Headquarters, a little more rationalization was possible. 

Recommendations 

4.44. (I) Statement showing Number and Value of Orders received, 
Value of Stores Inspected/Accepted, Fees Earned, Value of Machine Tools, 
Inspected towards Gradation-This report needs simplification and may 
be replaced by the one at Annexure I to Appendix 56. 

(2} Statement showing the Inspection FeefTesting Charges Earned and 
Amount Outstanding for Non-Departmental Orders-This return is not 
considered necessary, in view of Part III of the proposed return at 
Annexure I. 
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(3) Return on Review of Textile Load Position-This return was 
introduced in 1945. At that time certain norms were fixed for the inspec
tion staff. The idea behind .this return, is to assess whether the staff actually 
i~ position on the textile inspection work is adequate,,inadequate or exces-
srve. · 

This return is not being utilized and therefore should be discontinued. 

(4) Statement of Working Strength on Different Groups of Stores, and 

(5) Monthly Control Statement-Item (4) is a monthly statement 
having two parts-'A' & 'B'. \Ve feel that the return against part 'B' should 
more appropriately be bracketed with the Monthly Control Statement a 
revised version of which is at Annexure III to Appendix 56. As regards 
part 'A' (form at Annexure II to Appendix 56) it should be obtained quar
terly instead of monthly. 

(6) Return on Investigation Cases received in the Metallurgical Inspec
torate-Certain columns in this return concerning the break-up of tests con
ducted are not necessary. A revised version of this return at Annexure IV 
to Appendix 56 may be adopted. 

(7) Return on Details of Inspection Staff-This is a quarterly return. 
The idea behind this return is to ensure that the inspection staff is not 
kept posted in a particular station/circle beyond certain prescribed periods. 
·on the basis of a study of the utilisation of this return at Headquarters, 
we recommend that its periodicity should be revised from quarterly to 
yearly. The columns in this return have also been revised and the revised 
version at Annexure V to Appendix 56 may be adopted. 

(8) Statement of Work other than Inspection done in the Inspecto
rate-No .change is proposed either in the periodicity or form of this 
return. 



tH:Ai>TER V 
THE NATIONAL TEST HOUSE 

ORGANISATION AND FUNCTIONS 

!).1. The National Test House, Alipore was founded in 1912 with the 
idea originally of testing the goods produced by the Indian industries for 
the Railways. In the First World War the Test House was utilized for 
testing munitions and its absorption in 1922 in the Indian Stores Depart
m·ent laid the foundation of its subsequent expansion which has taken the 
Test House from its modest beginning to its present status of a national 
institute. 

5.2. The main function of the National Tes~ House is to test materials 
to standard specifications. Here the services of the Test House are avai-lable 
to a~y one for the payment of t~e scheduled fees: The Test House is also 
specifically responsible for testmg samples of stores purchased by th'e 
D.G.S.&D. under whose overall administrative control it at present func· 
tions. Besides, it carries out investigations on the development of testing 
methods and on the behaviour of engineering materials. The Test House 
also tests welders employed in the fabrication of structures, constructions 
and repairs to welded boilers and pressure vessels under the Certification 
and Testing of Welders Scheme. It offers facilities for training to persons 
sponsored by technical institutions, public bodies and Government Depart· 
ments. 

The primary purpose of the•.Test House remains testing according to 
specifications and in the fulfilment of this purpose the Test House has gain
L'U the recognition of various government departments, industries, construc
tion, projects, etc. For every sample tested a detailed test certificate con
taining the complete results of the test is issued. This enables the con
sumer to obtain quality goods and industry to purchase better materials. 
"I his also assist~ in t~e settleme.nt of disputes. T~e ~est House works in 
dose collaboratiOn w1th the Ind1an Standards Inst1tutwt1. 

5.3. For the discharge of its functions the Test House is at present 
divided into five main divisions--

(1) Physical (including Engineering) 
(2) Non-destructive Testing 
{3) Chemical (General) 
(4) Chemical (Paint) 
C5) Electrical 

Each of these Divisions is further sub-divided into a number of laboratories. 
A Division is headed by a Deputy Director and a Laboratory by an Assis
tant Director who in turn has under him Scientific Officers and Scientific 
Assista11ts. 

A branch of the National Test House has also been opened at Bombay. 
Samples of Defence stores purchased through the D.G.S.&D. are gene

rally tested by the Defence laboratories and not by the National Test House. 
65 
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APPROACH OF THE STUDY T .EAM 

5.4. To make a total evaluation of the National Test House is beyond 
our purview. Our main purpose was to enquire into·the organisation and 
procedur~s of the DGS~D with a view to eliminating delays and reducing 
opportumty for corruption. Although the National Test House does come 
under the administrative control of the D.G.S.&:D. only a small part of its 
wo~k is, in. fact, related to D.G.S.&:D. Thus ~mly 15% of the samples tested 
by It pertam to the D.G.S.&D. ·we have considered it fit to confine ourselves 
to matters concerning administrative procedure and supervision and 
although some of our recommendations on these matters may have the effect 
of raising the level of competence and accuracy in testing we have not 
considered ourselves competent to go into any substantive questions having 
a technical import. 

The aspects that have thus drawn our attention in the examination 
of the National Test House are-

(1) delays 

(2) security 

(3) integrity 

( 4) accuracy 

(5) organisation and personnel. 

DELAYS 

5.5. In the past delays in the testing of sample~ have proved a major 
problem as is testified to by representations from industry as well as by 
record. The situation had become quite alarming but was brought under 
control by the personal initiative of the Director General and the Director, 
N.T.H. who, with a sustained drive, brought down the arrears from 7765 
on 1-4-1964 to 3391 on 1-10-65. While this is a heartening achievement the 
situation is still far from perfect as considerable delays extending to several 
weeks and, at times, months continue to occur in a large majority 
of cases. The previous backlog is undoubtedly a factor preventing the Test 
House from achieving the otherwise possible ideal of issuing test certifi
cates within 10 days of the receipt of simple samples and within 21 days 
of the receipt of more complicated samples, leaving in the balance the com
paratively small category of items which by their very nature take longer 
to test. Of the two basic problems affecting the Test House and responsible 
for delay, staffing is one and the absence of an adequate and prescribed 
system governing procedures of and supervision over testing is the other. 
There has latterly been some improvement in staffing alth<;mgh, as brought 
out later, a reconsideration of some aspects of personnel policy is still neces
sary. The second problem by its persistent presence forces itself into the 
foreground. "\Ve feel that there has been too much dependence on the per
sonal initiative of the head of the Test House and not enough attention paid 
to devising and laying down a system of control and supervision which 
could secure results whoever the top man may be . 

. "i.6. In considering the procedures in existence we notice the follow
ing-

(a) absence of prescription of time-limits-At present no time-limits 
have been laid down within which_ yarious samples should be tested. 
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(b) absence of instructions regarding progressing and supervision-No 
:lear written instructions have been laid down regarding the time that 
,hould IJe taken for the various stages of a test or for disposing of cases 
1fter testin;:{ has been done. Thus in almost 50% of the cases studied we 
ound that it took the office between 7 to 26 days to despatch test certificates 
to the parties after the approval of the draft test certificate by the com-
)etent authority. -

R.ecommendations 

5.7. Our recommendations are as follows-

(i) test certificates in respect of simple types of samples must be sent 
within 10 days of the receipt of samples in the Test House. This 
period provides one day for travel to the laboratory, 5-6 days 
for testmg, 3-4 days for preparing, approving and issuing the 
test certificate. A list of the items covered in this .category is at · 
Appendix 57; · 

(ii) test certificates of more complicated samples must be sent within 
21 days of the receipt of samples in the Test House. A list of 

(iii) 

these items is at Appendix 58; 

time norms for testing should be prescribed by the Director for 
each type of sample in both the lists referred to above. These 
norms will be prescribed by him after scrutinising the nature 
of the test,. the peri~d it, in fact, takes to conclude and the 
opinions of the Deputy and Assistant Directors concerned regard
ing the period it should take. These norms will then regulate 
the period of testing and "{ill also give a more accurate idea of 
the workload of each Assistant; 

(iv) for the remaining items i.e. other than those referred to in (i) 
and (ii) above, the tests, by their very nature, will take more 
than 21 days. No blanket time limit can be prescribed for these. 
Time norms for these also should be prescribed individually 
by the Director in the same manner as in (iii) above; 

(v) the lists referred to above should be kept up-to-date (I) adding 
new items coming to the NTH (2) transferring, as a result of 
experience and with the approval of the Director, an item from 
one list to another. It will be the responsibility of the Joint 
Director (proposed later in this chapter) to ensure, once a year, 
that these lists are brought up-to-date, and are available with 
each officer concerned; 

(vi) each Assistant Director in charge of a laboratory should prepare 
a weekly pr:ogramme in advam;e for each Assista~t working 
under him. The programme w1ll be entered both 111 a folder 
kept Lv the Assistant Director and in the Assistant's note book. 
While 'preparing the programme, the time-limits laid down 
should be taken into account. The completion of the programme 
~hould be carefully watched by the Assistant Director; 

(vii) the draft test certificate should be put up by the Assistant within 
72 hours of the completion of the tests; 

(viii) the draft test certificate should be approved on the same day it 
is put up; 

LjS238DGS&D-7a. •• 
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(ix) within 24 hours of the receipt of the file in the section after the 
approval of the draft test certificate the final test certificate must 
issue to the parties concerned. The clerk concerned should be 
responsible for ensuring this and in cases of delays reasons should 
be explained on the file; ·· 

(x) a _monthly sta~ement should ~ prepared by each Assistant 
Duector for h1s l~boratory as m Appendix 59, and put up to 
the Deputy Director/ Joint Director /Director; 

(xi) to watch the performance of the Assistants, to ensure adherence 
to the time-limits prescribed above and to ensure the issue of 
test certificates within 24 hours after the approval of the draft 
test certificate the form of the laboratory card may be revised. 
The form of the revised card is at Appendix 60. The new card 
will be in two parts--the first part will go to the Scientific 
Assistant and the second part will he retained by the Assistant 
Director to watch the progress; and 

(xii) the progress cards pertaining to each Scientific Assistant should 
be maintained by the Assistant Director in separate folders. This 
will help him watch the performance of each Scientific Assistant 
working under him. The Deputy Director in charge of a group 
of laboratories should periodically and in any case once a month 
inspect these folders to see if there have been any delays. A 
similar review should also occasionally be done. by the Direc
tor. 

SUPERVISION 

5.8. We also consider it necessary that instructions should be laid down 
regarding supervision of the work of Scientific Assistants and Assistants 
Director. We are not suggesting that the work at present is not being 
supervised. The work is certainly being supervised but in the absence of a 
prescribed system, supervision is at present too dependent on personal ini
tiative and personal contact which, although excellent features in them
selves, require fortification by a prescribed, regulated system. 

Recommendations 

5.9. Our recommendations here are as follows--

(i) the factual test results arrived at by the Scientific Assistants 
must be rechecked and verified, at least on critical points, by 
the Assistant Director who should append his signature on the 
Scientific Assistant's Laboratory Book in token of having made 
counter-checks of critical tests which he should specify; 

(ii) the Assistant Director after checking the test analysis should 
give his own verdict in the light of the test results; 

(iii) the Deputy Director should pick up 5 per cent of the samples 
already tested and either himself check a few tests made for 
those samples or get them checked by another Assistant. An ap
propriate entry should thereupon be made by him in the As
sistant's Note Book; and 

(iv) the head of the establishment (the Director or in case of regional 
laboratories the Deputy Director) may call at his own initiative 
any sample for a recheck. 
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STORAGE OF SAMPLES 

Recommendations 

5.10. We feel that samples should be stacked separately in the follow-
ing categories, to be clearly marked, to facilitate visual check:-· . 

(a) samples received and pending test; 
(b) samples partly tested and pending further test; 
(c) samples undergoing shelf-life test; 
(d) samples tested and retained for the expiry of the objection 

period; 
(e) samples for destruction; 
(f) samples for return to party; 
(g) samples for auction. 

Recommendations for the Bombay Test House 

5.11. (a) The recommendations made in paragraphs 5.7. and 5.9. will 
also mutatis mutandis be applicable to the Branch Test House at Bombay 
which we find is heavily in arrears. Its arrears stood at 700 samples on 1-5-65. 
The disposal of this laboratory is 200 samples per month and as the intake 
is more than 350 samples arrears are on the increase. Workload is bound 
ro increase in due course and it is all the more necessary that its function
r~g is made as efficient as possible with proper checks and supervision. 

(b) The Bombay Branch should, besides being visited frequently, be 
inspected thoroughly once in six months by the Director or the Joint Direct-
or proposed. l 

Decentralization 

!U2. The workload of the National Te!>t House has registered a pheno
menal increase as will be cleat: from the table below:-

Year 

1955-56 

1958-59 

1963-64 

No. of 
samples 
tested 

Nos. 

18,912 

22,966 

40,225 

No. of 
tests and 
analysis 
carried 
out 

Nos. 

1,44,053 

3,20,963 

46,01,988 

Value of Staff 
work strength 
done 

Rs. 

7,51,658 298 

10,35,900 376 

15,73,745 462 

With the rapid industrialisation of different areas and of increasing 
reliance of industry on the National Test House this load of work on 
the National Test House will increase further. It will become difficult for 
one institute to cope with all this work expeditiously. As a result a Branch 
Test House at Bombay has already been established. The need for estab
lishing a testing laboratory at Kanpur has also been accepted. In view of 
the rapid industrialisation in or near Delhi and near Madras there is need 
for establishing laboratories in Delhi and Madras also. 
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Recommendations 

5.13. (a) The establishment of full-fledged laboratories consumes time 
and money and we recommend that till such 'time as it is possible to set 
up full-fledged laboratories at or near Madras and Delhi small nucleus 
testing centres should be set up at these places. These centres will to begin 
with concentrate on testing stores largely manufactured in these areas 
especially textiles and chemicals, the idea being to do the maximum possible 
testing with the minimum expenditure on equipment. The estimates 
prepared for such a centre in Kanpur show its non-recurring expenditure 
at less than Rs. 30,000/- and its recurring expenditure at about Rs. 30,0001-
annually. Estimates are likely to vary depending on the type of stores 
to be analysed and on the kind of equipment required for the laboratory. 
It does seem reasonable, however, to assume that costs will not be very much 
more than those mentioned above, that these nucleus centres will be 
able to cater substantially to the needs of local industry. 

(b) (i) Decentralisation is possible in another direction also. It should 
he possible for the D.G.S.&D. to use the Defence laboratories wherever 
possible for testing supply samples thereby reducing the workload on the 
NTH and the time taken in travel to Calcutta and back. The Branch Test 
House at \Bombay, for instance, does not have facilities for testing all 
types of stores. The Defence laboratory at Bombay could be used for 
I>.G.S.&D. supply samples and these need not be sent all the way to Calcutta. 
Similarly, the Defence laboratory at Kanpur is well-equipped having 
arrangements for testing chemicals, paints, petroleum products, drugs, anti
biotics, X-rays, optics etc. There may also be spare capacity in Defence 
laboratories at Delhi, Madras and Ludhian:~. We have been informed by 
the D.R.D.G. that they would be prepared to consider taking up this work 
on behalf of the D.G.S.&D. provided the concurrence of the Ministry of 
Defence was available and formalities like the payment of fees worked 
out. - -- ·-·· 

(ii) Fees will naturally have to be paid. Defence, too, pay fees for the 
testing of their supply samples in the D.G.S.&D. laboratories. The rates 
at which fees will be paid by the D.G.S.&D. will be the same as those charged 
bv the D.G.S.&D. from Defence, the item not covered by this list 
being charged for according to the schedule of fees prescribed by the N.T.H. 

(iii) Detailed arrangements and procedures (selection of the labo
ratories, selection of the items, assessment of the probable workload etc.) 
should be worked out by a committee consisting of a representative of the 
Department of Supply, a representative of the D.R.D.G., th~ Direc~or 0&:\I 
in the D.G.S.&D., an officer of the D.G.S.&D. (InspectiOn Wmg) and 
the Director of the N.T.H. 

DELEGATION oF PowERs 

5.14. We feel that the Director, N.T.H. does not have adequate admi
nistrative and financial powers to be able to discharge his obligations with 
speed and efficiency. The existing powers and the delegations proposed 
are given in the statement at Appendix 61. 

0RGA:-.!ISA TI0:-.1 AND PERSONNEL 

5.1.1). Assistants Director-The Test House has in the past experienced 
great difficulty in recruiting and retaining staff especially at the level of 
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Scientific Assistants. The scale of pay offered to Junior Scientific Assi~
tants only a short while ago Rs. 210-423 was so unattractive that at one 
time more than 50 posts were unfilled, 5 in the category of Junior Assis
tants anrl 42 in the category of Senior Assistants. The junior scale is being 
gradually absorbed and all Scientific Assistants brought to the scale of 
Rs. 323-15-475 /EB-20-575. In addition, some posts of Scientific Officers 
in the scale of 330-900 have also been created. This has ceytainly 
improved the situation but we feel that the matter continues to need con
structive con,sideration and forethought if the flow of personnel into this 
organisation and their retention is to be ensured. Both the private sector 
and the National laboratories paycorresponding officers higher emoluments. 
It is advisable, therefore, to taken certain steps now to remove features 
which may cause frustration in the future. We would like here to point 
out that Assistants Director have, by and large, remote chances of promo
tion as Deputy Director. Besides, these cha1;1ces are unevenly distributed 
in different divisions. For example, in the Elec.trical Division the two senior
most Assistants Director will retire at about the same time as the 
Deputy Director in the years 1983 and 1984. In other words, they will have 
to work for another 16 to 17 years without expecting any promotion. Simi
larly, the senior-most Assistant Director working in the Non-destructive 
Testing Division will get promotion as Deputy Director when he has only 
three years left to retire. Chances of promotion are considerably better in 
the Chemical Division. In the Phvsical Division the existing Deputy Director 
being junior in age to most of the Assistants Directors the latter have 
little chance of promotion to the rank of Deputy Director. Quite naturally 
the inequities in this situation will in course of time lead to frustration 
and the Assistan.ts Director will be constantly on the look out for jobs 
elsewhere. Having recently qll.d after considerable exertion solved the 
problem of staffing at the level of Scientific Assistant the National Test 
House may soon find itself afflicted with the even more difficult problem . 
of shortage of staff at the level of Assistant Director. It is necessary to 
devis~ measures now to prevent a serious eruption of this problem in the 
near future. -

Recommendation 

5.16. \Ve feel that the problem can to an extent be solved 
by having a combined scale of Rs. 400-1250 for Assistants Director and 
Deputy Directors and accordingly recommend the introduction of. s~ch 
a scale. This rationalisation will also rectify, to some extent, the existmg 
anamolies in the prospects of promotion of Assistants Director working 
in different divisions. Fnrther, Scientific Officers promoted to the post of 
Assistant Director will in most cases already be drawing almost the maxi
mum of the Assistant Director's grade of pay. In fact, on verification 
we find that in most cases Scientific Officers getting promotion to the grade 
of Assistant Director will reach the maximum of the Assistant Director's 
grade verv soon with many years still to go. With the running scale of 
Rs. 400-.1250 these officers will not reach the summit of their prospects · 
so early and will have something to look forward to. Th_is sh<?uld help 
combat fedings of discontent and apathy that may otherwise anse. 

5.17. Director-The question of increasing the scale of .pay ?f the 
Director, National Test House has also been under the consideratiO? of 
Government for some time. In 1961, Professor Thacker of the Council of 
Scientific & Industrial Research recommended that the National Test House 
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be treated as a scientific institution without being classified as a 
National Research Laboratory. Government decided that the Director, 
National Test House should be treated as the head of a small. scientific 
organisation-a part of the decision saying that the matter would be review
ed when the Branch Test House at Bombay and other Branch Test Houses 
started functioning. 

The scales of pay applicable to heads of different classes of scient.ifi~ institu
tions are as follows: -

(i) Heads of major scientific organisations or research institu
tions-.-Rs. 2,250. 

(ii) Heads of medium size organisations or institutions, and addi
tional heads of those mentioned in (i)-Rs. '2,000. 

(iii) & (iv) Heads of small organisations-Rs. 1800-100-2000 and 
Rs. 1600-100-1800. 

Of .the two scales of pay applicable to the heads of small scientific organi
sations it was decided to give the lower scale to the Director, N.T.H. 

Since this decision was taken there has been considerable expansion 
in the working of the Test House. The Branch Test House at Bombay has 
also since been set up. While the work in the National Test House is not 
comparable to work done in the National laboratories it must be admitted 
that the Director, National Test House has certain responsibilities which 
are scarcely lower than those of a Director of a National Laboratory. He 
has to keep himself abreast of the latest developments in technological and 
testing techniques. He is a member of various science committees and sub
committees at the national and international levels. He attends international 
seminars. His administrative responsibilities are greater than those of 
the Directors of some National laboratories. The Director of the Central 
Drug Laboratory, for instance, which has a strength of 115 including 6 
Class I and 9 Class II officers is paid in the scale of Rs. 1600-2000. So is 
the Director of the Central Food Laboratory which has strength of only 
32 with 4 Class I and 2 Class II officers. Compared to these the Director 
of the National Test House has a total staff of 526 with 33 Class I Officers. 
With the establishment of a Branch Test House at Bombay these respon
sibilities have become larger. In determining the pay and status of the 
Head of the National Test House it is well to remember that it is the 
most important agency testing materials and guaranteeing their quality, 
that it is often the final arbiter in disputes and that in its wide ranging 
operations it is expected to hold the scales even between department and 
department, between Government and firm, between firm and firm and 
between individual and individual. 

Recommendation 

.5.18. ·The head of the National Test House should definitely enjoy 
the status of the head of a medium scientific organisation and should be 
given the pay scale apP.licable to heads of medium scientific organisations. 
We would like to clarify, however, that this recommendation does not, 
except where specifically indicated, extend to the remaining staff of the 
National Test House. 
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THE NEED FOR A jOINT DIRECTOR 

5.19. A proposal for the creation of a post of Joint Director in the 
Test House has been under the consideration of Government for more 
than two years. We were informed that the matter was pending review of 
staff by the Staff Inspection Unit. While normally we would .not have 
commented on this need when it was to be assessed by the Staff Inspeo-

' tion Unit we feel that there are special circumstances warranting considera
tion of this issue even if the opinion of the Staff Inspection Unit is not 
available. · · 

5.20. The activities of the National Test House, as already pointed 
out, have expanded greatly during the last few years as will be obvious 
from the figures given in paragraph 5.12. With this order of expansion in 
the workload, with the settipg up of the Branch Test House at Bombay 
which is supposed to· be supervised directly by the Director, N.T.H., and 
with the representation of the Director, N .T.H. on a large number of lSI 
committees and seminars the work and duties aevolving on him have 
acquired a size which, if he is expected to do full justice to the technical 
aspect of his work, must prevent him from devoting enough time to admi
nistrative and routine chores. 
Recommendation 

5.21. To attend to the latter it is necessary to have a post of Joint 
Director in the Test House. The scale of pay under the consideration of 
tbe Government of India is Rs. I 100-1400. It may he mentioned here that 
the Pay Commission in its report had recommended for the joint 
heads of medium scientific organisations the scale of Rs. 1300-1600 
which scale should also be applicab.Je to the Joint Director of the National 
Test House. The Joint Director will relieve the Director of the items of 
work mentioned in Appendix 62. (This list need not be rigidly adhered to 
by the Director). There will be an adequate load of work for both Director 
and Joint Director. 

CONFIDENTIAL REPORTS 

5.22. The existing forms of confidential reports for technical officers 
employed in the National Test House are the same as those used for non
technical gazetted officers and are not specially designed to give an indica
tion of their technical aptitudes or the work done which at least at lower 
levels should be capable of measurement especially if our recommendations 
on procedure and supervision are accepted. 
Recommendation 

5.23. We suggest that for technical officers (gazetted) and technical 
officers (non-gazetted) revised forms of confidential reports as at Appendices 
63 and 64 respectively may be adopted. 

CoNTROL ovER THE TEST· HousE 

5.24. The extension of the control of the D.G.S.&D. to the National 
Test House cannot be traced to any principle. Only a small part of the 
work of the Test House relates to supply samples and perhaps even for 
these the Test House deserves to have an independent status. The point 
need not be laboured as a decision already exists to transfer control of the 
Test House to the Department of Supply and Technic;tl Development. 

Recommendation 
5.25. This decision should be implemented straightway. 



CHAPTER VI 
THE RECOVERY OF DEPARTMENTAL CHARGES 

6.1. The D.G.S.&D. charges certain fees from the commercial depart
ments, of the Central Government, State Governments, Defence Services, 
quasi-p_ublic bodies and ~>Versea~ indentors for undertaking procuremrnt 
on theu behalf, for the mspect10n of stores and for the disposal of sur 
pluses. For the inspection of stores the fee charged from the Railwan 
and other commercial departments is 0.5% of the value of the stores 
inspected. 

6.2. The recovery of departmental charges in cases where procure
ment IS made by the D.G.S.&D. is almost automatic, the Pay &: Accounts 
Officer recovering the fees simultaneously with the recovery of the cost 
of stores supplied. Similarly there is no trouble in deducting the fees when 
surpluses are disposed of. However, great difficulty is experienced in making 
recoveries of the departmental charges where orders are placed by the 
departments direct and inspection is entrusted to the Inspection 'Wing of 
the D.G.S.&D. . 

6.3. According to the existing procedure, against a particular order 
placed direct by a department, inspection in respect of which is entrusted 
to the D.G.S.&D., the stores may be offered by the supplier for inspection 
in one lot or in instalments. Again, the supplies may have to be despatched 
to a number of consignees. Thus against one particular lot offered for 
inspection, the supplies may be meant fm a number of consignees. Against 
each instalment offered for inspection, a bill is raised for each consignee. In 
other words, even for one instalment, there may have to be a number of 
bills. For one order, in which there may be a number of instalments, the 
number of bills that may have to be prepared can be very large. The 
DGS&D prepares 5 copies .of each bi!l for the recovery of these charg~s. 
~ cop~es ar~ sent to the consignee for his accepta~ce of the. fees. The re~am
ing 2 copies are kept by the DGS&D. Of his 3 copies the consignee 
returns 2 copies to the DGS&D, duly accepting the charges and indicating 
the head of ·account to which the debit mav be raised against him by the 
Pav & Accounts Officer of the DGS&D. The third copy of the bill is retained 
by' the consignee ~or his. own record. On. re~eipt o~ this acceptance 
the bill is entered m a reg~ster called the Reahsat10n Register. The accept
ances are then sent to the Pay & Accounts Officer who raises the debit 
against the consignee through the consignee's Accounts Officer. He retains 
one copy of the bill with him and sends the other to the consignee's Accounts 
Officer. 

6.4. The staff employed to look after the work of non-departmental 
orders including the recovery of departmental charges on such orders in 
the Inspection Circles is, at present, as under:-

Calcutta 
Tatanagar 
Bnrnpur 
Bombay .. 
Northern India. 
Madras 

Kat1pur 

'i'4 

Head Clerk U.D.C. L.D.C. 

I7 I7 
I 9 I6 

2 3 
I 2 5 

1 2 
5 4 

(A/C & Non-Departmental) 
Nil (~o separate 

arrangement) 

36 47 



75 

Of this staff, a total of 50 are engaged exclusively on work relating to 
the recovery of departmental charges for inspection. Besides the manpower 
engaged in the DGS&D for this work there must be sizable staffs posted 
with the consignees and with the Pay and Accounts Officers of the DGS&D 
and the consignees for the work of adjustment of accounts. Despite this 
large scale employment thousands a[ bills involving large sums are pend· 
ing. For instance, inspection fees to the extent of Rs. 32.40 lakhs was 
pending against government departments up to the end of July, 1962. 
Out of that, Rs. 30.21 1akhs pertained to the Railways, of whid1 only 
Rs. 5.03 lakhs had been recovered up to the end of January, 1964, leav
ing a balance of Rs. 25.18 lakhs outstanding against the Railways. 

G .• ). It is estimated (and the estimate is reinforced by a sample study 
of 38 cases) that in more than 50% cases the fees to be recovered does not 
exceed Rs. 10 in each individual case. This amount is much less than 
the actual expense incurred in the recovery of departmental charges· in one 
case. Clearly the existing arrangements are not only not functioning satis-
factorily but are expensiye. · 

Recommendations 

6.6. (I) The DGS&D should not be entrusted with the inspection of 
stores if the value of the contract is less than Rs. 500. 

(2) No departmental charges should be levied if they are less than 
Rs. I 0 in the case of one contract. 

(3) The departmental charges to be levied should be reduced from 
the present rate of 0.5% to I f3rd%. (The reason for this recommendation 
is that the fee earned from inspection on an average come to more than 
It times the expenditure. In fact, in 1963-64, the fees earned-Rs. 176.68 
lakhs was more than double the expenditure, Rs. 8l.l3 lakhs). 

(4) In the case of orders received from the parties other than the rail
ways, advance deposits where the departmental charges exceed Rs. 10 in 
each case, should be made by the party with the Pay and Accounts Officer 
of the DGS&D under intimation to the Inspection Circle of the DGS&D, 
which is entrusted with the inspection of stores against that order. Against 
such an order, the D.G.S.&D. should render an account to the consignee 
only after the supplies against that order have been completed. There 
~hould be no separate bill raised against each instalment inspected. The 
account should be sent, in duplicate, to the consignee, who should, after 
verification send it to his Accounts Officer for necessary adjustment against 
the advance already paid. 

(5) In the case of the Railways the Director of Inspection should 
render a monthly account in respect of each contract separately for each 
consignee to one nominated Accounts Officer for each Railway Adminis
tration, instead of following the present procedure of raising bills with 
the Accounts Officers of the various consignees even thou11;h belonging to 
the same Railway Administration. The nominated Railway Ac
wuuts Officer on receipt of the account should make the payment 
to the Accounts Officer of the DGS&D within the same month 
or in the following month. Any departmental action that may be neces
sary on the part of the Railway Accounts Officer for getting the debits 
adjusted by the Accounts Officers of the various consignees should not hold 
up payment to the DGS&D. Two copies of this account may be sent to 
the Railway Accounts Officer and one copy of the Pay and Accounts Officer 
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to watch its payment. The account rendered in respect of each contract 
for individual consignees separately should give all the necessary details 
in the form at Appendix 65. This step will result in (a) speedier and 
smoother adjustment of accounts and (b) reduction of a safe 50% of the 
staff engaged on this work in the DGS&D. This recommendation is beina 
made for immediate implementation as a short term measure. 

0 

(6) As for the long-term arrangement, the Railways should pay to the 
DGS&D a bulk amount towards the departmental charges which should 
be worked out after taking into account: 

(a) the average value of the stores inspected against non-depart
mental orders for the last 3 years on which inspection fee is 
leviable (the average value of goods for which the inspection 
fee is less than Rs. 10/- will be deducted from the average value 
of the total goods); 

(b) from the figure reached in (a), the value of the stores, the inspec
tion of which isfhas been transfer~ed to the Railways, should 
be deducted; 

(c) the departmental charges on the balance amount should be 
worked out at the rate of 1 f 3rd per cent. 

This bulk payment should be made to the DGS&D by the Railways who 
should then distribute this amount amongst the various Railway Adminis
trations on a proportionate basis. 

It can be objected that this procedure will not give a correct picture 
to the Railways about the division of this amount among the Capital and 
Revenue Accounts and that this division will be done on a not wholly 
realistic basis. We consider this objection minor in the context of the great 
reduction in staff and the smooth and speedy adjustment of accounts that 
will be brought about by this step. It will be possible to reduce 90%1 of 
the staff currently engaged on this work. Sizeable reductions will also be 
possible in the staffs of the consignees and the Pay and Accounts Officers 
concerned. 



CHAPTER VIi 

THE PROGRESS WING 

ORGANISATION AND FUNCTIONS 

7.1. To ensure that the Directorate General, Supplies and Disposals 
delivers the goods by the scheduled dates a Progress Wmg has been set up 
the primary functions of which are---: 

(i) to watch coverage of indents and to follow up contracts so that 
supplies are made according to the delivery dates stipulated; 

(ii) to progress supplies of stores through field officers who visit firms 
holding contracts from the Director~te General, ascertain the 
causes of delay in supplies and render assistance to the firms 
wherever necessary; and · . 

(iii) to assist firms in the early procurement of iron and steel, par
ticularly where the delivery is dependent on the receipt of these 
raw materials. 

The Manual of Office Procedure of Supplies, Inspection and Disposals pres
cribed the close progressing of every demand from the date of its receipt 
right up to the completion of the contract. To quote the Manual "The 
l_Vork of progressing will be in two distinct stages viz.:-

(1) Initial or pre-A.T. stage--Responsibility for watching progress 
of action on an indent from the date of its receipt in Supplies 
Section upto the stage .•of placing the Acceptance of Tender/ 
Supply Order against all the items of the indent or their dis
posal otherwise, for example cancellation, cross-mandating etc., 
will be that of the Supplies Section concerned. The Progress 
\Ving will, however, assist them in discharging this function by 
bringing to their notice cases of delay in issue of enquiry and 
decision on tenders through monthly statements. The Progress 
Wing will also arrange meetings between DDG and the Directors 
of Supplies concerned, in order to review the position 
of indents outstanding over six months old with a view to 
analyse causes of delays and advise ways and means to accele· 
rate coverage. Similar procedure will also be. followed in the 
Regional Offices. 

(2) The subsequent or post Acceptance of Tender Stage-Deliveries 
against the Acceptance of Tender or Supply O,rders will be 
watched by Progress Wing at Headquarters and Regional 
Offices." 

7.2. The Progress Wirrg in the past was not organised in sufficient 
strength to discharge these functions affectivcly. Prior to March l!l64 it 
had one Director who was assisted by other staff. Because of the limited 
man-power available at the Progress Wing was, in actual practice, engaged 
mainly in the collection of statistical information and was doing detailed 
progressing only of certain selected items relating to Def~ace, Border 
Roads or Railways. The Chinese invasion in 1962 revealed the inadequacy 
of this organisation and after some experimentation it was strengthened in 
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March 1964 with the posting of two more Directors (one from the Directo
rate of Co-ordination and one from the Purchase 'Wing) and some staff. In 
the new set-up the work was divided Director-wise as follows:_ 

(a) progress work relating to Defence indents,.. 
(b) progress work relating to Railway indents, 
(c) progress work relating to indents other than Defence and Rail

ways. 

Certain changes were also made in the method of recording informa
tion. 

As a result of these changes noticeable success ;va.B ·achieved and the 
number of indents and contracts pending for supply was brourrht down 
from 36,000 on 1st August 1964 to 26,000 on 1st August 1965. However, 
there still 1s scope for improvement. 

THE PRE-CO~TRACT STAGE 

7.3. As mentioned earlier progressing is done both at the pre-contract 
and at the post-contract stages. On receipt, 'one copy of the indent is 
passed on by the Central Indent Section to the Progress 'Wing. Indeilt
wise, Directorate-wis·e registers in the form at Appendix 66 have been open
ed in the Progress ·wing and the particulars of the indent are entered 
_there. Progressing is then done at each stage represeo.ted .by. the different 
columns of the registers. Progress at each stage is watched by . • 

(a) personal contact, 
(b) the preparation of various periodical statements of outstandings 

which ultimately are consolidated and furnished to the Director 
General. 

7.4. It seems to us that prc-A/T chasing by the Progress \Ving is not 
necessary. The object of pre-AfT progressing is to ensure the timely cover
age of indent. This is incontrovertibly the responsibility· of the Purchase 
Section and the Purchase Directorate, and there is no reason why there 
should be any dispersal of this responsibility. It is important to ensure the 
timely coverage of indents and the approach here should be to see that the 
Purchase Directorates function with the requisite speed and efficiency 
without having to be prompted at each stage by another wing in the same 
organisation. We have at the appropriate places made recOI41mendations 
simplifying the procedures and methods of work and prescribing iuternal 
controls, some as frequent as daily controls, to ensure the timely coverage 
of the indents. These recommendations seek to eliminate delay both in 
the Purchase Directorate and the Inspection \Ving (where indents parti
culars are checked). With the acceptance of these recommendations we 
feel that the problem of covering indents in time will not arise to any 
serious extent. Otherwise too it is a principle of doubtful merit on which 
one large wing is created in an office with a mandate to chase another wing 
of the same office. For this and the other reasons mentioned above pre-AfT 
progressing by the Progress Wing is unnecessary. 

Recommendations 

7.5. The Progress Wing should give up progressing at the pre
contract stage except when the monthly statements indicate delay in the 
coverage of indents figures of which, should be maintained in the Statis
tical Directorate as suggested in the paragraph on "The Maintenance of 
Statistical Data in the Headquarters". 
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THE 1\IAI:-iTE~A:\CE OF STATISTICAL DATA I:S THE HEADQUA:RTERS 

7.6. As mentioned above the Progress Wing is maintaining registers 
in the form at Appendix 66: With the help ofthese registers it is compiling 
a large number of statements. With the cessation of pre-AfT progressing 
the information at present obtained in columns No: 7 to 11 of tlie register 
will no longer be necessary. It will be necessary, however, •to continue to 
maintain figures of coverage of indents to keep an over-all watch on these. 
Properly analysed iJ?formation •. ~owever, for post AfT progressing should 
be the major part of the statts tical data kept. Dunng"' the course of the 
study the Director General. expressed the opinion that this information 
could be kept with the help of data processing "machines that were 
already available in the Statistical Directorate of the D.G.S. & D. These 
machines were found to be under-worked and the Statistical Directorate 
has agre·cd .to maintain the necessary information with the help of these 
machines provided certain staff is sanctioned for the" purpose. As the .data · 
processing machines can take on more work we consider that they should 
be utilised for maintaining information and compiling statements at 
present maintained and prepared manually in the Progress Directorate. 

Recommendations 

7.7. (1) The maintenance of the register in the form at Appendix 66 
should be dispensed with . . 

· ".(2) All information should be kept and all statements prepared in 
the Statistical Directorate with the help of the data processing machines 
available in the D.G.S. & D. for which the scheme outlined in Appendix 67 
may be introduced. No work on this.,count need be done in the Progress 
Wing. · · 

PERSO:-iNEL IMPLICATIONS 

7 .8. The abolition of pre-contract progressing and the mechanical 
maintenance of statistical data in the Statistical Directorate will necessitate 
considerable reduction in staff in the Progressing Wing in the Head
quarters and some augmentation of staff in the Statistical Wing. Details 
of these may be seen at Appendix 68. 

--
PosT CoNTRACT PROGRESSING 

TYPES OF CONTRACTS WHICH SHOULD BE PROGRESSE11 

7.9. Although the Manual lays down that all contracts should be pro
gressed our investigations reveal that, in actual practice, the field staff pro
gress only those contracts which are placed by their own regional office or 
for which specific requests are received from the contracting office. Non
compliance with the letter of the instructions of the Manual is understand
able for compliance would increase tremendously the volume of work and 
would necessitate at certain places the provision of more than double the 
staff at present engaged in field work. On merits too it should not be 
necessary to progress every contract. If all contracts are not to be progres
sed it will be necessary to lay down the criteria to distinguish contracts 
which require progressing from those which do not. For this purpose the 
list given in the Manual for special progressing can be adopted with some 
small modifications. 
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Recommendations 

7.10. (1) Progressing should be required only in the case of-

(i) contracts placed by the Regional Office concerned on the firrris 
located within its own jurisdiction, 

(ii) supplies against rate and running contracts, 

(iii) Operational/Urgent contracts, 

(iv) contracts where assistance of raw materials is required, 

(v) contracts against Works Programme indents, 

(vi) contracts for critical items of requirements of Defence, Railways 
and of the Posts and Telegraph Department, 

(vii) contracts in which price preference has been allowed for 
earlier delivery, . 

(viii) contracts for developmental items, and 

(ix) any other item which the purchase office feels requires pro
gressing. 

(2) It will be the responsibility of the purchase officer to indicate 
specifically the need for progressing contracts falling under (iii) to (ix) in 
recommendation (1) above. He should for this purpose mark the words 
"Progressing Required" at the top left hand corner of the copy of the con
tract meant for the Progress Officer. Besides, the endorsement forwarding 
this copy of the contract should also clearly indicate-

(i) whether the contract i.::quires monthly progressing, or is 
Operational f Urgent requiring fortnightly progressing or 
whether it is for critical items requiring daily progressing; 

(ii) the periodicity of the progress reports to the Purchase Officer 
by the Purchase Wing; 

(iii) whether stage progressing is required. 

DESPATCH OF CONTRACTS }"ROM HEADQUARTERS TO REGIONAL OFFICE FOR 
PROGRESSING 

7.11. At present copies of the contracts are despatched by the Purchase 
Directorates at Headquarters directly to the regional office responsible for 
their progressing. Our investigations reveal that quite often these copies 
are never despatched or are wrongly endorsed. 

Recommendations 

7.12. (I) The Assistant Director (Progress) at the Headquarters who 
receives two copies for every contract should be made responsible for send
ing one to the regional office concerned. He should for this purpose collect 
these contracts in bundles, g:t shuttle sheets prepared firm-wise in tripli
cate in the form at Appendix 69 and send the copies of the contracts bi
weekly with a covering demi-official letter to the regional office along with 
two copies of the shuttle sheets. 
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(2) ln the tase of contracts in which progressing is not rt..quired 
initially but in which the purchase officer later want$ to know the supply 
position ad hoc references can be made by the. purchase officer. A copy of 
the contract should invariably accompany such a reference. If for any 
reason a copv of the contract is not readily available the following parti-
culars should be furnished to the regional office:- · 

(a) Name of firm 
(b) Contract No. and date 

(c) Indentor /Consignee 

(d) Brief description of stores 

(e) Date of delivery: 
(i) Original 
(ii) Last extended 

(f) No. of items outstanding. 

SCRUTINY IN THE REGIONAL OFFICE AND MAINTENANCE OF PR<>"GRESS RECORDS 

7.13. In the regional offices the Acceptances of :render are received 
by a clerk who sorts them out in the following manner:-

(i) Acceptances of tender from Headquartets are sorted out 
l>irectorate-wise and put in separate folders meant for each 
Directorate; 

(ii) contracts from other regional offices are sorted out region-wise 
and put in separate bundles . ... 

We found during the coutse of our study that copies of contracts wete 
not s·een at the dak stage by any Progress Officer and therefore ":ere not 
attended to promptly in many cases. 

Recommendations 

7.14. (I) Copies of all contracts should be , seen by the Assistant 
Director /Deputy Director (Progress) in the regional office who should give 
netessary instructions to the field staff, This should be done at the dak 
stage bdore the clerk sorts out the contracts in separate folders . and 
bundles. . · 

(2) On receipt of a copy of the contract issued from his own regional 
office, necessary entries should be made by the clerk concerned in the 
Central Progress Register. Thereafter there should be n<J differentiation 
between the contracts placed by the purchase branch of that regional 
office and those received from the Headquarters and other regional offices. 
All these should be entered in a AfT register in which the record of all 
contracts placed on a particular firm should be maintained. The contracts 
should then go into folders in which they are arranged according to the 
date of delivery month-wise. 

(3) In the beginning of every month the Junior Progress Officer con
cerned should prepare firm-wise lists in the form at Appendix 70 listing 
each contract placed on a particular firm for which the delivery period is 
expiring during that particular month and hand over these to th~ Junior 
Field Officers concerned. In the case of contracts from the Headquarters 
and other regional offices he should give a copy of the shuttle sheet 
LfS238DGS&D-8 
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(Appendix 69) to the Junior Field Officer. In the case of extension of the 
?efive~y period the contrac.t should be placed in the folder for the month 
m whtch the extended dehvery period is to expire. 

(4) The Assistant Dire.ctor /Deputy Director· (Progress) should see 
wheth.er the ~~ntract ~ontams any pre-conditions e.g. assistance of raw 
~atenal, posltl_?n of I_mported components etc. If it does not he should 
gxve necessa~y mstruc~H~~s how and when to commence progressing. It 
should be hts respons1~1hty to ensure that all pre-conditions are fulfilled. 
In case he finds any dxfficulty he should contact the Directorate General 
(S&D) or the_ Government agencies concerned himself to ensure the supply 
of raw matenals, components etc. in time. 

FIELD PROGRESSING 

_7 :15. Field progressing is the essence of progress activity. It consists 
of vxslts by field officers to firms within their jurisdiction-

(i) to expedite supplies, 
(ii) to render them all possible assistance if they are meeting with 

any genuine difficulty especially with any agency of the Gov
ernment, 

(iii) to advise them, where necessary, to apply for extension in the 
delivery period, and 

(iv) to report the supply position to the purchase office. 

The Junior Field Officer is required to visit 2-3 firms every day and 
for all rate and running contracts on firms within his jurisdiction has to 
see that monthly drawal reports are forwarded in time. The work of the 
Junior Field Officer if done meticulously can yield substantial results in 
quickening the pace of supplies. At present the periodicity of progressing 
of different categories of items has not been prescribed. Roughly speaking 
every ordinary case of progress should require one visit a month to the 
firm. Urgent/Operational indents should require progressing every fort· 
night and vitalfcritical items should be progressed daily. Firms may be 
visited in rotation so that no contract reqmring progressing it left out. The 
existing norm which expects each Junior Field Officer to visit 2-3 firms 
in a day is reasonable and should be able to secure adherence to the fre
quency of progressing suggested above. However, the staff sanctioned at 
present does not permit compliance even with this norm. Stringency in 
sanctioning staff for this work is false economy. 

Recommendations 

7.16. (I) The following frequency should be prescribed for different 
categories of indents-

(a) daily progressing for vital/critical items, 
(b) fortnightly progressing for urgent/operational indents, 
(c) once a month for other indents requiring progressing. 

(2) The Junior Field Officer must visit all the firms assigned to _l~im 
in rotation at least once a month so that no contract on any firm requumg 
progressing is left out. Any firn1 not visited during a month for any parti
cular reason must be contacted during the next month. The record of 
these visits should be properly maintained in the Junior Field Officer's 
diary which has been suitably revised. 



(3) The present yard-st~ck for ~ Junior _Field Offic~< :·~~sit~·->? ,2--?, · 
firms a day-should be retamed. Thts yard-suck should be tead 'll1 con
junction .with"the ;contracts. requiring progre~sipg,.- For purposes. o.f -;sane

. tionirig: staff •this .. norm Jila:y,be fi~ed, at the -highe:r,figure of~$ ·firms .a: day 

. except in· the,C~lcutta region;; where, ·on.:account1.of, the·:pl;:t!=C!!tn~nt of.;!; 
disproporti~mitely large ~umb~r of contract~, the·norin ~ho~~~ be ft:'-ed at 
2.5. On· this basts' a Jt,Intot :F.:teld • Officer .wtll, .be aM~ to-:·visi~ 6Q fir~s;,a 
month in Calcutta and 70, firms a month elsewhere. The number of Junior 
Field·· Officers required. -in the different regions ; w:ill be 41_. as , against ~4: 

, existing now. The detailed breakup may be seen; at AppendiX ~7 L. , , ; i 

SUPERVISION 

7.17. The daily diaries of the Junior Field Officers are rarely checked 
and signed by their superiors: Besides, the daily diary as maintained at 
present does not give enough information and needs to be made more 
comprehensive. There is possibility of introducing more method in the 

. organisation and.control of the work of the Junior Field Officer. 

Recommendations 

7.18. (1) The form of the daily diary should be revised as at Appendix 
72. 

(2) The' J u~ior Field Officer·· should prepare his weekly programme 
in the form at Appendix 73 in advance on· the last working day of the . 
week for the following we_ek. This programme should be prepared and 
signed by the Assistant Director f.Peputy Director (Progress) in the Junior 
Field Officer's diary itself. · · 

(3) The Assistant Director /Deputy Director (Progress) should scruti
nise the Junior Field Officer's diary once a we'ek to see if he has done the 

• job assigned to him. Any instructions that he wishes to give should be 
given in the "Remarks" column of the diary. ·: 

7.~9 .. With the ~bolition ·of pre-A/T progressing and ~e maintenance 
of stattstxcal data wuh the help of machmes we have estimated that one 
Director among other staff will become surplus in the Progress Wing. Two · 
Directors have ·b·een retained. Ordinarily, for supervision, control and pro
gressing at the Headq?arters one Director should suffice. However, a v~ry 
large number of m'eetmgs take place at the Headquarters and for attend
ing these presence in the Progress Wing of two officers of · ·the level 
at least of Director is n'ecessary. It may here be noted that· the largest 
number of firms are in the Calcutta region and the maximum number of 
(;Ontracts requiring special progressing are placed there. Among th'e 
regions Calcutta also ·has the largest number of officers of the level of 
Assistant Director j Deputy Director. Lia~son. with the . Iron an~ St~el Con
twller and the preparatiOn of productiOn schedules are specxal Items of 
work in,. Calcutta for. which special staff has been exclusively earmarked. 
For l!xercising proper supervisory control and for giving impetus to pro-
gressing a Director for this work is required in Calcutta. . . · 
LjS238DG3& D-S(a) 
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Recommendation .. 

7.20. In the chapter on "Organisati~n" we have recommended thar 
the Deputy Director Gen·eral in Calcutta should be shifted to Delhi and 
be giveri charge of progress among other items. In his place one of the 
two Directors that will be available even after the reduction of stall 
referred to in para 7;19 should be posted in Calcutta to look after progres~ 
work. As clarified in the chapter on "Organisation" this Director may alsc 
be entrusted with "shipping" and "Disposals" to give relief to the existing 
Director of Supplies and Disposals there. i 



CHAPTER VIII 

THE DISPOSA~ OF SURPLUS STORES 
INTRODUCTORY 

8.1. The responsibility for the disposal of all except specified stores 
:abo\'e a certain value declared surplus by the departments of the Central 
Government other than the Railways is centralised and vested in the Dis
posals Wing of the Directorate General of Supplies and Disposals, the 
-services of which, at their option, are also available to the State Govern
ments. It is compulsory for all departments (except Railways) of ~he Gov
-ernment of India to report their surplus stores valued at over Rs. 5,000 
to the Directorate General. Stores valued at Rs. 5,000 or below are dis
posed of by the departments/State Governments themselves. 

GENERAL PROCEDURE 

8.2. The surpluses are reported to the 'Directorate General (Supplies 
~md Disposals) (Disposals Wing) on a prescribed form known as Surplus 
Report form. The Surplus Reports on receipt in the Disposals Wing are 
scrutinised to verify whether all the particulars have been filled in correctly. 
They are then examined by a Screening Board consisting of the Director of 
Disposals, the Deputy Director (Coordination), the Assistant·Financial Ad
viser and in the case of Defence surpluses the Chief Liaison Officer (Defence) 
to d'ecide-

(i) whether the disposal is to be arranged by the Headquarters 
Office at New Delhi or br,. one of the regional offices; and 

(ii) what the mode of disposal should be i.e. whether it should be 
by auction or by tender or by issue to priority indentors. 

After the views of the Screening Board have been recorded the Surplus 
Report is put up for the approval of the Deputy Director General, 
Director General or the :Mimstry depending upon the book value of die 
stores declared surplus. 

8.3. Stores are physically inspected to examine their condition if their 
- 'Value is more than Rs. 50,000. Surplus stores are disposed of by one of the 

following methods:-
(i) by the circulation of Surplus Reports to the likely indentors 

·who, if interested, place indents on the Directorate General. 
The stores are then transferred to the indenting department or 
allocated to other prority indentors; 

(ii) by sale by one or other of the accepted methods viz. advertised 
tenders, auction 4> or negotiation. 

SuRPJ:.us REPORTS 

RECEIPT AND DIARISI!IIG 

8.4. When a surplus report is received i~ the ~entral ~egistry .(Dis
posals Wing) it is entered in three different regtsters VIZ. the Dlary ~~gtste~, 
the Screening Board Register and the Block Series Registerhavmg tdmu
.::al columns (Appendix 7~). This i~ sheer triplication of work. 
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Recommendation 

8.5. The purpo~e of all these registers will be adequately served 
only the Screening Board register is maintained properly. 

ScRUTI:'I<Y 

8.6. The scrutiny of the Surplus Report is done on the report itself 
and no indication is given to show that the various items have been; 
checked. 

Recommendations 

8.7. (I) A list of check points has accordingly been prepared)' 
(Append~x 75). In case the Surplus Report is incomplete immediate. 
reference should be made by the Central Registry (Disposals Wing) to the· · 
declarer. 

(2) In some cases only minor clarifications are required. In such cases 
it is not necessary to withhold the submission of the Surplus Report t()t 
the Screening Board. It should be left to the Assistant Director (Central. 
Registry) to decide whether an incomplete report should be referred to 
the Screening Board or not. If he feels that it should be referred to the I 
Screening Board he should record his reasons on the list of check points! 
and get the approval of the Director of Disposals. This will wt down 1 

delay. 

l\IODE OF DISPOSAL 

8.8. The Assistant Director (Disposals) in charge of the Central Re-, 
gistry puts up the Surplus Report for decision on the mode of disposal to· 
the Screening Board along with a form (Appendix 76) duly filled in whic~ 
repeats the particulars already given in the Surplus Report. As one copy 
of the Surplus Report is given to all the members this repetition can be, 
avoided .. 

Recommendation 

8.9. The purpose of this form can be achieved by having a small i 
covering note with the following details:-

Surplus Report No. 

Inspection 
Auction 
Tender 

placed below may be disposed of by:-· 

Issue to Priority lndentors (and in case they do not accept disposal by 
auction I tender) 
May be X-mandated to Director of Supplies and Disposals Bombay/ 
Madras I Calcutta I Kan pur. 
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This note should be prepared in duplicate and after the decision of 
the competent authority has be·en obtained the original along with the 
Surplus Report should be passed on by the Central Registry . Section 
straJ,.htway to the Section/Region concerned. The duplicate of the cover
ing ~ote should be kept in the Central Registry Section file along with the 
copy of the Surplus Report. 

TRANSFER TO REGIONAL OFFICES 

8.10. Th·e Surflus Reports which are to be transferred to the re.gional 
offices for disposa are forwarded along with form No. DGS&D-182 
(Appendix 77). The columns in this form correspond to the columns in 
the Surplus Report. 

Recommendations 

8.11. (I) This duplication can be avoided if tlie Surplus Report is sent 
under a simple printed letter in the following form:-

"D.G.S.&D. Surplus Report No. dated is transferred 
for disposal 1 action as decided by the Screening Board and indicated in 
the attached note". 

(2) A copy of the forwarding letter should be endorsed to the declarer 
so that he may know which regional office will deal with the Surplus 
Report. This procedure will reduce the volume of work in the Central Re· 
gistry (Disposals) as most of the letters received by them are only required 
to be forwarded to the Commod~~y Section/Region. 

INSPECTION OF SuRPLUS STORES 

8.12. After a decision has been taken that the stores are to be inspect~ 
ed against a particular Surplus Report, the office prepares three copies of 
the Inspection form in form DGSS.:D-190 (Appendix 78) and hands over 
two copies to the Field Officer along with a copy of the Surplus Report 
and keeps one as office copy. It also fills in all the columns at the top and 
three columns of the statement. The field officer, after he has visited the 
Depot holding the surplus stocks, has to give his report on the following 
aspects:-

(i) condition and serviceability; 
(ii) whether the stores will be useful to priorities; 
(iii) whether the stores are fit for tender; 
(iv) whether the stores are fit to be auctioned; 
(v) assessed market value. 

The Field Officer's report is meant to be confidential. In actual 
practice, his report is sent to the section which takes about 10 days to put 
It up, after docketing it, for the orders of the higher officers. 

Recommendation 

8.13. The Field Officer, after inspection, should send his report in 
the existing form not to the section but, under closed cover, to the Deputy 
Director concerned so that it remains confidential. 
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.BACK RE.FERENCES 

8.14. It has been observed that when Surplus Reports are received 
by the regional offices they make back references to the stock holders a~king 
them to confinn the availability of all items -tvith their present ·position, 
location etc. On receipt of this confirmation further action is initiated by 
the office concerned. · 

Recommendation 

8.15. This step appears to be unnecessary and should be given up. 

INDENTS 

8.16. Indents on their receipt are entered in the Central piary as well 
as in the Indent registers. This duplication of entries can be avoided. 

Recommendation 

8.17. Indents should straightway be entered in the Indent register. 

REPORTS AND RETURNS 

8.18. The number of returns submitted by different regional offices 
to the Headquarters varies. However, 3:7 returns are submitted by one of 
the regional· offices. Their break-up is as follows:-

Daily Weekly Fortnightly Monthly Quarterly Half-yearly Annual Periodical Total 

1 1 3 19 6 2 3 2 37 

We find that a number of these returns are unnecessary and do not serve 
any ~seftil _purpo_se while some others need rationalisation. 

Recommendations 
' . 

8.19. (1) The following statements and returns should be given up 
forthwith: -

(a) statement of monthly auction programme advertised through 
the Directorate of Audio Visual Publicity; 

(b) statement of Surplus Reports received directly; 

(c) statement showing details of sales to the classified customers 
in form 'E'; 

(d) 'D' form statement with sub-head-wise lists of documents ac
counted for during the month under report; · 

(e) monthly statement showing auction sales conducted without 
fixing reserve f guiding prices.; 

(2) The following returns should be grouped together into one 
monthly return as devised (Appendix 79)-

(a) the daily :Control chart prepared by each section. The figures 
are consolidated and fortnightly as ·well as monthly control 
chart is sent to Director (Disposal); 
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{b)' Post sales publicity; 
(c) D.G.'s report for notice board; 
(d) D.G.'s report to Secretary; 
(e) actuals and targets; 
(f) position of outstanding Surplus Reports with their break-up 

in ABCD form; 
(g) position of outstanding Surplus Reports with age-wise break-

up (detailed list of outstandings); 
(h) progress reports; 
(i) summary for the Cabinet; 
(j) statement in respect of progress of review {finalisation of old 

cases; 
(k) progress report on finalisation of risk. re-sale cases; 
{1) outstanding Defence Stores-~ranch-wise-

(i) Vehicles Class (I) to (V). 
(ii) Vehicles Class (VI) to {VII). 
(iii) Other than vehicles. 



CHAPTER IX 

THE SHIPPING ORGANISATION 

ORGANISATION AND FUNCTIONS 

9.1. At the ports of Bombay, Calcutta and Madras shipping branche! 
have been attached to the Regional Directorates of Supplies and Disposal! 
for the clearance and despatch of stores on behalf of Government Depart
ments (excepting the Ministries of Defence, Railways and Food and 
Agriculture) and on behalf of public undertakings as well as for the export 
of stores overseas. Besides the setting up of shipping sections, the D.G.S.&I>. 
have also appointed professional clearing agents for the actual, physical 
clearance and despatch of cargoes from the docks. 

9.2. Because of differences in workload and staffing strength the or
ganisation of the shipping branches in different ports differs in details, 
but broadly each branch has groups to attend to-

(1) work relating to clearance of imported cargo and shipment o4: 
cargoes to be exported; 

(2) work relating to bills and accounts; 
(3) work relating to compilation and documentation; 

(4) work relating to general and policy matters; 

(5) field work and storage. 

OUTLINE OF PROCEDURE 

9.3. The procedures and functions of a shipping branch which have
to be tied up with the working of the clearing agents and have to be at
tuned to shipping and customs laws and procedures have been laid down 
with clarity and comprehensiveness in the D.G.S.&D. Shipping Manual. 

A bald statement of the work done and the procedures followed may 
here be made. Information is received in the shipping branch from the 
purchase agenciesfconsignees that certain cargoes are arriving by a certain 
ship. The bill of lading (sent by the shipper) is received along with this 
information. An official of the shipping branch then visits the shipping 
agency to check the manifest and to locate in it items of government carg(). 
A list along with the shipping documents is handed over to the clearing 
agent. The clearing agent physically locates the cargo and clears it from 
the customs and the ports and despatches it to the consignees or to the 
D.G.S.&D. transit depot. The shipping branch chases the dearing agent, 
wherever necessary, to secure expediuous clearance. After clearance the 
clearing agent submits his bills for clearance, port dues and other charges 
which are checked by the Shipping Branch and passed on to the Pay and 
Accounts Office for payment. 

9.4. With the limitations imposed by shipping and customs laws and 
practice no major change in the procedures followed by the Shipping Or
ganisation of the D.G.S.&D. seems possible. We do find, however, that 
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break-downs occur in some of the steps in the chain described above lead-
in()' to delays and defaults in the clearance of cargoes. We also find that 
m~ch delay occurs in the scrutiny of demurrage cases and of various kinds. 
of bills. On both counts Government suffers losses that are disproportion
ately heavy. We consider that a better ~on~rol mechanis.~ within the ship
pin()' branch, some element of mechamsat10n, and add1ttonal staff, where 
nec~ssary, should help m curtailing loss and reducing delays to a large-
a~~ . 

DELAY A."\D DEFAULT I~ THE CLEARA~CE OF CARGOES FROM THE POSTS 

9.5. Often, for any one of the following reasons-

(a) late receipt of import documen~s by the clearance agents; 

(b) the amendment of the steamer's manifest for cargo from non-
Government to Government category; 

(c) incomplete shipping documents; 

(d) lack of funds in the consignee's customs duty account; 

it becomes impossible to dear government cargo within the free days. As. 
space at the docks is very limited this failure of the dearing agents (due to· 
no fault of theirs or of the shipping branch) leads to the removal of the 
cargo to the port's warehouse for uncleared goods without any notice to the 
title holders, in this case the shipping branches. All uncleared cargo whether 
government or non-government is dumped together in the warehouse with
out any distinction. Governytent cargo, 70 per cent of which consists of 
small packages, that finds irs way to this warehouse thus becomes difficult 
to locate later. Failure or even delay in tracing results in hampering, some-
times severely, the programmes of the departments for whom consignments 
are meant. Besides, l-Xcessive port and demurrage charges are incurred. The
total loss to the nation can be considerable although it does not always 
leNd itself to measurement. The situation in the Bombay port has assumed· 
serious proportions where out of 80,000 packages declared untraceable 2,000" 
are government's. · 

The situation could be retrieved to some extent if the manifests of the· 
ships were invariably scrutinised where shipping advices were meagre or· 
incomplete and if all Government cargoes were spotted at the dock on 
arrival. This work is expected of the dock staff, but the strength of the staff 
at Bombay is so meagre that it can attend to this work only very partially. 

Recommendations 

9.6. (I) It should be ensured that the D.G.S. & D. passes on the ship
ping documents to the clearing agents for processing on the same day orr 
whic~ they receiv~ it. This can be tied up with the visit of the cl~aring 
a~ent s representative who comes to the office of the D.G.S. & D. dally for· 
delivering bills. The register should be signed by the dearing agent every· 
day. · 

(2) The duties of the Dock Inspector should be laid down as at Ap
pendix 80. 
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(3) It will be necessary at some places to augment the existing field 
-staff .available with the Dock Inspectors to do this work. This additional 
requirement should be assessed by the Staff Inspection Unit and until such 
time as t!t~ _Staff Inspection Unit can ~ssess this requirement, a staff of _:; 
Lower Dinston Clerks should be sanctioned for the· Bombay Port' for thts 
purpose. This staff will .be attached to the. Dock Inspector and will be 
found by internal adjustment from the surplus that will be available from 
:the Bills Section of the Shipping Branch if our recommendation regarding 
.mechanisation is accepted. 

(4) The scales of pay of Dock Inspectors are not uniform. The Dock 
Inspector in Calcutta is in the scale Rs. 210-320 while the Dock Inspector 
in Bombay is in the scale Rs. 325-475. All Dock Inspectors should be 
brought on the same scale which should be the scale given to the Dock 
Inspector in Bombay. Considering the arduous and responsible nature of 
.this job the scale recommended is by no means too high. 

DEL:\ YS I :'II PASSI:\G BILLS 

9.7. The examination of the Shipping Organisation at the ports has 
_:revealed great delays in passing bills. These are discussed below-

(a) Handling Charges Bills-There are inordinate delays in passing 
·the handling charges bills of the clearing agents as is indicated by the fol
:Iowing statement of the outstandings (on the 31st January I965): 

Port 

·Bombay 

·Calcutta 

-Madras 

No. of Bills 
outstanding 

3321 

2512 

1165 

Amount Average 
monthly 
intake 

Rs. 

5,77,487·03 1092 

4, 70,000. 00 282 

3,45,884·07 852 

·Obviously clearing agents' bills are sometimes delayed in the shipping 
branch for months. From the shipping branch they go to the Pay and Ac

. counts Officer who also takes about 2 to 3 weeks to issue the cheques. No 

. clearing agent can afford such delays in the payment of his dues and at 
·one of the ports the clearing agents offered a discount of I per cent if their 
bills were passed within a month, which clearly indicates that they must 
be providing a considerable cushion in their rates to cover them against 

:such delays. It may be added that the average monthly amount of the bills 
. presented on this account before the Calcutta branch during the twelve 
·months period September I964-August I965 was about Rs. 3 lakhs I per 
. cent of which would be Rs. 3,000. The Directors at the ports have attribut
. ed this delay to shortage of staff. 

(b) Demurrage Cases-There is similarly considerable delay m the 
·scrutiny ef demurrage cases to find out whether demurrage has been caus
. ed by any fault of the clearing agents. In one port office 4,000 bills worth 
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Rs. 60 lakhs are pending scrutiny which is bound to take some years to_ 
complete when it may become difficult to recover demurrage charges fron}. 
the clearing agent even if he is found guilty of delay. The difficulty may. 
be enhanced by inability to get hold of the relevant documents at that time, 
Where demurrage charges have first been paid by the clearing agents amf 
not reimbursed to them within a reasonable period they will naturally in". 
dude a cushion in their rates. 

(c) Stevedoring Freight Bills-There are delays also in the payment of 
stevedoring and freight bills. 

Recommendations 

9.8. We feel that the state of accounts and bills can be brought com-. 
pletely within control by the prescription of. realistic time limits, of a con
trol mechanism to ensure adherence to those time limits and by the intro-. 
d uction of some degree of mechanisation. Our recommendations are as fol-. 
lows-

(I) the handling charges bills of the clearing agents should be pass-. 
ed on for payment to the Pay and Accounts Officer by the Ship-. 
ping Branch within 7 days of their receipt. For this purpose,_ 
one nominated clerk should receive bills daily from the clearing 
agents at a fixed time. The bills should be put up: by the deal-: 
ing clerk to the A.D. (Shipping) within 48 hours of their receipt 
and the A.D. (Shipping) must pass them for payment within 
another 48 hours-~ The bill registers should be seen by the A.D. 
(Shipping) every day. Bills over 7· days old should be shown to. 
the Direct~r-with reasons for delay; · 

(2) the bills should then be transmitted to the Pay & Accounts. 
Office once a day through a special messenger. These bills should· 
be delivered to a nominated officer in the Pay &: Accounts Office; 

(3) the Pay &.: Accounts Office· must issue the cheques in respect of· 
these bills in 7 days if they are in order. In respect of bills 
where there are any lacunae or discrepancies the bills should
be returned within three days to the Director; 

(4) stevedoring and freight bills should be paid within a period of· 
two working days after they are preferred. All bills over 2 days 
old should be brought to the notice of the Director; 

(5) to facilitate scrutiny of demurrage bills reasons should be given. 
under a specific column. We suggest the adoption of the form. 
at Appendix 81; 

(G) demurraae charges bills within the powers of the Director. 
should be passed within 7 days of their receipt if they are in 
order. If any clarification has to be sought arrangements should· 
be made for the clearing a!!:ents. to collect the bills. t_hrough one. 
of their nominated reoresentati\'es who should v1s1t the office 
of the Director of Supplies and Disposals daily at an appointed
time. This will cut down correspondence; 

(7) demurrage bills which require the sanction of the Headq'!arters 
Office at New Delhi should be sent to the Deputy D1rector 
(I&:S) at Headquarters who should himself, without marking. 
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them to the section, scrutinize them and put them up for the 
orders of the competent authority. (In the Headquarters Office, 
scrutiny is confined to seeing whether tlie liability is that of 
Government or of the dearing agent); 

the Pay and Accounts Officer should ensure that these bills are 
passed by him and cheques issued within 7 days of their receipt. 
These bills should also be received in the Pay and Accounts 
Office by the nominated officer (the Assistant Pay and Accounts 
Officer concerned); 

the checking of these bills requires considerable calculations 
which are at present being done manually. Manual checking 
takes a great deal of time and both time and labour can be sub
stantially saved by installing a calculating machine (which costs 
Rs. 6,000 to 7 ,000) in the bills section of each Ship~- ing Branch. 
A time study was made of 210 entries, the calculations of which 
took one person 2! days when done manually and 1 hour 10 
minutes when done mechanically. This, of course, may not be 
an absolutely accurate index of the proportion of time and 
labour that will in fact be saved if a calculating machine is in
stalled. The installation of the calculating machine, for instance, 
will save proportionately less time and labour of those engaged 
on demurrage cases than of those engaged on other bills. In the 
bills section in Bombay, against a sanctioned strength of 12, 14 
derks are actually working (2 additional hands have been de
ployed by internal adjustment). We estimate that if a calculat
ing machine is installed, the section should be able to manage 
with 7 persons, 3 out of the 4 engaged in demurrage cases and 
4 out of the 10 engaged on other bills. In other words, with the 
installation of the machine, it should be possible to do the entire 
work in the bills section with 50 per cent of the existing staff. 
This reduction will also be applicable to other offices. One 
machine should more than suffice and with this machine there 
should be no excuse at all for not adhering to the time limits 
suggested above; 

<lO) to keep control and to ensure adherence to the time limits sug
gested above, the Director should receive a monthly report from 
the Shipping Branch in the form at Appendix 82. 

FORMS AND RETURNS 

9.9. The Import and Shipping Branch at the Headquarters at present 
Teceives the following monthly returns from the regional Shipping 
.Branches-

(I) berthing report of ships calling at the major Indian ports; 

(2) tonnage report; 
(3) report of import and export cargoes in transit storage; 

(4) X-forms; 
(5) statement of demurrage charges finalised; 

{6) statement showing the number of cases of demurrage charges 
pending and their disposal; 
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(i) statement showing the number of cases of non-finalised bills of 
entry; 

(8) statement of payment of dearing agency bills and stevedoring 
and freight bills. 

Recommendation 

9.10. The fi"rst four returns are cumbersome and infructuous. We 
found, in fact, that no use was made of them in the Headquarters. These 
returns should be totally dispensed with. Regarding the other four returns, 
these are not useless but we recommend that one single control statement 
as at Appendix 83 should substitute for all these four returns. The useful 
dements in these four returns have been incorp~rated in this control state
ment. 



CHAPTER X 

COMPLAINTS AND PUBLIC RELA. TIO~S 

I:'IITRODU(:TORY. 

10.1. While we do expect that the adoption of the steps recommended 
by us in the foregoing. chapters will bring about a considerable improve
ment in the functioning of the Directorate General of Supplies and Dis
posals and will enhance its reputation both for integrity and for expedi
tion in the despatch of business, we would be deluding ourselves if· we 
believed that mistakes and delays, deliberate or otherwise, will henceforth 
not occur in the Directorate General. We do not believe that any proposal 
for reform can achieve such perfection and in an organisation like the 
Directorate General of Supplies and Disposals where the volume of business 
is huge and involves large sums of money, where the exercise of discretion 
tempts and where delays over minor items cannot only irritate but have 
financial repercussions, valid ground will ever be present for voicing com
plaints. It is not merely that loopholes will be found in the system: human 
beings will err. A conscious and continuous effort to redress complaints and 
to keep those who deal with the Directorate General of Supplies and Dis
posals informed on matters on which they need and can legitimately ex
pect to be informed will always be necessary. The need for a Complaints 
and Public Relations Organisation in this context has already been realised 
and such an organisation was set up in the Directorate General in June, 
1964. 

10.2. Prior to June 1964, no clearcut procedure for dealing with com
plaints on a centralised basis had been laid down, nor were public rela
tions properly organised. Representatives of firms could freely meet officers 
of and above the level of Deputy Director in connection with their con
tracts. Such contacts, it was felt by the Santhanam Committee, were not 
always irreproachable. The Santhanam Committee, had, therefore, recom· 
mended that the officers of the Directorate General of Supplies and Dis
posals should be strictly forbidden to meet tenderers or representatives of 
firms and suitable arrangements should be made to control and regulate the 
entry of persons having dealings with the Directorate General. They recom
mended the appointment of a Public Relations Officer to give information. 
They also recommended that the Director General of Supplies and Dispo
sals and the Heads of Regional Offices should make arrangements to meet 
representatives of trade organisations to ascertain their difficulties and to
take steps to remove them. Specific hours, they suggested, should be set 
apart on specific days for these officers to meet these people. 

10.3. To give effect to the recommendations of the Santhanam Com
mittee, the Directorate of Complaints and Public Relations was set up in 
June 1964. This Directorate consists of a wholetime Director of Complaints 
assisted by a Public Relations Officer of the rank of Section Officer. The
office staff of this Directorate consists of 2 Assistants, 2 Upper Division Clerks 
and 4 Lower Division Clerks. 
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FuNcTIONING oF THE DIRECfORATE oF CoMPLAINTS 

10.4. The functions of the Director of Complaints and of the Public 
Relations Officer have not been specifically laid down. But the manner and 
scope of their functioning is outlined in the succeeding paragraphs. 

10.5. The procedure followed for dealing with complaints and public 
grievances is as follows--

(a) representatives from the trade can call on the Public Relations 
Officer between 10 a.m. and 12 noon and 2 p.m. to 4 p.m. on 
all working days for making any query or registering any 
grievance especially about any delay in any action to be taken 
by the Directorate General. They are required to fill in a 
"Position Slip" [commonly known .as Public Relations Office 
(PRO) Slip] giving the full particulars of the queryjcomplaint 
made by them. The representatives are then g1ven a date on 
which they can call to ascertain the 'position of their cases (7 
days for an ordinary case of delay, and one month for a case of 
finalisation). These slips are recorded in separate registers main
tained for each Directorate and after allotting them serial num
bers they are passed on to the Directors concerned for urgent 
disposal under intimation to the Public Relations Officer by 
the target date. The information furnished by the Directorates 
is entered in the registers for being passed on to the firm's re
presentatives when they call on the appointed dates. Replies 
received from the various Directorates are scrutinised by the 
Director of Complaints to ensure that they are not evasive, vague 
or indefinite. In order to ensure that replies are given to the 
representatives on the given date and that no P.R.O. slips be
come overdue from any Directorate, a register is maintained 
indicating the movement of the P.R.O. slips duefoverdue in 
each Directorate and the same is put up to the Director General 

. every morning; 
(b) all slips are received in the Directorate concerned by the Per

sonal Assistant to the Director who maintains the necessary re
cord of these slips and then forwards these to the sections con· 
cerned. It is the responsibility of the Assistants Director /Sec
tion Officer to give the necessary position and then send it to 
the Public Relations Officer directly without routing it through 
the Personal Assistant. To complete his own record, the Per
sonal Assistant gets the position from the Section Officer 1 Assis
tant Director. The manner in which the Personal Assistants and 
Section Officers maintain their record, however, differs with 
different Directorates and there is no uniformity; 

(c) trade representatives are free to bring cases of persistent delay 
andfor inaction to the personal notice of the Director of Com
:(>laints. Other classified complaints relating to wrong decisions, 
Irregularities, technic~l queriesfref;rences, procedur~l dif!icul
ties, etc., are also received by the D1rector of Complamts direct
All such complaints are registered in a separate ~eg1ster. Depend
ing on the nature and urgency of the complamt efforts are 
made by the Director to find an immediate solution as far as 
possible either by looking into the case personally or by discus
sion with the Duector concerned; 

M S2D380S&D-9 
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(d) a large nu~ber ?f complaints is ~lso received by post and these 
are dealt wtth dtrectly by the Duector of Compfaints in the 
same manner as mentioned at (b) above. Normally a reply is 
sent out to the complainant within about two weeks; 

(e) compl~i~tsfrepresentations received through the Minister and 
the Mmtstry as well as those addressed personally to the Direc
tor Genera.! are attended to on a priority basis by the Director 
of Complamts himself. As a rule these complaints are disposed 
of within a week of their receipt in the Directorate General; 

(f) complaints received in respect of regional offices are also per~ 
sonally investigated by the Director of Complaints and if a com
plaint is of a serious nature it is brought to the notice of the 
Director General; 

(g) complaints involving corruption or suspicion of lack of integrity 
are immediately passed on to the Vigilance Officer if they prima 
facie require his attention; 

(h) shortcomings and common lapses discovered by the Director of 
Complaints/Director General are analysed and suggestions for 
remedial action are made from time to time. 

THE UTILITY OF THE DIRECTORATE 

10.6. The establishment of the Directorate of Complaints and Public 
Relations has been an unqualified success. There are, in the main, three 
criteria for gauging the measure of success achieved by such an organisa
tion-first the number and genuineness of the complaints made; second, the 
effectiveness with which they have been dealt with and last, the effective
ness with which maladies have, as a result, been located. 

10.7. To take up the first two criteria, a glance may be had at the 
statement at Appendix 84 which shows the number of complaints received 
from the Minister, the Secretary, the Ministry of Industry and Supply and 
the Director General during the period April, 1965 to June, 1965, com
plaints which, under the procedure prescribed were to be dealt with by 
the Director himself. This statement speaks for itself and for the utility of 
such a Directorate for it shows that a great majority of these complaints 
(853 out of 931) were wholly or partially valid and therefore wholly or 
partially accepted, the findings being obviously prompt. 

10.8. Promptness is also testified to by the results of our case studies 
on P.R.O,. Slips, the hub on which the system revolves, which show that-

(a) in 8 per cent cases the replies received were evasive; 
(b) in 14 per cent cases the filling of the Position Slips was not justi

fied as action had already been taken by the Directorate 
General; 

(c) in 13 per cent cases the slips were passed on to the purchase 
sections after more than 2 days; 

(d) 

(e) 

in 6 per cent cases, replies were received late; and 

in 4 per cent cases, the replies were not received at all even after 
4 weeks. 



99 

10.9. The centralisation of complaints has helped discover maladies 
the existence or the full extent of which was never realised. Thus 20,000 
cases pending finalisation in the Directorate General were brought . to 
light-and a majority of t?e.se to condu~ion-a.s a result of co~plamts 
received, although the statistics kept, obviously mcorrectly, gave this num
ber at less than 3,000. When dealing with these cases it was noticed that 
certain procedure e.g. th~ regarding the issue o~ import _recommenda
tion certificates, quota certificates, release of secunty deposits, etc. were 
cumbersome and measures were taken to simplify some of them. The result 
of all these efforts will be clear from the statement below-

As existed on 
Nature of Outstanding Cases 

1-6-1064 1-7-1965 

Finaliaation Cl&8e8 14,654 5,786 

Import Recommendation Certi1icate1 149 80 

Reoeiptl 62,147 21,833 

Amendment. 3,044 1,183 

The third criterion must also thus be deemed to be satisfied. 

10.10. A great measure of the success of this organisation can be ascrib
ed to the extent of the responsibility that the Director of Complaints is 
made to exercise directly. A broad idea of this responsibility can be gained 
from the narration describing the functioning of the Directorate. The load 
of work. entailed by certain items will be more specifically clear from the 
following elucidation: 

(i) on an average, about 40 P.R.O. Slips are scrutinised every day 
by the Director of Complaints on their receipt back from the 
Purchase Sections. About 15 of these he handles himself; 

(ii) on an average, 10 persons see the Director of Complaints every 
day to register serious complaints of delay. Each person takes 
about 15 to 20 minutes and some of them may bring to his 
notice a large number of cases. Such cases are invariably investi
gated by the Director himself; 

(iii) besides these items and those for which, as described earlier, he 
undertakes direct responsibility the Director also attends to the 
following items of work-

(a) correspondence with the Pay and Accounts Officer for the 
disposal of complaints regarding the incorrect rejection of 
claims of firms; 

(b) discussions with the Purchase Directorates/Inspection Wing/ 
Indenting Officers arising during the course of investiga
tion; 

(c) correspondence with the Inspection Wing/consignees aris-
ing out of complaints about the rejection of stores; · 

(d) correspondence with the Regional Directors regarding com· 
plaints relating to their offices. 

M. S~38DGS&D-9(a) 

"~ 
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10.11. The preceding narrative furnishes sufficient justification for the 
retention of the Director of Complaints working whole-time and the Public 
Relations Officer along with his entire existing setup. Indeed the functions 
and the staff of the Public Relations Officer could be expanded both to 
meet the needs of the representatives of trade more comprehensively and 
to meet some of the needs of the indenting departments to which no atten
tion has been paid so far. 

Recommendations 

: 10.12. (I) The functions of the Director of Complaints and of the 
Public Relations Officer should be specifically laid down as in Appendix 

· 85 and Appendix 86 respectively. 

·(2) For the function listed at item number 16 in Appendix 86 the 
Public Relations Officer will need additional assistance. A note on the 
procedure followed at present and that :proposed is at Appendix 19. Addi
tional assistance to the extent of I Assistant and 2 lower division clerks 
will be required. The setup of the Directorate of Complaints and Public 
Relations will then be as in Appendix 87. 

PROCEDURE FOR DEALING WITII COMPLAINTS 

10.13. While the procedure for dealing with complaints has obviously 
paid considerable dividends, we feel that it is possible to streamline it 
further to eliminate duplication of work and consequent delay and to 
exercise a better check on its functioning. 

Recommendations 

10.14. (I) Position Slips should invariably be sent by Public Relations 
Officer /Director of Complaints to the Director concerned within 24 hours. 
This should be checked daily from the register by the Public Relations 
Officer, who should sign it in token of having checked it. 

(2) Purchase Directorates should be instructed to avoid evasive replies 
like 'under consideration'. If any such reply is received, the Director of 
Complaints should take up the matter with the Director of Purchase con
cerned at his own level so that this is avoided in future. In all such cases 
where the decisionfaction is likely to take some time, the section concerned 
should intimate to the Public Relations Officer the likely date by which 
action will be completed. The Public Relations Officer will then ask the 
firm's representative to come and collect the information thereafter. 

(3) At present there is no systematic arrangement for reminding the 
purchase directorates for returning the position slips which are referred 
back to them by the Public Relations Officer as the reply furnished by 

. them in the first instance was vague or unsatisfactory. It is recommended, 
therefore, that the Public Relations Officer should maintain a Brought 
Forward Register date-wise to remind the purchase sections of such out
standing position slips. Two days before the due dates of such slips the 
purchase directorate should be reminded by the Public Relations Officer. 

(4) The representatives of the firms should be educ.ated to file slips 
only after they have been informed by their principals about delay instead 
of approaching the Public Relations Officer in a routine manner to know 
the position of t~e l~tte!s written to the Director General, Supplies and 
Disposals, by their pnncipals. 
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(5) It is necessary that only accredited r~presentatives of. firms should 
see the Public Relauons Officer and the Dtrector (Complamts). These 
officers should satisfy themselves that the persons who contact them are, 
in fact, the accredited representatives of the firms. . 

(6) As mentioned ~arlier, al~ position slips are fi_led wit~ ~he Public 
Relations Officer who g~ves a senal number to each shp and mumates the 
number to the v:isitors for use on the return visit. Thereafter, these slips 
pass through the following stages before they reach the section concerned:-:· 

(i) entries in the register maintained by the Public Relations 
Officer Cell; 

(ii) entries in peon book for passing on the slips to the Personal 
Assistant to the Director; . · 

(iii) entries in the register maintained by. P.ersonal Assistants to the 
Director; · 

(iv) passing on of slips by the Personal Assistant to Section con
cerned; 

(v) entries in the section's register; 
(vi) entries in the peon book for returning slips with position to the 

Public Relations Officers' cell. · · 

From the above it is evident that the record of position slips is being 
maintained at 3 different places-the Public Relations Officer's cell, the 
personal sections of the Directors and the purchase sections concerned. To 
save this infructuous labour of ent;t:ring the same at three places it is re
commended that the Public Relations Officer~s Cell should diarise section
wise the {>Osition slips in triplicate (as shown in the form at Appendix 88). 
The orig~nal should be mamtained by the Public Relations Officer Cell, 
the second copy by the purchase section and the third by the personal 
section. After diarising the slip section-wise the Public Relations Officer's 
cell will send the other two copies along with the position slips to the per
sonal section of the Director concerned and get the signature of his Perso
nal Assistant in token of its receipt on the original copy. The Personal 
Assistant will hand over the duplicate copy along with slips to the purchase 
section and get the signature of the officer concerned on the thud copy. 
!he th~r~ copy will be maintained by the Personal Assistant for progress· 
mg pos1t10n shps. 

(7) These diary sheets should be kept datewise in the folders for each 
Directorate in the Public Relations Officer cell. Similarly, Personal Assistants 
and sections should maintain their own record separately. At the end of 
each month these folders should be bound in a volume. 

(8} These volumes will replace the present registers maintained by the 
Pubilc Relations Officer cell. 

If the above proposals are adopted the number of places where the 
Public Relations Officer slips are now being entered will be reduced from 
6 to 2, i.e.:-

(i) the diary sheets in the Public Relations Officer cell; 
(ii) the section's peon-book returning the slips with the position 

to the Public Relations Officer. 
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Moreover, at present it is not indicated in the record of the Public 
Relations Officer when the information is given to the firm. The necessary 
column has now been added in the proposed diary sheet. 

REGIONAL OFFICES 

10.15. For 5 of the regional offices, the post of head-clerk has been 
.;anctioned for functioning as a Public Relations Officer. The procedure 
for dealing with complaints followed in the headquarters has not yet been 
started in these Directorates. 

Recommendations 

I 0.1 6. (I) A Publ:c Re!ations Officer should be sanctioned for every 
regional office, purchase as well as inspection. 

(2) The regional Public Relations Officer should work directly under 
the control of the regional Director. However functional guidance will be 
given by the Director of Complaints and the Public Relations Officer at the 
headquarters who should also v!sit the regional offices once in 6 months to 
inspect the functioning of the Public Relations Offices. Confidential re
ports, however, will be recorded only by the regional Directors and not by 
the Director of Complaints. 

(3) While selecting head-clerks for this work only those persons who 
have some knowledge of the working of the Directorate General of Sup
plies and D:sposals should be selected. 

(4) The procedure for dealing with complaints followed by the Public 
Relations Officer in the regional offices should be the same as that followed 
by the Public Relations Officer in the headquarters. 



CHAPTER XI 

DELEGATION OF POWERS 

11.1. There can never be any finality about delegation of powers to 
and within an· organisation like the Directorate General (S&D). Expan
sion in its work-load, changes in structures and in the price index justify 
rethinking on the subject from time to time. We are concerned here with 
the need to delegate purchase, administrative and financial powers to levels 
that we consider can competently exercise them. The delegations worked 
out include delegations from Government to the Director General (S&D) 
as well as delegations within the Directorate General, Supplies and Dis
posals. Our recommendations have been guided by the following general 
principles: · 

A-PURCHASE DELEGATIONS 

(I) the value of purchases made through DGS&D has been increas
ing heavily during the last few years as evidenced by the follow
ing statement: 

Year Value of orders placed 

(in Crores of Rupees) 

1959-60 182.94 
1960-61 222.40 
1961-62 259.13 
1962-63 405.15 
1963-64 553.04 
1964-65 456.26 

In the Fourth Plan purchases will record an even larger in
crease. It will be necessary to offset the increase in work load 
on the higher echelons by adequate delegations; 

(2) the trend of prices is inflationary. If the powers of purchase 
officers .are not proportionately increased, the balance of work
load wtth the officers at various levels will be disturbed; 

(3) there are some inconsistencies in the existing delegations which 
need to be rationalized; 

(4) un~uly wide gaps between the powers enjoyed by the officers at 
vartous levels. for which there is no ostensible reason, should be 
narrowed to the extent reasonable; 

(5) there should be a greater measure of trust especially in the 
higher levels i.e. Director and above. Delegations can be made 
as a consequence without ignoring canons of prudence. 
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B-ADMINJSTRATIVE AND FINANCIAL POWERS 

All matters, especially routine matters. should be decided at the 
lowest level that can, conSIStently with the requirements of efficient func
tioning, be trusted with such decisions. 

11.2. The purchase delegations proposed may be seen at Appendix 89. 
The administrative and financial delegations along with the broad sheets 
elaborating them may be seen at Appendices 90 and 91. 

In making these recommendations we have kept in view letter dated~ 
the 24th December, 1964 from the Ministry of Home Affairs conveying 
the conclusion of the Committee of Secretaries that delegations should be 
made to the attached offices to such a degree that only the really unavoid
able functions and powers are retained in the Ministries. 



CHAPTER XII 

ORGANISATION 

THE ExiSTING SET-UP 

12.1. The existing set-up of the Directorate General of Supplies and 
Disposals may be seen in the chart at Appendix 92. It will be Cfear from 
this chart that the following 12 authorities report directly to the Director 
General:- ' · · 

(I) Additional Director General (Railways). 

(2) Deputy Director General (Defence). 
(3) Deputy Director General (General). 
(4) Deputy Director General (Inspection). 
(5) Deputy Director General (S&D), Calcutta. 
(6) Director of Complaints. 
(7) O.S.D. 
(8) Control Officer (Finalisation). 
(9) Director of Administration. 

(10) Director of Supplies &: Disposals, Madras. 
(II) O.S.D. (Litigation). · .' 
(12) Director of National Test House, Calcutta. 

U a Planr;ting and Development Division and an O&:M Division are set up 
as recommended in our interim report and the National Test House taken 
out of his rurview the number of authorities reporting to the Director 
General wil increase to 13. It is difficult for one officer to directly super
vise 13 senior officers (including a regional director) besides doing pur
chase work, exercising supervision not only in the headquarters 'but also 
over the regions, and attending various kinds of meetings and to liaison 
work. This situation often bogs him down to detailed work of a kind that 
could be attended to at a slightly lower level and prevents him from devot
ing enough time and attention to problems of overall surveillance, evalua
tion and reform. There is on the face of it a clear need to give ·the 
Director General more assistance at the higher level to make his own 
task more manageable and also to secure better coordination of and . con
trol over the different constituents of the organisation. Before making 
recommendations on this aspect, however. certain other matters affecting 
the overall set-up may be discussed. 

PI.ANNING AND DEVELOPMENT DIVISION 

12.2. The need for setting up a Planning and Development Division 
was emphasised in our interim report and accepted in principle. It is not 
necessary for us to repeat the arguments for creating such a d1vision. Since 
the submission of our interim report imports have been severely curtailed 
and the need for such a division to help develop import substitution has 
become more pronounced. Besides certain items not initially listed can 
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also be entrusted to this Division. In the matter of development the 
emphasis will be on items of mechanical engineering for which purposes 
the services of the Directors of Civil Armamems should also be availed of. 
The division will need to be headed by an officer of the rank of Addi
tional Director General. The emphasis in staffing this division must be on 
calibre and staff at the lower level should be given at the minimum neces
sary. 

Recommendations 

12.3. (I) A Planning and Development Division should be set up to 
perform the functions listed at Appendix 93. 

(2) This Division should consist of an Additional Director General 
and 2 Directors, each assisted by an Assistant Director. One Director 
will be responsible for Items like planning, bulking, standardising, 
rationalising, etc., while the other Director will be responsible for deve
lopment, cost analysis, import substitution etc. The firs~ Director may be 
assisted by three Technical Assistants while the second Director may be 
assisted by two Technical Assistants. Each Director will have one steno
grapher while the two Assistants Director will share one stenographer. 
There will be a common section, consisting of one L.D.C_ for receipt, 
diary and despatch and two L.D.Cs. for typing, supervised by one of the 
two Assistants Director. Besides these two Directors, the Directors in charge 
of Civil Armaments can also be consulted by this division and for this 
purpose this division as well as the Directors of Civil Armaments should 
be placed under the Additional Director General. In a nutshell the addi
tional staff required will be-

Additional Director General 

Directors 

Assistants Director 
Technical Assistants 

Personal Assistant 

Stenographers 
L.D.Cs. 

ORGANISATION AND METHoDs, CooRDINATION AND mE OFFICER 

DUTY 

1 
2 
2 
5 
1 
s 
s 

ON SPECIAL 

12.4. We had recommended in our interim report that the cell for 
O&M work should he strengthened, given additional staff and headed by 
an officer of the rank of Director, and that the existing post of Deputy 
Director should be abolished. The Empowered Committee when constder
ing this recommendation felt that while there would be no objection to 
strengthening the cell as proposed it was necessary to see what the overall 
need of the Directorate General was for staff at the level of Director. At 
that stage the overall need had not been studied by us. We have since 
examined the matter and we find that there is full justification for retain
ing wholetime the posts of the Director Complaints and the Director Admi
nistration. The Directorate of Coordination has been without a Director 
ever since he was shifted to the Progress Wing and needs to be supervised 
by a Director instead of an Additional Director General as at present. The 



107 

existing organisation and functions of the Directorate of Coordination 
are given at Appendix 94. Much of the work of this Directorate is related 
to that of O&M and the Director O&M could also be entrusted with the 
Directorate of Coordination. Registration and sales tax could be appro
priately taken away in that case and entrusted to another officer. It will 
however be necessary to •·etain the post of Deputy Director O&M origi
nally sought to be abolished by us. Two assistants in the O.&M Cell at 
present engaged in work relating to recording, indexing, weeding, pension 
cases, late attendance, overtime, security, etc. should be transferred to the 
Directorate of Administration where they properly belong. 

As for the O.S.D. he is doing the following items of work

(1) the convention of the study team; 

(2) re-organisation, rationalisation and. simplification of pro
cedures; 

(3) the Import and Shipping Section including the cross-manda
tion of indents and the allocation of foreign exchange: 

(4) the convention of certain working groups for coordinating 
matters pertaining to import substitution and to take steps to 
incr~ase the capacity of items in short-supply; 

(5) work relating to the Public Accounts Committee including 
audit objections, queries and requisitions. 

The work of the studv team ha• .come to an end. In any case this as well 
as the work of reorganisation on· which this officer is engaged belongs pro
perly to O&M. This has formed the bulk of his work. Work relating to 
import and shipping. the working groups and audit objections which formi'l 
about 30 per cent of his work c.an he distributed among other officers and 
the post of O.S.D. abolished. 

Recommendations 

12.5. In a nutshell our recommendations are-

(1) an O&M Division should be set up headed by an officer of .a 
rank equivalent to that of Deputy Secretary. The set-up of t.hts 
Division should be as in Appendix 95. Two of the existmg 
assistants/U.D.Cs. doing- work relating to ~d.mini~tration shoul~ 
be transferred to the Directorate of Admtmstrauon. The addt
tional posts required for this purpose will be-

Officer of the rank of Director /Deputy Secretary 

Section Officers/Junior Analysts 

AssistantsfU.D.Cs. 
Stenographers 

1 
2 
4 
2 

(2) the existing Directorate of C-oordination excluding the Rejl"i~
tration Branch and t.he Sales Tax Section should be transfer· 
red to the O&M Division; 

(3) work relating to registration and sales tax may be tra!lsferred 
to the D.D.G.(G) referred to in paragraph 12.7 followmg. 
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(4} the post of O.S.D. should be abolished and the work distributed 
as follows--

(a) (i) the follow-up of the study l 
team's report, 

(ii} re-organisation, rationalisa
tion and simplification of 
procedures, 

(b) Import and Shipping Branch 
including allocation of foreign 
exchange 

(c) working groups and import sub
stitution 

(d) work relating to the Public Ac
counts Committee including 
audit objections, queries and re
quisitions. 

FIN ALI SA TION 

O&:M Division 

D.D.G.(G} 

Planning and Deve
lopment Division. 

Directorate of Admi
nistration. 

12.6. It has already been recommended that the function of finalisation 
except that of price finalisation should be performed by the purchase sec
tions. The existing price finalisation unit may therefore be retained and 
the rest of the organisation wound up. The following staff will thus become 
surplus--

Director 

Deputy Director 

Assistants Director 

Accounts Clerks 

~ssistants JU .D.Cs. 

Stenographers 

L.D.Cs. 

D.D.G.(S&:D) Cu.currA 

1 

1 

2 

5 

27 

2 

24 

12.7. Mter the Chinese invasion a Deputy Director General was posted 
in Calcutta as both purchase and progress work underwent a sudden 
increase. Apart from exercising his own powers for ordinary purchase work 
this officer was given enhanced powers regarding the purchase of jute. The 
workload in this region does not justify the retention of a wholetime 
officer of this status there. Work in the Calcutta office has of late shown 
a downward trend. During the period April to October 1965, 785 indents 
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were placed on the Calcutta office as compared to 976 and 1085 during 
the corresponding periods. in 1~64 and 1963 respectively. If the proposal, 
at present under the consideratiOn of government, to have long term ar
rangements for the purchase of jute goods matures workload in the 
Calcutta region will register an even sharper decline. Calcutta .does throw 
up a great deal of progress work but detailed field work of that kind is 
more suitably handfed by an officer of the rank of Director rather than 
of Deputy Due~tor General. 

In this context a suggestion was made to us that supervision, control 
and coordination in the regions could best be secured by appointing a 
D.D.G. in each of the three main regions to supervise the work of all 
offices in his region-supplies, progress, civil armaments and inspection. 
For securing supervision and control this is ~n attractive proposal. We 
are however unable to recommend it primarily because such an arrange
ment will place both purchase and inspection under the control of one 
person at the operational level which can be 'objected to in principle. 
Indeed, the view has been expressed that the inspection of stores should 
be entrusted to an agency totally independent of the D.G.S.&D. While this 
is not practicable it would be an error to go to the other extreme and place 
inspection and purchase under the same officer in the field. A secondary 
reason is that a D.D.G. will not have enough work if he is posted in 
addition to the various Directors in the region, and will have too much 

. of it if he supplants one of the Directors. 

As posting Deputy Directors General in the field is not feasible the 
only practicable proposition left, t.o give adequate assistance to the Director 
General is to strengthen the organisation at the Headquarters at the higher 
superyisory level. We have already recommended the placing of the Plan
ning and Development Division and the Directors of Civil Armaments 
under the Additional Director General. In lieu of a D.D.G. in Calcutta a 
D.D.G. should be posted in the Headquarters organisation to be given 
charge of all progress work in the headquarters as well as in the regions, 
the regional offices of supplies and disposals except the Textiles Directo
rate at Bombay, the price finalisation unit, the Registration Branch, the 
S~les Tax Section, the Directorate ?f Disposal~ and the Import ~nd Ship
pmg Branch (including the allocatiOn of foreign exchange). This D.D.G. 
should be called D.D.G. (General) and with his presence in the head
quarters it should be possible to dispense there with one of the two Directors 
(Progress) who could be posted to Calcutta. The existing D.D.G. 
(General) should be renamed D.D.G. (Engineering). These recommenda
tions are recapitulated in the paragraph following. 

Recommendations 

12.8. (1) The post of the D.D.G. (S&D), Calcutta should be shifted 
to the Headquarters organisation at Delhi. 

(2) One post of Director (Progress) should be shifted from D_elhi to 
Calcutta who in addition to progress work should be entrusted with the 
Shipping and Disposal Branches there. 

(3) The revised set up of the organisation should be as shown in the 
chart at Appendix 96. 
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PERSONNEL IMPLICATIONS 

12.9. 'Ifle net additions and reductions as a result of the proposals 
in this chapter will be as follows:-

Category 

Additional Director General 

Directors etc. 
Assistants Director /Section Officers 
Technical Assistants 

Assistants/U .D.Cs. 
Personal Assistants 

Stenographers 
Accounts Clerks 

L.D.Cs. 

Additions + 
Reductions -

+ 1 
+ I 
+ 2 
+ 5 
-23 

+ I 

+ 2 
5 

-22 

12.10. The net result on the staff position emerging from all our pro
posals, in this as well as in the earlier chapters, is given at Appendix 97. 

Amar Nath Vidyalankar Chairman 
K. R. Shenai Member 

P. K. Kathpalia 
S. Malhotra 

NEW DELHI, 
November 21, I965. 

Member 
Convenor 
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SUMMARY OF RECOl\IMENDATIONS 

. Sl. Recommendation 
No. 

. 1 . 2 

CHAPTER II_:Registration· . 

1 U~iform criteria for asseseing the requirements of equip
ment and testing for different categories of stores should 
be laid down by Deputy Director General (I) to make 
registration more objective. For this purpose an addi
tional post of Dy. Director (I) may be created for a 

Paragraph 
of the 
report 

3 

periodofone year 2·3 

; 2· (I) Application form for registration should be accompanied 
.by a questionnaire to serve as a list of check points for the 
afplicant. ·' 

(2) The revised form of application for registration as at 
a Appendix 6 should be adopted 2·5 

.3 The revised Control Chart for registration cases as at 
Appendix .7 should be adopted and submitted to DD 1 

(Reg.) every week . . 2•7 

CHAPTER III-Purchase 

• SECTION 2-Tke Pre-contract Stage 

4 To help the indentors avoid the usual errors and omissions 
a check list in the form at Appendix 9 should be printed 

• on the top of the indent form. . 3 ·12 

t> The indent .delivery period in the case of an indent sent late 
after signing should be re-fixed without reference to the 
indentor, by extending it to the extent of delay in trans
mission. A note to that effect should be printed on the 
indent form 3 ·12 

6 A catalogue containing specifications of various items of 
E.tores should be prepared by the proposed Planning & 
Development Division for circulation to the indenting 
officers. It should .be reviewed from time to time by that 

, Division 3 •12 
l!/S23SDGS&D-10 113 
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1 2 

7 The present instructions that the indents should be addre
ssed to the specific post box. numbers gi:ven for Defence, 

Railway and Civil indents should be clearly indicated on the 
indent forms 

8 Where the indent particulars can be checked by the Inspec
tion Wing without making any reference to the indentin(7 
officer, the indents should be sent back to the Central 
Indent Section within 48 hours. A daily repor.t on pendin(7 
ca~es should be submitted by each officer to the Directo~ 
of Inspection 

9 In cases in which back references on indents have to be 
made to indentors, a time limit--normally three weeks
should be given, for a reply. In some cases longer time 
may be given if Inspection 'Ying consider it necessary. 
If no reply is received within this period, the indent 
should be treated as cancelled. The forwarding letter to the 
indentor which should have a standardised form, should 
clearly make a mention to that effect •• 

10 A revised pamphlet (at Appendix 11) containing instructions 
for the guidance of the indenting departments has been 
prepared and may be adopted. Changes recommended in 
this report, after their acceptance, should be incorporated 
in the pamphlet 

11 To provide sufficient time for submitting offers ten days 
extra- period should be- automatically added to the time
limits at present prescribed in cases of advertised tender 
enquiries published in the Indian Trade Journal, or in 
cases where firms have to obtain drawings/specifications 
from outside authorites. The existing instructions should 
be amended accordingly 

12 A small-priced tender bulletin, to which all registered supp
.lier~ can be expected to contribute, should be issued weekly 
by the· Directorate Gene.ral (Supplies & Disposals). This 
bulletin should also publish decisions taken on tenders as 
well as any other information of use to the suppliers or 
indentors 

13 Trade li~ts should be immediately reviewed and brought 
up-to-date by each purchase section. They should be 
reviewed annually by the Assistant Director 

14 Where a fum is con~idered technically and financially 
capable of manufacturing a store, it should not be asked 
to submit a sample at the stage of tendering. Samples, 
where necessary, should be asked for only after the con
tract has been placed but before the fum undertakes bulk 
manufacture 

3 

3·U-

3·1T 

3·17 

3·19-

3·2~ 

3·2.f 

3·2& 

3·2S 
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SECTION 3-Tke Contract stage 

15 (a) Each Director should draw up a list of check points 
for each· category of stores with the help of which the 
purchase officer should conduct his scrutiny of the tender. 

• (b) A purchase officer, before making a reference either 
to the indentor to consult him on any issue or to a firm 
seeking any clarification, should invariably state on the 
file that he has covered all points and that no other it~sue 
for reference remains. · · 

(c) The modified Indent Route Card at Appendix 12 

3 

should be adopted •• 3·30 

16 To make the delivery dates in the contracts requiring issue 
of quota certificates more realistic time schedules similar 
to the one at Appendix 13 should be prepared by the 
Deputy Director (Steel), Calcutta, revised by him every 
year, and made available with every purchase officer con
cerned for consultation before finalising the contract .. ,. 

17 (a) All cases where acceptance of tenders has not been 
issued within 48 hours after the decision on tenders has 
been taken or where the formal acceptance has been de
layed beyond 5 days after issue of the advance acceptance, 
should be brought to the notice of the Director, who should 
investigate the reasons for such delays. (b) This informa
tion should be incorporated as in the revised monthly 
control chart (Appendix 23) which should be adopted •• 

18 (a) Detailed instructions ehould be issued to the purchase 
sections regarding the particulars which should be furnished 
to enable the Imports and Shipping Section to cross
mandate the indents. These particulars ehould be fur
nished in respect of items mentioned in Appendix 14. 

(b) The Import & Shipping Section should be given 4:8 
hours to cross-mandate the indent after its receipt. The 
Deputy Director (Imports and Shlpping) should get a 
daily report about pendlilg indents for cross-mandation .. 

19 To avoid omissions in the contracts which require the issue 
of amendment letters later a list of check points (Appen
dix 15) should be introduced for the scrutiny of draft con
tracts. Both the Assistant and the Assistant Director 
should append their initials against items in this list in 
token of having verified them 

3·3T 
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SECTIOX 4--The Post Contract Stage 

20 (a) Import Recommendation Certificates should accom
:pany the . co_ntracts. Where they cannot, they should be 
ISsued wtthm 48 hours thereafter. (b) This time limit 
should be strictly enforced and adherence to it secured 

3 

through the revised control chart at Appendix 23 3•43 

21 (a) Where no lists of goods are attached, applications for 
the issue of the import licences against Import Recommen
dation Certificates should be submitted by the firms direct 
to the licensing authorities. 

(b) Where lists of goods are attached and require attestation, 
the applications· should oo submitted to the Liaison Officer 
in the D.G.S. & D. rather than to the purchase section. 
The Liaison Officer should then collect the relevant pur
chase file and within 24 hours of the receipt of the applica
tion pass it on to the Chief Controller of Imports & Exports 
for necessary action. 

(c) All import licences requiring re-validation, amendments, 
corrections, etc., should also be sent to the Liaison Officer 
who should then take expeditious action for getting the 
comments of the purchase section concerned. He should 
also be responsible for watching the expeditious disposal of 
such applications. 

~(a) To enable the Liaison Officer to take action where the 
issue of import licences has been delayed the contractor 
should ·be asked to give particulars of his application sub
mitted to the C.C.I. & E. in a. slip in the form at Appendix 
16. This slip should be attached to the covering letter with 
which the import recommendation certificate is sent. The 
firms should return these slips, duly filled in, within 15 days, 
failing which a. reminder should be sent to them. There 
should be a. standard printed reminder card. 

(e) The amended form of the covering letter with which the 
imnort recommendation certificstt.e is sent. should be adop-
ted as at Appendix 17 3·48 

-22 With a view to having adequat;, classified information to 
serve as a 'guide-book', a store-wise/directorate-wise regis
ter should be maintained by the Material Estimating Sec
tion alphabetically showing the details of calculations and 
quantity of raw materials required/issued in respect of each 
sp~,..j~c store with a reasonable allowance for wastage • • 3 ·50 
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23 Quota certificates for the release of raw materials should 
accompany the A/T. To facilitate this, as soon as the AfT 
with the relevant steel clause is ready to be issued, intima
tion should be given by the purchase section to the Material 
Estimating Section with full particulars of the Acceptance 
of Tender so as to have the quota certificate typed out in 
terms of the contract for issue with the Acceptance of 

3' 

Tender 3·50 

24 As a check on delay in the physical delivery of ~teel attribu-
table ·to the contractor, the Steel Cell should-

(a) see that the suppliers place an indent with the Iron'& 
Steel Controller within 15 days of the receipt of the 
Quota Certificate; 

(b) see that the supplier deposits the cost of raw materials 
with the producer with~ 15 days of the offer of the pro
ducer; 

(c) chase the delaying party; 

(d) keep control in the form ctt Appendix 18 

25 A time-limit of 7 days should be laid down for tho issue of all 
amendment letters unless they require a reference to the 
indenting officer or some other authority, in which case the 
amendment letter should be issued within 7 days of their 
reply 

26 For extension of delivery period, the suppliers should be 
instructed to seek extension for a specific period from the 
date of issue of the amendment letter, rather than for an 
extem;ion upto a specified date as is being dono now, so that 
even if there is some delay in the issue of the amendment 
letter, the supplier gets the required time 

SECTIO~ 5-Rate Contracts 

3·52 

3·54. 

3·54 

27 Whenever parallt'l rate contracts are concluded specified 
Din·ct Demanding Officers should be earmarked for each 
Rate Contract holder, the distribution being mado accord-
ing to the firm's capacity and the users' requirements • . 3·07 

28 There should be no general categories of Direct Demanding 
Officers. Only one officer should be declared as a Direct 
Dt•manding Officer in one office. The list of Direct Deman
ding Officers should be properly prepared in the form indi
catt'd in para 3 ·59 and kept up-to-date. These lists should 
be revit>wed at the time of the renewal/conclusion of fresh 
rate contracts and exact designations given . , 3 ·59 
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SECTION 6-Payments 

29 Work relating to the :finalisation of cases should be transferr-
ed from the Finalisation Wing to the purchase sections ex-
cept that relating to price finalisation 3·71 

30 In price finalisation cases, the actual amendment letters 
finalising the cases should be issued by the purchase sections 
which may refer the cases to the price finalisation unit for 
advice 3·71 

31 To ensure that there is no delay in finalising cases in the 
purchase sections, the responsibility for watching their dis-
posal should be that of the Director. An external check 
should be had through the Progress Wing, who should pre-
pare lists of contracts where supplies have been completed 
during the previous month separately for each purchase 
section and supply them to the Purchase Director for 
keeping a watch over the finalisation of these cases. Mter 
the expiry of one month the Progress Wing should take up 
with the Purchase Director all cases which have not been 
finalised. All cases where finalisation is delayed beyond 6 
weeks should be brought to the notice of the Deputy 
Director General and the Director General by the Direc-
tor/Purchase Wing 3·71 

32 All cases should normally be finalised within 6 weeks of the 
completion of supplies 3·71 

33 Instructions should be issued immediately by the Chief 
Pay & Accounts Officer to all his officers not to return bills 
of the contractors on the plea that they have not received 
their copies of the contracts or the amendment letters. 
They should instead take up the matter with the purchase 
officers telegraphically and ask them to send the copies duly 
authenticated 3·74 

34 Where ~he paying authority feels that an amendment to the 
contract is absolutely necessary to enable him to make the 
payment the Central Purchase Organisation should not 
withhold the issue of such an amendment even though they 
hold the opposite view. This should be issued in cases where 
there is no dispute about the substance of the matter and 
the disagreement with the paying authority is only on form 
i.e. the legal necessity of issuing a letter of amendment 3·76 
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35 In all cases where security deposit is to be paid by a supplier 
a copy of the blank form of the 'No Demand Certificate' 
should be sent to him along with the contract. Immediately 
on completion of supplies and after obtaining full payment 
in respect" of the contract the supplier should f01 ward this 
'No Demand Certificate' duly filled in to the purchase 
officer requestin(Y him for the refund of the security deposit 
and this shoullbe made clear on the reverse of the 'No 
Demand Certificate' 3·78 

.36 The refund of the security deposit must be authorised by 
the purchase «?fficer within ten days of the ·r.eceipt of the 
request complete in all respects. A separate register should 
be maiJ?.tained f?r all suc;h reque!l1S which: .should be re-

3·78 viewed by the Assistant Director of Supplies once a week 

SECTIOY 7 -Control a~ld Returns 

.37 An abstract as at Appendix 22 should be prepared at the end 
of ewry day in the indent register and signed by the Assis-
taut Dirretor in charge of the Tender Enquiry Cell and the 
Director in token of having_Phecked it 3·82 

:38 The information in the control form (Appendix 23) should be 
furnished to the l)irretor every day by the sections in his 
Directorate on the various items as given in the paragraph 
3 · 82(2). The Deputy Director General should see this chart 
for the Directorates lmder his control once a month 3·82 

:39 Certain statements and returns should be discontinued or 
merged (of Appendices 24-31) 3·84 

SECTIOY 8-Terms aml co1~itions governing contracts 
et~t~retl into .by tbe D.G.S. & D. 

·40 Modifications to the general terms and conditions of suppiy 
contracts should be carried out as indicated below:- 3·86 

(a} clause 4(ii} of the General Conditions of Contract 
regarding consignees; . right of rejection should be 
modified to provide for arbitration in case the rejection 
by the consignee is contested by the supplier • . • • 3·861 

(b) Clause 6 of the General Conditions of Contract should 
be amended as indicated in para 3 · 86 II 3·86 II 

(c) clause 9( ii) of the General Conditions of Contract should 
be amplified to provide for r~asons of rejection to be 

3·86 III communicated to the contractor 
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(d) clause 14 of the General Conditions of Contract regarding 
delivery should be modified to provide for the automatic 
extension of delivery period in case inspection is delayed 
for no fault of the supplier .. The contract delivery 

3 

clause should be suitably amended 3·86IV 
(e) the delivery clause in the case of fabrication contracts 

which are subject to assistance of raw materials by the 
D.G.S. & D. should be revised to provide for the automa
tic extension of delivery period in case the delivery of raw 
materials is delayed for no fault of the contractor 3 · 86 V 

(f) the last paragraph of clause 11 of the D.G.S. & D.-
IOIC accompanying the tender inquiry should be amen-
ded 3·86 v 

(g) clause 19 of the General Conditions of Contract regarding 
payments under the contract should be amended to 
provide for making final payments to the supplier in 
case the consignee fails to despatch the receipted copy 
of the inspection note within 90 days 3 · 86 VI 

(h) Sales Tax should be paid at the rate it is actually levied 
provided the supplies have been made in time and there 
is no fault on the part of the contractor 3. 86 vrrr 

(i) Where the rate of excise duty is :fiXed per unit of store, 
production of ARI form along with the bill should not be 
necessary. The rate of excise duty should be given in the 
contract itself on the basis of which the supplier should 
claini it as a part of the contract price. However, in cases 
in which the rate of excise duty is percentage ad valorem 
and is not the .::arne as ·specified in the contract, submis
sion of ARI form with the bill should be insisted upon. 
The supplier should also be rei.m bursed excise duty in 
the case of upward revision 3. 86 vnr 

(j) Customs duty actually paid should, on the basis of the 
documents produced, oo reimbursed to the supplier. 
The customs duty clause in the tender enquiry should be 
revised accordingly 3 · 86 IX 

(k) In the case of rate and long term contracts if an increase 
occurs in the price of raw materials, such increase should 
be allowed automatically upon the expiry of the period 
be specified by mutual consultation, after the date on 
which such increase cccurs. This period should be speci
fied in the contract and should be worked out in each 
individual case after taking into account the manufac-

. turing process, the time taken to manufacture the store 
and to consume the raw materials 3·86 X 
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(l) In the following categories of sales, the fall clause 
should not apply : 

(i) sale or !lisposal of any stock or goods under orders of a 
court of law. 

(ii) sale of goods, as original equipment which is always 
made on the prices lower than the prices charged for 
normal replacement. 

3 

(iii) Sale of gcods, such as drugs, which have expiry dates 3·86 xr 
SECTION 9-0rganisation 

41 An ordinary purchase section should consist of one Assistant 
Director, A Stenographer, 1 Assistant and 2 Lower 
Division Clerks 

42 The strength of the Tender Enquiry Cell should be I Assis
tant Director, half a Stenographer (or 1 Stenotypist), 2 
AssistantsjU.D.Cs. and 2 L.D.Cs. each 

43 The strength of the Contra~t Cell should be 1 Assistant 
Director, 4 Assistants (2''for comparative statements), 
2 L.D.Cs. and 1 _Stenotypist 

44 The strength of a rate and running contract section should 
be I Assistant Directorf&>ction Officer, 1 Stenotypist, 3 
AssistantsjU.D.Cs. and 2 L.D.Cs. 

45 Tender Enquiries and Comparative Statements in the case of 
rate and running contracts should be prepared by the rate 
and running contracts sections themselves 

46 The officer in charge of the purchase section should himself 
initiate all action regarding purchase proposals. and 
should, as far as possible, deal with correspondence as it 
comes with the help of his stenographer 

47 Work regarding fi.nalisation should be dom in the purchase 
sections provided that 

(a) where necessary, the purchase sections may ask for the 
advice of the price fi.nalisation unit before issuing 
amendments in price fi.nalisation cases, and 

(b) the current cases in the Finalisation Wing may conti
nue to be dealt with there .. 

48 There should be 17 rate and running contract sections and 
58 ordinary purchase sections 

3•103· 
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49 An additional Directorate should be created brinO'inO' the 0 0 

total of Purchase Directorates to nine. This will 
involve the creation of two additional posts-one of 
Director, one of Deputy Director 

.50 The allocation of items among different Directorates may be 
rationalized as in Appendix 36 

51 Each Directorate should have staff consistin()' of 2 Assis-o 
tants and 1 L.D.C. for deployment in any section that 
finds itself over-worked on any occasion 

.52 The number of sections and their distribution can never be 
static as the number of indents varies from year to year. 
However, to carry out a reorganisation of the Purchase 
Wing and to distribute the 75 s0ctions the 0 & M Unit 
should within a month and as a priority measure 

• (a) calculate the number of indents in 1965 item-wise in 
the three categories-rate contracts, running contracts 
and AJTs, 

(b) distribute the items among the 75 sections, and 
(c) apportion sections among Directorates 

.53 To recruit stenotypists full powers shoul:l be given to the 
Director General if the cadre authorities are unable to 
supply them. This will include powers of r< cruitment 
direct from the Employment Exchit,ngc but will be sub
ject to the condition that the persons so employed will be 
retrenched once th€' cadre authority is able to supply the 
men 

.54 If ste-nographers are not immediately available stenotypists 
should be engaged, one stenotypif:t against one steno
grapher, until stenogr.apher;o~ become available 

.55 If despite this stenotypists ar·J not available, and in any case 
to train stenographers, an adequate number of LDCs 
in the Directorate who will baconw surplus as a result of 
these orders may be given training in stenography. One 
instructor may be engaged by the Director General and 
given suitable remlmeration. He should be from the open 
market (and paid about Rs. 400 P.l\I. or so) or he could be a 
competent stenographer of the 1st grade in the Govern
ment of India in which case he should be given special pay 
ofRs. 100 p.m. It should be possible for him to train about 
60 to SO Stenographers/stenotypists in a year. Fo~ this 
purpose an ex-cadre post may be created. The tramt'es 
will have to give a bond Mrt'einO' to serve Government for 0 0 

five years 
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.56 The reorganisation on thl} lines suggested above should oo 
phased and to begin with only two purchases section\ per 
Directorate i.e. 18 purchase S'}Ctions in all should be 
brought on this officer-oriented system the limiting factor 
being the availability of stenotypists/stenographers 

.D7 Depending on the availability of stenographers/steno
typists the second phase should start six months after the 
start of the first phase. About a year and a half after the 
start Qf the first phase the entire fnrch~ Wing at the 
Headquarters should be covered by this sys~em 

'58 The purchase section in the Regional Directorates should 
consist of an Assistant Director, 1 stenographer, 2 UDCs 
and 3LDC; 

59 The UJ?.der Enquiry Cell should consist of an Assistant 
Director, 3 U.D.Cs and 3 L.D.Cs plus 2 U.D.Cs for com
parative statements to function under the Assistant 
Director in charge of the Tender Enquiry Cell 

60 In the Directorate of Supplies (Textiles) at Bombay, 1 
Technical .Assistant in the.Directorate in addition to the 
normal strength of Purcha~o Sections may continue as at 
pre sen~ 

61 Some staff should be given to tach Regional Directorate 
for deploying in sections that find themselves pressed by 
a. particularly heavy load of work on any particular occa
siOn. The extent of augmentation on this account in each 
RRgional Office may be seen in the statement at Appendix 
37 

62 There is no reason why there should oo any distinction 
between the existing non-gazetted Superintendents and 
"UDCs in charge". The two should also be brought on 
the sam~ scale 

·63 As sections will be directly under the charg<- of Assistant 
Director there will be no need for functionaries like 
non-gazetted Superint·;;ndents or "UDCs in charge". 
Nevertheless thf·M persons exist ·and bava to be provided 
for. Besides, there are no promotion opportunities for 
UDCs other than th"se except to the very limited extent 
to which they can be absorbed as Junior Progress Officers. 
Total abolition, for a)l times to come, of the posts of 
superintendents and "UDCs in charge", without provid
ing any altemative means of promotion, will be justly 
resented by the clerks in these offices. Instead of these 
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posts, therefore, a selection grade for UDCs should be 
formed. The number of posts in tha selection grade 
should be the same as the number of posts of non-gazetted 
superintendents and the "UDCs in charge". This should 
be applicable not only to those who are engaged on pur
chase work but throughout the Regional Directorates. 
Regarding the scale o! pay, this could be the existing scale 
of the non-gazetted superintendents i.e. Rs. 350-4 75 or 
it could be the scale of J.P. Os. i.e. Rs. 325-575 

64 All uDCs in the selection grade should be eligible for pro
motion to the posts of Assistant Director Grade II and the 
recruitment rules should be amended accordingly 

65 It is re~ommend~d that no downward revision in leave 
reserve should be made as a result of these proposals 

SECTION 10-Miscellaneous 

66 · Withiri. the over-all direct purchase power of Rs. 5,000 the 
indentors should be delE-gated powers of direct purchase 
for each individual item not exceeding Rs. 2,000 in value. 
In applying this delegation, the cost of an accessory or a 
fitting should be included in the cost of the item 

67 The Directorate General (Supplies & Disposals) will not 
return an indent ev(\n if it falls within the powers of the 
indentor, if adequate reasons are given explaining the 
difficulty in obtaining the item 

68. There are certain items e.g., barbed wire, hides and skins 
which should be taken out of tli.e decentralised list and 
should, like textiles, be centralised, not at the headquarters 
but in the regions in which they are excllll'ively or almost 
exclusively manufactured or demanded. . To facilitate 
this each Director should prepare a list of such items in 
respect of his Directorate for which the sources of supplies 
are, in the main, situated in a particular region and speci
fically mention the regions to which theso may be 
transferred 

69 Purchase of items which are solely demanded by a parti
cular indentor in the whole of the country should be entrus
ted to the nearest regional office and each Director should 
pre par<> a similar list of such items 

70 Arrangements for the disposal of work on account of these 
items should be made on the same lines as for the disposal 
of other items centralised in the regional c:E.ces 
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71 Additional staff required by the Regional Directorates for 
this purpose after re-adjustment within the organisation 
will be marginal and should be calculated at the appro
priate time . 

72 A standard form of attorney should be prepared by the 
Directorate General (S & D) in consultation with the 
Ministry of Law to avoid delays in payment to suppliers •. 

73 Separate consolidated instructions for the'· guidance of 
various branches of the Directorate General·sbould imme
diately be compiled and issued on subjects as· office proce
dures, purchase procedures, inspection procedures, and 
disposal procedures. Also separate pamphlets of instruc
tions should be issued on :-

( i) the maintenance of statistics; 
(ii) the preparation of the Administration Report; 

(iii) closing cases and· destruction of record; 

(iv) the r<>gistration of firms; 

(v) arbitration, legal pro~eedings, and the settlement 
of claim8; 

(vi) treatment of losses 

74 This work should be entrusted to an experienced Deputy 
Director who has a sound knowledge of procedures, etc. 
A time limit of one year should be fixed for the issue of all 
the booklt:ts. The Deputy Director should work whole
time on this job for one year and should have this as a part 
time function thereafter. He should have the assistance 
of a whole-time stenotypist 

75 A new manual should be issued every three years scrapping 
the old one and incorporating the latest instructions. 
Once the instructions and pamphlets are compiled as 
suggested above and kept up-to-date the preparation of 
the new manual should not present much difficulty 

CHAPTER IV -The Inspection Wing 

76 (a) The existing system of transmission of receipts to the 
dealing hands should be rationalised thereby confining 
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their movement to the necessary minimum A,· 9 

(b) The dak should be diarised at the initial stage of its 
receipt in the challan diary, a copy of which should be 
sent to the section along with the dak 4•9 
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77 The receipts for which separate registers, namely, inspection 
call register and AfT registers, are maintained should be 

3 

diarised in those registers only 4 • 9 
78 MultipUrpose ledgers in the form(s) at Appendix 40 should 

replace the existing system of maintenance of a large 
number of registers separately (i) for opening files, (ii) for 
watching their movement and (iii) for indexing them 4 • B 

79 ATs requiring inspection by sub-centres should be addre
ssed directly to them by the purchase officers and only 
copies thereof should be endorsed to the Inspection Circles 
for watching progress in each case 4 ·13. 

80 Orders reiterating the existing instructions should be 
issued by the D.D.G.(I) to all inspection Circles that 
inspection should not be held up simply on the plea of 
non-availability of the copy of contract with them but 
should be conducted with reference to the contractors' 
original copy of the contract 

81 Requests for copies of contracts or amendments thereto 
should be made by an Inspection Circle to the Purchase 
Directorate on printed formf' as at Appendix 41 . . 4·1& 

82 The check-list at Appendix 42 should be introduced for 
use by the il;t~?pecting. Pfficer for checking whether the 
Contract contains the technical details required for carrying 
out the inspection satisfactorily. Mter scrutiny, the 
Inspecting Officer should sign the check-list in token of his 
having performed the necessary check 4 ·1 T 

83 Stores listed in Appendix 43, which are produced by certain 
firms of repute should be exempted from inspection. The 
feasibility of adding more stores to the "exempted" 
list, subject to· the safe~ards and conditions mentioned 
in the interim report and the directive of Government 
should be considered by D.D.G.I. in consultation with 
Directors of Inspection 4 ·19-

84 Uniform inspection instructions and criteria should be 
laid down for the guidance of the inspecting officers on the 
pattern indicated in Appendices 44 and 45 4 · 21 

85 For action on Serial No. 84, the procedure to be followed by 
the Deputy Director in the Headquarters sanctioned for 
the purpose should be to get the views of the different 
inspec~ion circles on the criteria followed by them, and 
in the light thereof have appropriate instructions and 
criteria drawn up by the Directors of Inspections at 
Headquarters and then have them approved by the Deputy 
Director General {Inspection) 4:·21 
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86 Immediate steps should be taken to decide whether inspec
tion in re::pect of particular firms and particular stores 
should be normal or rigid or rehxed. Firms should 
accordingly be categorised in these three classes 

87 The decision whether inspection should be normal or 
relaxed or rigid for any particular firm for any particular 
store should be taken by the re~ional Director of Inspection 
himself 

88 The extent to which inspection is to be relax~d or tightened 
should be laid down by the Inspection Wing in the Inspec
tion Criteria themselves and should be followed uniform ally 
in all inspectorates 

89 Under no circum5tances should the decision to relax the 
extent of inspection be taken on grounds of shortage of 
staff 

90 It should be the policy of the Inspection Wing to encourage 
manufacturers to control quality in production and to 
pre-inspect stores before delivering them to the government 
Inspectors for acceptance.-' To implement this policy 
manufacturers should be asked to produce copies of their 
inspection result~ and quality control tests when putting 
up stores for inspection. The production of these docu
ments should be a factor to be taken into account when 
relaxing inspection 

91 For taking out samples and sending them for lab~ratory 
tests a set of fresh and comprehensive instructions on the 
lines indicated in Appendix 46 should be issued 

9:! The Deputy Director General (Inspection) should frame 
sampling instructions and tables for different categories 
of stores as envisaged in item No.2 of Appendix 46 

93 To secure better utilisation of space and to curtail the use 
of continuation sheets the revised form of inspection 
note at Appendix 47 should be adopted 

9! Instead of typing it, the inspectors should be permitted to 
fill in the inspection note in pencil which should be accepted 
by all concerned. To facilitate m~king out of 9 copies of 
the note at one stroke, special type of carbon paper called 
"one time carbon paper" should be used 

95 To avoid delays in the preparation and issue of inspection 
Notes the results of inspection should be recorded at the 
time of inspection in the Examiner's Slip in the form at 
Appendix 48 instead of recording them later on the notes 
on files 
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"96 AIOs and lOs should frequently carry out surprise checks 
of stores inspected by the examiners to satisfy themselves 
that the stores inspected are in conformity with the contract 
requirements · 4·29 

:97 ·The Di~ector may, and on_random occasions should, order 
the taking out of control ~amp]es from the quantities 
accepted or rejected by the officers working under him 
and get them tested by another officer, if necesE>ary in his 
own presence 4·29 

~8 The inspecting officers should put .small identification 
marks on those deliveries/lots or portions thereof which 
are found below standard and are rejected 4·29 

'99 The system of visual inspection at the ports should be 
dispensed with and the suppliers should be authorised 
initial payment on the basis of inspection certificate 
(issued by the inspecting authority abroad), the landing cer-
tificate, and the proof of despatch to the ultimate con-
signee 4·31 

100 The scrutiny of AfTs, Supply Orders etc. by the inspecting 
officer must be completed within 7 days of the receipt 
of the document in the inspection-circle and any clarifica-
tions -required from Purchase or others should also be 
sought within this period 4·33 

101 A call for the inspection of stores must be attended to 
within 7 days of its receipt 4·33 

102 Inspection notes must be prepared by the inspecting officers 
on the same day on which they have undertaken the 
inspection 4·33 

103 Inspection Notes must be issued within 48 hours of the 
completion of inspection 4·33 

104· For the enforcement of these time-limits, the Deputy 
Director of lru;pection concerned should keep the necessary 
watch in the control form at Appendix 49 4·33 

105 All pro_c!lsses connected with the inspection of stores should 
be completed within 10 days if the stores do not require 
the laboratory testing of samples and within 21 days if 
they do require analysis of samples barring those few 
cases in which the laboratory tests by their very nature 
take a longer time for analysis 4·33 

106 A monthly report should be submitted by each inspection 
circle to the Deputy Director General (Inspection) giving 
details of cases in which the norms prescribed in Serial No. 
105 above are exceeded. An explanation should be furnish-
-ed for each case 4·33 
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For capacity reports, the firm's premises must be visited 

within 7 days of the receipt of request from the purchase 
branch if it is a local firm, and within 10 days if it is an 
outside fi.on. The capacity report should be issued within' 
48 hours of the illi'pection of the firm's premises 

Requ_ests from the Registration Branch regarding -the 
inspection of firm's premises must be attended to within 
10 days of their receipt in the case of a local firm and 
within 3 week~ in the ca~e of an outside firm 

The registration reports should be sent to th:~ registration 
branch within 48 hours of the inspection of the firm's 
premises · · 

All complaints by consignees about inspection work must 
be investigated within 3 weeks 

A check to ensure adherence to the time limits prescribed· 
inS. Nos. 107-110 above should be maintained by periodi
cal inspections by the Deputy Director General (Inspection). 

The duties of various categories of inspecting officers should 
be laid down as indicated in ,Appendix 50 and Appendix 51. 

Apart from being in overall charge of the Circle, the D~tor 
of Inspection should be made specially responsible .for-
(a) the training of officers; 
(b) the listing of firms for normal, relaxed and rigid ins- . 

pcction; 
(c) the inspection of sub-centres under his charge at least 

once in six months; and 
(d) the inspection of the working of sections in the inspec· 

torate at least once in a year 

Each Inspection Circle should be thoroughly inspected 
annually by the Deputy Director General (Inspection) with 
the assistance of the 0 & M Unit of the D.G.S. & D. Forms 
of inspection and lists of points at Appendices 52 & 53 
should be utilised for the purpose 

115 On the above lines, each Director should inspect the sections 

3 

4·33 

in his Directorate and the sub-centres under his charge. 4 · !37 

116 For effective supervision, a. Deputy Director (Inspection) 
should not have more than 8 Inspecting Officers/Assistant 
Inspectina Officers working under him. On this basis two 
more posts of Deputy Directors should be sanctioned, 
one for Delhi and one for Bombay 
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117 The following items of work done by the Director should be 
delegated as indicated: 

(a) casual leave applications of all Examiners, Assistant 
Inspecting Officers, and Inspecting Officers should be 
sanctioned by the Deputy Director under whom they 
work; 

(b) the tour programmes of all Examiners, Assistant Ins
pecting Officers, and Inspecting Officers should be sanc
tioned by the Deputy Director under whom they work; 
and . 

(c) (i) T.A. bills of non-gazetted staff should be passed by 
the Assistant Director (Administration); and 

(ii) T.A. bills of Inspecting Officers/Assistant Inspecting 
Officers should be passed by the Deputy Director who 

3 

should be declared as the Controlling Officer 4 · 39 

118 The following items should be delegated to the Assistant 
Director (Administration)-

(a) sanction of T.A. advances and claims of all the non
technical staff; and 

(b) sanction of medical reimbursement to the technical and 
non-technical non-gazetted staff for the sub-circles 4 • 39 

119 Routine items of work listed at Appendix 55 and, at present, 
being disposed of at the level of Inspecting Officers and 
Deputy Directors should be disposed of by Head Clerks. 4 • 39 

120 Various Standing Orders relating to inspection should be 
consqlidated and circulated to all Inspection Circles 4 • 42 

· 121 The Reports and Returns now submitted by the Inspection 
Wing should be rationalised (Appendix 56) 4·44 

·122 
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CHAPTER V -The National Test House 

Test certificates in respect of simple types of samples (list-
ed in Appendix 57) should be sent within 10 days of the 
receipt of samples in the Test House · 

Test certificates of more complicated samples (listed m 
Appendix 58) should be sent within 21 days of the receipt 
of samples in the Test House 

I 

5·7 

124 Time "~ornl.S for actual testing should be prescribed by the 
Director for each type of sample in both the lists referred 
to above 5·7 
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125 For the remaining items, for which the tests by their very· 
nature will take more than 21 days, time norms should be 

3 

prescribed individually in the same manner 5•7 
l:l6 The lists ·referred to above should be kept up-to-date. It 

should be the responsibility of the Joint Director to have· 
it done once a year · · 5 • 7 

127 Each Assistant Director in charge of a laboratory should 
prepare a weekly programme in advance for each Assistant 
working under hiru. The completion of ·~he programme 
should be carefully watched by the A.ssistal).t Director 5 · 7 

128 The draft test certificate should be put up by the Assistant· 
within 72 hours of the completion of the tests . 5 • 7 

129 The draft tef>t certificate should be approved on the same 
day it is put up 5·7 

130 Within 2! hours of the receipt oifile in the section aftet 
approval of the draft ~st certificate the final test certificate 
must issue to the parties concerned. The clerk concerned 
should be responsible for ensuring this and in cases of delay 
reasons should be explained on the file 5 • 7 

131 A monthly statement shoulq.•be prepared by eacb Assistant 
Director for his laboratory as in Appendix 59 and put up to 
the Deputy Director/Joint Director/Director 5•7 

132 To watch the performance of the Assistants, to ensure ad
herence to the time-limits prescribed above and to secure 
the issue of test certificates within 24 hours after the appro
val of the draft test certificate, the revised form of the labo-
ratory card at Appendix 60 should be used 5 · 7 

133 The progress cards pertaining to each Scientific Assistant 
!!hould be maintained by the Assistant Director in separate 
folders for watching the performance of each Scientific Ass
istant working under him. The Deputy Director in charge of 
a group of laboratories should periodically, and in any case 
once a month, inspect these folders to see if there have been 
any delays. A similar review should also occasionally be 
done by the Director 5·7 

134: The Assistant Director should re-check the factual tests 
results arrived at by the Scientific Assistants, at least on cri
tical points, and sign the Scientific Assistant's Laboratory 
Book in token thereof. 5% of the samples already tested 
should be checked either by the Deputy Director himself, 
or he should have them tested by another Assistant. The 
Director should call at his own initiative any sample for a • ~ 
re-check 5 · 9 

LfS238DGS&D-ll (a) 
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135 The procedures and time-limits proposed for the National 
Test House against S. Nos. 122-134 should also mutntis 
mutandis apply to the Bombay Test House 5·11 

136 The Bombay Test Housf should, besides being visited fre-
quently, be inspected thoroughly once in six months by the 
Director/Joint Director 5·11 

137 Till such time as it is possible to set up full-fledged labora
tories at or near Madras and Delhi, small nucleus testing 
centres should be set up at these places to cater to the 
needs oflocal industry 5·13 

138 (a) Whenever possible, the D.G.S. & D. should use the De
fence laboratories at various places for testing supply 
samples, thereby reducing the work-load on the 
National Test House and the time taken in travel to 
Calcutta and back 5 ·13 

(b) Inspection fees for testing supply samples at the d·:fence 
laboratories should be according to the schedule of fees 
prescribed by the National Test House 5·13 

(c) Detailed arrangements and procedures should b-J work
ed out by a committee consisting of a representative of 
the Department of Supply, a representative of the D.R. 
D.G., the Director 0 & 1\I in the D.G.S. & D., and officer 
of the D.G.s; & D. (Inspection Wing) and the Dir,>etor of 
the National Test House 5·13 

139 To enable the Director, National Test Hous~, to dischar;J:,~ 
his obligations with speed and effi.ci{'ncy, he should be de-
legated enhanced powers as indicatf'd in Appnndix 61 5· U 

140 The existing bottlenecks in the promotional prosrwcts of 
Assistant Directors, which may, if not pr'-•vt•nV·d, n•sult in 
shortaga of staff at this level should be r0mowd by having a 
combined scale of Rs. 400-1230 for Assistant Dir0ctors 
and Deputy Directors 5·16 

Ul Guided by the pres~nt duties and r0spomibiliti;•s of thfl 
Director, National Test Housl), h~ should b--• acco1·,l•'d the 
status of the head of a medium scientific orga.nis1tion and 
should be given the pay scale applicable to m"dimn sci·~ntific 
organisations 5·18 

H2 To make the charg.;, of the Dir'-~tor mor,~ mana:zl'ablt', a po;;t 
ofJoint Dir~tor (scaleRs. 1300-1600) should oo cr"~at•xl 
and the distribution of work between the two shoultl be on 
the lines as in Appendix 62 5·21 

H3 The revised form of confidential reports at Appendice3 63 
and 64 for Gazetted and Non-Gazetted technical officers 
respectively should be adopted 5 · 23 
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1H The decision that already exists to transfer control of the 
Test House to the Deptt. of Supply and Technical Develop-
ment sho~ld be implemented straightway 5·25 

CHAPTER V !-Departmental Chargea 

145 In the case of Non-Departmental Orders-

( a) inspection of stores should not be entrusted to the 
D.G.S. & D. if the value of an individual order is 
less than Rs. 500. 

(b) departmental charges less than Rs. 10 in re8pect of any 
one contract should not be levied. 

(c) rate of levy of departmental charges should be reduced 
from ! per cent to ! per cent ; 

(d) the system of advance deposit of departmental charges 
by parties other than the Railways should be introduced. 
D.G.S. & D. should render account, in duplicate, against 
such deposits after the supplies against that depot.it 
have been completed, and not for each instalment 
inspected. ··' 

(e) as regards the Railways, as a short t~rm measure, one 
Accounts Officer for each Railway Administration 
should be nominated to whom the Director of lns~c
tion should render monthly accounts in the form at 
Appendix 65 in respect of each contract separately for 
each consignee. The nominated Railway Accounts Officer 
should make payments to the D.G.S. & D. within the 
same month or in the month following, and should not 
with-hold payment pending further adjustment of debits 
between the accounts offices of the consignees concerned. 

(j) As for the long-term arrangement, the Railways should 
pay to the D.G.S. & D. a bulk amount towards the 
departmental charges based on a three year average of 
the values of stores inspected against their non-depart
mental orders. The Railways should then distribute 
this amount amongst the various Railway Administra-
tions on a proportionate basis 6•6 

CHAPTER VII-The Progress Wing 
146 The Progress Wing should give up progressing at the 

pre-contract stage except when the monthly state
ments indicate delay in the coverage of indents figures of 
which should be maintained in the Statistical Directorate. 
Pre-contract progressing should be the responsibility of the 
Purchase Director 7 ·5 
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14 7 The- progress registers now maintained by the Progress 
Directorate should be dispensed with and all information 
necessary should be kept in the Statistical Directorate 
with the help of data proces.-,ing machines available in the 
D.G.S. & D. The Statistical Directorate should also be 
responsible for preparing the required statements. The 
scheme as outlined in Appendix 67 should be adopted 

148 Progressing should be done only in the case of:-
( i) contracts placed by the Regional Office concerned on 

the firms located within its own jurisdiction, 
(ii) supplies against Rate and Running Contracts, 
(iii) Operational/Urgent contracts, 
(iv) contracts where assistance of raw materials 1s re

quired, 
(v) contracts against Works Programme indents, 
(vi) contract.s for critical items of requirements of Defence, 

Railways and of the Posts and Telegraph Department, 
(Pii) contracts in which price preference has been allowed 

for earlier delivery, 
(viii) contracts for developmental items, and 
Ux) any other item which the purchase office feels requires 

progressing 
149 It should be the responsibility of the purchase officer to 

indicate specifically the need for progressing of contracts. 
For this purpose, he should mark the words "Progressing 
Required" at the top left hand corner of the copy of the 
contract meant for the Progress Officer. Besides this, the 
endorsement forwarding this copy of the contract should 
also clearly indicate : 
(i) whether the contract requires monthly progressing or is 

Operational/Urgent requiring fortnightly progressing 
or whether it is for critical items requiring daily pro
gressing ; 

(ii) the periodicity of the progress reports to the purchase 
Officer by the Progress Wing ; 

(iH) whether stage progressing is required 
150 The Assistant Director (Progress) at the Headquarters who 

receives two copies for every contract should be made 
responsible for sending one to the concerned regional 
office. He should for this purpose collect these contracts in 
bundles, get shuttle sheets prepared firm-wi~e in triplicate 
and send the copies of the contracts bi-weekly with a cover
ing demi-officialletter to the regional office along with two 
copies of the shuttle sheets 

3 

i·7 

7·10 

i·IO 

7·12 
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151 In the case of contracts in which progressing is not required 
initially but in which the purchase officer later wants to 
know tlte ·supply position,· he should send a copy of the 
contract with his reference. If for any reason, a copy of the 
contract is not readily available, its particulars should be 
furnis~ed to t,h~. region~!. office 

152 The Assistant Director/Deputy Director:in the.regional office 
should see all contracts received at the dak stage and issue 
neceRBary instructions to the field staff for the. progressing 

153 In the case of contracts issued by the regional office itself, 
necessary entries should be made in the Central Progress 
registers. In addition all the contracts whether issued by 
the regional office itself or received from Headquarters 
organi:.<ation or other regional offices should be entered in 
the AfT register in which the record of contracts placed on 
a particular fum should be maintained. The contracts should 
then be placed in the folders in which they are arranged 
according to the date of deli~;ry month-wise 

154 In the beginning of every m~nth, the Junior Progress Officer 
concerned should prepare firm-wise lists, listing each· con~ 
tract placed on a particular firm in which the' delivery 
period is expiring during that particular month and hand 
over these to the Junior Field Officers concerned. In the 
case of contracts from Headquarters organisation and other 
regional offices, he should give a copy of the shuttle sheet 
to the Junior Field Officer along with a copy of the contract. 
In the case of extension ofthe delivery period, the contract 
should be placed in the folder for the month in which the 
extended delivery period is to expire · 

155 The Assistant Director/Deputy Director should be respon
sible for scrutinising the contracts to see ·if there are any 
pre-conditions e.g. assistance ofraw materials, position of 
imported components, etc., and to ensure that all these pre~ 
conditions are fulfilled. If there are no pre-conditions, he: 
sl10uld give necessary instructions as to how and whim the 
progressing should be commenced 

156 The following frequency should be prescribed fo:.; different 
categories of indentt~-· 

(a) daily progressing for vital and critical items 

( l1) fortnightly progressing for U rgentfOperational indents, 

(c) onco a month for other indents requiring pJ"ogressing 

3 

7·12 

7·14 

7·14 
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157 The Junior Field Officer must visit all the firms assi!!Iled to 
him in rotation at least once a month so that no c~ntract 
on any firm requiring progressing is left out. The record of 
these visits should be properly maintained in the Junior 
Field Officers' diarv in the revised form as at Appendix 
72 

158 A Junior Field Officer should be entrusted with progre~sing 
of contracts with about 70 firm<J except in Calcutta 
where the number should be 60 on account of a dispropor
tionat~ly large number of contracts. On this basis, the 
Progress Wing should be sanctioned 41 Junior Field 
O.ffi.ce'rs as against 34 at present. Th~ detailed break-up 
ofthf number of Junior Field Officers required at different 
places is indicated in Appendix 71 

159 The Junior Field Officer should prepare his weekly program
me in the form at Appendix 73 in advance on the last 
working day of the week for the following week which 
should be approved and signed by the Assistant Director/ 
Deputy Director (Progress) in the Junior Field Officer's 
diary !tself. This diary should be scrutinised by the Assis
tant DirectorJDeputy Director (Progress) once a week 
to see if he has done the job assigned to him. Any instruc
tions that the Assistant Director, Deputy Director wishes 
to give should be give-n in the "Remarks" cohunn of 
the diary 

160 One of the 2 Directors of Progress should be shifted to 
Calcutta to look after the progress work. This Director may 
also be entrusted with the responsibility for Shipping and 
Disposal work 

CHAI)TER VIII-The Disposal of Surplus Stc-res 

3 

7·16 

7·16 

7·18 

7·19 

161 At present a surplus report, when received, is entered in 
three different registers viz., the Diary Register, the Screen
ino Board Rooister and the Block Series Register having 
id:ntical eol~s. The purpose of these registers will 
adequately be serve-d if only the Screening Board Register is 
maintained properly 8 · 5 

162 A Surplu . Report, on receipt, should be checkl'd in accordance 
with the check points as contained in Appendix 75. In cas<.• 
it is incomplete, immediate rt>ference should be made to thfl 
dedarf·r 8 · 7 
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163 In cases where minor clarifications are required, the 
Assistant Director (Central Registry) should decide whether 
an incomplt•te Surplus Report should be referred to the 
Screening Board or not. If he feels that it should be referred 
to the Screening Board, he should record his reasons on the 
list of check points and get the approval of the Director 
of Disposals 

16! The present form for submitting the Surplu".s Report as at 
Appendix 76 should be rt•placed by a covering note with 
the following d~tails : 

"Surplus Report No ............... placed bdow may 
be disposed of by : 

Inspection 
Auction 
1\•nder 

Issue to Priority Indentors (and in casQ they do not accept, 
disposal by auction/tender)_, 

May be x-mandated to Director of Supplies and Disposals, 
Bomba yfMadras/Calcutt a/Kanpur. 

Tho note should be prepared in duplicate and aft:.-r the deci
sion of the compet<'nt authority has be-en obtained, 
the original along with the Surplus Report should be passed 
on to &'Ction/Region concerned and the duplicate should 

3 

8·7 

be J"<'tained in the Central Rt>gistry Section S · 9 

165 For Cross-mandation of Surplus Reports to Regional Offices 
form No. DGS&D-182 at Appendix 77 should be replaced 
by a simple printed letter in the folio" ing form: 

"DGS&D Surplus Repott No .... 

dated ............ is transferred for disposal action 
as decideJ by the Screening Board and indicated in the 
attached note". .A copy of the forwarding letter 
should be endorsed to tLe declarer 8 ·11 

166 The Field Officer, after inspection should send his report 
not to the Section but, under dosed cover, to the Deputy 
Director concerned 8·13 

167 The practice of making back references to the declarer by 
the Regional Offices when a Surplus Report is received from 
headquarters should be avoided 8·l!l 
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168 Indents should straightway be entered in the Indent 
Register instead of first dia.rising them in the Central diary 

3 

and then entering them in Indent Register 8 ·17 

169 The statements and returns mbmitted by the Disposal 
Organisation at Headquarters and the Regions should be 
reduced by discontinuing them or by combining a number 
of returns in one simplified proforma as indicated in 
paragraph 8·19 8·19 

CHAPTER IX-The Shipping Organisation 

170 For timely clearance of cargoes from the ports, the shipping 
document~ should be passed on the day of their 1eceipt to 
the clearing agents through their representative, who 
visits D.G.S. &D. 'so:fficedailyfordeliveringbills 9·6 

171 The duties of the Dock Inspector should be laid down as at 
Appendix 80 9·6 

172 To assist the Dock Inspectors in the effective performance 
of these functions, additional field staff to be assessed by 
S.I.U. should be provided. As an interim measure, at the 
Bombay Port, 5 L.D.Cs. should be provided for the 
purpose by internal adjustment from the surplus resulting 
from recommendation No. 174 (ix) 9·6 

173 There should be a uniform scale of pay {Rs. 325--475) for all 
the Dock Inspectors 9 · 6 

17 4 For the speedy and effective functioning of the Shipping 
Organisation of the D.G.S. & D. the following time limits, 
controls and degree of mechanisation should be introduced : 

( i) the handling charges bills of the clearing agents 
should be passed on for payment to the Pay and 
Accounts Office by the Shippigg Branch within 
7 days of their receipt. For this purpose, one nominated 
clerk should receive bills daily from the clearing 
agents at a fixed time. The bills should be put up by 
the dealing clerk to the Assistant Director {Shipping) 
within 48 hours of their receipt and the Assistant 
Director (Shipping) must pass them for payment with
in another 48 hours. The bill registers should be seen 
by the Assistant Director (Shipping) every day. 
Bills over 7 days old should be shown to the Director 
with reason.<~ for delay. 
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(ii) The bills should then be transmitted to the Pay and 

Accounts Officer once a day through a special messenger. 
These .bills should be delivered to a nominated officer 
in the Pay and Accounts Office. 

(iii) The Pay and Accounts Office must issue the cheque 
in respect of these bills in 7 days if they are in order. 
In respect of bills where there are any lacunae or dis
crepancies the bills should be returned within three days 
to the Director. · · 

(iv) Stevedoring and freight bills should bO. paid within 
a period of two working days after they are preferred. 
All bills over 2 days old should be brought to the notice 
of the Director. 

(v) To facilitate scrutiny of demurrage bills, reasons should 
be given under a specific column in the form at Ap
pendix 81. 

(t·i) Demurrage charges bills within the powers of the 
Director should be passed within 7 days of their receipt 
if they are in order. If anv clarification has to be sought, 
arrangements should be' made for the clearing agents 
to collect the bills through one of their nominated re
presentatives who should visit the office of the Director 
of Supplies and Disposals daily at an appointed time. 

(vii) Demurrage bills which require the sanction of the 
Headquarters office at New Delhi should be sent to the 
Deputy Director (Imports and Shipping) at Headquar
ters who should himself, without marking them to the 
section, scrutinise them and put them up for the orders 
of the competent authority. 

(t•iii) The Pay & Accounts Officer should ensure that 
these bills are passed by him and cheques issued within 
7 days of their receipt. These bills should also be received 
in the Pay & Accounts Office by the nominated officer 
(the Assistant Pay and Accounts Officer concerned). 

(ix) Instead of manual checking, as at present, calculating 
machines should be installed for the checking of demur
rage bills thereby saving manpower. This should result 
in a saving of 7 out of the 14 persons engaged on tltis job 
at Bombay, five out of whom can be utilised for the work 
mentioned against S. No. 172. 

(.r) To keep control and to ensure adherence to the time 
limits suggested above, the Director should receive a 
monthly report from the Shipping Branch in the form at 
Appendix 82 
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175 Out. of .8 returns being obtained monthly by the Import & 
Shippmg Branch at Headquarters from the Regional Ship
ping Sections, four should be dispensed with and there
maining 4 replaced by a single simplified control statement 
in the form at Appendix 83 9•10 

CHAPTER X--Complaints and Pnblic RelatiOlll 

176 (a} The functions of the Director of Complaints and of the 
Public Relations Officer shou,ld be specifically laid down as 
shown in Appendix 85 and App~dix 86 respectively. 

(b) The work relating to the supply of copies of Rate Con
tracts upon request from the Direct Demanding Officers 
should be entrusted to the Public Relations Officer and for 
this purpose he should be given additional assistance to 
the extent of 1 Assistant and 2 Lower Division Clerks .. 

177 For streamlining the working of the Public Relations Offices, 
eliminating duplication of work and consequent delay and 
exercising better checks the following action should be 
taken: 

(a) position slips should invariably be sent to the Directors 
concerned within 24 hours and checked daily by the 
Public Relations Officer from the register; 

(b) instructions should be issued to the Purchase Directora
tes to avoid evasive replies like "under consideration". 
In cases where the decision/action is likely to take some 
time the section concerned should intimate the likely date 
by which the action will be completed to the Public Re
lations Officer so that he may inform the representatives 
accordingly; 

(c) the Public Relations Officer should maintain a 'Brought 
Forward Register' date-wise to remind the purchase 
sections of outstanding position slips. The purchase 
section should be reminded two days before the due 
dates of such slips; 

(d) the representatives of the firms should be educated to 
file slips only after they have been informed by their 
principals about delay; 

(e) the Public Relations Officer and the Director (Comrr 
laints) should satisfy themselvef' that the persons who 
contract them are, in fact, the accredited representa-

10·12 

tives of the firms 10•14 
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178 Arrangements for the filing registration and tran_smission 
of position slips in the Public Relations Office in the Pur
chase Directorate should he as recommended in paragraph 

3 

10 ·14(6) to 10 '14(8) J.4l.·14(8) 

179 A Public Relations Officer should he sanctioned for every 
Regional Office, purchase as 1vell as inspection. The Regio
nal Public Relations Officer shall work directly under the 
control of the Regional Director. However, functional gui
dance will be given by the Director of Complaints and the 
Public He lations Officer atthe Headqual'tera who should also 
im;pect the functioning of t~ Regional Offices once ii1 6 
months. The confiden'cial reports will be recorded by the 
Regional Directors. Head-clerks who have some knowledge 
of the working· of the Directorate General (S&D) should be 
selected for tl·i ~ job, The procedure for deali!fg \.Vi-th com
plaints should he- dte 'mme as that followed l!y the Public 
R~lations O:ffieer a~ headquarters 10 ·16 

·, CHAPTER XI-Delegation of · Powers 

· . · A~·tv~9~4~i.~t:f~~~, 
180 The pureh~tse powera o£ B~1pply Officers ih the Directorate 

General of ;;;upplie:: ,a11d D.is.posah> for making purchases 
should be increased as given in Appendix 89 11· 2 

B--ADMINISTRATI\'J<J AND FINANCIAL PowERS 

181 Delegations should be made as in Appendices 90 & 91 

CHAPTER XU--Organisation 

182 A Planning and Development Division consist ing of an 
Additional Director General, 2 Directors, each assir,i;ed by 
an Assistant Director should be 11et up to perform 1he func
tions listed at Appendix 93. One Director should be respon
sible for items like planning, bulking, standardic;ation and 
rationalisation, ete., while the other Director should be 
responsible for development, cos+- analysis and import substi
tution, etc. The first Director will be assisted by three 
Technical Assistants while the second Director will be 
assisted by two Technical Assistants. Each Director Phould 
have one stenographer while the two Assistants Director 
should share one stenographer. There ehould be a common 
section consisting of one L.D.C. for receipt, diary and des
patch and two L.D.Cs for typing supervised by one of the 
two Assistants Director. The Directors in charge of Civil 
Armaments should also be utilized for this work and 

11·2 

placed under the control of the Additional Director General. 12 • 3 
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183 An 0 & :M Division should be set up headed by an officer of a 
rank equivalent to that of Deputy Secretary. The set up of 
this Division should be as in Appendix 95. Two of the exist
ing AssistantsJU.D.Cs doing the work of Administration 

3 

should be transferred to the Directorate of Admini~tration. 12·5 

184 The existing Directorate of Co-ordination excluding the 
Registration Branch and the Sales Tax Section should be 
transferred to the 0 & M Division 12 · 5 

185 Work relating to Registration and Sales Tax should be trans-
ferred to the D.D.G.(G) referred to in paragraph 12·7. 12·5 

186 The post of the Officer on Special Duty should be abolished 
and the work distributed as indicated in para 12·5(4). 12·5 

187 The post of Deputy Director General {S&D) in Calcutta 
should be shifted to the Headquarters organisation at New 
Delhi and should be given the charge of Progress work in the 
Headquarters as well as in the regional offic8:', of purchase 
work in the regional offices of Supplies and Disposals except 
the Textiles Directorate at Bombay, of the price fi.nalisation 
unit, the Registration Branch, the Sales Tax Section and the 
Disposals Branch including Import and Shipping Section. 12·8 

188 One post of Director {Progress) should be shifted from Delhi 
to Calcutta. This Director could also be given charge of the 
branches dealing with Import & Shipping and Disposall'l. 12·8 
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To 

Sir, 

APPENDIX 

(Para 1.1) 

r-.:o. 21(8)/64/V 

. \IINISTRY OF INDUSTRY & SUPPLY 

(DEPTT. OF SUPPLY 8.: TECH. DEV.) 

.Vew Delhi, the 27th July, 1964 

The Director General, Supplies & Disposal~. 
New Delhi. 

SUBJECT: -Setting up of a Study Team 

I am directed to say that the Government of India have decided to 
~et up a Study Team to examine the working of the Directorate General 
of Supplies &.: Disposals. The composition of the Team and its terms of 

· reference are given below:-

Composition : 

Officen: .·• 
I. Department of Supply & Tech. Development-Shri S. Malhotra, 

Officer on Special Duty. 

2. Department of Administrative Reforms-To be nominated. 
3. Central Bureau of Investigation-Shri K. R. Shenai. Deputy 

Inspector General of Police. 

Non-Official: 

I. Member of Parliament-Shri Amar Nath Vidyalankar. 
Shri Malhotra will he the convener of the Team. 

Tenns of Reference: 

· The Team will examine the organization, structure, methods of work 
and procedures of the Directorate General of Supplies &: Disposals, parti· 
rularly with a view to locating the points at which delays occur. where 
bottlenecks exist and where administrative failures are possible, and would 
suggest measures for improvements so that opportunities for corruption are 
eliminated. 

2. The Team should submit its report within a period of three 
months. 

L,'S2:'BDGs.tD-12 

Yours faithfully. 

Sd/·(S. S. PURl) 
Deputy Secretary to the Government of India. 
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APPENDIX 2 

(Para 1.3) 

QUESTIONNAIRE 

I. \Vhat are your views as to steps that might be taken to improve the 
organisational set-up of the Directorate General of Supplies and Disposals 
in respect of-

(a) Supplies Wing including Finalisation and Progress Wings, 

(b) Inspection Wing, 

(c) Disposals Wing, and 

(d) Alipore and other testing laboratories? 

(Indenting Departments, Industrial Enterprises & Projects, Chambers of 
Commerce, Trade Associations). . 

2. It is reported that one of the reasons for delays in many cases in 
Supply arrangements for stores is incomplete particulars in indents neces
sitating back references from the Central Purchase Organisation to the 
In~enting Departments. 

(a) Have you any comments to make in this regard? 
(b) Please state the number and value of indent items, including also 

the classes of stores and the nature of queries involved, where 
such references were made bv the Central Purchase Organisa-
tion during the years 1961-62 and 1962-63. · 

(c) Have you any suggestions to make to avoid delays on this 
account? 

(Indenting Departments, Industrial Enterprises and Projects). 

3. (a) Please state the extent to which the existing Indian Standards 
Specifications (e.g., I.S.I., !.S.D., I.R.S., etc.) are adopted while preparing 
indents for various classes of stores. 

(b) What, if any, are the difficulties in regard to adoption of these 
specifications, and what are the types of stores where this may not be pos
sible? 
(Indenting Departments, Industrial Enterprises & Projects, Chambers of 
Commerce, Trade Associations, Department of Technical Development 
and the Indian Standards Institution). 

4. (a) Have you any views on the procedure of registration of suppliers 
adopted by the Directorate General of Supplies and Disposals and other 
Government Purchasing Organisations? 

(b) If yes, please enumerate. 
(Controller of Printing & Stationery, Textile Commissioner, Indenting 
Departments, Department of Technical Development). 

5. (a} Do you consider that the issues of tenders should be restricted 
to registered firms only? 

(b) 1£ so; please state reasons. 
(ControUer of Printing & Stationery, Textile Commissioner, Indenting 
Departments, Industrial Enterprises & Projects, Department of Technical 
Development). 
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6. (a) Please state briefly your views on the working of system of Rate/ 
Running Contracts. 

(b) Please comment on the scope for extending such arrangements fot 
the other type of stores. 

(Indenting Departments, Industrial Enterprises and Projects). 

7. What are.your views on the time allowed by the Directorate General 
uf Supplies & Disposals for receipt of tenders from the date of enquiry? 

(Indenting Departments, Industrial Enterprises & Projects, Chambers of 
Commerce &: Trade Associations). · 

!:!. What special considerations, if any, should be given to tenders 

(a) from tried firms, 
(b) for known and tried 'makes' or brands, ·and 
(c) for better quality stores than the prescribed standard, which 

may involve higher initial cost but prove cheaper in the long 
run? 

(Indenting Departments, Industrial Enterprises &: Projects, Ministry of 
Finance, Chambers of Commerce &: Trade Associations). 

· 9. (a) Please furnish a note on the factors, which operate to delay 
the timely fulfilment of commitment after placing of contracts. 

(b) Please give suggestions, if,any, to improve position in this regard. 

(Controller of Printing &: Stationery,. Textile Commissioner, Indenting 
Departments, Industrial Enterprises &: Projects, Chambers of Commerce 8c 
Trade Associations). · 

10. (a) During the past three years, was any serious difficulty 
experienced in acquiring import licences for supply of stores against con· 
tracts placed by the Directorate General of Supplies &: Disposals and other 
Central Purchasing Organisations? 

(b) If so, please mention a few typical examples. 

(c) Have you any suggestion to make? 

(Controller of Printing &: Stationery, Chief Controller of Imports &: Exports, 
Indenting Departments, Industrial Enterprises &: Projects, Chambers of 
Commerce &: Trade Associations). . · .. 

11. (a) During the past three years, was any serious difficulty 
experienced in acquiring transport facilities for supply of stores against 
contracts placed by Directorate General of Supplies and Disposals and 
other Central Purchase Organisations? 

(b) If so, please mention a few typical cases. 

(c) Have you any suggestions to make? 

(Controller of Printing &: Stationery, 1\linistry of Railways, Minis~ ot 
Transport, Indenting Departments, Industrial Enterprises &: Projects, 
Chambers of Commerce &: Tr<ldc A~~ociations). 
L,'S23RDGS&:D-l?(n) 
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. 12: (a) During the past 3 years, was a!ly serious difficulty experienced 
m gettmg payments for. supply ?f stores agamst Contracts placed by Directo
rate General of Supphes & Disposals and o~her Government Purchasing 
Organisations? 

(b) If so, please mention a few typical cases. 

(c) Have you any suggestions to make for expediting payments? 

(Control~er of Printing and Stationery, Textile Commissioner, Accountant 
General Central Revenues, Pay and Accounts Officer, New Delhi/ 
Calcutta/Bombay /Madras, Indenting Departments, Industrial Enterprises
& Projects, Chambers of Commerce and Trade Associations). 

13. What are your views, if any, on the relative merits of the system 
of placement of contracts for imported stores--

(a) with Agents in India, 

(b) directly with manufacturers abroad by cross-mandation or by 
inviting global tenders, and 

(c) (i) On F.O.B. basis, 

(ii) On C.I.F. f C.&F. basis, 
(iii) On F.O.R. basis. 

(Indenting Departments, Industrial Enterprises & Projects, Accountant 
General Central Revenues, Pay and Accounts Officer, New Delhi/ Bombay/ 
Calcutta/Madras, Chambers of Commerce &: Trade Associations). 

14. (a) Have you any general comments on the procedure adopted 
by Directorate General of Supplies and Disposals for procurement of 
Stores? 

(b) What are your views, if any, on the procedure of placement of 
contracts by the Central Purchasing Organisation through negotiation with 
Trade-

(i) without inviting tenders, and 

(ii) after receipt of tenders. 

(Chambers of Commerce, Trade Association, Indenting Departments, 
Industrial Enterprises and Projects). 

15. {a) Have there been any cases in the recent past where inspection 
could not keep pace with rate at which stores were put up for inspec
tion? 

(b) If so, give a few typical instances. 

(Ministry of DefenceJRailwaysJHealth, Indenting Departments, Indus
trial Enterprises &: Projects, Chambers of Commerce &.: Trade Associations). 

16. Have you any comments to make on the adequacy and quality of 
equipment available with Alipore and other testing laboratories of Directo
rate General of Supplies and Disposals? 
(Indenting Departments, Industrial Enterprises & Projects, Chambers of 
Commerce &: Trade Associations). 
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17. Have you any views in ~he presen~ sy~tem o~ inspection of stores 
by various governmental Inspect1on Agenc1es m Ind1a? 

(Indenting Departments, Industrial Enterprises 8c Projects, Chambers of 
Commerce 8c Trade Associations). · 

18. (a) Please furnish a note on how far in your opinion, the Gov
ernment Stores Purchase system, in its actual working has been of assis
tance in the devtlopment of-

(i) Articles of Indian Manufacture in general, and 
(ii) Products of Cottage and Small-Scale Industries in particular. 

(b) Have you any suggestions to make for improvement in this regard, 
particularly regarding the planning of demand and the timely supply of 
mformation by the indentors regarding cuts/increases likely? 

(Indenting Departments, Industrial Enterprises 8c . . Projects, Chambers of 
Commerce, Trade Associations, Ministry of Commerce, Department of 
Technical Development, Handloom Board, Handicrafts Board, Khadi 8c 
Village Industries Board). 

18.A. (a) What are your opinions regarding the working of General 
Conditions governing contracts for purchase of stores placed by Govern
mental Purchasing Agencies? 

(b) Please indicate which, if any, of these conditions have led to diffi
culties in practice. Please mention a few typical cases in support of your 
views. 

(c) In the light of your expertence, what modifications, if any, would 
you suggest. 

(Controller of Printing 8c Stationery, Textile Commissioner. Indenting De
partments, Industrial Enterprises 8c Projects, Accountant General Central 
Revenues, Pay and Accounts Officer, New DelhifCalcuttafBombayfMadras, 
Chambers of Commerce 8c Trade Associations). 

19. (a) What are your comments on the Payment Terms included in 
Directorate General of Supplies 8c Disposals' Contracts? 

(b) Have you any views regarding effects of these Payment Terms on 
tender prices? 

(Controller of Printing 8c Stationery, Textile Commissioner, Chambers of 
Commerce & Trade Associations). 

20. What are your views on the "\Varranty Clause" included in 
Directorate General of Supplies and Disposals' Contracts? 

21. What are your views on the following provisions in the General 
Conditions of Contracts governing contracts placed by the Directorate 
General of Supplies & Disposals and other Government Purchasing 
Agencies--

(a) to enforce risk purchase in case of failures, and 
(b) to recover damages for delays in supply? 
(c) have you any suggestions to make in this regard? 

(Controller of Printing & Stationery, Textile Commissioner, Indenting 
Defartments, Industrial Enterprises & Projects, Accountant General Cen
tra Revenues, Pay 8c Accounts Offic~r. New DelhijMadrasfBombayf 
Calcutta, Chambers of Commerce and Trade Associations). 

~ 
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APPENDIX 3 

(Para 1.3) 

Names of Commercial Establishments, Trade and Industrial Associations, 
<?ove~ent Departments, Unions etc. who replied to the Ques
tiOnnaue 

I. Commercial Establishments--Public Undertakings 

I. Mfs. Bharat Electronics Ltd., Bangalore. 

2. Mfs. Central Road Transport Corporation Ltd., Calcutta. 

3. Mfs. Dalmia Dadri Cement Ltd., Dalmia Dadri (N. Rly.). 

4. Mfs. Goodlass Nerolac Paints (P) Ltd., Bombay. 

5. Mfs. Gungadhur Banerjee and Co. (P) Ltd., Calcutta. 

6. Mfs. Hindustan Machine Tools Ltd., Jalahalli (Bangalore). 

7. Mfs. Hindustan Antibiotics Ltd., Poona. 

8. Mfs. Hindustan Aeronautics Ltd., Bombay. 

9. Mfs. Hyderabad Allwyn Metal Works Ltd., Hyderabad. 

10. Mfs. India Cement Ltd., Madras. 

11. Mfs. Jeewan Lal (1929) Ltd., Madras. 

12. Mfs. Kirloskar Electric Company Ltd., Bangalore. 

13. Mfs. Madhay Engineering Works, Patna. 

14. Mfs. Orissa Industries Ltd., Cuttack. 

15. Mfs. Sarabhai Chemicals, Bombay. 

16. Mfs. Saurashtra Cement &: Chemical Industries Ltd., Ranavav 
(Gujarat). 

17. Mfs. Shri Dinesh Mills Ltd., Baroda. 

II. Trade and Industrial Associations 

18. Andhra Chamber of Commerce, Madras. 

19. Ahmedabad Mill Owners' Association, Ahmedabad. 

20. All India Manufacturers' Organisation, Bombay. 

21. All India Machine Tool Merchants' Association, Calcutta. 

22. All India Plastics Manufacturers' Association, Bombay. 

23. All India Ropes, Tapes and Cordages l\Ianufacturers' Asso
ciation, Bombay. 

24. Bengal Chamber of Commerce &: Industry. Calcutta. 
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25. Bengal National Chamber of Commerce &: Industry, Calcutta. 

26. Bharat Chamber of Commerce, Calcutta. 

27. Bihar Chamber of Commerce &: Industry, Muzaffarpur. 

28. Bombay Chamber of Commerce &: Industry, Bombay. 

29. Bombay Retailers (Goods Supply) Cooperative Society Ltd., 
Bombay. 

30. Bombay Industries Association, Bombay. 

31. Calcutta Import Trade Association, Calcutta. 

32. Eastern India Sheet Rollers' Association; .Bombay. 

33. Engineering Association of India, Calcutta. 

34. Engineering Association of India, Bombay. 

35. Federation of Gujarat Mills and Industries, Baroda. 

36. Federation of Indian Chamber of Commerce and Industry, 
New Delhi. 

37. Gunny Trades Association, Calcutta. 

38. Hindustan Chamber of <;ommerce, Madras. 
,• 

39. Howrah Manufacturers' Association, Howrah. 

40. Indian Chamber of Commerce, Calcutta. 

41. Indian Woollen 1\Iills Federation, Bombay. 

42. India Jute Mills Association, Calcutta. 

43. India Paint Association, Calcutta. 

44. India Rubber Industries Association, Bombay. 

45. Indian Cotton Mills' Federation, Bombay. 

46. Indian Engineering Association, Bombay. 

47. Indian Refractory Makers' Association, Calcutta. 

48. Indian Chemical Manufacturers' Association, Calcutta. 

49. Iron, Steel and Hardware Merchants and Manufacturers' Chamber 
of India, Bombay. 

50. Kashmir Chamber of Commerce &: Industry, Srinagar. 

51. 1\fadras Chamber of Commerce, Madras. 

52. Mahakoshal Chamber of Commerce, Jabalpur. 

53. ~Ierchants' Chamber of Uttar Pradesh, Kanpur. 

54. National Small Industries Corporation Ltd., New Delhi: 

:J:I. Rajasthan Chamber of Commerce &: Ind~stry, Jaipur. 
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56. Tamil Nad Millowners' Association, Madurai. 

57. West Bengal Small Scale Soap Makers' Association, Calcutta. 

58. Western U.P. Chamber of Commerce, Meerut. 

III. Government Departments 

(a) Central Public Works Department (C.P.JV.D.) 

59. Additional Chief Engineer, C.P.W.D. (Food Wing), New Delhi. 

60. Additional Chief Engineer I, C.P.W.D., New Delhi. 

61. Superintending Engineer, Calcutta 
Calcutta. 

Central Circle, C.P.W.D., 

62. Superintending Engineer, Calcutta Central Circle No.2, C.P.W.D., 
Calcutta. 

63. Superintending Engineer, Aviation Construction Circle, C.P.W.D., 
Patna. 

64. Superintending Engineer, Calcutta Central Circle No. 3, C.P.W.D., 
Calcutta. 

65. Superintending Engineer, Calcutta Central Electrical Circle, 
C.P.W.D., Calcutta. 

(b) Defence Organisations 

66. Director of Production and Inspection Electronics, Department of 
Defence Production, Ministry of Defence, New Delhi. 

67. Director of Stores, Naval Headquarters, New Delhi. 

68. Director of Technical Development and Production (Air), Ministry 
of Defence, New Delhi. 

69. Director of Ordnance Services, D.H.Q., New Delhi. 

70. Director of Marine Engineering, Naval Hqrs., New Delhi. 

71. Director General, Armed Forces Medical Sciences, D.H.Q., New 
Delhi. 

72. Director General, Ordnance Factories, Calcutta. 

73. Director, Research and Development, Ministry of Defence, New 
Delhi. 

74. Director General, Border Roads, New Delhi. 

75. Directorate of Equipment, Air Headquarters, New Delhi. 

76. Directorate of Technical Services, Air Headquarters, New Delhi. 

77 Engineering-in-Chief, E-in-C's Branch, Army Headquarters, New 
Delhi. 

78. Ministry of Defence, Govt. of India, New Delhi. 
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(c) Accounts Officers 

79. Chief Pay and Accounts Officer:, Department of• Supply, New 
Delhi. 

80. Pay and Accounts Officer, Ministry of Food and Agriculture, 
Bombay. 

(d) Indian Railways 

81. Controller of Stores, Eastern Railway, Calcutta. 

82. Controller of Stores, N.F. Railway, Pandu. 

83. Controller of Stores, Southern Railway, l\~adras. 

8·!. Controller of Stores, S.E. Railway, Calcutta .. 

85. Controller of Stores, Western Railway, Bombay. 

86. Deputy Controller of Stores, Chittaranjan Locomotive 
Cakutta. 

Works, 

87. Joint Director (Railway Stores), Railway Board, Ministry of Rail
ways, New Delhi. 

(e) Miscellaneous 

88. Chief Controller of Telegra~h Stores, Calcutta. 
I • 

89. Chief Engineer and Admi~istrator, Ministry of Transport, Tuti-
corin Harbour Project, Tuticorin. 

90. Controller of Stores and Purchases, Air India, Bombay. 

91. Director General, All India Radio (P. & D.), New Delhi. 

92. Director, Indian Veterinary Research Institute, lzatnagar (U.P.). 

93. Director, Plant & Machinery, Central \Vater and Power Commis-
sion, New Delhi. 

94. Directorate General of Technical Development, New Delhi. 

9.J. Deputy Master, India Security Press, Nasik Road. 

96. Deputy Director General of Observatories, New Delhi. 

97. General Manager, Security Paper Mill Project, Hoshangabad. 

98. Indian Standards Institution, New Delhi. 

99. Madras Port Trust, Madras. 

I 00. Surveyor General of India, Debra Dun. 

(£) State Governments 

101. Controller of Stores & Purchases, Gujarat Electricity Board, 
Baroda. 

102. Controner of Stores, Punjab, Chandigarh. 
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103. Director of Industries, U.P., Kanpur. 

104. Director of Industries, Bombay State, l.Jombay. 

105. Government of Kera1a (Stores Purchase Deptt.). Trivandrum. 

106. Principal Engineer, P.W.D., Manipur. 

107. Secretary, Stores Purchase Committee, Government of Mysore, 
Bangalore. 

IV. Individuals 

108. Shri K. L. Chowdhary, 20, Mangoe Lane, Calcutta. 

109. Shri Sri Ram Shanna, Director, Institute of Public Administra-
tion, Una (Punjab). 

110. Director of Supplies 8c Disposals, Calcutta. 

Ill. Director of Supplies & Disposals, Bombay. 

112. Director of Supplies 8c Disposals, Madras. 

113. Director of Supplies (Textiles), Bombay. 

114. Director of Inspection, Bombay. 

ll5. Director, National Test House, Calcutta. 

116. Director of Disposals, D.G.S. & D., New Delhi. 

117. Director of Supplies (O.P.C. Dte.), D.G.S. 8c D., New Delhi. 

118. Director of Progress, Railway Progress, D.G.S. & D., New Delhi. 

119. 

120. 

121. 

122. 

123. 

124. 

125. 

126. 

127. 

128. 

Shri S. D. Bahl. 

Shri Sohan Singh. 

Shri S. P. Agarwal. 

Shri S. Natarajan. 

Shri N. L. Gulati. 

Shri Jogindar Pal. 

Shri P. R. Ahir. j 
Shr~ C. R. l\lahajan. 

Shn H. A. Syed. 

Shri. D. S. Duggal. 

Officers of the Directorate General, 
Supplies and Disposals, New Delhi. 

129. Shri Om Prakash Gu1ati, Railway Liaison Office. D.G.S. & D., 
~ew Delhi. 
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APPENDIX 4 

(Para 1.3) 

Names of the persons who gave oral evidence before the Study Team 

I. Shri K,. K. Adya, H. R. Danda, I. P. Dhir and B. K. Thapar, re-
presenting The Hosiery Industry Federation (Regd), Ludhiana. 

9 Shri Jagdish Behal, S/S Pearl Woollen Mills No. I, Ludhiana. 

3. Shri Basant Kumar, Partner, SfS Basant Pran & Co., Calcutta. 

4. Shri J. H. F. Manek Shaw, Deputy Managing Director, SfS Indian 
Cable Co. Ltd., Calcutta. · · · 

5. Shri P. Da~s. Managing Director, SfS Behgal Iron Works (P) Ltd., 
Calcutta. 

6. Shri A. Haq, SfS Bunge & Co. Ltd., Calcutta. 

7. Shri N. Dutt, S/S Pioneer Engineering Works, Calcutta. 

8. Shri V. N. Jajoo, SfS Birla Jute Mfg. Co. Ltd., Calcutta. 

9. Shri K. N. Chowdhury, S/S Mcleod & Co. Ltd., Calcutta. 

10. Shri Ganesh Bhargava, Assistant Manager, SfS Louis Dreyfus & 
Co. Ltd., Calcutta. . .. • 

I I. Shri S. Chakravorty, SfS India Brushware, Calcutta. 

12. Shri A. Banerjee, Personnel Officer, SfS Bengal Enamel Works 
Ltd., Calcutta. · 

13. Shri Bansidhar Banerjee, All India Small Scale Battery Manufac
turers Association, Calcutta. 

14. Shri Manohar Bhattacharjee, All India Small Scale Battery Manu
facturers Association, Calcutta. 

15. Shri P. K. Bhattacharjee, All India Small Scale Battery Manufac
turers Association, Calcutta. 

16. Shri S. K. Chowdhury, President, Small Scale Non-ferrous Metal 
Industries Association, Calcutta. 

17. Shri S. K. Chakraborty, S/S Prabhat Works, Howrah. 

18. Shri A. K. Roy, West Bengal Small Scale Soap Makers' Association, 
Calcutta. 

19. Shri R. L. Arora, West Bengal Small Scale Soap Makers' Associa· 
tion, Calcutta. 

20. Shri A. F. W. Hamilton, Chief Sales l\Janager, SfS. Indian Tube 
Co. Ltd., Calcutta. 

21. Shri K. L. Chowdhari, S/S Shree Krishna (P) Ltd., Calcutta. 

22. Shri F. B. Porter, SfS Jardine Henderson Ltd., Calcutta. 
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23. Shri J. A. Noble, SfS Jardine Henderson Ltd., Calcutta. 

24. Shri C. E. Cargin, Member Board of Management, SfS Jessop &.: 
Co. Ltd., Calcutta. 

23. SfShri M. K. Mookerjee, J. P., C. L. jhunjhunwala, K. R. Patel, 
K. L. Chaudhary, R. L. Maheswari, K. C. Mukherjee, S. K. Das 
and L. R. Dasgupta-representing Bharat Chamber of Commerce, 
Calcutta. 

26. SfShri Dibakar Dutta, Dilip Kumar Das and A. N. Das-repre
senting The Howrah Manufacturers' Association, Howrah. 

27. S/Shri B. Mookerjee, A. P. Sur, M. K. Bhattacharyya, A. C. Sen, 
B. Ghosh, B. Roy Chowdhury, S. Basu and P. K. Bose-represent
ing Bengal National Chamber of Commerce and Industry, 
Calcutta. 

28. S/Shri C. D. Thakkar, A. N. Halder, S. Mukherjee, K. Subraman
yan and R. S. Sodhi-representing Indian Chemical Manufac
turers' Association, Calcutta. 

29. SfShri D. L. Shah, J. S. Halbert, J. P. Kharas, V. Swaminathan 
and E. W. H. Scaife-representing Machine Tool Trades Associa-
tion, Calcutta. • 

30. SfShri K. K. Jajodia, K. L. Chowdhery, S. N. Rungta, S. L. Lall, 
P. Bhattacharji, A. D. Benton, H. Chakravarti and C. S. Mundkar
representing Indian Engineering Association, Calcutta. 

31. SfShri A. L. 1\fudaliar, A. H. Barneth, J. H. Forman, A. R. Ray, 
C. V. Schunker and R. M. Macdonald-representing The Bengal 
Chamber of Commerce and Industry, Calcutta. 

32. SfShri G. Jerambhai, B. L. Kheruka, T. Gauatra and B. Dayal-
representing Gunney Traders Association, Calcutta. 

33. Shri T. Vaz, Partner, S/S Overseas Trading Co., Bombay. 

34. Shri J. N. Guzdar, Director, S/S N. S. Guzdar, Bombay. 

35. Shri 1\furlidhar P. Shah, S/S l\Iurlidhar Premchand Co., Bombay. 

36. Shri N. K. J. Khan, SfS Hindustan Lever Brothers Ltd., Bombay. 

37. Dr. K. R. Hathi, Mfs. Godrej & Boyce Mfg. Co. (P) Ltd., 
Bombay. 

38. Shri Jagjit Singh, (S/S Wood Box (P) Ltd.), Hony. Secy., Bombay 
Industries Association, Bombay. 

39. Shri B. S. Gore, Tin Plate Fabricators Association and Central 
Bombay Small Scale Industries Association, Bombay. 

40. SfShri N. R. Pavri, B. Gupta, V. Swaminathan, T. R. Subrama
niam, H. L. Gidwani, G. A. Advani, M. Bhaskhare and D. L. 
Pradhan-representing Bombay Chamber of Commerce and In-
dustry, Bombay. · 

41. S / Shri R. K. Khanna and I. K. Agarwal-representing The Indian 
Woollen Mills Federation, Bombay. 
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42. Shri C. V. Radhakrishnan-representing The Indian Cotton 1\lills 
Association, Bombay. 

43. S/Shri S. Balakrishnan and D. K. Bhatt-representing Western 
India Sheet Rollers Association, Bombay. · 

44. SJShri S. B. Parikh, R. M. Walia and S. P. Khosla-representing 
Iron Steel and Hardware Merchants and Manufacturers' Chamber 
of Ind-ia, Bombay. 

45. SjShri S. B. Todi, R. D. Agarwal, D. 1\l. Desai and P. L. Badami
representing All India Manufacturers' Organisation, Bombay. 

46. SJShri A. l\[. Kapadia, B. V. Shah, F. J. Fonseca, R. A. Patel, and 
Frank D' Souza-representing Indian Engineering Association 
(Western Region), Bombay. · 

47. SJShri B. B. Sangtani, V. S. Vaidya, A" .. J. Pandya and N. K. 
Patel-representing Indian Rubber Industries Association, 
Bombay. 

48. S/Shri 1\I. K. Doshi, S. P. Zaveri, H. N. Khira, 1\l. K. Mahtaney, 
J. J. Desai, N. V. Pandit, K. R. Anand and L. B. Hurgunany
representing Bombay Industries Association, Bombay. 

49. Shri A. N. Sriniwasa Rao, Director, SJS Hivelm Industries (P) 
Ltd., Madras. 

50. Shri K. R. Sundaram Iyer, SJS Enfield (India) Ltd., Madras. 

5 I. Shri M. S. ParathasaratMy, SJS Poly-Ene General Industries, 
Madras. 

59 Shri l\1. L. Goel, SJS Conjap Electronic Industries, Madras. 

53. Shri Jayantilal P. Sanghrajka, SJS Jeewan Lal (1929), Ltd., 
Madras. 

54. Shri M. V. Venkataraman, Director, SJS Simpson & Co., Madras. 

55. Shri S. l\1. Patel, No. 5, Godown Street, Madras. 

56. Shri B. S. Hegde, SfS Shailendra Enterprises, Madras. 
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APPENDIX 5 

(Para 1.3) 

List of Cases Studied 

(a) Purchase and Finalisation 

(b) Inspection 

(c) National Test House 

(d) Progress 

(e) Public Relations Office 

TOTAL 

500 cases 

250 cases 

150 cases 

150 cases 

200 cases 

1.250 cases 
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APPENDIX 6 

(Para 2.5) 

GovERNMENT OF INDIA 

DIRECTORATE GENERAL OF SUPPLIES AND DISPOSALS 

rorm of Application for use of Firms in India for Enlistment by the 
· D.G.S. & D. as approved Contractors 

I n'itruction.s--

(i) Complete and definite answers to questions must be given, other· 
wise, the application is liable to be igr:tored. . 

(ii) Instructions contained in the attached pamphlet for the guidance 
of the applicant firm should be read carefully before filling this 
fu~ • 

I. Name of firm. 

2. Address: 
Head Office: 

Branches: 

3. Telegraphic Address: Telephone No. 

4. (a) Is your firm incorporated under the Compa
nies Law or any other law of India? If not 
who are the partners/proprietors? (Please 
give their names and addresses). 

(b) Is your firm registered under Indian Partner
ship Act, 1932? 

(c) Is your factory registered under the Facto· 
ries Act, 1948? If so Registration number 
and date. 

;.,. Does your firm come under the scope of the In
dustries (Development and Regulations) Act, 
1951 and if so, the No. and date of Registration 
of Licence held under the Act? 

6. Are you a manufacturer? If so, please give details 
on the attached proforma. 

7. Are you manufacturer's agents? If so, please 
give details on the attached proforma. 

8. Are you a Stockist only? If so, please give details 
on the attached proforma. 

9. Name and address of your Bankers stating the 
name in which the account stands. 

10. Are you on the list of approved contractors of 
any other authority; if so, give details? 
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11. (a) Did you apply for registration with this De
partment before under this or any other 
name; if so, with what result? 

(b) Are you already doing business with this De
partment under some other name; if so, 
what name? 

12. Have you executed any orders placed on you by 
this or other department of the Govt. of India 
in the past years? If so, particulars of such orders 
should be furnished in the attached form. 

13. (a) List of certificates/documents attached to 
this application. 

(a) Fee Coupon affixed. 
(b) Power of attorney and a copy thereof. 

(c) Ownership document and copies there-
of: 

(i) original rent receipt of the pre
mises. 

(ii) Cash Vouchers for the Plant and 
Machinery. 

(iii) Proof regarding ownership of 
stocks. 

(d) Income Tax Clearance Certificate of: 
(i) Applicant firm. 
(ii) Proprietor. 

(iii) Individual partners. 

(e) A copy each of: 
(i) Memorandum. 
(ii) Articles of Association. 
(iii) Certificate of incorporation. 
(iv) Entry in form 'A' from the Re

gistrar of firms. 

(f) List of sitting Directors. 

(g) A certified copy of the partnership 
deed. 

(h) Original certificates from the Con
servator of Forests in the case of 
Timber firms. 

(i) Declaration authorising Branch 
Managers to enter into contractual 
obligations. 

Please state 
whether attach
ed or not (say 
yes or no). 
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(j) One copy each of the following: 
(i) Last annual Report. 

(ii) Profit and Loss Account and 
Balance Sheet. : . . · , 

(iii) Statements indicating the results 
of operation and financial position 

· of the firm. 

(k) Any other document attached. 
(i) 

(ii) 

(iii) 

1~. (b) Has the fonn been properly signed as· .re
quired in para 5 of the Instructions attach· 
ed? 

(State whether 'yes' or 'No). 
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ACKNOWLEDGEMENT CARD 

GOVERN?.IENT OF I~DIA 

DIRECTORATE GENERAL O.F SUPPLIES &: DISPOSALS 

JEEVAN TARA BLDG., P.\RLIAMENT STREET, 

NEW DELHI-I 

No. Dated, the 196 . 

The undersigned is directed t~ acknowledge receipt of your applica-
tion for registration dated ............................. . 

2. This is merely an acknowledgement of the receipt of your applica
tion for registration. The decision of the Director General of Supplies and 
Disposals regarding registration will be communicated separately in due 
course. 

3. The number and date of this acknowledgement noted above should 
invariably be quoted in all future correspondence. 

for Director General of Supplies and Disposals 

Note-Please write complete address on reverse. 
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DIRECTORATE GENERAL OF SUPPLIES &: DISPOSALS, 
NEW DELHI 

TELEGRAMS: DEVSUP 

Instructions for the guidance of Firms seeking Registration with the Direc
torate General of Supplies & Disposals, New Delhi as Approved Con
tractors. 

(For any difficulty in filling the Form, please consult the Director of Sup
plies, Kanpur, 1\Iadras, Bombay & Calcutta and Public Relation 
Officer in Directorate General of Supplies and Disposals, New Delhi). 

I. Eligibility for Registration: 

All firms, no matter where they are situated ·which deal in stores pur
l hased by the Directorate General of Supplies &: Disposals are eligible f9r 
registration as approved contractors. if they fulfil the necessary conditions. 

<) (a) RegiJtration of Finns in India: 

Registration of firms in India will be confined to: 

(i) Indigenous manufacturers, who own workshop of their own and 
are in the opinion of the Government capable of producing 
materials of the required standard. 

(ii) Overseas firms with their agents/distributors in India; ·In- the 
case of imported goodv registered stockists can also be register
ed if there are no agents/distributors in the country for any 
particular type of goods. 

(b) Registration of Foreign Firms: 

Applications from foreign firms will be routed through the Director 
General, I.S.l\f., London/Washington. The Indian agents of the foreign 
manufacturers not already on the approved list will have to apply separa
tely for registration as agents. 

3. Supply of Application Forms: 

A form of application for registration is issued on the receipt of a re
quest from the firm. Application forms can be obtained from the Direct<>-: 
rate General (S&D), New Delhi and its Regional Offices at Calcutta, 
Bombay, Madras and Kanpur. In the case of firm in India an application 
fee of Rs. 20 is charged. 

Application forms are, however, issued free of cost to bona fide Small 
Scale Industry /Cottage Industry Units. In the case of foreign manufacturers 
copies of application forms can be obtained from the Director General, 
I.S.l\1., London (by firms in Great Britain and European Continent), Direc
tor General, I.S.l\1., Washington (by firms in"North America) and the l!ead~ 
quarters Office (Registration Section) or the Embassy concerned (by firms 
located in the East). 

4. The Fee Coupot~: 

The fee coupon received with the application form which is purchased 
by paying the prescribed cost, should invariably be affixed thereon. 
~C:.·l"lQl"\f"!_-.,:,.n_~ .... l ... a. 
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ZJ. ~tgning of the Application Form: 

(a) Proprietorship firm-The application form to be signed by the 
Proprietor. 

• 

(b) Partnership firm-The application form to be signed by

(i) all partners, or 

(ii) by any one of the partners who holds a general power of attorney 
authorising him to sign for and bind the firm in all contractual 
obligations. This power of attorney in original along with a · 
c~rtified copy shou1d also be forwarded along with the applica
tiOn. 

(c) Limited Concerns-

(i) The application form to be signed by any one of the Directors 
or Managing Director of the firm. 

(ii) The application form may also be signed by a person other than 
those mentioned against (i) above only when such a person holds 
a general power of attorney in his favour from the firm giving 
him authority to do so in which case such power of attorney 
in original together with a certified copy thereof should also be 
forwarded alongwith the application. 

6. Ownership Documents: 

All firms should produce documentary evidence of ownership of their 
godowns and factories and machineries installed therein-

(a) In case of a manufacturing firm the original rent receipt and 
Cash Voucher etc., together with copies thereof for the Plant 
and Machinery installed in the factory should be forwarded. 

(b) In case of stockists rent receipts for their godowns together with 
proof of ownership of the stocks, with the copies thereof should 
be furnished. 

Alternatively: 

An affidavit sworn before a lst Class Magistrate to the effect that Plant 
and Machinery, building, etc., are owned by the applicant firm, may be 
forwarded. 

7. Income Tax Clearance Certificate: 

. (a) The current Income Tax Clearance Certificate bearing the seal 
and dated signature of the Income Tax Officer concerned should invariably 
accompany the application. 

Important: 

In case of a partnership firm the current Income Tax Clearance Certi
ficate in respect of each individual partner should also be furnished in addi
tion to the Income Ta.'< Clearance Certificate in the name of the firm. 

(b) The Income Tax Clearance Certificate should show the details of 
the in<;ome assessed, tax demanded and paid for the last four years. 
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.4ltematively: 

If the applicant firm is not in a position to furnish the Income Tax 
Clearance Certificate at the time of submitting the application for registra
tion it should submit an affidavit to· the effect that at the time of submis
sion of application, it had cleared their previous year's assessment of In
wme Tax. On the basis of this affidavit, provisional registration can be 
made. 

It should, however, be noted that the firm is required to submit the 
Income Tax Clearance Certificate positively within one year of provisional 
registration failing which the registration will be cancelled. 

Other Documents to be .forwarded: 

(a) In case of a limited company, a copy of. the Memorandum and 
Articles of Association and a certificate of incorporation should 
accompany the application. · . 

(b) In case of a partnership concern, a copy of the entry in form 'A' 
from the Registrar of Firms concerned should accompany the ap
plication. 

To substantiate replies to question 4(a), (b) & (c) of the application 
form, the following documents should invariably be furnished-

(i) A copy of the memorandum and Articles of Association. 

(ii) An attested copy of the statement in the Register of Firms show
ing the names of the partners. 

(iii) Registration No. and date .. • 

(iv) In addition to the above, a list of sitting Directors in case of limit
ed concern and a certified copy of the partnership deed in case of 
a partnership concern shoufd be submttted. . 

tl. Stockists Form: 

Details under each of the columns mentioned therein should be filled 
in carefully in respect of imported stores only. No registration as stockists 
of indigenous stores is given except for timber, paper and glass items. 

9. Agents Form: 
This should be filled in respect of the Principals who are already re

gistered as approved contractors with Directorate General (S&D) or who 
have applied for registration with them. The Principals who are not regis
tered wtth Directorate General (S&.:D) should in the first instance be asked 
by the applicant firm to apply for registration with Directorate General 
(S&.:D). 

10. Manufacturer's Form: 
In giving details of stores for which registration is sought against item 

ll(b) of the manufacturers' proforma (D.G.S. &: D.-7), specific items of stores 
and not broad headings onfy, should be mentioned. 

11. Timber Firms: 

F~n_ns applying for the registration for timber items should forward 
the ongmal certificate from the Conservator of Forests to the effect that they 
are forest lessees andfor direct purchasers of timber from Government 
auction. 
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12. Registration of Branches: 

Where the firms desire registration of their branches in addition to 
their Head Office they should forward a declaration to the effect that the 
Branch Managers are competent to bind the firm in all contractual obliaa
tions and that the Head Office will be responsible for the commitment 0of 
their Branch Managers and for the satisfactory execution of the contracts 
placed on them. 

13. Annual ReportjBalance SheetsfProfit b Loss Statements: 

One copy each of the following should be furnished:
(i) The last Annual Report. 

(ii) Profit and Loss Account and Balance Sheet for and at the end 
of the last year. 

(iii) ~ statement showing_ the results of ?peration and financial posi
tiOn of the firm dunng the precedmg three years in the form 
g;ven below: 

1. Sales. 
2. Gross Profit. 
3. Depreciation. 
4. Pretax Profit. 
5. Taxation. 
6. Net after tax. 
7. Percentage of Net 
· Profit on Sales. 
8. Dividend Declared. 
9. Net Block. 

10. Capital employed. 
11. Reserves. 
12. Percentage Profit on 

capital employed. 

Year ending Year ending Year ending 

For each subsequent year also one copy each of the Annual Report, 
the Balance Sheet and the Profit and Loss Account of that year should be 
furnished regularly as soon as they are preparedfpublished together with 
the comparative statement of the results of operat1on and financial position 
in the same form, 

14. The applicant firm should invariably write its complete address 
on the acknowledgement card and affix postage stamp in case an acknow
ledgement of the application is required. 

15. Conditions of Registration: 

(a) No fee will be levied for registration. 
(b) Registration will be for a period of three years only from the 

date of registration. It will be the contractor's responsibility to 
apply for the renewal of registration well in advance of the date 
of expiry of the period on the usual form which will be issued 
on payment of the usnal cost of Rs. 20. 
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(r) The Directorate General (S&.:D) reserves the right to cancel the 
registration without notice for any of the following reasons: 

(i) failure to perform the contract(s) satisfactorily and in ac
cordance with contractual obligations; 

(ii) any ground which in the opinion of . Director General 
(S&.:D), New Delhi renders the retention of the contractors 
name on the list of approvc;d contractors undesirable in 
the public interest; : . 

(iii) failure to furnish a valid Income Tax Clearance Certi
ficate. 

(d) Before applying for registration the firms are advised, in their 
own interest, to go through the standaro terms and conditions 
as contained in the pamphlet entitled "Conditions of Contract 
governing contracts placed by the Central Purchase Organisa
tion of the Government of India", a priced publication, obtain· 
able from: 

(i) The Manager of Publications, Civil Lines, Delhi. · 
(ii) The Superintendent, Government Printing &: St~tionery, 

AllahabadJNagpurJBombayJPatna. . . . 
(iii) The Superintendent, Government Press, Madras. 
(iv) The Government of India Book Depot, 8, Hastings Street, 

Calcutta. · - . 
I ,• 

:'\orF.-Correction slips to die above pamphlet can 
separately on payment. 

... 
be obtainid 

(e) In case of application for registration where a test report· from 
a laboratory IS required (oils, paints, varnishes, cement, fans 
etc.), the firms are required to have their products tested at their 
own expense and furnish the Test Report as and when demand
ed hy the Director General (S&D), New Delhi.. 

16. Registration for Additional Items: 

There is no application form prescribed for the registration of addi
tional items. Firms can apply by ordinary letter, but sufficient details re
garding the facilities possessed by them for the supply of stores are essen
tial for consideration. For this t>urpose the forms for prescribed stockists/ 
manufacture etc., will be supphed free of cost for completion and return 
to the Registration Section (Headquarters). 

17. A small scale unit should not route its application for registration 
through the Director of Industries of the State but ~hould submit it ~irect 
along with a certified copy of the letter fr~m the Director of Industnes of 
the State registering it as a Small Scale Umt. 
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APPENDIX 7 
(Para 2.7) 

Progress of Registration Applications 

Date of Event 

r----------------------------·------------~------------------------------~ Receipt of 
application 

Return of To Inspec. 
ineomplete tion Wing 
application 
to firm/ 
Back 

reference 
to firm 

To 
Bank( a) 

Reminders Receipt of 
rep.,rt 

Decision on 
report 

Result 
oommuni

o~oted 
f.tlllrm 

Remarks 

--------------------------6 '1 8 9 10 11 12 

(I) To be put up on the first working day of the week to Deput.y Director/Director. 



1 2 3 ' 6 7 8 9 10 1:! 

(2) Where an inc:m1plete application is returned to firm afwr atages indicated in oolumnP 6 and 7 nn entry to thi11 effect be mnde in column li and not in 
oolumnslO and 11. . 

ABo'TRACT

B..F. 
New Calles 
Total 
Disposed of 
Balance. 

I. No. or uses where rep art from the Inap'.lotion Wing received after lli days (in case of local firm) Jone month (in case of outauie firma) after reference 
to them. 

2. Number of oases where the firm was not communicated the decision within 48 hours. 

3. N11mber of oases not finalised (accepted or rejected) within 2 months. 

N ou-Data.ils of these caaea with clear out reasons for delay should be given. 



APPENDIX 8 

(Para 3.4) 

Time taken for the various operations from the indent stage to the Finalisation of Contract 

No. Operation With- 4-7 8-14 15-30 1-2 2-3 3-4 4-5 5-t; 6-12 1-1! Jt-2 2-3 3 'J.'otal Appli- Grand 
Between in 3 days days days mths mths mtbs mths mtbs mths years years years yearH cable; Total 

days and ava.il-
above able 

No. No. No. No. No. No. No. No. No. No. No. No. No. No. No. No. No. 
% % % % % % % % % % % O' 

/o % 0/ 
10 

0/ 
10 

01 
/o 

2 3 4 5 6 7 8 9 10 11 12 13 1-l: 15 16 17 1~ 10 

Receipt of indent in D.G.S. & D. 
19 and in Purchase Section 64 33 54 .u 9 4 4 228 :! f[) 443 

28·0 14·5 23·7 18·0 8•3 3·9 1·8 1·8 100·0 
.... 
-1 
0 

.... 2 Reoeipt of indent in Purchase 
Section and issue of T.E. 1 4 25 45 45 18 3 7 3 1 152 :!!ll H:i 

0·7 2·4 16·4 29·6 29·6 12·0 2·0 4·6 ::.o 0·7 100·0 
3 Issue of T.E. and opening of 

tenders 13 60 57 13 1 153 :?!JO 443 
8·5 45·C 37·3 8·5 0·7 100·0 

4 Reoeipt of tenders and prepara.. 
tion ofC/S 49 44 25 17 3 1 1 140 303 4-!3 

35·0 31·5 17·9 12·1 2·1 0·7 0·7 100·0 
5 P..eoeipt of request and iF<sue of 

c1a.rifioationfapprova1 of draw· 
ing z ' 3 1 1 1 - 12 431 4!3 

16·7 33·4 25·0 8·3 8·3 8·3 

6 Preparation oCCJS and reference 
to Indentor 11 19 19 36 27 10 9 6 2 130 3()-! H3 

7·8 13·6 13·6 25·9 19·3 7·9 6·3 4·3 1·3 100·0 
1 Referenoe to Indentor ancl 

reply 4 29 46 42 28 12 3 1 1 1 167 276 -!-!3 
2·4 17·4 27·5 25·1 16·8 7·2 I ·8 0·6 0·6 0·6 100·0 



8 Opening tender and finalisation 
of purcnase proposal 4 5 8 26 43 37 12 8 10 13 2 168 :!7.) 443 

2·3 3·0 4·7 15·5 25·7 22·1 'i·1 4·7 6·0 7·7 1·2 100·0 
9 Finalisation of purchase proposal 

and issue offormal A.T. 1'i 28 57 46 35 II 10 5 1 1 211 23:! 443 
8·0 13·3 27·0 21·8 16·6 5·2 4·7 2·4 0·5 O·.l 100·0 

10 Issue of advance AfT and formal 
A/T 5 2 24 36 26 8 3 1 105 338 443 

4·8 1·9 22·9 34·3 24·7 7·6 2·9 0·9 JOO·O 
11 Finalisat.ion of purchase pro-

posalsand clearancefromD.G. 
T.D. 6 :! 1 2 4 2 1 3 :. :!2' 4::!1 443 

27·3 9·1 4·5 9·1 18·3 9·1 4·5 4·5 13·6 100·0 
12 Issue of formal A.T. and I.R.C./ 

Q.C.etc. .. 3 .') 8 17 13 3 2 I 4 1 57 386 443 
5·2 8·8 14·2 29·8 22·8 5·3 3·5 1·7 7·0 1·7 100·0 

13 Issue of I.R.C. and I.L. 1 1 7 18 13 10 4 /'i4 389 443 
1·9 1·9 13·0 33·3 24·1 18·3 7·5 100·0 

14 Completion of supplies and issue 
of amendments to D.P., S.T., .• 
Price etc. 1 2 14 12 11 14 5· 78 50 31 18 13 ~49 1!)4 443 1-' 

0·4 0 8 5·13 4·8 4·4 5·6 2·0 31·3 20·1 12·5 7·3 5·2 100·0 -1 -
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APPENDIX 9 

[Para 3.12(1)] 

Questiom1aire that should be printed on the Indent Form 

(1) Have you given correct specifications in the indent? 

(2) Have you certified the availability of funds? 

(3) In case of imported stores, have you provided the foreign ex
change and a!so indicated the source of foreign exchange? 

(4) In the case of Defence indents, has the indent been vetted by 
the authority holding sealed particulars? 

(5) Have you ensured that the item for which you are indenting 
is not covered by a Rate Contract? If it is covered by a Rate 
Contract, are you not a Direct Demanding Officer, and if you 
are a Direct Demanding Officer, does the value of your indent 
exceed the monetary limit laid down in the Rate Contract? 

(6) Have you checked whether the value of the indent is more 
than the direct purchase powers authorised to you? 

(7) Have you checked that the purchase organisation has Leen 
given reasonable time for the procurement of stores indented, 
taking into consideration the time taken for calling tenders, 
their consideration placement of contracts and then for the 
supplies to produce the goods, get them inspected and des
patched? 
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APPENDIX 10 

(Para 3.13) 

Time taken in Transmission of Indents from Central Registry to the 
Central Indent Section 

Within 24 hours 

Between 24-48 hours 

More than 48 hours 

4 

40% 

52% 

8% 



APPENDIX II 

(Para 3.19) 

PAMPHLET FOR GUIDANCE OF INDENTING 
DEP~RTMENTS 

175 
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CHAPTER I 

ORGANISATION, SCOPE AND FUNCTIONS 

JURISDICTIONS OF THE D.G.S. & D. AND THE SUPPLY MISSIONS IS LONDON 

AND '\VASHINGTON 

The responsibility for the procurement of stores required hy the 
Central Government vests with the Ministry of Industry and Supply 
(Department of Supply and Technical Development) operating through 
its Purchase Orgamsations viz. the Directorate General of SupElies and 
Disposals (including its Regional Offices in India), the India· Supply 
Mission, London and the India Supply Mission, Washington. The opera
tions of the ISM London extend over the U.K. and the entire continent 
of Europe, while those of the ISM Washington extend over the continent 
of North Am"erica including Canada. The operations of the Directorate
General of Supplies and Disposals extend over India and the remaining 
countries of the world not covered by the Missions in London and 
Washington. The services of all these organisations are also available to 
State Governments, Local Bodies, Quasi-Public Bodies and State-owned 
Undertakings. 

PURPOSE OF THIS PAMPHLET 

1.2. The main purpose of this pamphlet is to give information and 
guidance to indentors dealing with the Directorate-General of Supplies 
and Disposals. 

FuNcTioNs 

1.3. The functions of the Directorate-General of Supplies and Disposals 
are as follows: -

(a) to act as a purchasing agency for all Ministries of the Govern
ment of India and their attached and subordinate offices and 
also for those State Governments, Local Bodies, Quasi-Public 
Bodies, e.g., Municipalities, District Boards, Statutory Corpo
rations and State-owned Undertakings that may desire to 
avail of its services; 

(b) to act in an advisory capacity on all matters connected with 
the purchase of stores; 

(c) to inspect stores 

(i) ordered by the D.G.S. & D. on behalf of indenting depart
ments, and 

(ii) purchased directly by the indentor if so desired by him; 

(d) to draw up specifications of various classes of stores and to 
advise and assist deparunents in this matter; 

(e) to scrutinise indents before cross-mandating them for pur
chase to D.G., I.S;M., London/Washington; 
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(f) to arra_nge _:the clearance of imported stores; and 

(g) to arrange' the disposal of surpluses declared by the depart
ments of the Central Government (other than Railways). 

PURCHASE THROUGH D.G.S. &: D. OBLIGATORY 

1.4. It is obligatory to purchase all stores required by the Central 
Government through the D.G.S.&:D. except those mentioned in para
graph 5 below. 

ExcLUSION OF JuRISDICTION OF D.G.S. &: D. 

DELEGATION TO OTHER DEPARTMENTS 

1.5. A. It is not necessary to purchase any stores through the 
D.G.S. &: D. the value of which does not exceed Rs. 5,000. 

SPECIAL DELEGATIONS TO RAILWAYS, DEFENCE AND P. &: T. 

B. It is not necessary for the Departments of Railways, Defence 
and Posts and Telegraphs to purchase through the D.G.S.&D. 
stores the value of which is within their own special direct 
purchasing powers. 

• RATE C'oNTRACTs 

C .. In the case of items on rate contract direct demanding officers 
need not place Supply Orders through D.G.S.&:D. within the 
monetary limits prescribed in the Rate Contracts. 

ITEMS WHOLLY EXCLUDED 

D. The purchase of the following items is totally excluded 
from the purview of the D.G.S.&D:-

(i) Foodstuffs and forage 

(ii) Lethal stores 

(iii) Stores etc. as detailed in appendix to the Rules regulating 
the purchase of stationery and printing stores for the 
the Public Services. 

(iv) Mathematical, Survey and Scientific instruments and 
appliances procurable from the National Instruments 
Ltd., Calcutta. 

(v) Straw, Saw-dust, Fire Wood and Charcoal. 

(vi) Telephone, Telegraph and Train Control apparatus 
procurable through the Indian Telephone Industries 
Ltd., Bangalore. 

(':ii) Road metal, building material as bricks and stone etc. 

(viii) Wooden and cane furniture. 

(ix) Exposed cinematographic films. 
LJS 23SDGS&D-14 
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ORGANISATION 

I.?. Th~ Directorate General of Suppli~s and Disposals comprises the 
followmg wmgs:-

Wings 
(a) Supplies 

(b) Inspection 

(c) Progress 

(d) Disposals 

Functions 
(i) Purchase of stores. 

(ii) Arranging Import and Shipping 
of Stores on Government ac· 
count. 

(i) Inspection of stores. 

(ii) Preparation of specifications and 
Drawings. 

(iii) Rendering technical advice to 
Indenters. 

(iv) (a) Scrutiny of indents. 
(b) Checking of tenders. 

(v) Reporting upon capacity of new 
suppliers. 
Progressing delivery of stores. 

Disposal of surplus stores. 

LOCATION AND ADDRESSES 

I. 7. The location and address of various offices is given below: -

New Delhi Headquarters 

(i) The Directorate General of Supplies and Disposals, 
Jeevan Tara Building, Parliament Street, New Delhi. 

(TELE. ADDRESS 'DEVSUP' NEW DELHI). 

(ii) The Directorate of Inspection, N.I. Circle, Travanwre Hut
ments, 

Canning Road, 

New Delhi. 
Bombay 

(iii) The Directorate of Supplies & Disposals, 
Sapt. Building, Ballard Esate, Bombay. 
(TELE. ADDRESS 'DEVSUP' BOMBAY). 

(iv) The Directorate of Supplies (Textiles), 
5th Floor, South West Wing, 
New Central Government Building, 
New Marine Line, 
Bombay. 

(TELE. ADDRESS 'SUPPLYTEX' BOMBAY). 

(v) The Director of Inspection, Ayyakar Bhavan Annex·e, New 
Marine Line) Bombav. 
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Calcutta 

(vi) The Directorate of Supplies and Disposals, 
6, Esplanade East, 
Calcutta, 
(TELE. ADDRESS 'DEVSUP' CALCUTTA) 

(vii) The Directorate of Insp·ection, 
I, Ganesh Chander Avenue, 
Calcutta-13. 

Madras 

(viii) The Directorate of Supplies and Qisposals, 
18-A, Woods Road, 
Madras, · 

(TELE. ADDRESS 'DEVSUP' MADRAS) 
(ix) The Directorate of Inspection, 

18-A, Woods Road, 
Madras-2. 

Kanpur 

(x) The Directorate of Supplies, 
7 /157-I, Swarup Nagar, 
Kanpur. 

(TELE. ADDRESS 'DEVSUP' KANPUR) 
(xi) Directorate of Inspection, 

4/286, Nawab Ganj, 
Kanpur. 

Tata Nagar 

(xii) Directorate of Inspection (Met.), Tata Nagar. 

Burn pur 

(xiii) Directorate of Inspection (1\let.), Burnpur. 

LJS238DGS&D-14(a) 



CHAPTER II 

INDENT PROCEDURE (GENERAL) 

JNDENTORS NOT TO PLACE INDENT WITHIN DIRECT PURCHASING POWER 

Indentors should take care not to place any indents on the 
D.G.S. & D. that are within their direct purchasing powers (please see 
Chapter I paragraph 5) except in those rare circumstances, to be stated 
in writing, when they find procurement impossible. 

INDENTS FOR CEl.,.TRALizED ITEMS ON D.G.S. & D., NEw DELHI 

2.2. Indents for centralised items should be placed on the 
D.G.S. & D., New Delhi. Urgent/Operational/Express indents (please see 
Chapter on "Classification of Indents") for centralised items may, how
ever, be placed with the nearest regional Directorate of Supplies subject 
to a limit of Rs. 4 lakhs in estimated value. Indents for items which do 
not appear in the centralised list should be placed on the nearest regional 
Supplies Directorate subject to a limit of Rs. 4 lakhs in estimated value. 
Indents for such items which exceed the limit of Rs. 4 lakhs should be 
placed on the D.G.S. & D., New Delhi. Items brought on or struck off 
from the centralised list are brought to the notice of all indentors but an 
up-to-date list of centralised items can always be had from the D.G.S. & D. 

ADDRESSES FOR INDENTS ON HEADQUARTERS 
2.3. Indents meant for the Headquarters office (New Delhi) of the 

D.G.S. & D., should be sent at the addresses given below:-

(i) Defence Indents 
D.G.S. & D., Central Indent Section, 
Post Box No. 88, 
New Delhi. 

(ii) Railway Indents 
D.G.S. & D., Central Indent Section, 
Post Box No. 116, 
New Delhi. 

(iii) Other Indents 
D.G.S. & D., Central Indent Section, 
Post Box No. 43, 
New Delhi. 

This will ensure quick and correct receipt of indents. 

juTE GooDs 
2.4. In respect of jute and jute goods all indents irrespective of their 

value should be placed directly on the Director of Supplies and Dis
posals, Calcutta. 

TELE-cOMMUNICATION EQUIPMENT 
2.5. Indents for tele-communication equipment should indicate 

whether or not Indian Telephone Industries, Bangalore have been con
sulted and if so with what results. 

180 
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FORMS. 

2.6. All ind'C'nts whether for indigenous or imported stores should be 
placed (in triplicate) in the prescribed forms mentioned below which can 
be obtained from D.G.S. & D., New Delhi or any of its regional offices. 

Railways and Central Government indentors-Form No. 85 
Defence indentors-Form No. 81 
Civil indcntors (other than above-Form No. 86. 

DIFFERENT CATEGORIES OF STORES 

2.7. Separate indents should be prepared for different categories of 
stores. 

COMPLETE 

2.8. Indents should be complete in all respects and all particulars 
required in the form should be completely and comprehensively filled. 

FINANCIAL SANCTION FOR ALL INDENTS 

2.9. The indent should be accompanied by the requisite certificate of 
financial sanctions otherwise they will be returned. 

IMPORTED STORES-SANCTIONS 

2.10. In the case of imported stores, it is the responsibility of in
dentors to obtain sanction for forei~n exchange from the Ministry of 
Finance. The full particulars (i~ludmg number and date of reference) of 
the Ministry of Finance sanction should invariably be quoted in the 
indent. The clearance certificate from the Director-General, Technical 
Dev'clopment, to import the material should also be furnished. 

PROPRIETORY CERTIFICATE 

2.11. Indenting for stores of a particular make/brand should be avoid
ed as far as possible. Where this is inescapable, a proprietary certificate in 
the following form must be furnished with the indent:-

"(i) The equipment/store wanted is manufactured by Mfs ........... .. 
No other make is acceptable for the following reasons ............. .. 

(ii) The approval of the Dir·ectorfHead of Department/Head of 
Depotfor his nominee has been obtained. 

(iii) The Associated Financial Adviser has concurred in the pro
posal. 

(Signature of Indentor) 

Date: ................. . Designation .................... . 

Such indents should be placed with the prior approval of the Head of 
Department or his duly authorised nominee in consultation with his Associ
ated Finance. 
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LAST INDENT FOR CONTRACT 

2.12. The indentors should indicate in their indents the particulars of 
their last indent (number and date) as well as the number and date of the 
corresponding contract placed by the D.G.S. & D. 

TECHNICAL PARTICULARS 

2.13. (a) The indent should specify correctly the full technical parti
culars of the stores required . 

. (b) Efforts should. be made to use Indian Standards Institution speci
ficatiOns, wherever available. Where these are not available, indentors may 
continue to indicate the existing specifications. To utilize raw material avail
~ble within the country .and .for the sake of indigeno':ls procurement, the 
mdentor may relax speCificatiOns to the extent consistent with safety, 
security and use. 

(c) For drawing up sp'ecifications for complicated plant and machinery, 
there should be close coordination between the indentor and D.G.S. & D. 

(d) Changes in specifications after placing demands are inadvisable as 
tliey cause delays. Where specifications/drawings are modified after contracts 
are placed financial repercussions are inevitable. 

(e) If no specifications or drawings exist, indentors should indicate if 
stores conforming to the trade pattern will be acceptable. 

(f) The indentors must mention in their indents the complete addresses 
of the authorities from whom drawings and specifications can be had as well 
as the price of such a document inclusive of postage and other sundry 
charges. 

APPROVAL OF DRAWINGS AFTER PLACEMENT OF CONTRACT 

(g) If approval to the suppliers drawings etc. has to be accorded after 
the placement of the contract, it must be accorded within the target period 
specified in the Acceptance of Tender. 

AFTER SALES SERVICES 

2.14. Ind-ents for plant and machinery should indicate whether the 
suppliers should provide "after sales" services. 

PRICE ESTIMATES 

. 2.15. Tlie price estimates in the indent should be realistic for which 
purpose the indentor should indicate briefly the basis for the prices esti
mated. In framing these estimates, indenting departments should take into 
account the policy of government of according price preference to indigenous 
products and to cottage and small scale industries. 

CoNSIGNEE INSTRUCTIONS 

2.16: The consignee instructions should be given in unambiguous 
terms. 
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DELIVERY PERIOD 

2.17. Sti pulatiott of delivery period: 

(i) while stipulating delivery period, use of such terms as 'IMME
DIATE' 'AS EARLY AS POSSIBLE' etc. should be· avoided. 
Specific date(s) should be given in the indent. 

(ii) The delivery schedule specified in indents should also be realistic 
and should take into account all the factors having a bearing on 
delivery such as the availability of raw materials in the country, 
time needed for fabrication and testing of stores, transport and 
shipping difficulties. 

THE LABEL "DANGEROUS" 

2.18. Indentors should indicate in their indenrs. whetlier any stores in
dentel by them are considered dangerous for which labelling as prescribed 
by Indian Standards Institution will be required. 

SPARE PARTS 

2.19. The importance of ordering spare parts along with the equip
ment should be carefully considered. The possibility of manufacturers 
charging unduly high prices for spare parts ordered subsequently cannot 
be ruled out or ignored. 

FORWARD INDENTS ,. 
2.20. (i) Forward Indents should be submitted for items to be specially 

manufactured and for which capacity is limited. 

(ii) !he d~livery pe;iod for such indents should be spread over the 
year durmg wh1ch these Items would be manufactured for supply and 
distribution to all the indentors of such stores. 

CORRESPONDENCE AFTER PLACING INDENT 

2.21. In all correspondence, D.G.S. & D. references made after the 
receipt of indent, should invariably be quoted. 



CHAPTER III 

SPECIAL INSTRUCTIONS REGARDING DEFENCE INDENTORS 

In addition to observing the general indent instructions in Chapter II, 
Defence Indentors will also observe the special instructions mentioned 
below. 

DEFENCE INDENTS THROUGH INSPECTOR 

3.2. Defence indents wherein inspection is not vested with the Inspec
tion Wing of D.G.S. & D. should be routed through the Defence Services 
Inspector concerned. Only checked indents should be placed in such cases. 

DEFENCE INDENTS-TECHNICAL PARTICULARS 

3.3. Against Defence indents, five copies of the specifications and/ or 
drawings as well as of related specifications andjor drawings should be 
furnished with the indent. 

AnDRESS 

3.4. Indents from Defence Services for security items should be ad
dressed by name to the Deputy Director General. 
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CHAPTER IV 

DEVELOPMENT INDENTS 

'Vith a view to encouraging the development of indigenous manufac
ture of items hitherto imported and to step up the existing indigenous 
capacity, it is necessary that development indents are formulated for items 
for which indigenous capacity should be developed urgently inter alia the 
following particulars: -

(a) the actual consumption of the items annually; 

(b) the quantities purchased, the prices paid and sources of supply 
during the past five years or so; . 

(c) pending indents and the stock position; 

(d) the minimum estimated annual requirements; and 

(e) any special technical or other features. 

4.2. Such items could be selected by mutual consultation between 
the indenting departments and the Directorate General of Supplies and 
Disposals, and possibility of making long term arrangements explored with 
parties who may be interested in the manufacture of such items on suitable 
terms which might include:-

(i) Government guarantee of certain minimum off-take annually 
for an initial period; 

(ii) fixation of prices afte~ taking into account the higher produc
tion costs during the developmental period; 

(iii) formulation of a plan by the manufacturer for progressive in
digenous manufacture of the article. (A time-schedule by which 
the article will be wholly manufactured in India should be 
prescribed); 

(iv) assurance of assistance in respect of import licences for com
ponents and allotment of raw materials; 

(v) technical assistance inclusive of facilities for testing and making 
available results of research; 

(vi) relaxation in specifications in consultation with the indentor to 
facilitate the use of substitute materials; and 

(vii) financial assistance in special cases. 

4.3. For items for which there has so far been complete dependance on 
imports and for which indigenous capacity has yet to be developed, the 
Indenting Ministry may, in consultation with their technical authorities 
and their Finance and after obtaining the concurrence of the Department 
of Supply and the Directorate General of Technical Development, directly 
attempt to establish two or more sources of Supply. This relaxation is to 
enable indigenous manufacturer to receive constant advice and guidance 
from the Indentor (user) during the infant stages. 'Vhen once two or more 
satisfactory sources of supply are established, the Indenting Departments 
should revert to the normal procedure of purchase through the Central 
Purchase Org:1nisation who should be kept informed of sources of supply 
developed. 
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CHAPTER V 

CLASSIFICATION OF INDENTS 

A-CLASSIFICATION OF INDENTS OF DEPARTMENTS OTHER THAN RAILWAYS 
CATEGORIES 

Besides indents placed in the normal course, indents can be placed in· 
the following categories: -

(a) Forward Programme Indents-The indenting departments should 
normally place Forward Programme Indents well in advance of the delivery 
dates (say 18 to 24 months) by which stores are required, to enable the 
D.G.S.&D. to purchase the stores at economical rates; 

(b) Supplementary Indents-This term covers additional requirements 
to be supplied within the period stipulated in the main indent but not 
foreseen at the time when the main indent was placed; 

(c) Operational Indents-These are placed when the stores are imme
diately required for use in military operations or in connection with 
'Riots', Civil Commotion or in other similar unforeseen circumstances; 

(d) Urgent Indents-These are placed when the non-supply of stores 
within the stipulated date will result in a breakdown of essential services 
or will cause great inconvenience or loss to the State. Urgency will be de
termined by the date specified in indent for the completion of supplies. 

OPERATIONAL AND URGENT INDENTs--PROCEDURE 

5.2. (a) 'Operational' and 'Urgent' indents have to be countersigned 
by the Secretary or Joint Secretary of the Ministry concerned or a duly 
authorised officer whose name has been notified by the indenting Depart
ment to the Department of Supply and Technical Development (Ministry 
of Industry and Supply). The officer countersigning will furnish along with 
the indent, a certificate in the following form:-

Certificate for Operational f Urgent Demands 

I. Description of item 

2. Delivery date 
3. Name, address and telephone number 

of officer detailed to progress the 

····································· 

stores with supplying Department .................................. .. 

I certify that the attached indent is classified as OPERATIONAL/ 

URGENT. 

(Designation of certifying Officer) 

(b) In cases in which the supply, in whole or in part, of a store which 
has already been demanded, becomes a matter of urgency, the following 
procedure will be observed:-

(i) the indentor will, in the form. below? request for the upgrad
ing of a part of the whole of h1s prevwus demands; 
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(ii) a certificate of urgency as prescribed earlier in this paragraph 
duly signed by the competent authority will be attached to the 
request. 

(c) In cases where the urgent requirements exceed demands already 
placed, a ne~ operationalfur_gent demand will be submitted for the addi
tional quanut.y m the followmg form:-

Request for upgrading existing demands to OPERATIONAL/URGENT 

Date: 

1. D.G.S.&D.'s reference number allotted to the original indent (if 
known); · 

2. Indentor's original indent number and date; 

3. Quantity on original indent; 

4. Quantity required as OPERATIONALfl!RGENT; 

5. Delivery date or dates; 

6. Consignee; and 

7. Symbol and number of OPERATIONAL/URGENT certificate 
attached. 

Signature 

Addressed to 

CAUTION 

5.3. (a) Indents should be classified as "Urgent" only if absolutely 
necessary. It must be remembered t9at for Urgent Indents the purchaser 
is not in a position to exercise sufficient bargaining power while procuring 
stores and the indenting department often pays a higher price than it 
normally would. It is in the interest of the indenting department, there
fore, to avoid placing short-term indents. 

(h) The indenting departments when placing indents in the closing 
month of the financial year often classify them as "Urgent" in order to 
avoid lapse of funds. This practice defeats the purpose of the classifica
tion. Here again it needs to be stressed that purchase against an "Urgent" 
indent is effected in conditions that restrict competition and that the 
danger of lapse of funds does not justify such a purchase. 

B-CLASSIFICATION OF RAILWAY INDENTS 

5.4. Railway Indents are 
ries:-

CATEGORIES 

classified under the following five catego-

(a) Programme Indents-These should be submitlled in accordance 
with the programme laid down by the Directorate General of Supplies and 
Disposals, in the booklet entitled 'Programme for the Submission of 
Indents'. 

(b) Supplementary Programme Indents-These should be submitted 
when, for reasons that could not be foreseen at the time of the submission 
of the original programme indents, it becomes necessary to effect a special 
supplementary purchase of additional quantities of those very items that 
h_ave already been included in the original programme indents, the de
livery period remaining the same as laid down in the original programme. 
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(c) Ad hoc Indents-These should cover unforeseen demands of a 
special nature, not covered by Programme Indents and should indicate the 
specific date by which stores are required. 

(d) Express Indents-These should cover items where it is essential 
~hat the supply of stores should ma~erialise by a specified date not exceed
mg 4 months from the date of receipt of the indent. 

(e) Works Programme Indent-These should be submitted for the 
stores required for the successful implementation of the various \Yorks 
Programme of the Indian Railways. 

INDICATION OF CLASSIFICATION 

5.5. The classification of the indent according to the five categories 
mentioned above should be indicated at the top in every case. Every Works 
Programme Indent should be rubber stamped in bold capital letters as 
'WORKS PROGRAMME INDENT'. 

CERTIFICATES AND COUNTER SIGNATURES 

5.6. All Express indents should be counter-signed by the Controllers of 
Stores and ad hoc indents by the Deputy Controller of Stores. The Express 
indents should also be accompanied by a certificate in the form below, 
signed by the Controller of Stores. Deputy Controllers of Stores may 
countersign Express indents and also give the necessary certificates when 
the Controller of Stores is not available at Headquarters, but in such cases 
the confirmation of the Controller of Stores should be communicated 
within one week of the despatch of the original indents. 

"Certificate for Express Indents 

(1) Description of item 

(2) Delivery date 

................ ~ ...................... . 

······································ 
(3) Name, address and telephone number ................................... . 

of the officer detailed to progress the ................................ . 
stores with the supplying department.. ................................. . 

I certify that the attached indent is correctly classified as of Express. 

Controller of Stores, 

..................... Railway, 

...................................... 
5.7. Ad hoc and Express indents should be reduced to the minimum. 

C-URGENT REQUIRE.'\iENTS OF STORES/ADVANCE NOTIFICATION OF 

5.8. In exceptional cases where sto~es are required on _an operational 
basis, the Directorate General of Supplies and D1sposals wtl~ be prepared 
to initiate purchase acti_?n on advan~e intima.tion ~rom the mdentor (pro
vided detailed specifications are furmshed which wtll not ~e 3:Itered subse
quently). The indenting dep~rtment sh~uld, h~m:ever, certify m such c~ses 
that there is reasonable certamty of theu obtamm~ the n~cessary san~u~n 
(including financial sanction) .so that the forma_! I!lde~t ts placed w1thm 
six week& from the date of receipt of the advance mumatwn. 



CHAPTER VI 

PROVISION OF FUNDS 

It is the responsibility of the indenting Department to make adequate 
provisicn of funds. A certificate to this effect has to be provided by the 
indentor and once an indent has been placed, the indentor is deemed to 
have made a firm commitment for that expenditure and even if the ex
penditure does not materialise in the particular period in which he anti
cipated it, he should treat it as a carry forward fo!=" the subsequent period 
in which it may be incurred. · 

6.2. Orders may be placed by the D.G.S.&D. in excess of the estimated 
cost of all items shown in an indent withcut prior reference to the in
dentor if the extra expenditure over the total estimated amount is not more 
than 15 per cent or Rs. 1 lakh whichever is less in the case of Civil inden
tors and 66.2/3 per cent or Rs. 5 lakhs whichever is less in the case of 
Defence indentors. 

.· 
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CHAPTER VII 

TIME SCHEDULES FOR INDENTORS FOR SENDI~G REPLIES TO 
QUERIES BY D.G.S.&D. 

Indentors are required to furnish the following clarifications required 
by the D.G.S.&D. within the periods prescribed against each:- . 

Queries 

( l) Regarding acceptance of 
delayed delivery against 
Operational demands. 

(2) Regarding availability of 
funds. 

(3) Regarding provision of 
funds. 

(4) Regarding technical mat
ters. 

(5) Regarding other matters. 
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Prescribed period 

2 J 3 weeks from the date of the 
letter. 

3 weeks. 

4 f 5 weeks (2 months in the case 
of Defence indents). 

3/4 weeks. 

As specified in individual corres
pondence. 



CHAPTER VIII 

RATE Al\'D RUNNING CONTRACTS 

GENERAL INSTRUCTIONS 

I. (a) Indenting officers who are declared Direct Demanding Officers 
can draw their requirements against the RatejRunning con
tracts as and when necessary by placing Supply Orders in form 
D.G.S.&D. 131 obtainable from D.G.S.&D. and its regional 
offices. 

(b) The Direct Demanding Officers should order all their· re
quirements upto the monetary limit· mentioned in each Rate 
Contract. In the case of demands exceeding that limit, the indent 
should be sent to the D.G.S.&D. for deciding whether to call 
competitive offers or to negotiate with the Rate Contract 
holders. 

(c) Indenters should not place Supply Orders at the end of the 
Rate Contract period. They should spread their requirements 
over the whole year, so that the suppliers have no difficulty. 

(d) The Direct Demanding Officers should send expeditiously copies 
of Supply Orders to the Pay and Accounts Officer so that there 
may not be any delay in making payment to suppliers. 

/> 
(e) The Direct Demanding Officers should give the same serial 

numbers to the copies of supply orders sent to the supplier, the 
Inspector, and the Regional Accounts Officer. 

(f) Whenever Direct Demanding Officers amend the Supply Order, 
they should endorse a copy of such an amendment or instruc
tion to the Pay and Accounts Officer without fail. 

(g) In the case of items where the consignee himself is the Inspector 
he should ensure that he has blank Inspection Note Forms. If 
he does not have these blank forms, he should ask for these from 
the D.G.S.&D. at the time of placing supply orders. 

(h) For the preparation of Supply Orders, attention is invited to 
another pamphlet (D.G.S.&D. 155) 'Instruction for the Guidance 
of Direct Demanding Officers regarding Rate Contracts'. 

PowERS OF INDENTORS 

II. The delegations in respect of rate and running contracts to the 
indenters are as follows:-

(a) at a time (i.e. for one order) the indenting departments can 
directly purchase up to Rs. 500. 

(b) in one year, the indenting departments can purchase up to a 
maximum of Rs. 5,000. 
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CHAPTER IX 

EXTENSION OF DELIVERY PERIOD 

Delivery periods are extended by the D.G.S.&D. without reference to 
the indentor where such extension does not exceed a period of 3 months 
beyond the contracted delivery period except in those cases in which the 
indent is Express or Operational or Urgent or in which the indentor has 
specifically stated that a prior reference should be made before granting 
extension. 
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CHAPTER X 

INSPECTION OF STORES 

INSPECTION BY D.G.S.&D. 

The Inspection Wing of the D.G.S.&D. is 'responsible for the inspection 
of stores 1 :j · ~ ·~ 

(a) ordered by D.G.S.&D. on behalf of the indenting department, 

(b) purchased directly by a government department, if so desired 
by that department. . 

Requests for the inspection of stores not purchase!f through the D.G.S.&D. 
should be made to the nearest Regional Inspectorate of Directorate Gene
ral or to the D.D.G.(I) at the Headquarters of D.G.S.&D. in form No. 
D.G.S.&D. 8 obtainable from them. 

CHECK BY CONSIGNEE-RIGHT OF REJECTION 

1 0.2. Consignees exercise the right of rejection as provided in the 
General Conditions of Contract, and they should therefore undertake a 
check of the stores immediately on receipt. 

(a) to see whether the quantity is covered by the Inspection Notes 
and Railway Receipts been received; . 

(b) and, if so, to see whetl]!!r the stores are in good condition and 
conform to the particulars specified in contract. 

The right of rejection should be exercised within a reasonable period 
(not exceeding I month from the date of receipt of stores) failing which it 
is likely that the objection may not be legally tenable. 

When the consignee exercises such a right of rejection, he should en
sure that the necessary documentary particulars are prepared immediately 
so as to substantiate the rejection in case of subsequent dispute by the 
contractor. 

THE RETURN oF THE CoNSIGNEE RECEIPT CERTIFICATE 

10.3.(a) Consignees should observe the following instructions when 
completing the receipt certificate:-

(i) the certificate must be signed in ink and not with ball point 
pen; 

(ii) the designation of the official signing the certificate should be 
mentioned; . 

(iii) the certificate should be signed only by the consignee proper; 
(iv) the number and date of the railway receipt and the date of 

account should be mentioned by the consignee in the column 
provided for the purpose in the certificate; . 

(v) remarks regarding shortagefloss in transit should be given in 
column No. 3(a) and not in column 3; . 

(vi) continuation sheets must be signed by the consignee and in ink. 
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PENALlY FOR NON-COMPLIANCE OF INsTRUCTIONS 

(b) Consignees should ensure that the receipt certificate is returned to 
the contractor within a reasonable period normally not exceeding 3 weeks 
from the date of receipt of stores by them. Where the consignees fail to 
return the receipt certificate within 60 days of the despatch of the Inspection 
Note and the Railway Receipt, the procedure will be as below:-

(i) the contractor will address the consignee a letter under Regis
tered Cover A/D for expediting the receipt certificate, simulta
neously endorsing copies of the letter to the Supplies Officer as 
well as the indentor; 

(ii) in case the Supplies Officer does not receive any communica
tion from the consigneejindentor giving satisfactory reasons for 
delay in issue of the receipt certificate, he will on the lOth day 
of the receipt of the copy of the letter from the contractor, issue 
a letter to the next higher officer of consignee under registered 
cover AfD requesting him to arrange for the return of the Ins
pection Note or to reply giving reasons for delaY. within 15 
aays im~;>ressing upon him that failure to reply wlll lead to 
automatic payment of finn's bill in full on or after the 90th 
day; 

(iii) in the event of the non-receipt of a satisfactory reply either from 
the indentor or the consignee, the Supplies Officer will on the 
9lst day of the date of despatch of Inspection Note and Rail
way Receipt, authorise payment of the outstanding amount of 
the bill to the contractor without the consignee's receipt certi
ficate. 

The above procedure will also apply mutatis mutandis to payments to 
be made against Supply Orders placed by Direct Demanding Officers against 
Rate/Running Contracts. 

ERECTION CONTRACTS 

10.4. In the case of erection contracts where the terms are 80 per cent 
payment on the despatch of material in India and the balance 20 per cent 
payment on final inspection and test, if the erection at site is delayed for 
reasons for which the Indentor is responsible, the procedure of payment 
will be as under: -

(a) 80 per cent of the price will be paid after the preliminary ins
pection and despatch of stores to the site; 

(b) 10 per cent will be payable at the expiry of 4 months from the 
date of arrival of the last consignment at site, provided that no 
defect or shortage (proved or unproved) comes to notice with
in this period; 

(c) 10 per cent will be payable after the expiry of 8 months from 
the date of receipt of the last consignment at site (unless other
wise stipulated in the contract) provided that no defects or 
shortages (proved and unproved) come to notice within this 
period. This payment will be made on the strength of an autho
risation letter issued by the Supplies Officer on the receipt of 
such a request from the contractor for final payment and with
out waiting for the consignee's receipt certificate. In such cases 
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where payment is made without the consignee's receipt certifi
cate, it will be the responsibility of the consignee to settle the 
matter with his Accounts/ Audit Officer either by sending the 
receipt certificate or by making arrangements through the 
D.G.S.&D. for the necessary recovery, replacement etc. In his 
own interest, therefore, he should ensure that the receipt certi
ficates are returned to the contractors promptly, with or with
out objections within the prescribed time on receipt of the 
notice. 

DEPARTMENTAL CHARGES 

10.5. (a) Departmental charges for services rendered by the D.G.S.&D. 
to Indian indentors are levied at the followin.g rates: -

Purchase: 0.5 per cent 
Inspection: 0.5 per cent 

No Departmental Charges are levied against purchases made on behalf 
of non-commercial Civil departments of the Government of India. 

CLAIM FOR REFUND OF DEPOSITS MADE BY NON-GOVERNMENT INDENTORS 

(b) Un-utilised balances of deposits made by non-government in
dentors may be claimed by application to the Pay and Accounts Officer 
concerned through the D.G.S.&D. (Headquarters) or the Regional Supplies 
Office concerned as the case may be. 

INSPECJ;'ION BY CoNSIGNEE 

I 0.6. In rare cases the inspection of stores is carried out by the con
signe·es themselves. In such cases to avoid delay, consignees must. obtain 
from the supplies officer .concerned the req~isite. copies of the Inspection 
Note fonns. The InspectiOn Note, the contmuat10n sheets of the Inspec
tion Note and the Receipt Certificate portion of the Inspection Note 
should be prepared and signed as follows: - · · 

(i) all copies of the Inspection Note and the continuation sheets 
must be prepared with a copying pencil or typewriter placing a 
carbon paper under each sheet. Care should be taken to see 
that all copies are legible; 

(ii) the copies of the Inspection Note and continuation sheets 
meant for the Pay and Accounts Officer should be signed indi
vidually in ink. Indelible pencils or ball point pens should not 
be used; 

(iii) the remaining copies of Inspection Note and continuation 
sheets can be signed in copying pencil in one stroke putting the 
carbon under each sheet, provided the signatures come clearly. 
If they do not, all copies should be signed in ink individually; 

(iv) the continuation sheets should be signed as above without ex
ception in every case; 

(v) Copy No. I and copy No. 2 of the Inspection Note are Accounts 
Office copies against which payment is made by the Pay and 
Accounts Office. The words 'Accounts Office copy No. 1' and 
'Accounts Office Copy No. 2' should be attested with full 
signature in ink. 
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CHAPTER XI 

TRANSIT INSURANCE CLAUSE 

THE TRANSIT INSURANCE CLAUSE 

The D.G.S. 8c D. Transit Insurance Clause reads as follows:-

"The purchaser will not pay separately for transit insurance and 
the su.rplier will be responsible till the entire stores contracted 
for arrive in good condition at destination. 

The consignee will, as soon as possible but not later than 30 days 
of tlie date of arrival of stores at destination, notify the contractor 
of any loss or damage to the stores that may have occurred during 
transit. 

Tenders/quotations in which transit insurance cost has been 
claimed as an extra, may not be considered." 

Loss MUST BE REPORTED WITHIN 30 DAYS 

11.2. Indentorsjconsignees should report any lossjdamage to stores that 
may have occurred during transit to the contractor within 30 days of the 
date of arrival of stores at the destination. Failure to do so will render 
Government's claim for such lossjdamage liable to rejection by the contrac
tor. 

WHEN CONSIGNMENT IS NOT RECEIVED WITHIN 30 DAYS 

11.3. In case the entire consignment is not received within 30 days of 
the date of despatch (i.e. the date on the Railway Receipt), the consignee 
should immediately take up the matter with the Railways and simultaneous
ly advise the suppliers askmg them to take up the matter with the Rail
ways. 
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CHAPTER XII 

THE PROCEDURE FOR THE ISSUE OF FORMS 'C' AND 'D' TO 
AVAIL OF THE CONCESSIONAL RATE OF SALES TAX UNDER 
THE CENTRAL SALES TAX ACT FOR THE INTER-STATE 
SALES 
The Central or State Government officers who are duly authorised and 

are engaged in the business of selling or purchasing goods could be cate
gorised as follows-

(i) Government Department engaged in business activities of selling 
goods (registered as dealers), Goods specified in the certi~cate of 
registration and for the purpose so specified in that certzficate. 

They have to obtain registration and also p~y Tax to the appropriate 
State Government like ordinary commercial dealers. They will furnish to 
the dealers from whom they purchase goods, a declaration in form 'C' to 
avail of the concessional rate of tax on the inter-State sales made to them. 
On the inter-State sales of goods made by such Department they, in their 
turn, will have to pay sales tax like ordinary registered dealers. 

(ii) Government Department not engaged in the business of selling 
goods and as such not registered as dealers under the Act but 
engaged in the purchase of goods. 

Government Department such as Railways, Defence Services, etc. are 
to be considered not liable to regi~ration as dealers as they are not normally 
engaged in the business of selling goods. 

A certificate in form 'D' has been prescribed by the Central Sales Tax 
(Registration &: Turnover) Rules, 1957. At the time of making inter-State 
purchases, this certificae will be issued to the selling dealers i.e. the con
tractors on whom orders are placed by the officers of the Central Govern
ment or the State Government, as the case may be, who have been autho
rised by it to effect purchases on its behalf. On tbe authority of the certi
ficate such Government Department cav purchase all goods and use them 
for any purpose whatsoever. 

Form 'D' will be issued by the D.G.S. &: D. only against those 
Acceptances of Tender or Supply Orders which are issued by the 
D.G.S. &: D. or its Regional Offices against demands from Government 
indentors or consignees, who are not registered as dealers. The Govern
!Dent .i~dentors or th.e consignees, who are registered as dealers, for any 
Item, will arrange to 1ssue form 'C' or form 'D' as the case may be. 

Against Supply Orders placed by tqe Direct Demanding Officers the 
form 'D' will be issued by the officer issuing the Supply Order. ' 
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CHAPTER XIII 

PAYMENT OF DUES BY QUASI-PUBLIC UNDERTAKINGS 

. 'It has been laid down that. all quasi-public undertakings which have 
been given the facility of post-deposit parties should deposit amounts due 
from them in respect of purchases made on their behalf by the D.G.S. & D. 
within 7 days of the receipt of the account from the Pay & Accounts 
Officer. Failure to do so will render them liable to being debarred from 
availing of the Rate Contracts concluded by the D.G.S. & D. and, in res- · 
pect of indents for ad hoc demands, to furnish pre-deposits. 
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CHAPTER XIV 

LIST OF PUBLICATIONS WHICH EVERY INDENTOR SHOULD 
HAVE 

1. Manual.of Office Procedure for Supplies, Inspection and Dis
posals. 

2. Conditions of Contract governing contracts placed by the Central 
Purchase Organisation (DGS&D-68, 69, 70, -,1 and 72-Revised). 

3. Instructions for: guidance of Direct Demanding Officers regard-
ing Rate Contracts. . 

4. Standard Vocab-cum-programme books (or the submission of In-
dents. ·. 

5. List of Stores on Rate/Running Contracts. 
6. List of Centralised Items. 
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APPENDIX 12 

[Para 3.30(l)(g] 

Indent 

Serial 
No. 

1 

1 Received in CRS • • ' 
2 Received in CIS .• 
3 Screened 

~tepa 

2 

4 Examined by SSI Liaison officer 
5 Returned to indentor 
6 Transferred to Region 
7 Sent for X-mandating 
8 Referred to Inspection Wing 

Route 

9 Forwarded to Supply for procurement 
10 Received from Inspection Wing 
ll Sent to Purchase .. 
12 Tender Inquiry issued 
13 Tender opened 
I4 Comparative statement put up 
I5 Capacity report called 
I6 Capacity report received 
I7 SamplefTest Report received 
I8 Tender referred to indentor .. 
I9 Indentor's comments received 
20 Purchase proposals put up .• 
21* Referred to 1/0 for F/E, D/P/Addl. funds or any 

other matter. 

22 I/O's reply received 
23* Referred to supplier 
24 Supplier reply received 
25 Purchase Proposals finalised 

26 Advance A/T issued 
27 Formal A/T issued 
2& IRC Issued 
29 Q.C.fE.C. issued .• 
30 Inspection Notes received 

Prescribed 
time · 

Schedule 

3 

L I day 

2 days 

}7 days 

} 
I day 

\7 days 
f30/42 days 

} 

3-7 days 
2 days 
I5 days 

} 
I5 days 
2 days 

I day 

}} 
I5 days 
HI days 
3 days 
I day 

}}
. }4 days 

4days 
4days 

7 days 

. Card 

Actual 
date 

4 

31 Intimation of completion of supplies received 
32 Transferred to Finalisation 
33 Finalised 90-I80 days 
34 Final payment made to the firm 
35 Security Deposit returned to the firm 

*For second and subsequent references, give particulars here

To 

Difference 
(3 & 4) 

5 

1.0. Referred on Reply received Difference 

Supplier. 

<•> 
(ii) 

(#s) 

on 
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APPENDIX U 

[Para 3.33(1)] 

Chart showing the Time-lag between the Date of Issue of Quota Certificate I 
Essentiality Certificate and Physical Delivery of Steel · ' 

Serial . Stage 
No. 

1 Submission of indent by the 
firm to JPC after receipt of 
Quota Certificate. (Normally 
they should not take more than 
10 days. Immediately on 
receipt of our copy of the 
forwarding letter in respect 
of Quota Certificate, the firm 
advised to submit indent for 
planning). 

2 Planning of the indent by 
I&SC/JPC .. .. .. 

3 Issue of Quotation letter by the 
producer •• 

4 Completion of the formalities by 
the firm (concluding financial 
arrangements 

Issue of Works Order/Sale Order 
by the Producer • . • • 

Total of 1 to 5 

6 Priority accorded by SPC once 
in 6 months. A&C /Time taken 
by the Sponsoring authority 
at. recommendation stage and 
by I & S C for according 
priority(B) • • • , 

7 Supply effected within the ne:d 
3 to 6 months according to the 
grade of priority accorded by 
SPC (for flat products only) 

Total of 1 to 7 

Operational Urgent oases where Non-operational 
Prioritl priority is Priority (Rly. 

(Defence) accorded by I&SC P & T etc.) 
Priority on the Priority 

accorded by I&SC recommenda~ions accorded by 
in urgent oases of Sponsonng 'SPC only. 

and u-pon facto Authority 
approval of SPC 

obtained 

(A) (~) (C) 

Weeks Weeks Weeks 

4 4 4 

•.·' 

2 2 2 

2 2 2 

4 4 4 

2 2 2 

14 14 14 

24 6 to 10 

12 12 24 

50 32to36 62 
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APPENDIX 14 

[Para 3.37(a)] 

llarticulars to be furnished by Purchase Sections to Import and Shipping 
Section for Cross-Mandation 

(a) ComJ.>lete description of stores together with specifications/ 
drawmg, etc. and the estimated cost. 

(b) Last source of supply or the probable source of supply in the 
country of origin. 

(c) Proprietary Articles Certificate wherever the stores are pro
prietary in nature. 

(d) Full details of foreign exchange sanction by the appropriate 
authority. 

(e) Details of clearance from Directorate General of Technical 
Development, Bharat Electronics Ltd., or the Iron & Steel Con
troller, as the case may b'e. 

(f) Loan No. in case the cost of stores is to be met from US (A.I.D.) 
LoanJFord Foundation GrantJI.D.A. etc. 

(g) In case of pre-deposit parties like non-government indentors, 
State Electricity Boards and Government undertakings, etc. 
advance deposits covering the cost of the stores plus 25 per cent 
towards incidental charges and in addition the customs duty to 
be levied in favour of Pay and Accounts Officer, New Delhi, 
must be obtained. 

(h) Approval of competent authority for cross-mandation. 
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APPENDIX 15 

(Para 3.40) 

List of Check Points for Checking Draft Contract 

I. Have you satisfied yourself that the delivery period stipulated in 
the contract is in accordance with the dehvery offered by the 
tenderer? 

2. If the firm has asked sales tax as extra, have you made provision 
for that in th'e contract? 

3. If the firm has asked for excise duty as extra, have you made pro
vision for that in the contract? 

4. Have you ensured that the terms and conditions stipulated in 
the contract are accepted by the firm in i~s offer? 

5. Have you given th'e consignee instructions- correctly? 
6. Have you given despatch instructions correctly? 
7. Have you shown the inspection authority correctly? 
8. If the ins~ction responsibility is that of a sub-office of an In

spection Circle, have you also endorsed a copy of the contract to 
the concerned sub-office? 

9. Have you given th'e head of account correctly? 
10. Have you ensured that the specifications given in the contract 

are in accordance with those accepted by the firm? . ' 11. Have you satisfied yourself 'that all relevant communications from 
the contractor have been referred to in the contract? 

12. Have you ensured that the name of the paying authority is cor
rectly mentioned in the contract? 

13. Has the firm, if unregistered, agreed to deposit security against 
the contract? If so, has the necessary provision been mad'e in the 
contract. 

14. In case of approval of advance sample/drawing by the Indentor/ 
consignee, has a definite tim'e limit been laid down for the 
return of the approved sample/drawing? 

15. Has the transit insurance clause been correctly stipulated? 
16. Hav'e copies of the contract been correctly endorsed particularly 

to the Inspector and the Pay and Accounts Officer? 
17. Is the 'Steel Clause' stipulated in the contract strictly in accord

ance with the tender condition? 
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APPENDIX 16 

[Para 3.48(4)] 
.. 

Slip to be attached to the letter with which the Import Recommendation 
Certificate to be sent 

(Please return this slip duly filled in within 15 days) 

I.R.C. No. Dated Received on 

To 

No. and date of application to the Chief Controller of Imports and 
Exports/Iron & Steel Controller for Import Licence. 

Note: -If application for import licence is not made within 15 
days of the receipt of Import Recommendation Certificate, 
the reason for delay be stated. 

Firm's name and Address 

The Director General (Supplies & Disposals), 
IS-3 Section, 
Parliament Street, 
New Delhi. 
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APPENDIX 17 

[Para 3.48(5)] 

Covering Letter with Import Recommendation Certificate 

REGISTERED 

No. 

To 

GOVERNMENT OF INDIA 

DIRECTORATE GENERAL OF SUPPLIES AND DISPOSALS 

(Import and Shipping-3.) 

PARLIAMENT STREET, NEw DELHI-1 

Mfs. 
Sub.:-AJT No. 

Dated the 

dt. 

Dear Sirs, 

Import Recommendation Certificate No ............................ for C.I.F. 
Value Rs ...................... along with the copy of the relevant AfT is sent 
herewith. 

2. Please submit your application on the Established importers l~orm 
to CCI&E (DGS&D Contracts) Udyog Bhawan, New Delhi/Iron and 
Steel Controller, 33, Netaji Subhas .Road, Calcutta (which'ever appropri
ate) duly supported by I.R.C. and copy of the AfT immediately, within 
15 days of the receipt of I.R.C. 

3. (a) In order to facilitate expeditious issue of the ad hoc import 
licence against this contract you are advised in your own interest to attach 
with your application list of goods in quintuplicate in the proforma given 
below in addition to other usual documents. Such applications where list 
of goods are attached, should be forwarded to the licencing authority 
through D.G.S. & D. (IS-3 Section), so that necessary attestation may be 
done before transmission. The application for licence should further indi
cate the C.I.F. value break down by individual I.T.C. serial licence. 

Description of goods covered by the import licence. 

Item No. Description of goods Quantity 

. 3. (b) You should also indicate in your application lor import 
li~ence, the particular port at which you intend to register the licence 
With the Customs authorities. 

. . 4. You should send your application for any amendment to the 
licence only through this office. The amendment should be asked for 
before t~e g~ods are actually shipped. Request for revalidation of licence 
should mvarza~ly be made _to_ D.G.S.&D. (/S-3 Section) at least 3 . weeks 
before the exptry of the valzdtty date as shown in the body of the ltcence. ,., 
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5. Shipment made before the date of issue of the licence or after ex
piry are naturally treated as unauthorised. Similarly, if the conditions of 
licence are not fulfilled the imports are to be deemed unauthorised. Un
authorised importation of goods is an offence under the Customs in which 
the import trade control authorities cannot interfere. No representation 
in this behalf will, therefore, be entertained and importers are requested 
to deal with the Customs authorities direct in such matters. 

6. It must be clearly understood that the above arrangement is 
purely on ex gratia basis and is intended to assist you in importing the 
goods expeditiously. Thi~ will not effect in any way the priCe and delivery 
terms of the contract and is without prejudice to the office rights under 
the terms of the contract. 

7. Please acknowledge rec"eipt and return the attached slip. 

Encl.: As above. 

Yours faithfully, 

Assistant Director (I&S) 

for Directo·r General of Supplies &- Disposals 



APPENDIX 18 

[Para 3.52(iv)] 

Control Chart for \Vatching Delivery of Steel in cases where Quota CertificatefEssentiality Certificate 
issued by the D.G.S. & D. 

No. and date 

1 

Whether the supplier ha.s 
placed an indent with 
the I. & S. C. within 15 
days of the receipt of 
Quota. Certifioa.tefEssen
tia.lity Certifioa.te. If 
not, wha.t action ha.s 

been ta.ken 

Da.te on which planned 
by the J.P.C. 

3 

Da.te on which the 
producer haa submit
ted the quotation to 

the supplier 

4 .-

Whether the supplier ha.s 
made nl'cessa.ry financial 
arrangements within 15 
da.ys of receipt of offer 
from the producer. If not, 
what action has been taken 

5 

· The da.te on which 
the raw materia.! b.aa 
been received by the 
supplier 

6 
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APPENDIX 19 

[Paras 3.60 and 10.12(2)]. 

Supply of Copies of Rate Contracts up~n Request 

The present system of the supply of copies of Ra!e Contracts · on 
request to indentors entails delay and waste of time and effort. :When -an· 
indentor asks for copie~_ of a larger number of rate contracts pertaining to 
different sections, the letter is received in the Co-ordination Directorate or, 
if the indentor is the Railways, the Plan Chasing Section which takes out 
copies of that letter and then circulates them to the various Sections. Each 
section then furnishes copies of the rate contracts with which it is con
cerned. At times, the Purchase Section in their pre-occupation with other 
work do not take prompt action on such requests. The indentor is, there
fore, inconvenienced. The entire procedure wastes time, effort, stationery 
and postage, and needs simplification both for the sake of economy and 
for the better satisfaction of the indentor. 

The supply sections after issuing the rate contract copies to all the 
Direct Demanding Officers as at present should send the remaining print
ed copies of the rate contracts along with the list of Direct Demanding 
Officers to the Public Relations Office. All requests for the supply of 
copies of rate contracts shall then be handled by the Public Relations 
Officer who can comply with these without delay. For this purpose it will 
be necessary to give the Public Relations Officer additional assistance to 
the extent of one Assistant and two L.D.Cs. 
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APPENDIX 20 · 

[Para 3.68(3)] 

Scrutiny Sheet for Recording of Cases 

File No. 
t"er-eived from section 
·vi<k Serial No. in 
iist No. 

1. Indent is at page 

2. A.T. is at page 

3. Final inspection note is at page 

1. Legend 
2. Intermediate Recorda. 
Final Records 

4. Intimation of receipt by consignee is at page 

Depatch by firm. 

5, Action in respect of the following is complete as showu below:-

Jf action is outstanding, clarification by types to be indicated in pages below-

1a) Price Fin a lisa tion 

~b) Regularisation 

{r) Recovery of Govt. dnes , 

(d) Refund of security deposit 

~e) Audit Objection/Queries/requisitions 

{n Sales Tax claimed 

Date of initials of examrnrng clerk 
Action has been completed. 

No required 
completed 
Outstanding 
t1ide page •. , ..• 

Not required 

completed vide 
Page ....... . 
Outst11nding 

t .·' 

Not required 
completed vide 
Page ...... 
Outstanding 

Not received 
completed vide 
Page ....... . 
Outstanding 

Not received 
Dispmed of 
vide Page ... , .... 
Outstanding 

Not claimed settled 
vide Page .... 
Outstanding 

A F.O.B. 
B steel 
C Steel metals 
D C/D ex. rate etc. 
E Wage escalator cost plus 

profit. 

A 
B 
c 

A 
B 

c 

A 
B 

c 

Less 
preference case 
No lnss etc. 

Risk purchase 
Supplies rejected, below 
specification short. Other 
cases. 

Relation to Purchase action 
Finalisation Action request 
for papers. 

J..'ile is accordingly sent to •••••••.•••••. Section. 
for necessary action in respect of Item(s) above. 

Section Officer 

File may be recorded; classification of record l'F to be reviewed on : to be destroyed on: 
Date, initials of Examining clerk. Section Officer 

(Signature and Date) 

LJPCXl238DGS&D-
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APPENDIX 21 

(Para 3.69) 

Table showing the dalays in finalisation of cases after supplies have been 
completed 

I. No. of cases transferred by the purchase section to Finalisation Wing: 

(a) Within I month of the completion of supplies 22 

(b) between 1 and 2 months after the completion of Supplies 20 

(c) between 2 and 3 months after the completion of supplies 14 

(d) between 3 and 6 months after the completion of supplies 27 

(e) between 6 and 9 months after the completion of supplies 15 

(f) between 9 and 12 months after the completion of supplies IS 

(g) after more than a year: 38 

2. Finalisation action initiated by Finalisation Wing. 

(a) Within one month of receipt of the case 61 

(b) between 1 to 3 months of the receipt of case 52 

(c) between 3 to 6 months of receipt of the case 35 

(d) between 6 months to a year of receipt of the case 6 

(e) more than I year after receipt Nil 

3. Finalisation completed: 

(a) Within I month of initiation of action I5 

(b) between I to 3 months of initiation of action 28 

(c) between 3 to 6 months of initiation of action 58 

(d) between 6 months to a year of initiation of action 45 

(e) after more than a year of initiation of action S 

4. Total time taken for finalisation of the case after completion of sup
. plies: 

(a) within 3 months 8 

(b) between 3 to 6 months 20 

(c) b'etween 6 months to a year 48 

(d) between 1 and 2 years 55 

(e) more than 2 years 23 



(i) B.F. · 

(ii) Received on date 

(iii) Balance 

2ll 

APPENDIX 22 

[Para 3.82(1)] 
' ABSTRACT 

'OF INDENTS 

................................... 

................................. 

(a) less than 3 days old ................... ~ .......... . 

(b) oetween 3-7 d~ys ................ ; ............ . 

(c) over 7 days ........ ~ ................................ . 

S. f Assistant Director 
tgnature 0 . D' 

uector 



APPENDIX 2j 

[Para 3.82(2)] 
Daily Control Chart to be maintained in Purchase Section 

Directorate ••••••••••••••• : ••.••••• 

Section/Cell .•.•...•••.•••••.••••••• 

Date Receipts 

Date 
of 

Ne. Oldest 
(a( (b) 

1 

1 
2 
3 
4 
5 
6 
7 
8 
9 

10 
11 
12 
13 
14 
to 
31 

2 

Cases 
where 

CjS 
out

standing 
for 

more 
than 2 
days 

No. 

3 

Overdue 
P.R.O. 
Slips 

No. 

4 

Cases where Cases where Cases where Requests Cases where 
validity L decision on Adv. A/T for A/Ls IRCJQC 

of offers is tenders taken issued not attended not issued 
due to but formal but formal to within with the 
expire contracts .AfT not 7 days contract and 

.15 days have not issued two days 
been issued within 4 a-fter issue 

within days of cont.ract 
2 days 

No. No. No. No. No. 

5 6 7 8 9 

Month ...•.................... 

Rate/Running Contracts Signature 

Cases where Where 
supplies enquiries. 
completed not issued. 

but finalisa- the da tea in 
tion action Programme 

not Book 
taken for having already 
more than expired 
a week 

No. No. 

10 11 

Not 
concluded, 
the dates 

fixed in the 
Programme 

Book 
having 
already 
expired 

No. 

12 

A.D./ 
D.D.f 
D.S. 

13 



APPENDIX 24 
[Paras 3.83. 3.84(1) & (4)] 

Statement showing particulars of existing returns submitted by Purchase Directorates 

Serial 
No. 
(I) 

Title of rt'turn 

(2) 

To whom 
Submitted 

(3) 

Periodicity RemarksfRecommendat.iona 

~) .w 
I Outstanding receipts and indents etc. D.G. Daily 
2 Controlstatementshowing performance ofSectionl! (disposal of 0. & M. Monthly 

Form revised, vide Appendix 23. 

receiptsfindents etc.) --------
. . Deptt. of Supply 

S. Statment of arrears in the Section (P.R.O. slips, comparative 0. & M. 
statements, finalAfTs., fina)isation cases, receipts etc.). 

4 Performance Dossiers of Section Officers (disposal and arrears 0. & M. 
concerning receipts comparative stat('ments, 'finalisatinn' 
oases, indexing and recordin!l). 

5 Performance dossier of Assis- } (Intake and disposal of b-. & M. 
tant Directors. receipts/indents, issue of 

6 Performance dossier of Deputy AfTs. and amendments includ-
Directors. . ing RatefRunning Contracts 

and disposal of finalisation 
J cases). 

7 Monthly Progress Report showing progress made in clearance of 0 & M. 
Finalisation cases in Fz. WingfDtes. and amounts realised to 
firms as a result thereof during the month. 

8 Monthlystatementofrecording, indexing and weeding of records 0. & M. 
9 "Review"statementregardingindents, Rate/Running Cont.ractR, Director 

Amendments, Receipts, recording of cases, Audit Objections, 
Finalisation and Acceptance of tenders etc. 

10 Statements ofliquidated damages wnivedfimposed • • Director (Co-ordina
tion) 

11 Statement showing position of Audit requisitions in chronologicr I Audit 
order. - . 

Monthly 

Monthly 

Monthly 

Monthly 

Monthly 
Monthly 

Monthly 

l Form revised, t>ide Dossier, Appendix 25. 

.t 
Not necessary. Proposed control chart (Appen· 

cix 25) will ir.f.er alia meet requirements 
of this dossier. 

Do. 

Suitably included in Anprndix 25. 

Do. 
Do. 

Not being put to any use. Hence should be 
discontinued. 

12 ·statement showing position of-audit queries in chroriologiciil - Alidit ·
order. 

____ .. _ . _',l'l!.e ~ta~men_tsonly duplicate t_he_i~foqna-
~uarterly} . 

Quarterly tion in the respective registers. Hence 

13 Statement showing the position of audit objections in chronologi- Audit 
cal order. 

· should be discontinued. 
Quarterly · . . . -



APPENDIX 24-contd. 

(I) (2) (3) 

14 Statement of Audit Requisitions received and disposed of during Deptt.. of Su}'ply 
the quarter. 

15 Statement of Audit Queries received and disposed of during the Do. 
quarter. 

16 Statement of Audit Objections received and disposed of during the Do. 
quarter. 

17 Monthly note of important activities O.S.D. (M) 

18 Orders placed by D.G.S. & D. during the week . . • . Indian Trade Journal 
19 Monthly statement of important activities submitted to Cabinet Deptt. of Supply 
20 Monthly statement for special action in regard to indenta above Deptt. of Supply 

Rs. 30 lakhs in value. 

21 Report of important activities D.G. 

22 Statement showing Nos. of extensions of validity allowed in the Deptt. of Supply 
tenders received during the month. 

23 Statement showing delivery position of partly or fully outstanding Statistical Directo-
orders placed abroad dirac~ by D.G.S.& D. rate 

24 Progressive use of Hindi 

25 Administrative Report 

Administration 

Do. 

(4) (5) 

Quarterly1 

Do. J Combined in one revised form in Appendix 
62. 

Do. 

Monthly To be discontinued as similar information 
is already being supplied in another return 
t:ide Serial No. 21. 

Weekly 
Monthly 

Do. 

Do. 

Do. 

Qual'terly 

Half.yea.rly 

Yearly 

No change. 
Do. 
Do. 

Do. 

Do. 

Do. 

Do. 

Do. 
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APPENDIX 25 

[Para 3.84(2)] 

Monthly Control Chart to be maintained in Purchase Sections 

J. Directorate .. , ........... l(a) Section ................ 2. Month .•..••.••• Year., .. .. 

3. Strength: A.D •...•.•.. S.O ......... Asstt. . •.... U.D.C ......... L.D.C ............ , •• 

4. Receipts (including indents bnt excluding circulars etc.) 

B.F. from Fresh 
Previous Receipts 

month 

1 2 

D.F. from Received 
previous during 
month the 

month 

1 2 

Defence 

.Other than Defence 

Total 

Period 

I~ss than 3 morrths 
Over 3 months 
Over 4 months 
()ver 5 months 
·Over 6 months 
()ver 9 month 
()ver 1 year 

Total 

Total Disposal , Balance Outstanding Date of 
1+2 over amonth oldest 

(give reasons receipt 
in Annexure I) 

3 4 5 6 7 

5(a) Indents/Items 

Total Disposal Outstand. 
1+2 r--

...__ ing [For 
Covered X-man· C:ancelled/ Total break-up 
byA/T dation Returned see 5(b)] 

to Inden· 
·' tor(s) 

3 4 5 6 7 8 

5(b) Break-up Outstanding Indents/Items 

[cf. Column 8 of 5(a)] 

Outstanding 
r----------"-----------, 

Defence Other than 
Indents/Items Defence 

Indents/Items 

Total 
Indents/Items 

N'OTE-For details of cases over one year old, see Annexure II • 

. 5(c) Extension of validity of tendel- No ....•.•..•• 

Remarks 

8 

Remark! 

9 

Remarks 
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6. T.E.fC.S./Issue of Contracts (to be filled m by Cells concerned) 
NoTE :-Cross Items not applicable. 

B.F. from Received 
previous during 
month the 

I 

T.E. 

c.s. 
Issue of 

A/Ts. 

Issued 

I 

A/Ts. 

month 

2 

Total 
I+2 

3 

Disposal -
r-------------~~-----------, 

Within 
4 days of 
receipts 

4 

5-10 
days of 
receipt 

5 

Over IO Total 
davs of 4 to 6 
receipt 

(give reasons 
in 

Annexure 
Ill) 

6 7 

7(a) A/Ts.fRatefRunning Contracts 

No. Value 

2 3 

Out
stand· 
ing 

8 

Date 
of 

oldest. 
case 

9 

R/Rg./C (For Breakup see Annexure IV) 

Issued 

I 

Certificate 

I 

I.R.C. 

Q.C. 

(b) Advance A/Ts 

No. of cases where formal 
A/Ts. issued (or stilt pending) 
after 4 days of decision on 
tender or after issue of 
advance A/T 

2 

(c) I.R.Cs. and Q.Cs. 

Issued Outstanding 

2 3 

Maximum time taken/for 
which pending 

3 

Cases in which issueci 
(or are pending) after 
4 days of issue of 
contract 

4 



Description 

1 

(a) D/P Extension 
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8. Amendments to A/Ts . 

. Issued Outstanding 

2 3 

Date of oldest case 
pending 

4 

·------------------------------------
(b) Others .. 

Total 

B. F. from 
Previo\18 
month 

1 

Case 
(where 

supplies 
completed) 

which 
became 
ripe for 

Fzn. 
during 
month 

2 

DU.posed of 

Total 
1+2 

3 

9. Finalisation 

Finalised in Section 
,.---Jo'-----., 

No. Value 

4 5 

'··· 

Outstan<;ling 
(for details 

see 
Annexure 

V) 

6 

10. Miscellan·eous 
(a) P.R.O. Slips 

l'ending Date of oldest slip 
pending 

Price 
Variation 

cases 
transferred 

to 
Finalisation 

Cell 

7 

Date of 
oldest 
case 

8 

Remarks 

-----------------------------
1 2 3 4 

(b) Indexing, Recording and Weeding of Records 

Files Indexed and Recorded Weeding of Records at CRR 

B.F. from Fresh Total Disposal Balance Files Files Files 
previous cases 1+2 received marked remaining 
month during for destruc· to be 

month tion reviewed 

1 2 3 4 5 1 2 3 



Serial 
No. 

I 
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ANNEXURE I TO APPENDIX 25 

Particulars of Receipts over one month old 

(Cf. Item 4) -

Dn./F. No. Date Store Reasons for delay 

2 3 4 

ANNEXURE II TO APPENDIX 25 

Particulars of Indents over one year old 

[Cf. Item 5(b)] 

I. D.G.S.&D. Indent No. 

2. Date of receipt of Indent in 
(i) Indent Section 

(ii) Supply Section 
(iii) Effective date (if any). 

3. Description of stores. 

4. No. of Indent-items outstanding. 

5. Indent delivery period. 

6. Date of Tender Enquiry issued. 

7. Tim'e taken to issue Tender Enquiry. 

5 

8. Caus'es of delay in issue of Tender Enquiry, if issued after a fort
. night. 

9. Date Tenders opened. · 

10. Date of Comparative Statement put up. 

I I. Date if tenders referred to Inspecting Officer. 

12. Date reply received from Inspecting Officer. 

13. Date of decision taken on tender to place order. 

14. Main causes of delay in arriving at the decision to place order. 

15. Date on which Advance Order /Formal AfT placed. 

16. Remarks not covered by these columns but relevant to throwing 
light on delays in coverage. 
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ANNEXURE III TO APPENDIX 25 

Particulars of cases over 10 days old-Tender Enquiry /Comparative State
ment/Drafting of Contracts 

Serb. 
No. 

1 

(Cf. Item 6) 

Particulars j.e., whether Date of receipt in .Cell 
T .E./C.S,/Contra.ct 

Reasons for delay 

2 3 

ANNEXURE IV TO APPENDIX 25 

Particulars of Rate /Running Contracts Issued 

[Cf. Item 7(a)] 

(a) Running Contract 

4 

Serial Stores 
~o. 

Date of receipt of Date of checking Date of placing Remarks 
l Indent in D.G.S.& and Bulking of contracts 

D. Indents 
r-----A--
Prescribed Actual Prescribed Actual Prescribed Actual 

1 2 3 4 5 6 

(b) Rate Contracts 

Serial Stores Date of Date of Date of 
No. expiry of initiation of conclusion of Remarks 

current action for contract 
contract fre~h 

contract 

1 2 3 4 5 6 



Year 

1 

1950 
1951 
1952 
1953 
1954 
1955 
1956 -1957 
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ANNEXURE V TO Al>PENDIX 25 . 

Break-up of cases requiring finalisation 

(Cf. Item 9) 

No. Year 
outstanding 

2 3 

TotalB.F. 

1958 
1959 
1960 
1961 
1962 
1963 
1964 
1965 

Total Carried over:to:Column 4 Total 

No. 
outstanding 

4 



Description 

1 

Requisitions 

Queries 

Objections •• 

APPENDIX 26 

[Para 3.84(3)] 

Quarterly Arrears Statement of Audit Rt-quisitionsjQucricsfObjections 

Balances 
B. F. from r--------------J'-------------\'fotlll(Cola.6-7) 

'I'utal 
previous month Ou!.l!tanding r----------.A.---------~ 

Pending with Pending with Pending with 
the Dte Audit Litigation Section 

2 3 4 5 6 7 8 

Over 3 montha 

Over 6 months .- •• .. 
Over 1 year 

NoTE-For details Bee Statement (b) below. 

Serial 
No. 

1 

(b) Reasons for over one year old Audit Objectio.i.s 
Particulal'l! Reasons for delay 

2 3 

l~ 
"""' 



Serial Indent No. 
No. anddate 

1 2 

APPENDIX 27 

[Para 3.84(5)] 

Indent Planning Register 
(To be maintained by Assistant Director T.E. Cell) 

Planning 

Store Indentor 
Nature (Issue of Date of 
T.E., X-manda- issue ofT.E. 

3 4 

(i) B.F •..•...............• · · 

(ii) Received on date , . , .•••.• 

(iii) Balance .•••..........•... 

tion or return to 
Indentor etr..) 

5 

ABSTRACT 
Indents 

(a) less than 3 days old •....................• 
(b) between 3-7 dayi! , , , •. , •..•..••••...• , •• , 
(c) over 7 days .•..•..••.•.•.• , •...•...•.. , .•• 

6 

Date of 
opening of 

tenders 

7 

Section to which papers 
transferred, with date 

Section Date 

8 9 

Remar'ka 

10 

Assistant Director 
Signature of 

:Pirector 

I¢ 

~ 



Datei 
Serial:Ko. 

2 

Effecti,·e date of 
indent 

3 

APPE!':DIX 28 

[Para 3.84(5)) 

Indent Coverage Register 

Tendt>r openNl 
on;Tenrlers valid upto 

Dat<' nf d!'Pi•i<•n 
of wnders 

4 5 

Date of issue of 
contra<'t 

6 

Remarks 

7 



Dat<>, 
Serial No. 

Caso No. Name of Indentor 

1 2 3 

APPENDIX 29 

[Para 3.84(5)] 

Register of Comparative Statements 

(To be maintained by the C.S. Cell) 

Store Items for which No. of tendcro 
C.S. to be prepared received 

5 6 

Date of despateh (Jf Remarks 
C.S. t<> A.D.'D.D. 

purchase 

7 8 ----



APPENDIX 30 

[Para 3.84(5)] 

Register of Amendment Letters 

(To be maintained by A.D. in charge of Purchase Section 
Date .....••.....••••.•...••••.•••• 

f:erial Dy. No. and Date 
No. 

1 2 

(i} B.J!'. 

(ii) Received .on date 

(iii) Digpo~~al 

(i .:) Balance 

(v) Over 7 days old 

Nature 0f 
amendmPnt 
*'D' or '0' 

3 

Amendment 
letter 

No. Date 

4 

A[r No. & Date 

5 

ABSTRACT 

DjP Cases 

*Let,end-D for receipts involving extension of delivl'ry period and 0 for others, 
LjP(N)238DGS&D-17 

Name of firm 

6 

Others 

Se<'tion ........ · · · · · · · · · · · · · · · · 

Store Remarks 

7 8 

Total Signature of A.D. 



Serial 
No. 

1 

J.<·iJeNo. 

2 

APPENDIX 31 

[Para 3.84(5)] 
Register of AfTs. Drafted 

(To be maintained by the Assistant Director in charge of Contract Section) 

Date of Decision/ Date of Draftin~ 
Date of receipt 

of file 

3 4 

Date of Issue 

5 

If advance AfT 
is~ued date of 

issue of final A'fT 

6 

IfiRCfQC 
required, date of 

its issue 

7 

Remarks 

8 
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APPENDIX 32 

[Para 3.86(VI)] 

lnstr~ctions .Regarding .Retiirn of ~eceipted Copies ot i~specti~~· ~-e>tes by 
Consignees 

Consignees should ensure that the Receipts Certificate is returhed. to 
the contractor ~ithin a. ;reasonable period normally not exceeding 3 weeks 
from the date of receipt of stores by them. Where the consignees fail to 
r'cturn the receipt certificates within 60 days of the despatch of the Inspec
tion Note and the Railway Receipt, the procedure will be as below: 

(i) the contractor will address the consignee a fetter under Register
ed Cover A/D for expediting the Receipt Certificate, simul
taneously endorsing copies of the lettet to the Supplies Officer as 
well as the indentor; · 

(ii) in case the Supplies Officer does not receive any ·communication 
from the consignee J indentor giving satisfactory reasons for 
delay in issue of the receipt certificate, he will on the lOth day 
of the receipt of the copy of the letter from,_the contractor issue 
a letter to the next higher officer of consignee under registered 
-cover A/D requesting him to arrange for the return of the 
Inspection Note or to reply giving reasons for delay within 15 
days impressing upon him that failure to reply. will lead to 
automatic payment of firm's bill in full on or after the 90th 
day; 

·' (iii) in the event of the non:receipt of a sat_isfactory reply either from 
the ind·entor or the consignee, the Supplies Officer will on the 
9Ist day of the date of despatch of Inspection Note and Railway 
Receipt, authorise payment of the outstanding amount. of the 
bill to the contractor without the consignee's receipt certificate. 

The above procedure will also apply mutatis mutandis to payments to 
be made against Supply Orders placed by Direct Demanding Officers against 
Rate /Running Contracts. 
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APPENDIX 33 

[Para 3.86(VI)] 

Form of Letter to be written by Purchase Officer to Consi!mee in case of 
Delays in return of Receipted copies of Inspection ~Notes 

Regd. A.D. No ................................• 

(NAME OF 1HE OFFICE) .••••••••••••••..•••• 

. . . . . .. . . .. .. . .. . . . . .. . . . . .. . . . ... . .. . ..... 
Date ...................................• 

_To 

··················································· 

SUBJECT: -This office AfT.fS.O. No .................................................. . 
dated ........................... for supply of ..... . · ............... (stores) 
........................................ against ................................... . 
(Name of Indentor) .................... .'s Indent No .................. . 
.......................................... dated ................................... . 

REFERENCE: -Letter No . ................................. dated ....................... . 
from S/S ...................................•.................. regarding 
return of copies 2 & 5 of Inspection Note(s) No • ............... 
addressed to this office and copy endorsed to you. 

It has been complained by SfS .................................................. . 
that copies 2 &: 5 of Inspection Notes duly receipted in acknowledgment of 
the stores supplied, have not yet been returned by you. As the suppliers 
cannot obtain the balance 5%/2% payment without receipted Inspection 
Notes, you are requested to return these without any further delay. In case 
some further delay in return of these receipted copies is anticipated, you 
are requested to intimate the same to this office immediately. 

It should be noted that if you fail to return the IfNote duly receipted 
by 90th day after despatch of stores or 15 days from the date of issue of this 
letter, whichever is later, the firm will automatically claim the balance pay
ment after the expiry of the period, in terms of clause 19(2)(iii) of the 
Gen'eral Conditions of Contract. 

( ) 

Deputy Director of Supplies 

for Director General of Supplies and Disposals 



229 

Copy to-

1. The Pay &: Accounts Officer ........................................................... .. 
..... .... . ........... .... . ..... ........ ... (duly authenticated) 

He is requested to make payment onjafter 90th day of despatch of 
stores or 15 days from the date of this letter, whichever is later, without the 
receipted copy of·IjNote unless he h'ears to the contrary from the consignee 
()r from this office. . . 

2. Indentor ......................................................................•............••• 

··························································'·················· . . 
••••••.•• •'• ••.••••••••• ~ ••••••.••••• -'•. •t•. •'•. ~· ••.•••.•• .~ •••.•• ,,, •• ' .••••••••••••• •. 

for information and necessary action. 

( J 
Deputy Director of Supplies .. 



APPENDIX 34 

(Para 3.89) 

Work Analysis of Pilot Section 

SWP-6 (Pilot) Section 

(Position from 5-10-1964 to 31-5-1965) 

INDENTS RECEIPTS 
r- .A. 

~ . r- .A. .~ 

B.F. Received Total Covered Balance 13..F. Received Dispoped Balance .No .. of No. of 
Month of A/L : caRes 

'ISSUed involving 
· extension 

in 
· validitv of 

offers -
October 1964 12 I2 2 IO 6 6 
NovembPr I !lll4 IO I5 25 IO 15 94 . 94 

T>ecem bPr I !l64 I5 16 31 I6 15 42 ; 42 .5 
.January I965 ., 15 20 35 1!l 16 68 : 68 .4 .. 
February I965 

~ ! 16 2I 3'1 22 15 77 : 77 '·1 .. 
March 1965 15 34 49 18 31 156 156 '1 1 .. 
Aprili965 31 27 58 I5 43 I85 185 

"' 
2 

May 1965 43 18 6I 24 37 209 ·166 43 12 2 

I45 163 308 126 182 837 79·1 43 '39 a 

·- -.. -. ---

~Ql'E-ln the month of April the rate contract on Machine Tools expired. No freRh rate contract had been concluded h;v thl' end of 1\fa;v, Nir10 
~upply orclere ~rriving jq the~e two month~ therefore we•1t into thP cq,t!J~or;v of ont~ttwliq~ indent~, . 

~ 
~ 
0 
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AJ?PENDI?' 35 

[Para 3.90] 

Results of the Studies conducted in the Pll{chase Wing of D.G.S.&D. 

1. For the purpose of our study we concentrated on the OPC and the 
Railway Directorates. The OPC deals with items which are of a non-technical 
nature whereas in the Railway Directorate the items dealt with are mechani
cal stores whicp are of a technical nature. The idea in selecting these two 
Directorates was to have an appraisal of the working of both the technical 
and non-technical sides. - - · · · · -

2. Two Sections in each of the above two. P.irectorates were selected for 
our study. On the OPC side, QPC-2 dealing with Ghem,icals and OPC-3 
dealing with Oils, etc., were studied. On the Railway Stores side, Sections 
SR-4 dealing with Small tools and SR-6 dealing with cranes etc., were 
studied. The study was restricted to a period of 6·4ays in each of these two 
Directorates. During this period, the actual receipts and dis,posals at various 
levels were examined. The results of this examinat'ion are mdicated in the 
two statements placed at Annexures I $c II. · · · · · 

3. Annexure I gives the number and the percentage of receipts under 
various categories received in the Sections. Annexure II gives particulars of 
the actual disposals of vario. us types of receipts from the level of their actual 
submission by the office and above to the level of their actual disposal by 
S.O., A.D., D.D. and above. The results, that flow from this study broadly 
are:- ' · 

s.o. 
A.D •.• 
D.D ••• 
Dir. 
D.D.G. 

(i) On the whole, in both the Directorates, 35 per cent receiJ;>tS are 
for information, 15 per cent are of misc. nature (e.g., remmders, 
calling for copies of A/.T, etc:)' and 50 per"cent receipts are such 
as require effective action. . · · · · .. · . 

I ·' ., J ' ' '.I 

(ii) The work-load, on the Railway Stores side ~s heavier than on 
the OPC side. While for ·th~ OPC sections studied, the average 
receipts per day per section comes to 50, on the Railway Stores 
side, it comes to about 70. TlJ,e nature of work on the Railway 
side is also comparatively more exacting. · · ·· · 

(iii) While on the ()PC side, 'as ·per dispo~al tl}e p.uml;>er of cases 
regarding A Ts &: Amendments to A Ts is about 22 per cent, on 
the Railway Stores side, this average comes to 46 per cent. 

(iv) On the OPC and. the Rail~ay side, -the percen~ag'e of disposal at 
various levels is as under: - • - . . · 

O.P.C,J S.R • 
..,....-

Level SOPC-2 · SOPC-3 · Average SR-4 SR:It ~ .... A 'verage 

42·4 16·6 29·5 9·5 34·2 21·9 
32·1 67·4 49·8 69·6 ~~·9 51·2 
21·4 6·4 13·9 12·'1 14·3 13·5 
2·0 6-4 4·2 7·6 15·7 11•6 
1•5 0·5 1·0 ' 

A.D.G./D.G. 0·6 2·7 1·6 0·6 2·9 1·8 

100·0 100·0 100·9 . 100-0 100·9. .100·0 



232 

\V) As for the initiation of the cases, the position is as under: 

O.P.C. S.R. 
--~ 

Level SOPC-2 SOPC-3 Average SR-4 SR-6 Average 

Office 97·4 99·0 98·2 86·7 95·8 91·2 
s.o. 0·6 o·5 0·5 
A.D. 2·0 0·5 1·3 10·8 2·8 6·8 
D.D. 2·5 1·4 2·0 

100·0 100·0 100·0 100·0 100·0 100·0 

(t:i) The~average for the cases on which substantial contribution was made- at various 
levels comes to about 1·4 cases per day per section: 

Level at which substantial contribution made 

Office 
s.o. 
A.D. 
D.D. 

OPC-II OPC-ill SR-IV SR-Vl 

2 6 3 
2 1 1 
2 2 8 2 

4 

6 9 16 2 

Total=33 

Average per day per section=33=1·4 

(vii) The cases disposed of at S.O.'s level are mainly of the nature of 
'for information' 'miscdlaneous' or concerning submission of 
files to the Finalisation Directorate on completion of A/Ts. The 
break-up of the percentage of actual disposal at the S.O.'s level 
mentioned in· clause (iv) above is as under: 

Category of cases OPC SR 

SOPC-2 SOPC-3 Average SR-4 SR-6 Average 

(a) For information 
Number 69 16 7 
Percentage to the total 

No. of cases 35·2 8·5 21·8. 4·5 2·2 

(b) Miscellaneous 
Number 8 14 4 5 
Percentage to the total 

No. of cases 4·0 7·5 5·8 2·5 7·1 4·8 

(c) AT and its· amendments ·-- . -· 
Number 3 1 
Percentage to the total 

No. of cases 1·6 0·6 1·1 

(d) ~alisation 
Number 3 4 19 
Percentage to the total 

1·6 ·No. of cases 0·8 2·5 27·1 14·8 
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4. The general pattern in the Sections on the Purchase side~ is to have 
one S.O. and one A.D. in each section. There are two categories of S.Os, one 
having the Class I status to themselves and the others in the usual class II 
scale of Rs. 350-900. In the case of Assistants Director also, there are two 
scales (i) Class I scale Rs. 400-950 and (ii) Class II scale Rs. 350-900. This 
shows that there is not much difference in the status of these two categories 
()f officers, namely, Section Offic'ers and Assistants Director. · 

5. \Vhile the Assistant Director have been given powers to issue ATs 
and other communications to the firms, the S.Os with their present designa
tions have no locus standi to dispose of this type of work. They are, there
fore, mainly utilised to d'eal with the following items of work in the sec
tions:--: 

(i) Reports and returns concerning sections; 
(ii) Opening of tenders; 

(iii) Scrutiny of comparative statements of tenders received; 
(iv) 1\farking of dak to various assistants, Clerks in the Section; 
(v) Hand~i~g of rate-running contract cases put up by assistants for 

· subm1ss•on to D.D. 

(vi) Scrutiny of finalisatiqn case statements while transferrin!!: the 
case to the Finalisation Directorate. 

(vii) Recording of files. 

(viii) General Administration. 



ANNEXURE I TO APPENDIX 35 

Statement showing the number and percentage of Receipts under various categories received in the O.P.C. (SOPC 1 b 2) 
and Railway (SR 4 & 6) Directorates. (For a period of one week) 

Serial Section Inrlent 'l'ender AfT & RC/ Inspec- Liquida- For :· Miscella- Capacity/ Legal Delay Finalisa- Total 
No. & its Enquiry Its ROC& tion ted informa-· neous Regis- report. tion 

amend- amend. its Notes damages tion (Remin- tration and 
menta ments amend- ders progress 

mente • calling 
for 

eopiesof 
··RCs 

eto.) 

1 2 3 4 /) 6 7 8 9 'II) ', ll :12 13 14 15 

SOPC-2 - 3 8 12 3 10 2 !14 '10 ;62 ~:>:) 

1 20 3 1 :28 5 58 
c,.., 
-~ 

1 12 2 16 7 1 '] 40 
1 2 13 3 >4 ·}3 3 .39 

7 19 8 '20 1 :'24 8 87 
15 )2 1 4 . 2!l 2 63 

Total No, 4 34 88 20 35 7 12t '35 1 :1 349 
Peroeatage 1·1 9·7 25·3 5·8 10·0 ·2·0 ·35·5 10·0 -0·3 ·>0·3 100·0 

2 SOPC-3 2 2 7 13 ·10 7 '42 .. 2 7 10 1 ;13 IJ4: 47 
2 4 8 ·.9 :3 3 '29 

2 3 5 5 '3 21 7 ·46 
1 4 3 10 3 10 6 37 
3 3 4 6 3 •26 ;10 -55 

'l'otal No. 8 16 2t 40 2!l 3 83 47 '2511 
ferc~mta~e .. 3·1 6•4 9·4 1!l·O 11• ~ ! •() 3~·4 JB•4 •• 100·0 



3 SR-4 1 3 7 6 - 1 I9 11 5 1 5-l 
8 5 10 27 I2 5 2 70 

2 11 13 23 5 1 4 4 63 
6 IO 1 15 IO 2 .1 45 
8 18 2 2() 10 6 6l 
5 9 2 7 10 8 H 55 

lotal No. 3 4I 62 9 IS 3 ll4 56 I 36 8 351 
Percentage 0·8 11 ·7 I7-6 2·6 5·I 0-8 32·4 16·0 0-3 I0-4 2-3 100-0 

4 SR-6 1 11 27 .1 1 60 14 8 2 125 
4 11 1 4 2 27 2 1 1 53 
5 -26 4 -1 36 -IS i 1 95 

'3 -4 '21 3 22 17 3 '1 74 
2 '27 8 7 6 4 54 

- 1 9 16 ··,.· 1 1 18 8 .2 3 59 
~ 

~ c..:l 

Total No. 5 35 '128 9 15 3 170 65 22 8 460 - ~il 

Percentage - 1·0 7·7 27-9 2-0 3·1 0-7 36-9 14·1 1-8 1-8 1(10-0 
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ANNEXURE it TO APPENDIX 35 

Statement showing the percentage of Disposals at various levels of dilferent categories of cases handled in OPC (SOPC 2 & 
3) and Railway Stores (SR 4 & 5) Directorate 

(For a period of one Week) 

CATEGORY OF A CASE 
Serial Dte.f Per-
No. Section for. In- Tender ATs & RC{RG Miscella- For Delay Inspec- Capacity Liquida- Fina- Legal Foreign Total Perc·en-

Jner dents amend- fC & neous in forma- report tion Report.:~ ted li~ation Exchange tage 
&its ments its tion and damages 
amend- to amend- progress 
Jnents ATs. ments 

Put up Put Put up Put up Put up Put up Put up Put up Put up Put up Put up Put up Put up Put up Put up 
fDi&· upfdis- jDis- {Dis· {Dis- {Dis- /Dis- {Dis- {Dis' {Dis- /Dis- {Dis- {Dis- {Dis- /Dis-
pose(l poRed !'03erl posed poRed pooerl posed posed posed posed plsed posed }Josed posed poBed 

of of of of of of of of of of of of of of of t-:l 
~ 

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 ~ 

1 OPC Off. No. 3 4 48 12 15 99 2 4 2 2 191 97·4 
(SOPC-2) % 1·6 2·1 25·1 6·3 7·9 51·9 1·0 2·1 1·0 1·0 100·0 

No. 
% 

s.o. No. 1 1 0·6 
% 100·0 100·0 

No. 3 8 69 3 83 42·4 
% 3·6 9·7 83·1 3·6 100·0 

A.D. No. 4' 4 2·0 
% 100·0 100·0 

No. 2 2 2i 5 2 27 1 63 32·1 
% 3·2 3·2 38·1 7·9 3·2 42·11 1·6 100·0 



D.n. 1\o. 
Ol 
/0 

No. 1 1 21 7 5 3 1 2 42 21-\& 
% 2·4 2·4 60·0 16·4 ll·!f 7·3 2·4 2·4 4·8 100·0 

Dir. No, 
% 

.No. 2 1 4 2·0 
% 50·0 25·0 25·0 100·0 

D.D.G.No. 
% 

No. 1 2 3 1·5 
% 33·3 66·7 100·0 

A.D.G.fD.G. No. . .. .. 
% 1:-:) 

No. 1 I 0·6 ~ 
~ 

% 100·0 lOC·O 

Total No. 3 4 53 12 15 99 2 4 2 2 1911 100·0 
% 1·6 2·0 26·8 6·2 7·R u0·6 1·0 2·0 1·0 1·0 100·0 

No. 3 4 53 12 15 99 ... 2 4 2 2 196 100·0 
% 1·6 2·0 26·8 6·2 7·8 50·6 1·0 2·0 1·0 1·0 100·0 

2 OPC Off. No. 2 2 30 58 62 3R 3 .. 185 99·0 
(SOPC3) % 1·1 1·1 16·2 31·4 28·1 20·1) 1·6 100·0 

No, 
% 

s.o. No. 1 1 0·5 
% 100·0 100·0 

No. 1 14 16 31 16·6 
% 3·2 45·2 51·6 100·0 



1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 

A.D. No. 1 1 0·5 

% 100·0 .. 100·0' 

No. 3 2 27 35 35 21 3 126 67·4. 

% 2·4 1•6 21·4 27·8 27·8 16·6 2·4 100·0 

D.D. No. 

% 
No. 9 2 1 12 6·4 

% 75·0 16·7 8·3 100·0 

Dir. No. 

% 
No. 1 11 12 6•4 ~-

~: 

% 8·3 91·7 100·0 00.' 

D.D.G. No. 

% 
No. 1 1 0·5. 
% 100·0 100·0 

A.D.G.fD.G .. No. 
0/. ,o 

No. 4 1 5 2·7 
% 80·0 20·0 100·0. 

TotRI No. 3 2 30 59 52 38 3 187 100·0 
% 1·6 1·0 16·0 31·6 27·8 20·4 1·6 100·0 

No. :i 2 30 59 52 3'8 3 187. lOCH) .• · 

% 1·6 1·0 16·0 31·6 27·8 20·4 1·6 100·0 



3 Rly.Scc. No. 3 6 77 " 20 10 8 I 1 " 1 2 137 86·7 
Stores. O' 2·2 4·4 56·2 2·9 H·6 7·3 5·9 0·7 0·7 2·9 0·7 1·5 100·0 /0 
(SR-4) 

No. .. 
% 

s.o. No. 
01 
10 

No. 4 7 4 15 9·5 
% 26·7 46·6 26·7 100·0 

A.D. No. 1 12 2 1 1· 17 10·8 
% 5·8 70·7 11·9 5·8 5·8 100·0 

No. 2 5 74 13 3 8 1 1 1 2• 110· 69·6 
% 1·8 4·5 67·4 11·8 2·7 7·3 0·9 0·9 0·9 1·8 100·0 

D.D. No. 1 1 1 1 4 2·5 
% 25·0 ,25·0 25·0 25'0 100·0 .. 

~ 
No. 1 1 8 l 3 3 2 1 20 12·7 ~ 

co 
% 5·0 5·0 40·0 5·0 15·0 15·0 10·0 5·0 100·0 

Dir. No. 

% 
No. 1 6 3 1 1 12 7·6 
% 8·4 50·0 25·0. 8·3 8·3 100·0 

A.D.G.J No. 
DG % 

No. 1 1 0·6 
% 100·0 100·0 

Total No. 3 7 89 4 21 13 10 1 1 1 4 1 3 158 100·0 
% 1·9 4·5 56·3 2·5 13·4 8·3 6·3 0·6 0·6 0·6 2·6 0·6 1·9 1CO·O 

No. 3 7 89 4 21 13 10 1 1 1 4 1 3 158 100·0 
% 1·9 4·5 56·3 2·5 13·4 8·3 6·3 0•6 0'6 0·6 2·5 0•6 1·9 100·0 



1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 
------

4 Rly. Seo, No. 3 3 23 2 10 2 1 1 20 2 67 95·8 
Stores % 4·5 4·5 34·2 3·0 15·0 3·0 1·5 1·5 29·8 3·0 100·0 

(SR-6) No. . .. 
% .. I s.o. No. 
% .. 
No. 5 19 24 34·2 
% 20·8 79·2 100·0 

A.D. No. 2 2 2·8 
% 100'0 100·0 ----------No. 1 1 14 2 2 1 1 1 23 32·9 
% 4·3 4·3 60·9 8·8 8·8 4·3 4·3 4·3 100·0 

D.D. No. 1 1 1·4 
% 10·0 100·0 t-:) 

~. -- 0 
No. 6 1 1 1 1 10 14·3 
% 60·0 10·0 10·0 10·0 10·0 100·0 

Dir. No. .. 
% .. 
No. 2 2 3 1 2 1 11 15·7 
% 18·2 18·2 27·4 9'0 18·2 9·0 100·0 

A.D.G.fD.G. No. 
% 
No. 2 2 2·9 
% 100·0 100·0 

Total No. 3 3 25 2 10 2 1 1 21 2 70 ·-.190;0 
% 4·3 4·3 35·6 2·9 14·3 2·9 1·4 1·4 30·0 2·9 . : .. '100•0 .. 
No. 3 3 25 2 10 2 1 1 21 2 .. ·:L 70 100•0 
% 4·3 4·3 35'6 2·9 14·3 2•9 1·4 1·4 30·0 2·9 100·0 .. 



APPl.NDIX 36 
[Paras 3.101 and 3.102(10)] 

Statement showing the Reallocation of Items between different Purchase Directo;ates 

Serial Proposed name of 
No. Directorate 

Existing Directorate 
to which it corres

ponds 

Category of items to Items that will be shl"d 
be dealt with by it 

Items that will be added 

Item • Transferred from 

1 2 3 4 6 6(a) 6(b)'• 

--------------------------------------------------------------------------
I Mechanical Engineer- Works Programme 

ing Store( I. 

2 Electrical Stores . . Engineering Stores 

3 Railway Stores Railway Stores 

Mechanical Engineer- (i) Railway Track itews (i) Small Tools Railway Stores Dte. 
ing Sotres, (ii) Mechanical Signalling (ii) Pumps and pumping Engg. Stores Dte. 

Electrical Stores 

Stores peculiar 
Railways. 

items. sets, 

(iii) Welding Sets } 
( iv) Furnaces · 

'·r. (i) Pumps and pumping sets NIL 
{ii) Sewage treatment plant 

(iii) Water purification plant 

and chlorinators. 

{iv) Drilling equipment. 

(v) Lifts. 

Projeot Dte, 

NIL 

to (i) Small tools. 
(ii) Non-ferrou11 metal a.nd 

electrodes. • · 

.C•> R&ilway track itema }Works Programme 
( ii) Mechanical Signalling Dte. 
items. 

(iii) Cranes of a.ll types, 

(iv) {lra.b Winches, 

{v) Ship building. 

(vi) Boats, Iaunohes etc • 

. (vii) Dredgers. 

(viii) Steel structural items 

(is) Tubular truisM. 



1 

-·APPENDIX -36-coni:fd.-

2 3 4 5 6(a) 6(b) 
--------------------------------------------

4 Misc. and 
Hardwara. 

Misc. and 
Hardware. 

5 Oils, Paints, Drugs Oils, Paints and 
and Chemicals. Chemieals. 

6 Timber, Wool and 
Leather. 

7 Vehiele.~ 

Timber, Wool an<l 
Leather. 

Vehicle~ .• 

Misc. ar:d 
Hardware. 

All types of Oils, 
Paints, Drugs and 
Chemieals. 

All types of Timber, 
Wool and Leather. 

All type of vehicles 
and allied spares. 

(i) Plastics & plastic 
items. 

(ii) ICork and allied items. 
(iii) JGiass and glassware. 
(iv)JBicycles. . 
(v) Aircraft and spares. 
(vi) Printing machinery. 

NIL 

(i) M.S. round & bars. 
(ii) Telegraph wires. 

(vii) Manhole covers. 
(viii) All Hardwares now 
dealt with in Section 
SV-4. J 

Vehicles Directo
rate. 

(ix) Non-ferrousmetalsand Railway Stores Dte. 
electrodes. 

(i) Plastic and plastic items. }Miscellaneous and 
(ii) Cork and allied items. Hardware Stores 
(iii) Glassand glassware. Dte. 

(i) Blanketing cloth woollen. · (i) Tentage. } Directorate of 
(ii) Baize cloth woollen. (ii)Alltypeofgarments. Supplies (Te:q, 

(iii) Cloth drab mixture. (iii) Mosquito nets. Bombay. 
(iv)Cloth woollen superfine. (iv) Webbing equipment. 
(v) Cloth Barathea Blue. 
(vi) Gaberdine worsted 
woollen. 

(vii) Serge cloth. 
(viii) Shirting Angola. 
(ix) Bunting cloth woollen. 
(x) Any other woollen 
fabrics. 

(i) Dairy equipment. 
(ii) Seaming Machine. 
(iii) Chemical and Pharma
?eutical Machinery. 

('v) Leather Machinery. 
(v) Timbertreatmentplant. 

(i) Boats of all types, 
launches etc. 

(ii) Cranes of all types. 
(iii) Light ships. 
(iv) Dredgers. 
(v) Crab winches. 



S Project 

9 Mechanical Engineer
ing:Stores ll. 

Project 

(vi) Electro-plating plant 
and machinery. 

(vii) Conveyor belt system 
machine. 

(viii) Food processing and 
canning machinery. 

(i:r:) Metalde-greasing plant. 
(:r:) Oil testing machines. 
(:r:6) Laundry machinery. 
(:r:ii) Coil winding machines. 
(:r:iii) Sulphuric acid plant I!. 
(:r:iv) Air Compressors. 
{:r:v) Road Rollers. 
(:r:vi) Concrete mixers and 
vibrators.· 

(:r:vii) Bitumen and Asphalt 
mixers. 

(:r:viii) Pipe drilling plants, 
atone crushers, Tar boilers 
etc • 

.(:r:i:r:) All type of industrial 
"'machinery dealt with in 
Section~SV-4. 

( va) Bicycles. 
(via) Aircraft a.nd spa rea. }

Misoellaneoua and 
Haruware Dte. 

Heavy Plant 
Machinery. 

and (i) Welding Sets. NIL NIL 

Mechanical Engineer
ing Stores. 

(ii) Furnaces. 

(i) Sewage treatment plant.l 
(ii) Water purification and 
aoftenin"g plant and 
clilorinators. 

(iii) Drilling equipment. 
ft"(iv) Lifts. . 

(v) Steel structural items. 
(vi) Tubular truaaea. rVehicles Directora~ 
(vii) Dairy equipment. 
(viii) Seaming machine. 
(i:r:) Chemical and pharma
ceutical machinery. 

- (:r:) Leather machinery. J 
(:r:i) Timber treatment plant. 



1 2 3 

9 Mechanica.J. Engin
eering Stores II 

10 Directorate of 
Suplies (Tex.), 
Bombay. 

Directorate of Sup
plies (Tex.), Bom
bay, 

11 Difllctorate of Sup- Directorate of Sup
plies and Disposals, plies and Disposals, 
Bombay. Bombay. 

NIL 

APPENDIX 36-contd. 

Mechanical Engin
eerinjl Stores 

5 

(i) Tentage. 
(ii) All garments. 
(iii) Mosquito nets. 

Webbing equipment. 

6(a) 

- and machinery. 
(xiii) Conveyor belt system 

machine. 
(xiv) Food processing and 

6(b) 

(xii) Electro-plating plant l 
canning machinery. . . 

. (xv)Metalde-greasingplant. Vehldes Duectorate. 
(xvi) Oil testing machine. J 
(xvii) Laundry machinery. 
(xviii) Coil winding ma-

chines. -
xix)Sulphuric Acidplants. 
(xx) Printing machinery of "\,Miscellaneous and 

all description. JHardware Dte. 
(xxi) Pipe drilling plant. 
(xxii) Aircompressors. 
(xxiii) Road Rollers. 
(xxiv) Concrete mixers and 

vibrators. 
(xxv) Bitumen and asphalt 

mixers. 
(xxvi) Stone crushers and 

tar boilers. 
(i) Blanketing cloth woollen 
(ii) Baize cloth woollen. 
(iii) Clothd.rab mixtures. 
(iv) Cloth woollen superfine. 
(v) Cloth Barathea Blue. 
(vi) Gaberdine worsted 

woollen. 
(vii) Serge cloth. 
(viii) Shirting Angola, 
(•x) Bunting cloth woollen. 
NIL 

Vehicles Dte. 

Timber, Wo!ll and 
Leather, 

NIL 



1 2 3 

No. of No. of 
indents sections 

Region received required 
during after 
1964 reorga-

ni•ation 
(one 

section 
for 250 
indentB 

APPENDIX 37 
[Paras 3.105(4) & 3.106] 

Statement showing Staff Requirements of Purchase Sections in Regional 
Office of D.G.S. & D. in Consequence of proposed Re-organisation 

4 5 6 7 8 

Propost>d staff for 
purchase 

sections (each sec
tion to have 

I AD,2UDC, 
3 LDC and 

l Stenographer) 

Propost>d staff for Total Present strength in Net Addition ( + )/ 
(i) T.E. Cell (for reorganhed purchase Sections Redul'ticn (-) 
(ii) Comparative State- purchase sections) ,---------"-----.,-------.A.------. 

ment work ,.. ___ _,._ __ ---. AD Super-UDC Steno- AD Super- UDC Steno-
(iii) For pressure ofwtrk AD UDC Steno· inten- -- gra- inten-

in certain sections gra- dents LDC phers dent 
LDC phers 

Steno
typist 

UDC
in· 

charge 

Steno
typist 

UDC
in-charge 

LDC 
gra

pher 

Steno
typist 

per r-----~----~ 
UDC LDC ··steno

typist 

.----"=~--. 
annum) 

Calcutta. 1705 7 

Bombay I022 4 
(S&D) 

Bombay 1428 6 
(Tex) 

AD UDC Steno- AD 
gra-

J,DC phers 
(a) (b) (c) (a) 

7 I4 

2I 

8 

12 

6 12 
plus 
ITA 

18 

7 (i) I 
(ii) .. 
(iii) 

I 

4 (i) 
(ii) 
(iii) .. 

I 

6 ' (i) I 

I (ii) 
(iii) 

1 

(b) (c) (d) 

3 
2 
3 

8 

3 
2 
2 

7 

3 
2 
3 

8 

3 

3 

6 

3 

2 

5 

3 

3 

6 

1 

I 

1 

I 

(a) (b) (c) (a) (b) (c) (d) (a) (b) (c) (d) 
------

8 22 7 9 5 48 5 (-) 1 (-) 5 (-) 26 (+)2 

5 

27 

15 

17 

7 20 
plus 
ITA 

24 

I 

4 

I 

6 

5 

6 

6 75 

I 29 

5 32 

5 

5 

46 

65 

1 

3 

(-) 6 (-) 48 

(-) 1 (-) 14 (+)I 

(-) 5 (-) I5 (+)I 

5 <+>I c..:..> l'i <-> 26 <+>1 

(-) 5 (-) 4I (+)1 



APPENDIX 37- cone/d. 

1 2 3 4 5 6 7 8 
r----"----. ~ .A. 

~ r----.A----~ 
(a) (b) (e) (a) (b) (c) (d) (a) (b) (c) (a) (b) (o) (d) (a) (b) (r) (d) 

Madras 1478 6 6 12 6 (i) 1 3 3 1 7 19 6 3 2 23 2 (+)4 (-) 2 (-) 4 (+)4 
(ii) 2 -- -----

18 (iii) .. 2 2 23 1 2 37 (-) 2 (-) 14 (+) 1 

1 7 5 1 

Kanpur 635 2 2 4 2 (i) .. 2 6 2 2 1 6 1 .. (-) 1 (+)1 
(ii) .. 1 

6 (iii) .. 1 1 7 1 7 (-) 1 

2 1 t¢ 
If:>. 
Q) 

Total 25 25 50 25 4 32 23 4 29 82 25 25 14 152 16 (+)4 (-)14~ (-) 70 (+)9 
plus plus -- -- --
1TA 1TA 4 19 216 1 (-) 19 (-)118 (+)3 

75 98 

NoTm-The.;e figures do not take into account any a.djustment.s necessary in lea.ve reserve. 
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APPENDIX 38 

(Para 3.1 06) 

Surpluses and Deficiencies of Staff at Headquarters 

Category PToposed Sanctioned 
strength strength 

Director 9 8 

Deputy Directors 19 18 

Assistants Director} 
Section Officers 

93 49"\.86 
37J 

Assi~tsuts I. 181 139"\. 
U.D.Cs. J 13SJ 274 

L.D.r11. 195 255 

Stf-notypists 26 3 

Actual 
strength 

8 

18 

86 

296. 

266 

3 

Addition+ 
Reduction

in relation to 
sanctioned 

strength 

+1 

+1 

+7 

-93 

-60 

+23 

Addition+ 
Reduction

in relation 
to actual 
strength 

+1 

+1 

+7 

-115 

-71 
+23 

Stenographers •• 62l 22 22 +401 say 41 +41 

NoTES (1) For purposes of reckoning savings the figures of the actual strength should be 
taken which include the augmentation made by internal adjustment-from 
the Directorate of Administration and the Import and Shipping Section-for 
these men will not be required back in the sections from which they were 
withdrawn for purchase work. · 

(2) These figures do not ta~ into account any adjustments necessary in lean 
reserve. 
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APPENDIX 39 

(Para 4.7) 

Table showing analysis of time taken by officeftechnical officers in putting 
up papers, conducting inspe<;_tion etc. 

PART 'A' 

Sri. Events 3 days and Between Between 22 days and Total 
No. below 4-7 days 8-21 days above 

1 2 3 4 5 6 7 

1 Receipt and submi- No. 70 No. 57 No. 87 No. 18 N(l. 232 
BBion of A/T, S/0 % 30·2 % 24·6 % 37·5 % 7·7 % 100 
etc. by office. 

2 Receipt of and sub- No. 34 No. 26 No. 37 No. 8 No. 105 
mission of Inspec-
tion Call, request 
for Capacity Report 
etc. by office 

% 32·3 % 24·9 % 35·2 % 7·6 % 100 

3 *Receipt of Inspec- No. 25 No. 12 No. 29 No. 52 No. 116 
1iion call etc. and % 21·2 % 10·2 % 24·6 % 44·0 % 110·0 
actual inspection: 

4 Actual inspection No. 80 No. 39 No. 46 No. 25 No. 190 
and recording of 
note on file. 

Of-.o 42·1 % 20·5 % 24·2 % 13·2 % 100·0 

5 Recording of note on No. 178 No. 26 No. 17 No. 6 No. 227 
file and signature by % 78·4 % 11·5 Of 7·5 % 2·6 % 100·0 
higher officers. 

/0 

6 Signing of Inspection No. 212 No. 32 No. 15 No. 6 No. 265 
Note etc. and its % 
iBBue: 

80·0 % 12·0 % 5·7 % 2·3 % 100·0 

7 *Re<'.eipt of Inspec- No. 7 No. 2 No. 31 No. 103 No. 143 
tion call, etc. and % 4·9 % 1·4 % 21·7 % 72·0 % 100·0 
iBBue of Inspection 
Note etc. 

8 Receipt of complaints No. 1 No. No. 4 No. 9 No. u 
Jappeals/representa-
tions and their dis-

% 7·1 % % 28·6 % 64·3 % 100·0 

posal. 
9 In putting up paper" No. 127 No. 160 No. 183 No. 72 No. 542 

other than A/T, Sf % 23·4 % 29·5 % 33·8 % 13·3 % 100 
0 etc. 

10 In put.ting up drafte No. 53 No. 9 No. 13 No. 5 No. 80 
% 55·0 % 15·0 % 21·7 % 8·3 0! 100 10 

11 In putting up fair for No. 42 No. 29 No. 29 No. 6 No. 106 
signature. (2 days & (3-7 dny8) % 27"1 % 5·6 01 100·0 10 

below) 
% 39·6 % 27·4 

12 In issue of commu- No. 79 No. 65 No. 24 No. 3 No. 171 
nica.tions other than (1 day) (2-7 days) 
Inspection Notefln-
spect.ion certificate 

% 46·2 % 38·0 % 14·0 % 1·8 % 100·0 

.tc. 
NOTE- *For further break-up 1166 part C. 
2. For events at S. No.1, 2, 3, 7, 8 and 9 the time-intervals, wherever applicable include 2-3 

days of transit for papers from receipt clerk to the dealing hands. 

3. Information relating to all the events at S. No. 1-12 in respect of all the 250 cases studied 
not avaiable on files, 
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PART 'B' 

Table showing time taken in completion of various events relating to the 
preparation of Inspt:ction Fee Bills 

Events Total Remarb 
Time in!Al"als 

Issue of Time taken Receipt o~ 
Inspection by consignee consijlnee's 

Certificates for accept- acceptance 
and inspec- anee of bill and entry 

tion Fee ~ill in the R/R. 

---
Upto 25 days No. 6 No. 10 No. 2!1 ·No. 44 

% 13·6 % 22·7 % 63:7 % 100 
~6..'50 d11ys No. 11 No. 12 No. 2 No. 25 

% 44·0 % 48·0 % 8 % 100·0 
61 100 day-1 No. 6 No. 4 No. No. 10 

% 60·0 % 40·0 % % 100 
101.200 days No 7 No. 3 No. No. 10 

% 70·0 % 30·0 % % 100·0 
201300 day" No. 2 No. 1 No. No. 3 

% 66·7 % 33·3 % % 100·0 
301-c od abov11 No. 4 No. 3 No. No. 7 

% 57·1 % 42·9 % % 100·0 

NoTE-Information in reRpect of all 
available on files. 

the events for all the completed cases (i.e. 38) no' 

'··' 

PART 'C' 

Table showing analysis of time taken between:-

(i) Receipt of Inspection calls, request for capacity ;registration reports 
and actual Inspection. 

Receipt of InRpec~ion 3 days 4-7 8-21 22-30 31-60 61 days Total 
~~ails and actual ins- and days days days day! above 

pection b3low 

A/T•. No. 6 6 10 4 7 9 42 1 
% 14·3 14·3 23·8 9·5 16·7 21·4 

S/01. No. 10 3 7 3 2 1 26 ~29·1% 
% 33·6 11·6 26·6 11·6 7·7 3·9 I 

N.D. OR. No. 7 2 8 2 6 3 28 J 
% 25·0 7·2 28·5 7·2 21·4 10·7 

r;~. No. 2 1 3 1 2 2 11} % 18·2 9·1 27·2 9·1 18·2 18·2 63·6% 
RagRs. No. 1 5 5 11 

% 9·0 45·5 45·5 

Total No. 25 12 29 10 22 20 118 
% 21·2 10·2 24·6 8·5 18·6 16·9 
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PART ·c· 
(ii) Time taken in receipt of If Calls, requests for capacity ;registration 

l'eports and issue of IJNotes, certificates and furnishing of capacity f 
registration reports. 

Receipts of Inspection 3days 4-7 8-21 22-30 31-60 61 days Total 
calls and issl'e of and days days days days and 
Inspection Not.es below shove 

A/T~. No. 5 1 15 7 10 11 49 l 
% 11)·2 2·0 30·6 14·3 20·4 22·5 I 

S/0•. No. 2 11 2 12 4 31 r52·3% 
% 6·4 35·5 6·4 38·8 12·9 

N.D. OR. No. 1 4 3 13 6 27 I 
% 3·7 14·8 11·1 48·1 22·3 J 

·C'R~. No. 1 5 5 5 
16 } % 6·1 31·4 31·3 31·3 80·6°1 

/0 
Reg/R~. No. 1 5 14 20 

% 5·0 25·0 70·0 

Total No. 7 2 31 18 45 40 143 
% 4·9 1·4 21·7 12·6 31·5 27·9 



Serial 
No. 
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APPENDIX 40 

(Para 4.11) 

1\1 ulti-purpose Ledger (File J Index Register) 

Ledger Index 

Name of firm A/T S/0 N.D.O. No. and date 
Page 

No. and date of request for capacity/ No, 
Registration Report. 

A 
B 

c 
D 
E 
F 

G 
H 

I 
J 
K 

L 

M 

N 
0 
p 

Q 
R 

s 
T 

v 
vr 
X 
y 

l 



APPENDIX 40-contd. 
(Para .4.11) 

AJTs. requiring Inspection received during 19 ...... 19 ........................... . 

Designation of No. and File No. and Supplier's Brief Total Conh·a.ct Part Date of Jmtpeotor 
indentor date No. date or manu- des- value date of inspected passinp: in-charge 

of of faoturer's oription of com1•le. or order Date of of the 
indent order name of stores order tion completed inspjlction order 

to be Note (in 
inspected red ink) 

1 2 3 4 6 7 8 9 10 11 

To whom m arkedf ............ .. 

Date .•••.•.•••...• 

Remarks 

12 



Caee No. Rate Contract No. & Date 

Running Contract No, & date 

1 

APPENDIX 40-contd. 
(Para 4.11) 

Rate /Running Contracts 

Name of Firm Stores 

3 4 

Period of Contract Inspecting Authority 

5 6 



APPENDIX 40-contd. 

(Para 4.11) 
Non-Departmental Orders requiring inspection received during the year 19 ......... 

Department .. ,., •.••• 

Designatbn of No. & File Order Suppliers Brief Qty. Rate Total Contract Qty. or Date of Inspector 
officer for whom date of No. No.& or descrip· or No. value date of No. acceptance in-charge 
call for insp~ction call for date manufac- tion of required of comp1e- accepted/ of order Remarks 
is re~ived. inspec- ture'a stores order tion shipped Date of 

tion name certificate 
on the 

inspection 
note(a.nd 
No. where 
necessary) 

2 3 4 5 (j 7 8 9 10 11 12 13 14 

To whom markedf ........... , . 
Date .... ,, .•. , .• ,,., 



Serial 
No. 

File No. 

New 

2(a) 

Old 

2(b) 

APPENDIX 40-corztd. 

(Para 4.11) 

Register of Capacity /Registration Report cases 

Received from 
and date of receipt 

3 

Name of the firm 

4 

Stores 

5 

To whom marked ••••••••••••••.••• 

Date •...•.....•.•• 

Letter or T.E. No. Name of the assessing 
with date officer and date of 

issue 

6 7 
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APPENDIX 41 

[Para 4.15(2)] 

Form of Letter Addressed to the Purchase Officer 
For Copy of A.T.fA.L. etc. 

EXPRESS 

GOVERNMENT OF INDIA 

MINISTRY OF INDUSTRY&: SUPPLY 

DEPARTMENT OF SUPPLY AND TECHNICAL DEVELOPMENT. 
DIRECTORATE GENERAL OF SUPPLIES A..~D DISPOSALS 

(Inspection 'Ving) 

(No .......... ) 

Dated the 

From 

The Director /Deputy Director of Inspection. 

• o ••• • o • • o o o o • • • o o o • o • o • olo o •J 

To 

The Assistant Director of Purchase, 

.......................... . , 

............................ , 

SVBJEer-Acceptance of TenderfAmendment to A(r No 

dated ..................... placed on .............. . 

The above documents have not been received in this office and may 
please be sent urgently. 

for Director f Deputy Director of Inspection 
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APPENDIX 42 

· (Para 4.17) 

List of Check-Points for Scrutiny of Acceptance of TenderJSupply Order/ 
Rate ContractJExtracts 

(To be attached to copy of contract when putting up to Inspecting Officer/, 
Asstt. Inspecting O,fficer) . 

l(a) 

l(b) 

2 

3(a) 

3(1!) 

5 

6 

'1 

Questionnaire 

Are specifications/particulars governing supply in 
order 1 

Are relevant inMpection instructions available ? 

Is the nomenclature of stores correct to particulars ? 

Is the date of delivery in order ? 

Have any special instructions for giving grant of grace 
period been quoted in the contract ? 

Is the consignee clearly shown ? 

Is the inRpecting officer/authority clearly and correctly 
shown 1 

Are the packing/marking instructions clear ? 

Are samples required for bulk production ? 

Answer Action ta.ken 
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APPENDIX 43 

[Para 4.19(1)] 

List of Finns which may be exempted from Inspection 

Store Firm 

1 2 

Tyres and Tubes for motor Manufacturer& 
bus, truck & aeroplane. 

Bulbs 

Battery 

C.I. Spun Pipes 

G.I. Pipes 

Asbestos Sheet.s 

Containers 

Cables 

M/s. Dunlop 1. 
Mfs. Incheck Tyre f 

Stocki8t& in Calcutta 

M/s. Goodyear 
M/s. Firestone 
M/s. India Tyre 
M/s. Ma.dras Rubber 
M/s. Premier Tyre 
(Value-Rs. 5lacs per month) 

ILMI Group 

G.R.C. (13000 Nos. per month) 

Phillips (15000 Nos. per month) 

Greaves Cotton (30000 Nos. per month} 

A.E.I. (20000 Nos. per month} 
Lamp 

Bengal Electric (90000 Nos. per month} 

Oriental Mercantile Co. (Kiron Brand} 
(100000 per month} 

Standard Bat•erie& 

Associated Batteries Makers Ltd. (Chloride 
and Exide Battery} (4000 Nos. per month). 

M/s. Indian Iron and Steel Co. at Kulti 
(Re. 1 crore p.m.). 

M/s. Indian Tube Co. 

M/s. Asbestos Cement Co. Calcutta (80000 
Nos. p.m.). 

M/s. Metal Box Co. (lOOONos. per month} 

N.I.C.C. (3500 Coils per month) 

Fort Gloster Industries (6000 Coils per 
month). 

Indian C'able Co. (5000 Coils per month} •• 

Rejection Rejection 
by GoTt. by coD· 

ln.!!pector aignee 

3 

Nil 

Nil 

Nil 

Nil 

Nil 

Nil 

Nil 

Nil 

Nil 

Nil 

Nil 

Nil 

Nil 

Nil 

4 

Nil 

Nil 

Nil 

Nil 
Nil 

Nil 
Nil 

Nil 

Nii 

Nil 

Nil 

Nil 

Nil 

Nil 

Nil 
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APPENDIX H 

[Para 4.21(1)] 

S~cimen of Inspection Irutructio~ral Stores 

Nou,;-This information U'ill not be communicated to contractors unless 
specifically stated 

(No .......... ) 
Inspection of Wire-Drawn, Machine-Made or Pan-set Bristle Filled Brushes 

There is a growing tendency on the part of brushware suppliers to either 
mix short length bristles with bristles of the required length or use short 
length bri~tles only. This affects both the durability andserviceability of 
brushes to a significant extent. Besides these, there is considerable difference 
in the cost aspect (cost of bristle being dependent .on its length). As such~ 
Inspectors are advised to exercise vigilance to ensirre that the quality oE. 
bristles used in bulk supplies is up to the required .standard and for this 
purpo~c. the filling material (bristle) shall be analysed by lengths as detailed 
below-

Sampling 
Representative samples for test shall be drawn at random in accord

ance with the sampling scheme given below-

No. ofbruahee in a lot 

Upto 10 

11 to 25 

51 to 100 

101 to 150 

151 to 300 

i01 to 500 

>01 to 7W 

751 to 1000 

),.er 1000 

H'ire-drawn or Slogged Bristle-filled Brushes 

No. of 
llruaha~~ to be 

drawn for 
testing 

Ten tufts, pulled out at random, will be analysed per brush and the 
1\'Crage percentage of shorts will be calculated on the sample lot as follows-

(i) Take the weight of 10 tufts and let 'T' represent the total weight. 

(ii) Sort out the bristles .under 3 ( ~ 'U' i.e., shorts (See sketch 
No ............. ) and we1gh. Let S represent the total weight of 
shorts in I 0 tufts. 

(iii) Work out as a percentage of 'S' to 'T' by weight by substitu
tion of the values in the fonnula-

S % of shorts = T X 100 
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Pan-set Bristle Filled Brushes 

Ten per cent (by weight) of the total filling material, taken at 
random, will be analysed per brush and the average percentage of shorts 
(by ~eight) will be calculated on the sample ·lot as follows---

(i) Let 'T' represent the total weight taken for analysis. 

(ii) Sort out the 'Shorts' as per method described in Appendix 'A' 
and take the weight. Let 'S' represent the weight of 'shorts'. 

(iii) Work out as a percentage of 'S' to 'T' by substitution of the 
value in the formula-

% of Ehorts = ~ X 100 

2. Based on the current practices of grading bristles, the maximum per
missible limits of shorts for different lengths are as under-

(a) Bristles below 4" in length-25%. 

(b) Bristles 4" and over in length-15%. 

3. 1.1. No. 612 is hereby cancelled. 

Sd/-

ANNEXURE 'A' 

Method for sorting shorts 

Place each bristle taut against the scale used for the purpose, with the 
help of the fore-finger of one hand and a pair of foreceps. The root-end of 
the bristle shall be held against the line on the scale which indicates the 
size of the bristle, for example, if the sample is from bristles of 4-in. size, 
then the root-end shall touch the 4-in. line on the scale. If the flag-end 
touches or goes beyond the 1/8-in. line, the bristle shall be considered to 
be of correct length and if the flag-end of the bristle is below the I /8-in. it 
will be considered as 'Short'. 
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APPENDIX 45 

[Para 4.21(1)] 

Specimen of Inspection Criteria 

(No .......... ) 

Pins, Keep, Split-Of Sizes (For Catalogue Nos. Please see Annexure 'A') 

. Specification lSI No. IS : 549-1954 

The criteria are issued to assist the Inspector on the spot in his routine 
inspection. Nothing in the criteria absolves the Inspector from his res
ponsibility to ensure that inspection is carried out strictly as per terms of 
contract and that accepted stores are up to specification/contract in every 
respect. 

Brief Description 

I. Pins, Keep, Split are used for locking castle and slotted nuts. They 
arc made of half round mild steel wire bent over to form a circular shape 
pm with two legs and an eye. They vary in length and diameter to cater 
for locking different sizes of nuts. 

Seroiu Use andfor Method of Employment 

2. These are used for fastening purpose. The pin is passed through a 
hole and the legs are opened out on opposite sides. 

Definition of Terms 
.• 

3. The following terms should '·be clearly understood: 

(a) Nominal Length-The distance from the outside edge of the eye 
to the end of its short leg. 

(b) Effective Length-The uominal length less the length of the 
eye. 

(c) Burrs-The turned up edges of metal resulting from the opera
tion of cutting or shearing. 

Defects lihely to be encountered in Bulk Supplies and their influence, on 
Seroiceability f J'alue of the Item 

4. It is important to understand the effect of the following defects that 
arc likely to be encountered in bulk supplies-

(a) Presence of rust-This will reduce the life of the store and is 
also liable to cause corrosion of the ferrous metal in contact with 
the store. 

(h) Over siu dia of the shank and (c) Shank distorted andfor the 
two legs not in contact at Places-Owing to these, the pins will 
not fit a correct hole. 

(d) U11der siu dia of the shank-This will give rise to an undue play 
after the pin is fitted. 
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Procedure for Inspection 

5. Open all primary packages (unit packs) and rapidly examine the 
contents visually to see whether the delivery appears to be homogeneous. 
If the delivery appears. to be homogeneous, then deal with the entire deli
very as one lot. 

6. If the delivery is found to be comprised of primary packages con
taining pins from different sources of production or different sizes or types, 
or significantly different periods of manufacture, or pins which appear to be 
significantly different from each other as ascertainable from any visual cha
racteristics, then segregate all the primary packages into homogeneous lots, 
each lot consisting of packages containing pins of the same source of pro
duction, same period of manufacture and similar in every way in so fas as 
it can be visually ascertained. Treat each homogeneous lot as a distinct part 
of the delivery, to be sampled independently. 

l1isual Examination 

7. Draw representative samples from the entire delivery, if homo
geneous, or from each homogeneous lot vide para 5 above, as applicable, 
using Annexure 'B' to decide the number of samples to be drawn. For the 
size of delivery or size of the particular homogeneous lot, as shown under 
column 'a' of Annexure 'B' draw number of samples as shown under column 
'b' of Annexure 'B'. The required number of samples should be drawn/ 
distributed over a large number of primary packages, in any case not less 
than 25% of the total of primary packages. The primary packages to be 
sampled must be taken at random from different parts of the delivery/ 
homogeneous lot. Enquire that the samples drawn are representative of 
the contents of the primary packages. Sh~ke the primary package thoroughly 
before extracting any samples. Each group of samples drawn from each 
primary package must be specially marked for later linking with the 
primary package, if required. 

8. Examine each pin, comprising the sample, 100% for the following

(a) Dimensions-By measurement with steel ruler /micrometer to 
ensure that they are within the limit specified. 

(b) Shape and de31ign-Visually. 

(c) Finish-Freedom from rust and burrs. 

(d) Workmanship--To ensure that the eye is correctly formed, the 
two legs are parallel and in contact throughout the effective 
length of the shank., one leg is shorter than the other as shown 

· in the specification and that the free ends of the legs are pro
perly bevelled. 

9. If for sample size shown in column 'b' of Annexure 'B' the num
ber of pins rejected under any one or more examinations (a), (b), (c) and 
(d) above are found equal to or less than the acceptance number shown 
in column 'c' of Annexure 'B\ then accept the remainder of the delivery f 
lot for features (a), (b), (c) and (d). If the number of pins rejected under 
any of the above examinations are found equal to or more than the rejec
tion number shown in column 'd' of Annexure 'B', then reject the entire 
delivery /lot. 
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Practical Test 

10. In addition, draw samples for practical (bending) test, in accord
ance with ~ampling ratio ascertained from Annexure 'C'. For the size of 
delivery or size of the particular homogeneous lot, as shown in column 'a' 
of Annexure 'C', draw the number of samples as shown under column 'b' of 
Annexure 'C'. 

II. Hold the 5ample pin securely at the eye using a vice or any other 
device for adequate grip. Bend back half the length of each leg on itself, 
through 180. There shall not be any fracture. 

12. If for sample size shown in column 'b' of Annexure 'C' the number 
of pins which fail in the practical test is found equal to or less than the 
acceptance number shown in column 'c' of Annexl!re 'C', then accept the 
remainder of the delivery flot for the feature of pra.ctical test. If the num
ber of pins which fail in the practical test is found to be equal to or more 
than the rejection number shown in column 'b' of Annexure 'B', then 
reject the entire delivery flot as having failed in the practical test . 

.r\!11::\'EXURE 'A' TO !:-JSPECTION 

Criteria No ............. 

Pins, Keep, Split 

.• 
Serial Cat No. Size Serial Cat No. Size 

No. No. 

1 IGA/1661 lj32'X3j8' 

lA 1662 3/64'x 1/2' 21 IGA/1682 3/32" 
2 1663 3/64'X3/4" 22 1683 3/32" X 1-1/2' 
3 1664 1/16' X 1/2' 23 1684 3/32" X 1-1/4~ 
4 1665 1/16'x5J8" 24 1685 3f32'X2" 
5 1666 1/16"x 3/4' 25 1686 3/32' X %-1/2' 
6 1667 1/16'x1' 26 1687 3J32"X3' 
7 1668 1/16" X 1-1/4" 27 1688 7f64'x2' 
8 1669 1/16'x 1-1/2' 28 1689 1/8'x 1/2' 
9 1670 1/16' X 1-3/4' 29 1690 1J8'x3W 

10 1671 1J16'X2' 30 1691 1/S'x 1' 
11 1672 1/16'x2-1/2' 31 1692 1/8' X 1-1/4' 
12 1673 5J64'x 1/2' 32 1693 1J8'x 1-3/i' 
13 1674 5j84'X3/4' 33 1694 1J8'x 1-1/2' 
14 1675 5/64'X1' 34 1695 1/8'X 1-3/4' 
15 1678 5/64' X 1-1/4' 35 1696 1/8'X2' 
16 1677 5J64'X 1-1/2' 36 1697 1/8' X 2-1/4' 
17 1678 5J64'x2' 37 1698 1/8' X 2-1/2' 
18 1679 3J32'x 1/2' 38 1699 1/8'X 2-3/4' 
19 11180 3/32'x3W 39 1700 1J8'x3' 
20 1681 3i32'x 1• 40 1701 5/32"x 1' 
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Serial Cat No. Size s~rial Cat. No. Size 
No. No. 

41 IGA11702 5}32" X 1·1/2" 73 IGA/1734 1}4" X 5-1/4" 
42 1703 5f32"x 1-3{4'" 74 1735 5f16"x2" 
43 1704 5/32"X2" 75 1736 5,'16" X 2·1/2" 
44 1705 5/32"x2-1/2" 76 1737 5f16"x3" 
45 1706 5f32"X3" 77 1738 5/16 X 3-1/2" 
46 1707 3/16" X 1" 78 1739 5/16" X 5" 
47 1708 3/16"X 1-1/4" 79 1740 3/8"x2" 
48 1709 3/16" X 1-1/2" 80 1741 3/8" X 2-1/2" 
49 1710 3/16"X 1-3/4" 81 1742 3f8"x 3" 
50 1711 3/16"x2" 82 1743 3j8" X 3-1/2" 
51 1712 3{16" X 2-1/4" 83 1744 3f8"x4" 
52 1713 3/16"X2-1/2" 84 1745 3{8" X 4-1/2" 
53 1714 3/16" X 2-3/4" 85 1746 3j8"X5" 
54 1715 3f16"x3" 86 1747 3/8" X 5-1/2" 
55 1716 3/16"x3-l/2" 87 1748 7/16"x3" 
56 1717 3/16"X4" 88 2440 3f64"x 1" 
57 1718 3j16"X3-1'2" 89 2-H1 3/32"x5W 
58 1719 7/32" X 1-1/2" 90 2442 3/32"x 7/8" 
59 1720 7f32"X2-1/4" 91 2443 3f32"x 1-1W 
60 1721 7 /32" X 2-1/2" 92 2444 7J64"x 1-112" 
61 1722 7f32"x3" 93 !445 1/8" X 1-1/8" 
62 1723 1/4" X 1-1/2" 94 2448 5/32"x 1-1/4" 
63 1724 1f4"X 1-3{4'" 95 2449 5f32"X2-1/4" 
64 1725 1/4"X2" 96 2450 3(16"X4-l/4" 
65 1726 1/4" X 2-1/4" 97 2451 7/32"x2" 
66 1727 1J4"X2-1/2" 98 2452 5/16" X 2-1/4" 
67 1728 1/4" X 2-3/4" 99 2453 5j16"X4" 
68 1729 1/4"x3" 100 2454 5{16" X 5-1/2" 
69 1730 I/4"x3-1/2" 101 2455 7f16"x4" 
70 1731 1}4"X4" 102 2456 7f16"x5" 
71 1732 1/4" X 4-1/2" 103 2457 7f16"x6" 
72 1733 1j4"x5" 104 2545 3f64" ;( 1-1/2" 
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ANNEXURE 'B' TO INSPECTION 

CRITERIA No. . .......... . 

Pins, Keep, Split 

Sampling Plan for Visual Inspection 

(Reference to para 7) 

AQL-:-4.0 for examinations (a), (b), (c) and (d) of para 8. 

Lot Size Sample Size Examinations 

(Total No. of pins comprising the (No. ofpins (a), (b), (c) and (d) of 
delivery/homogeneous lot) drawn as para 8 

~~ample vide r----J.---.. 
para 7.) Acceptance Rejection 

(a) (b) (c) (d) ---
2 to 8 2 0 1 
9 to 15 3 0 1 

16 to 25 5 0 1 
26 to 40 7 0 1 
41 to 65 - 10 1 2 
66 to 110 15 1 2 

Ill to 180 - 25 2 3-
181 to 300 ·' 35 3 4 
301 to 500 50 4 I) 

501 to 800 - 75 6 7 
801 to 1,300 110 8 9· 

1,301 to 3,200 150 11 12 
3,201 to 8,000 225 17 IS 
8,001 to 22,000 - 300 20 21 

22,001 to 110,000 - 450 29 3() 
110,001 to 550,000 - 750 45 46 
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ANNEXURE 'C' TO INSPECTION 
CRITERIA No ............ . 

Pins, Kup, Split 

Sampling Plan for Practical Test 

(Reference to para I 0) 

AQL-1.0 for practical test. 

Sample Size 

(Total No. of pins comprising the (No. of pins 

Practical Test 

(vide para. 11) 
delivery/homogeneous lot) drawn as ,-----~ 

sa.mple vide Acceptance Rejection 
para 10) 

(a) ' (b) (c) . (d) 

2 to 8 2 0 1 

9 to 15 2 0 1 

16 to 25 ·- 2 0 1 

26 to 40 2 0 1 

41 to 65 3 0 1 

66 to 110 .. 3 0 1 

111 to 180 " 5 0 1 

181 to 300 '. i) 0 1 

301 to 500 ' 7 0 1 

501 to 800 - 10 0 1 

801 to 1,300 15 0 1 

1,301 to 3,200 25 0 1 

3,201 to 8,000 35 1 2 

8,001 to 22,000 ··50 1 2 

22,001 and aboYe .,. . ·75 2 3 
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APPENDIX 46 

rPara 4.25{1)] 

Sampling Instructions 

1. The sampling of the delivery will be done personally by the Inspect
ing Officer f Assistant Inspecting Officer concerned. The sampling officer 
must subject the delivery to a preliminary scrutiny to ascertain its general 
character and fitness for inspection. If it should appear to be of a mixed 
quality, in so fa.r as can be determined from visually ascertainable attri
butes, e.g., appearance. colour, size, source and date of production, batch 
number, etc. he must first arrange for the delivery to be sorted out into 
reasonably homogeneous lots, each lot to be sampled separately., 

2. The number of samples to be drawn from each homogeneous dcli
''ery flot will be predetermined by statistical theory and laid down in the 
~ampling instructions and tables issued by the De'puty Director General 'of 
Inspection for different categories of stores. Different sampling tables should 
also be laid down for rigid, normal and relaxed sampling, depending upon 
the nature of the store, the manufacturing process and the reliability of the 
particular finn. 

3. The sampling will be further dispersed and randomised throughout 
the batch of delivery or lot order to obtain the maximum representative 
character. 

. 4. The container/packages from which samples will be drawn will be 
nominated by the sampling officer himself. He must also himself carry out 
the process of extracting samples from each container /package nominated 
by htm for this purpose, or get it dpne under his personal ~tupervision. He 
must ensure that each container/package is thoroughly shaken or mixed 
to homogenise the contents before extracting any samples. 

5. The samples must be scaled under the personal supervision of the 
sampling officer and identified by a label which must be signed by the officer 
himself. The container /package of the bulk delivery or lot from which a 
sample is drawn must likewise he sealed and marked for identification and 
future linking, if necessarv. 
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INSPECTION NOTE 
I. INSPEOTION CERTIFICATES 

PARA. 4•27(1) 
Book No .... . 
Copy No ...... . 

Set No ..... Number of copie~ ... , 
Inspection Note No ..........•.• 

(P<~.rticubrs not required to. be deleted). *Delivery in fullfPart.jFurther Part1Completion. . 
1. D. G. (S. & D)/Dir. {S & D)jD.S. (Tex) RatejRunning ContractsjA.T. No. and date .......... Supply Order No. and date .•.......... 
2. Contractor's Name & Address. . .................................................. . 
3. Indentor .•.......•.........•...........................•........................•• 
4. Indent No. and Date . . . . . • . . . . . . . . . . . . . . . . . . . . . . . . . . 5. Consignee ........••..•............•...... , , 
6. Certified that stores noted below and in the continuation sheets attached have been inspected with result shown • , .•.•• , .........•• , .•...• , , 
7. {a) Stores delivered/put on rail/put up for inspection on ................................ {b) Stores inspected on ........ , ............... .. 
8. Contraotor's Delivery Note Number and Date ••.•.....•.•....... , .........•..........••...•... , ••.•••••... , ...••............ , .•... , . , 
9. The items werefwere not supplied within the stipulated time or as extended by the competent authority. Reference made to Supply Officer regarding 

penalty .•.•.....•...........................•. , .•.•...............•...•............•......•••• , , ••.. , •..•. , •................... 

Datails of stores inspected 

Item No. 
in A/T 

Description of stores 
Total quantity ordered 

The Inspector should indicate 
whether the supply haa been 
made in seller'sfbuyer's con· 
tainers, where stores are re-

Accounting 
Unit 

Accepted Brought to 
d __ -~ account in 

.• J , 1 ·1 • " • Ledger Folio 

Tendered Rejected No. & Date of Remarks 
Inspection 

certificate (if 

1 

quired to be supplied in 
containers 

2 

1.,.,1111.-.M ..... _] • 
i; · ' · • "' .. -<4 .o1 41 .., Total quantity 

! :~n :i ,, • ~ ].., '1~11 iJ~ rtJ .. ac~?t~e to 

• r .. , ~4.'1fo.t ' Ira • ...... •. 

any) issued by 
D.I., I.S.D. 

London or other 
Inspection aut lao· 

rity abroad. --------------------3 5 6 7 8 9 

NoTE-A line will be drawn or typed immediately after the last item. Below the line will be entered the total number of items separately shown 
in the column "DESCRIPTION OF STORES" thus :-"ITEMS INSPECTED NO .........•.•• , •••••. " {in words). 

Station ........................................ Dated. · · · · · · · · •...•..... , .•............ Signature of Inspector ................••. , 
. . . DeRignation .......•..•...........•..•. , 

*10. To be entered on Inspector's office copy No. and date of Ra1lwoy rece1pt returning rejections, ... ,. , . , . , . , . , . , . , . , . , . , . , . , . , . ~o. 7 only 
Received the rejections on.,.,.,.,., Oontractor'a si!(nahlre,, .... ,,,.,.,.,.,.,.,.,.,.,.,.,,,, · · 



11. To be en~red on copies Nos. 2, 4 and 5 of the Inspection Note by the Contractor in cases in which Advance 90% payn1cnt had been claimed: 

Nu.mber and date of the Advance 90% Bill .•.•.•....••..•.•••..•.••••••.•••• , •••••••.•.•..••..•.•.•.••••.••..•••••..•...•.•...........•• 

II RECEIPT CERTIFICATE 

(To be completed by the consignee on oopies Nos. 1, 2, 4 and 5 for finallOO% payment and on ccpiee Nos. 2, 4 and 5 for advance 
90% payment and Balance 10%payment). 

•1. Certified that the stores &I aocepted on the reverse and in the •••••••• , . , • Continuation sheets attached have been recri-ved in good condition subject 
to the remarkaat3 below. 

(a) Railwa.y receipt No. and date ...................... , ••••• Station of despatch of stores ............................................... . 
(b) Actua.l date of delivery ••••••. , .••.•• , . , •••••••••• , •••• , .••••••••••••••• , •• , ••• , .•....•... 

2. The stores have been brought to account under Receipt Voucher No ........... in my transit/stock, etc. (to be filled1n) ... , ••.•. · .•.•.•.. account 
for the period, month .............................. year ............................. . 

3. Details of reooveries proposed by the consignees 
in respect of deficiencies breakagesjand/or freight etc. 
which should be m&de from the contractor under the 
terms of contract. 

Item Reason Amount 

Circle or Area •••••••• , ••••••••••••••• Station 

Dattad, .•••..•.•. , •..•.•.•.....• 

(In the case of Local Delivery) 

3(a) Details of discrepancies att.ributable to the carrier•-

Item Reason Quantity 

Signature ............ ·~ \ ....... . 
Designation , , , ........ , .••.. , ..... . 

This is a pre. visional receipt. It only be tokens the receipt of stores by the Consignee and is witht.ut prejudice to his rights of inspection &nd rejection 
under the General Conditions of Contract. It is issued on sa.id to contain basis the Contractor remaining responsible for proving the total quantities, actually 
delivered. 

Signature of Consignee. 

NoTB 1, This certificate should be signed in ink by the Consignee specified in theA/Tor S/0. Where this is not possible or inconvenient, it should be 
signed in ink by an official duly authorised by the Consignee in tha.t behalf. In such cases the official signing the receipt certificate should 
indicate his designation of the official on whcse behalf he is signing. . 

2. Consignee must return these copies with his remarks as required within, •.•• , •. from the date of receipt ofstores. 
3. In oase of total rejection, copies Nos. 3, 6, 7 and 9 only will be issued. 
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APPENDIX <i8 

[Para <i.27(3)] 

Examiner's Slip 

Case File No ........... . 

RateJRunning Contract/Supply Order No ............. Date ........... . 

.Contractor's name and address; 

No. and date, and contractor's call for 
inspection: 

Date of receipt of call for inspection 
in the Inspection Circle: 

Date of Inspection: 

Date of issue of Inspection Note: 

Whether Inspection Note issued on 
spot: 

Item No. Description of 1tores 

Reason& for rejection: 

.................................. 

Te'lted Accepted Rejected 

The stores tendered as above have Leen examined by me in the manner 
indicated overleaf J in the examination sheet enclosed, with the results 
shown. 

DATE ............ . 
~ignature .................... . 

Designation ................. . 



Description of. tests 

1. 

2~ 

s. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 
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Uesult~ 



Date 

1 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

APPENDIX 49 

[Para 4.33(5)] 

Daily Control Chart 

(To be completed by Examiner /A.I.O.fi.O. doing Inspection work). 

l\ion th .......... year ...........• 

Cases where scrutiny of AfT Cases where inspection Cases where Inspection Cases where Inspection Signature 
or supply order (including call not attended to Note not prepared on Note(s) not issued within 
seeking of clarifications for within 7 days of its the same day on 48 hours of completion ExaminerfA.I.O./I.O.f 
purchase) not completed receipt which Inspection of Inspection D.D. 
within 7 days of its receipt; completed 

- - - -
2 3 4 5 6 --



ll 

12 

13 

1-i 

15 

16 

17 

18 

19 

20 

21 t¢ 
-.1 

22 ~ 

23 

24 

25 

26 

27 

28 

29 

30 

31 

LjP(NF<38DGS&D-~O 
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APPENDIX 50 

(Para 4.35) 

Duties of Deputy Director of Inspection 

I. Distribution of all A/Ts and orders received daily amongst the 
officers under him. 

2. Sq:utin}' of important correspondence and suggestion of action to 
be taken. 

3. Scrutiny of reports on files concerning inspection work made by 
field officers. 

4. Decisions on problems arising in connection with the inspection of 
stores. 

5. Ensuring that the firms are regularly visited to maintain super-
vision on the quality of work of the field officer. . 

6. Ensuring that important tests carried out at firm's premises are 
attended to. 

7. Discussion of day to day problems with the manufacturers. 

8. Visiting firms when considered necessary to give final report on 
capacity and registration. 

9. Discussion of problems in the office with the field inspectors. 

10. Correspondence with all concerned on technical issues. 

11. _ Me.e.ting visitors. 

12. Investigation of complaints. 

13. Issue of test requests to Government Test House and subsequent 
approval tests reports when received. 

14. Correspondence made with Headquarters-technical or routine. 
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APPENDIX 51 

(Para 4.35) 

Duties of Inspecting Officer f Assistant Inspecting Officer 

1. To go through the Acceptance of Tender fSuprly Order parti
culars as contained in the contracts against whtch inspection is 
to be conducted by them and to obtain necessary clarifications, if 
any, required by them from Supply Officer/Indentor/Consignee/ 
Contractor. 

2. To look after the work of examiners working under their con
trol. 

3. To ensure timely availability of specificatio~lS/drawingsfsamples, 
etc., required for inspection. 

4. To exercise strict checks on the quality of stores accepted/rejected 
by the examiners. 

5. To perform difficult tests wherever required. 

6. To sign inspection notes after certifying the correctness of inspec
tion. 

· 7. To draw out samples for testing. 

8. To examine the test rerorts received from the National Test 
House and to accord fina app,l'Oval to samples in consultation with 
the Deputy Director of Inspection. 

9. To carry out a percentage che<:k of all inspection done by the 
examiners before signing Inspection Note. 
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APPENDIX 52 

(Para 4.37) 

List of Items for Annuai Inspection 

1. Personnel 

(a) The sanctioned and actual strength under vanous categories 

(b) The reasons for the vacancies, if any. 

2. Organisation-Examination of the internal organisation and allo
cation of staff to the various branches and sections in relation to 
the functions and activities carried out and the work-load. 

3. Audit Objections-See whether they have gone up during the year 
and if so for what reasons. Is disposal expeditious? 

4 .. Training of staff. 

5. Staff welfare including canteen, recreational and other facilities, 
cooperative societies, reading rooms, sports .and games, etc. 

6. Security arrangements. 

7. Accommodation, building, etc. including adequacy of furniture, 
etc. 

8. Safe custody of acceptance-marks. 

9. Volume of inspection-monthly average-see if there is any up
ward trend in the work-load. 

10. No. of AjTs, supply orders pending for inspection giving sepa
rate figures for those cases where delivery period has expired. 

11. Time taken in inspection (this may be taken in respect of any 
one month's total inspection) under the following categories-

(i) cleared within 1 week, 

(ii) cleared within 1 and 2 weeks, 

(iii) cleared within 3 and 4 weeks, 

(iv) cleared after 4 weeks. 

(The time will include the time taken to issue Inspection 
Notes). 

12. To study all the complaints that may have been received during 
the last one year, and the manner in which they have been inves
tigated. 

13. To study arrangements for surprise check of inspection, nuniber 
of occasions such surprise checks were carried out during the last 
6 months or one year and how their record was maintained and 
what follow-up action was taken. 

14. To examine the following registers-the Inspection Call Register, 
Journal and other important registers and the diaries of some of 
the Inspection Officers. 
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13 To study arrangements for verifying capacit~ of firm~ aga~nst 
specific requests from purchase or from attendmg to reg1strat10n, 
inspections, reasons for delays in giving capacity reports and r~gis
tration reports should be examined. It should also be exammed 
wheth~r correct conclusions have been drawn by the inspectors in 
these reports and that they are based on the facts enumerated in 
the report. · · 

16. To examine whether steps have been taken to categorise firms for 
normal, relaxed or rigid inspection for each type of store. Also 
examine whether the decision for this categorisation for any parti
cular store was taken by the Regional Director of Inspection him
self, and that it was not on the ground of shortage of staff. 

17. To examine whether all cases of malpractices that came to light 
on the part of contractors or their agent~ were reported to the 
Director of Inspection and whether the Director of Inspection· 
after his enquiry sent a full report to the Purchase Officer through 
the Deputy Director General (Inspection). · 

18. To see whether inspections of the sub-centres have been done 
regularly by the Dire<:tor and of the branches by the Director/ 
Deputy Director. 

19. To see what defects were pointed out in the last inspection and 
what steps have been taken to remove them. 

20. A general assessment of the performance of the Circle. 
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APPENDIX 53 
(Para 4.37) 

Items of Work in Inspection Wing to be Examined by O&M Unit 

Serial 
No. 

Item checked 

1 2 

1 Internal actian taken em receipt of copies of AT sf Supply 
Orders. 

Select at random any four ATs/Supply Orders received 
in each group during the past six months. Check each 
case thoroughly for promptnes~ in correct completion/ 
initiation of all necessary a.ctions, including: 
(a) Documentation: registration and numering of 

contiact, opening of file/.iournal pagE'(s). 
(b) Scrutiny by Inspecting Officer/Asstt. Inspecting 

Officer of contract clauses, including particulars 
governing supply, terms of delivery and inspec
tion and other clauses, so as to locate possible 
flaws likely to cuase delays or result in incorrect 
inspection etc. and action taken to remedy the 
flaws. 

2 Actian taken with firm on receipt of copies of AT sf Supply 
Orders. 

With the A/Ts./Supply Orders selected for checks at 
serial 1 above, or with any other selected at random 
ascertam whether action was taken to contact firm (to 
start watching materialisation of supplies/getting 
ready for inspection). how this action was ta.ken and 
how many days after receipt of copy of AT/Supply 
Order. 

3 Action taken with purchase officer on receip1 of copies of 
ATs/Supply Orders. 
(a) With the- ATs/Supply Orders selected for checks 

at serial! above, check carefully if there are any 
ambiguities/un('ertainties, etc., reGuiring clari
fication from Purcha!<e Officer and when they 
were referred by the Inspecting Officer for clari
fication. 

(b) Ask Director of Inspection for three examples 
during past six months in which progress of supply f 
i••spection was held up pending clarifications 
required from Purchae Offirers. Discuss whether 
any of these hold-ups could have been avoided if 
more timely action had ben taken by the Inspect
ing Officer after receipt of AT/Supply Order. 

4 Time taken in inspection: Deliveries not requiring Lab. 
Tests. 

Select at random any 12 deliveries from each group 
during past three months. Check and note : 

(i) average (for all 12), and 
(ii) maximum number of working days elapsed in any 

delivery at each of the following stages : 
(a) From receipt of inspection request, to despatch 

of inspection staff to firm ; 
(b) From (a) to completion of inspection at firm's 

premises. 

~'indings/ 
corrective 

action ta.ken 
in where 

necessary 

3 

Remarks 
Visiting 
Officer 

4 
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2 

4 (c) From (b) to despatch of Inspection Note. 
5 Time taken in Inspection. Deliveriu requiring Lab. 

Tufa by National teat BrYUBe. • 
Select at random any 12 deliveries from each Group 
during past three months. Check and note (i) aver· 
age (for all12}; and (ii) maximum number of working 
days elapsed in any delivery at each of the following 
stages : 
(a) From receipt of inspection request to despatch of 

inspection staff to finn. 
(b) From date of sampling to despatch of samples to 

National Test House. 
(c) From receipt of TS to completion of inspection. 
(d) From (c) to despatch of Inspection Note. 

6 Superior check of standard of Inspection before iaam oJ 
inspection note : 

Select at:random any 12 Inspection Notes iBBued during 
past three months from each of the Groups and find out 
if check by any superior officer viz. Deputy Director of 
Inspection/Director of Inspection has been done. If 
so. what check has been exercised. 

7 Peraon aigni11{] inspection note mu.at himself see the atoru 
and satisf!J him.aelf of Standard of Accephncef Rejection: 

In respect of stores inspected by examiners, check if -
the Inspection Notes have been signod by the Asstt. 
Inspecting Officer/ Inspecting Officer after due veri· 
fication and check select 12 cases from each group. 

8 Regardi11{] Acceptance Marks : , 
(a) Check the safe custody arraniiements for those in 

stock and issued. 
(b) Check their record of issues and stock taking. 
(c) Are there enough available ? What are arrange. 

mente made for making up deliciencie&' and 
replacing those rendered unserviceable f 

9 Re')arding Insrection ·()taff: 
(a) How often have staff been rotated within the 

various detachments f Are there any staff 
in one position for more than, say two years. 

(b) Ask queMtions from various staff on points re)e. 
vant to in"JJCctionfotber work in hand to judge 
if they are properly guided in day to day inspec· 
tion work. 

10 Compare the distribution of staff in various groups and 
their load, i.e. number of deliveries,:number of AJTs. 
received, number of Inspection Notes iBBUed. 

11 For outstations, check the number of visits by superior 
officer. 

12 Take out four completed cases at random for cut 20% 
or at least four outstations and check whether: 
(a} Visiting officers checked standard of acceptance/ 

rejections and how many times. 
(b) Acceptance marks stamped on the accepted storeJ 

examiner slip marked, by the visiting officers. 
13 Check the method of progresRing inspection and opine 

if it is suited to detecting/eliminating delays. 

14 Take at random 4 cases of capacity report and 4 oases of 
registration report from each group and check them 
for delay and correctness of the report. 

3 
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APPENDIX 53-contd. 

(Para 4.37) 

(For recording information by O&:M for use of DDGI) 
Question Nos. 
1, 2 and 3: 

Internal actions, action with P.O. and 
Firm 

Inspection Circle •••••• 

Serial 
No. 

(1) 

1 
2 
3 
4 
5 
6 

AtTNo. & 
Date and 
case No. 

(2) 

Question No. 4 

Q. l(a) 
Documentation, 

Registration 
of contract, 
opening of 

file~~, 
Journal etc. 

(3) 

Q. l(b) 
Scrutiny by 
L 0. Terms 
of delivery 
Inspection 
Clauses and 

other clauses 

{4) 

Q.2 
Action taken to 
watch progress 

of supplies 
and contract 
with the firm 

{5) 

Serial From receipt of 
No. request for 

From (a) to comple- From (b) to des
tion of inspection patch of I} Note 

1 
2 
3 
4 
5 
6 
7 
8 
9 

10 
11 
12 

inspection to des
patch of staff 

(a) 

Av. for a1112 

Max. 

(b) (c) 

Q. 3 
Any ambigui
tiesfuncertain

tie~~ to be clari
fied with P.O. 

and when 
done 

(6) 

Remar:Ju; 

(d) 
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Deliveries requiring Lab. test-By N.T.H. or locally 

Question No.5 

&.rial Receipt of inspec-
No. tion request to 

1 
2 
3 

' I 

) 

1 
12 

despatch of staff 
for ~~ampling. 

(n) 

.fnr alll2 
Max. 

From sampling to 
despatch of 
sample to local 

Lab.JN.'l'.H. 
(b) 

From receipt of t.est 
report to com
pletion ofl1Note 
and its despatch 

(c) 

SuperiOT Check of Standard 

Question Nos. 6 and 7. 

81. Initial Surprise Q.7 
No. inspection by inspection by. if Did tbe officer signing 

&ny lfNote 1188 the . 
storee or not 

2 3 ' 
1 
2 
3 

' 6 
8 
7 
8 
9 

10 
11 
12 

Total 

Rt>marks 

(dl 

Remt.rks 

5 



A-OapQl'ity Reporl 
Question No. 14 

Serial Case No. and Date 
No. 

I 

1 

1 
2 
3 
4 

2 

B-Regietratwn 

Serial Case No. and date· 
No. 

1 2 

When re. 
ceived in the 
Inspection 

Circle 

3 

Whenre-
ceived in the 
Inspection 

Circle 

3 

When re-
ceived by 
I.O.JA.I.O. 

4 

When re-
ceived by 
I.O./A.I.O. 

4 

When report 
of capacity 

undertaken 

5 

Whenrep.>rt 
for capacity 

undertaken 

5 

Report 
sent on 

6 

Report 
sent on 

6 

Reason for 
delay, if any 

7 

Reason for 
delay,ifa.ny 

7 

Are you satisfied that the 
report is based on the facts 
regarding equipment, 
technical know-how etc. 
which are enumerated in 
the body of the report 

8 

Are you satisfied that the 
report is based on the facts 
regarding 
technical 

equipment, 
know-how etc. 

which are enumerated in 
the body ofthe report~ 

8 

Remarks 

9 

Remarks 

9 --------------------------------------------------------------------
1 
2 
3 
... 



APPENDIX 54 

[Para 4.37(3)] 
Statement Showing the Sanctioned Strength of Deputy Directors in the Inspection Circles and the Number of Inspecting 

Officers, Assistant Inspecting Officers and Examiners Working under each 

Circle 

1 

1. Bombay 

Sanctioned 
strength 

of 
Deputy 

Directors 

2 

4 

Stores 

3 

Plant & Machinery Stores: Ferrous 
& non-Ferrous Castings. 

Total 

Structural stores ; Paints & 
Crossings; Signalling andlnter. 
locking; Misc. & Hardware 
Stores; Re-modelling work. 

Total 

Electrical Stores 
Machine Tools 

Total 

Textiles, leather & tyre & tubes etc. 

GRAND ToTAL Po:aBo:mu.Y CmCLE 

Distribu-
tion 

of Deputy 
DUectorsr-------------------------~-----------------------------~ 

No. of officers in the different gr11des working under the Deputy Director 

store-wise In Circles In sub-centres Total 

1.0. A.I.O. Exam.r. I.O. A.I.O. Examr. 1.0. A.I.O. Examr. 

4 - 5 6 7 8 9 10 11 12 13 

I 'rl+l* 3 

D 2 I I 
I 2 

2+1* 8 12 I 2+1* 9 13 

1 1 3 5 } 1 3 2 4 2 
2 

1 10 7 3 2 1 13 9 

1 2 4 8\ 1 1 3 1 2 3 J 

3 6 11 1 1 3 4 ·7 14 

1 •2 4 l9 1 1 3 3 5 22 

4 9 28 49 2 6 9 10+1* 34 58 

*Trainee 

~ 
00. 
c.> 



APPENDIX 54-conld. 
[Para 4.~7 (3)] 

1 2 3. 4: 5 6 7 8 9 10 11 12 13 

2. Madras 1 Engineering 1 2+1* 8 9 4: 6 13 6+1* 14 22 

Textile 1 2 5 5 1 2 10 -
Total 3+1* 10 14 4 6 18 7+1* 16 32 

GRAND ToTAL FOB MADRAS CmcLE 1 4 10 14 4 e 18 7+1* 16 32 

3. Calcutta 10* Electr.cal Castings 1 2 4 7 1 2 4 8 
(l.D., D.L 1 4 11 1 3 1 5 14 
is on indent 
checking and Total 3 8 18 1 4 3 9 22 
another tem-
rrrarily trans- Plant & Machinery 1 2 2 4 2 2 4 

rred to Rly. Registration Capacity .. 3 3 
~ Board) 00 

Total ~ 5 4 2 5 4 ~ 

Machine Tools 1 1 3 1 1 3 1 
Misc. & Hardware 1 3 9 2 3 1 5 12 

Total 2 6 10 2 3 2 8 13 

All Engg. Stores 1 2 4 1 1 1 3 4 
Structural 1 5 6 9 1 5 6 10 
E.M.U., V. B. Fittings; Rly. 1 1 5 3 1 5 3 
coaches. 

Permanent way materials 1 6 11 6 11 

Textiles } 1 1 3 14 1 3 H 
Oil, Paints & Chemicals 6 3 6 3 

Total 1 9 17 9 17 

GRAND TOTAL FOB CALCUTTA CIRCLE 8 15 47 76 1 4 8 16 51 8-l 



A-MetaUurgiwl 

4. Durgapur Sleepers, Fish Plates, Refractories 

1 
2 3 1 2 3 

(Met. Ins- Steel fabricated structures etc. 
pectorate ). Steel fabricated structures, Ref-

ractory -work, stamping & 1 1 2 3 2 3 
inspection of the products, Phy-

t sical testing and certifications. 

B-Chern.ical 
I 

Sampling, inspection, chemical I 1 2 3 1 2 3 
analysis, testing and oertifica-
tion. J 

GRAND ToTAL POR DURGAPUR I 3 6 9 3 6 9 

5. Delhi 2 Textile & leather 1 I !! 2 1 2 9 2 4 11 
Engineering .. 1 4 I3 20 4 13 20 

GRAND ToTAL FOB DELHI 2 • ... 5 15 22 1 2 9 6 17 31 
~ 

* Trainee. 
~ 
c:.n 
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APPENDIX 55 

[Para 4.39(2)] 

Powers of Head Clerks ~ 

(a) To call for duplicate cop:es of AJTsfSupply Orders etc. when
ever not received from authorities concerned. 

(b) To call for drawings and other enclosures not received with the 
forwarding letters. 

(c) To transmit Acceptance of Tenders etc. to sub-centres. 

(d) To transfer papers intended for other circles. 

(e) To communicate to the indentors the supply position on the 
basis of information furnished by the inspection staff. 

'f) To dispose of reminders at their own level in respect of indents, 
final supplies against which have been inspected. 
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APPENDIX 56 

(Paras 4.43 8c 4.44) 

Statement Showing Particulars of Returns Submitted by the Inspecting, 
Circles to the Inspection Wing of Directorate General, Supplies & 
Disposals 

Title of Return Periodicity 

2 3 

Statement showing number and Monthly 
value of orders received, \·alue of 
stores inspected/accepted, fees 
earned, value of machine tools 
inspected towards gradation. 

2 Statement showing the inspection !ltonthly 
feejtesting charges earned and 
amount outstanding for non
departmental orders. 

3 Load of impection work concerning Monthly 
textiles . 

. 4 Statement showing working strength Monthly 
on different groups of stores. 

. ·' 

5 Contrul statement (work handledj Monthly 
outstanding). 

6 Return on investigation cases re- Monthly 
ceived in the Metallurgical Inspec-
t<~rate. • 

Remarks/Recommenda
tion 

4 

Form revised, vide Annexure I. 

Not· necessary. Suitably included in 
Annexure I. 

Not necessary. To be discontinued. 

Part A-Should be obtained quarterly 
(cf Annexure II). 

Part 13-;Should be bracketed with 
the return against S. No.4 . 
(revised version at Annexure . 
III). 

Revised version at 
may be adopted. 

Annexure III 

Certain columns deleted from the 
present return. ReviPed version at 
Annexure IV may be adopted. 

7 Details of ln8pection ·Staff (and Quarterly Should be obtained yearly in the form 
their date of posting to the Circle). at Annexure V, · 

8 Statement of work, other than !lfonthly No Change, 
inspection, done in the Inspet·torate. 



INSPECTORATE .............. . 

0 

Nature 

A-Departmental No 
(i) Subject to 100% inspection in 

India. Value 

(it) Subject to Inspection by I.S. No 
M., London, Washington, D. 
I. Japan Value 

B-Non-Departmental • . No 

Value 

C-Total No 

Value 

ANNEXURE I TO APPENDIX 56 .· . ;; . 
' .. 

[Para .4.44(1)] 

Mo~thly Report on Inspeoti~n Work Handled 

PART. I 

R D E 

Received Inspeotedfaooepted 

(a)Textile , (b) Other (o) Total '. (a) . '(b) 
(including than 
leather) Textile 

Mont1r ........... . 

Year .......... .. 

R s 

I Outstanding 

(o) 

I 
(a) (b) (c) 
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PART II 

Machine Tools Inspected Towards Gradation 

.. 
Remarks Order Numher Value 

I. Traile' · .. .. .. 
/' 

2. Depatmental .. .. 
3. Son-Departmental.: .. 
-l. Total 

PART III 

Inspection FccjTesting Charges for Non-Departmental Orders 

Fees/Charges 
.·• 

(In Rupees) 

Item Remarks 
Earned Realised Outstanding 

I. Certification of Steel .. 
I I. Other ::o; on-Departmental 

\\'ork .. .. .. 
' 

IlL Total .. 

Lfl'23SDCti&D-2l 
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I Electrical I 
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!3 
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C/'i 

I :Machine Tools 

I Structural 

I 
Ferrous and Non-
ferrous castings 

=-0 
~ s· ~ (JQ 

~ ~ 
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~ 
~ i: ~ 1-d 

I 
:Misc. and Hardware, 
including Cement. ~ 

0 

I 
..., 
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I 
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I· Textiles 
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I Accounts 

a s:: 
"'0 

"' 
0 
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..... 
C/'i .... 
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I 
Central Reg. & 

Despatch 
:i 
~ 

I Outstations 

I Total 

I Vacancies. 

I Remarks 

0621 
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ANNEXURE III TO APPENDIX 56 

[Para 4.44(5)] 
Monthly Control Statement 

I. Registration and Capacity Reports 

(a) No. of requests received during the month for Registration and 
Capacity- . 

Registration .. .. . ... . . . . ... .. .. . . .. . . .... .. Capacity .......................... . 

(b) No. of reports sent during the month-
Registration ................... 0 ... o••• Capacity ................... o .......... ~ 

(c) No: of capacity reports pending-
(i) For 2 weeks ; ............ . 
(ii) For 2 to 4 weeks ............. . 
(iii) For 4 to 8 weeks ............. . 
(iv) Over 8 weeks ... ; ....... . 

(details of cases at (iv) to be attached) . 

. . (d) No. of Registration Reports pending-
(i) For 1 to 2 months ............ , 

{ii) For 2 t.o 4 months ............ .. 
(iii) For 4 to 6 months ............ . 
(iv) For over 6 months ........... . 

II. Inspection Fee Bills-
(a) No. of Inspection Fee Bills settled which were pending-

(i) For 1 year ............ . 
{ii) For 1 to 3 years ............ ~ 
(iii) For 3 to 5 years ........... .. 
(iv) For over 5 years ........... . 

(b) No. of InspectionjTesting Fee Bills preferred which were pend· 
ing-

(i) :For 6 months ....... 0 .... 

(ii) For 6 months to I year. .......... . 
(iii) For I to 2 years .......... .. 
(iv) For over two years ........... . 

. III Cornplaints-
(a) No. of complaints pending-

(i) For 2 months ............ . 
{ii) For 2 to 6 months ........... . 
(iii) For 6 to 12 months ........... . 
(iv) Over 12 months ........... . 

(b) No. of complaints settled during the month-
(i) Within 2 months from receipt .......... .. 
(ii) Between 2 to 6 months from receipt ........... . 

(iii) Between 6 to 12 months from receipt .......... .. 
(iv) Between I to 2 years from receipt .......... .. 

(c) No. of complaints received during the o10nth ........... . 
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IV. 
(i) Inspection Notes issued .........•... 
(ii) Inspection Certificates issued ............ . 
(iii) No. of cases. in which Inspection NotesfCertificates issued 

after 7 days of inspection ............ . 

\'. No. of cases i!l which inspection was undertaken after receipt of Sup
plier's intimation-

(i) After 5 days ........... . 

. (ii) Between 5 and 7 days ............. . 

(iii) Between 7 anci 14 days .......... .. 

• (iv) After 14 days. 

VI. Submission of periodical returns. Please intimate the date of despatch
ing the foUowing returns-

(i) Monthly report on Inspection work handled ........... .. 

(ii) Monthly return on investigation cases received in the Metal-
lurgical Inspectorate ............ . 

(iii) State~ent showing the progress in the recovery of Inspection 
Fcc B1lls ........... . 

... 
VII. Other items of work handled during the month-

(i) Letters { Issued · ..... · · .. .. 

-Received ......... ." .. 

{ 

Received ............ . 
(ii) Samples 

Disposed of ........... . 

(iii) Milit.ary Credit NotefCivil Credit Note issued 

(iv) Reports and returns issued (other than those included under 

VI above) .................................................. . 

_(v) Requests fortcsts{ 
Disposed of .......... .. 

Received ........... . 

- {vi) rn·vestigation Reports Issued .. ·'· ....... :.·- · 

(vii) Pay and TA bills and other bills expecting inspection fee 
bills prepared ............ . 
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ANNEXURE IV TO APPENDIX 56 

[Para 4.44(6)] 

Name of the Inspectorate ... · .......... . 

Monthly Return on Investigation Cases Received in the Metallurgical 
Inspectorate 

A. Investigation cases received 

Particulars 

Cases pending from previous month 
No. of Investigation cases .. .. .. .. .. .. 

B. Testing work 

.. .. received . 
dealt with 
comlpleted . 
current at the end 
of the month. 

Departmental 

Particulars 
No. of samples 
selectedjreceived 

(a) Mechanical Tests 
(b) Metallographic Tests .. 
(c) Chemical Tests 
(d) Miscellaneous 'Iests .. 

Total 

C. No. of Test Certificates illl!ued. 

No. of Inspection Notes issued. 
No. of Inspection Certificates issued. 
No. of Investigation reports il'Sued 

Total 

D. No. of analysis carried out on : 

1. Pig Iron 
2. Steel 
3. Other i terns 

Total 

E. No. of tests carried out. 

1. Departmental 
2. Outside. 

(a) Chargeable 

(b) Not chargeable 

No. 

Outside 
r--~ 

No. No;, not 
chargeable chargeable. 

Tested R-emarks 

Amount charged 
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ANNEXURE V TO .APPENDIX 56 

[Para 4.44(7)] 

Name of the Inspectorate . Year ending 

Particulars of Inspection Staff employed 

Category Date from Station Date from 
Name Designati6n of Stores which at which which 

handled posted in posted, posted 
the at the· 

Circle station 

2 3 4 5 6 

'19 

\ 

Re· 
marks 

7 
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APPENDIX 57 

[Para 5.7(i)] 

List of Materials which can be AnalysedjTested within 10 days 

CHEMICAL (GENERAL) DIVISION 

(a) Bitumen and Coal Laboratory

!. Coal. 
2. Bitumen and Coal Tar. 

3. Cable compounds. 

(b) Metal Laboratory

!. Limestone. 
2. Dolomite. 
3. Gypsum. 
4. Cast Iron. 
5. Mild or low alloy steel. 
6. Brass and Bronzes. 
7. Jari. 
8. Bearing metal. 
9. White metal. 

I 0. Type metal. 

(c) General Chemical Laboratory

!. Mineral acids. 

2. Alkalies. 

3. Fertilizers. 
4. Insecticides. 
5. Disinfectant fluids. 

6. Oxygen gas (Industrial & Medical). 
7. Dissolved acetylene. 

8. Nitrous Oxide, Carbon di-oxide, Ammonia, Methyl Bromide, Chlo
rine, Nitrogen. 

9. Calcium carbide. 

10. Soap and detergents. 

11. Water. 
12. Alcohol and spirit. 

13. Wine. 
14. General organic and inorganic chemicals. 

15. Cement and cement mortars. 

16. Polishes (Shoe and Metal). 

17. Glass. 

18. Fire day or bricks. 
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tHEMICAL (PAINTS AND HIGIIPOLYl\IER) DIVISION 

(a) Paint Laboratories-
1. Oil Paste. 
2. Pigments. 
3. 1\lisccllancous painting materials. 

(b) Jiigh Polymer Laboratories
}. Interior' varnish. 
2. Goldsize varnish. 
3. 1\fixing varnish. 
4. Interior enamels. 
5. Paper. 
6. Textile materials. 

(c) Oil Laboratories-
}. 1\liscellancous vegetable oils. 
2. Greases (ordinary). 
3. Lubricating oils. 
4. Fuel oils. 
5. Aviation Gasolines. 

fi. 1\Iotor spirit. 
7. Cutting oils. 
8. Transformer oil. 

.·' 
No:-;-DESTRUCTI\'E TESTING DIVISION 

(a) X-Rays and Gamma-Ray Laboratory-
Radiographic examination of welded joints, castings and forgings. 

(b) Ultrasonic, Magnetic and Fluorescent Crack Detection Laboratories

All metals and alloys in the shape of castings, forgings and fabricated 
structures. 

(c) Welding Laboratory-
Mechanical tests on welded joints excluding fatigue test. 

(d) M etallographic Laboratory-
1\Iicroscopic examination of metals and alloys. 

A-PHYSICAL DIYISION 

(a) Textile Laboratories-
!. Ropes (coir, sisal, manila etc.). 

2. Beltings (cotton, hair, canvas, train lightings, picking band). 

3. Textile fabrics, yarns, waterproof canvas, belting canvas. 

4. Brushes (paint &.: varnish, Artist, Sash Tool Lettering, Banister, 
carriage washing ,commode cleaning, copper wire bound, Bristles 
etc.). 
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5. Paper. ' 
6. Polythene pipe. 

7. Fire hoses. 
8. Plastic helmets. 

9. Plastic films. 

(b) Civil Engineering Laboratory

}. Sand. 
2. Coarse aggregates. 
3. Concrete cubes f cylinders. 
4. Cement concrete tiles. 
5. Mangalore pattern roofing tiles. 
6. Corrugated asbestos cement sheets. 
7. Fire bricks. 
8. Fire clay mortar. 
9. Fire fighting appliances and fire extinguishers. 

10. Sanitary appliances including wash basins, flushing cisterns, un 
nals, sinks, water closet etc. 

11. Stoneware pipes. 
12. Re-inforced cement concrete pipes. 
13. Asbestos pressure pipes. 
14. Cast iron pipes. 
15. Thermal conductivity of insulating materials. 
16. Cement. 

(c) Heavy Mechanical Laboratories

}. Lifting tackles. 
2. Crab Winches. 
3. Screw Couplings. 
4. Screw Jacks. 
5. Draw Bar Hooks. 
6. Bridge Bearings. 
7. Laminated Springs. 
8. Steel Wire Ropes. 

(d) Light Mechanical Laboratories

}. Pressure gauges. 
2. Hacksaw blades. 
3. Sluice valves. 
4. Knives. 
5. Scissors. 
6. Watermeters (excluding life test). 
7. Steel files. 
8. Conduit pipes. 
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9. Pressure Stove. 
10. Blow Lamps. 
11. G.I. pipes and fittings. 
12. Valves for cylinders. 
13. Bolts and nuts. 
14. Steel bars. 
15. M. S. bars. 
16. Aluminium and copper conductors etc 

(e) I.C. Engine Laboratories-

}. Aviation Fuels (Knock rating). 
2. Diesel Fuels (Octane valve). 

ELECTRICAL ENGINEERING DIVISION 

(a) General Electri..cal Laboratory-

Small electrical accessories such as lamp holder ceiling rose, plugs and 
sockets outlet, Tumbler Switch etc. 

(b) Fan Testing Laboratory-
}. Electric ceiling fan. 
2. Table fan. 
3. Carriage fan. 
4. Exhaust fan. 

(c) Standardisation Laboratory-

Calibration of measuring instruments as Ammeter, Voltmeter, Watt· 
meter etc. 

(d) Electricity Meter Testing Laboratory-
Accuracy test on meters both single phase and poly phase. 

(e) Radio Testing Laboratory-

Accuracy test on electronic equipments such as pH-meter, V.T.V.M. 
etc. 

(f) High Voltage Laboratory-
Outdoor type A.B. Switches, D.O. Fuse Cutouts, Operating Pole; 

Transformer oil etc. (Dielectric Strength only). 
(g) Cable Testing Laboratory-

Resistance of bare conductors, D.C.C. Wires etc. 
(h) Lamps and Photometry Laboratory-

Initial Rating test on lamps, candle power test on Pressure. Lantern, 
Hurricane Lantern. 

(i) Motor and Transformer Testing Laboratory-
Fractional H.P. Motors and Motors rated upto 5 H.P. 
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APPENDIX 58 

[Para 5.7(ii)] 

List of 1\Iaterials which can be AnalysedJTested within 21 days 

CHEMICAL (GENERAL) D"•v•s•oN 

Metal Laboratory-
}. Ores and Silicates. 
2. Special Alloy Steels. 
3. Pure Metals. 

CHEMICAL (PAINTS AND HIGH POLYMER) DIVISION 

(a) Paint Laboratories-
}. Ready Mixed Paints. 
2. Anticorresive Paints. 
3. Bituminous Paints. 

(b) High Polymer Laboratories
}. Insulating varnish. 
2. Synthetic varnishes. 
3. Rubber materials. 
4. Leather goods. 
5. Stoving Enamels. 
6. PVC and miscellaneous plastic materials. 
7. Glue. 

(c) Oil Laboratories
}. Brake Fluid. 
2. Grease (Multipurpose). 

NoN-DESTRUCTIVE TESTING DIVISION 

(a) 1\f.etallographic Laboratory-
Grain size of metals and alloys. 

(b) Welding Labora:tory-
1. Periodic check test on welding electrodes. 
2. Welded Rails. 
3. Complete mechanical tests on welded joints including fatigue 

test. 
4. Initial tests on welding electrodes. 

(c) Welders Certification Section-
Testing and certification of welders according to any recognised code. 

(a) Textile Laboratory
!. Canvas shoes. 
2. Leather samples. 
3. Plastic materials including Synthetic Resin Bonded Sheets and 

Tubes. 
4. Vulcanized Fibre sheets and tubes. 
5. Adhensive black tapes. 
6. Adhensives and glues. 
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7. Some types of rubber hoses. 
8. Rubber gloves. 
9. Asbestos material. 

I 0. Roofing felt. 

(h) Civil Engineering Laboratory-
1. Common burnt clay building LH id.s 
2. Fibre building boards. 
~1. ·wood particles boards. 
4. Soil samples. 

(c) Light ;Uechanical Laboratories
). Watermeters (life test). 

() Diesel Engines. 
3. Pumps. 
4. Gas cylinders. 
5. A.C.S.R. conductors. 

ELECTRICAL E:'\Gl:"'EERI:\'G DIVISION 

(a) General Electrical Laboratory-
Metal clad Switch Fuse Units, Porcelain Fuse Units and other domestic 

electrical appliances etc. 

(b) Fan Testing Laboratory
. Air Circulator type fan. 

(c) Standardisation Laboratory-
Current Transformer, Capacitdts, Dielectric properties of insulating 

materials, Magnetic materials etc. 

(J) Electricity Meter Testing Laboratory-
Type tests on a batch of meters, both for domestic and industrial use. 

{r) Radio Testing Laboratory-
Radio receivers, both main operated and battery operated, Loud 

Speakers etc. 

(f) High Voltage Laboratory-
Insulators both Low Tension and High Tension, Bushings, Insulating 

tapes etc. 

(g) Cable Testiug LaboralOJ)'-
Rubber insulated caoles, P.V.C. cables, Power Cables, both armoured 

and unarmourcd, \Vinding wire etc. 

(h) Battery Testing LaboratOI)'-
Acceptance test on lead-acid battery. 

(i) Lamp and Photometry Laboratory-
Lamp fittings, accessories for Fluorescent and H.P., 1\I.V. Lamps such 

as ballasts, starters etc. 

(i) Motor and Transformer Tt•sting Laboratory-
Motors of High Rating. Power Tnmsfonncrs, \Velding Plants etc, 
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APPENDIX 59 

[Para 5.7(x)] 

Monthly Statement to be prepared by each Assistant Director in N .T .H. 

(a) . The arrears of samples brought forward with 
the date of the oldest sample; 

(b) new receipts; 

(c) samples disposed of during the month-

(i) within 10 days of its receipt in the Test 
House; 

(ii) between 10 and 21 days; 

(iii) between 21 days and 1 month; 

(iv) between 1 and 3 months; 
(v) between 3 and 6 months; and 
(vi) more than 6 months; 

(d) arrears at the end of the month with break up 
and date of oldest sample-

(i) No. of samples pending for less than 1 
month;· 

(ii) between 1 and 3 months; 
(iii) between 3 and 6 months; 

(iv) more than 6 months; 

(e) No. of samples rechecked by Deputy Director, 
and 

(f) No. of reports issued-
(i) within 72 hours of compleuon of tests; 
(ii) between 72 hours and 1 week; 
(iii) between 1 week and 2 weeks; and 
(iv) more than 2 weeks. 
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APPENDIX 60 

[Para 5.7(xi)] 

(For use in the Test Laboratories only) 

GoVERNMENT OF INDIA 

DEPARTMENT OF SUPPLY AND TECHNICAL DEVELOPMENT 
NATIONAL TEST HOUSE 

Laboratory Card 

PART I 

Sample No .............. . File No ........... .' .. 
' 

R.P. or RJR No ............ .. Date .......... : .. 

Date .......... .. 

Brief Description ............ . 

Code No ................... (To be filled by Codification Section) 
Instructions by Deputy Director /Director ............................. ~ ..... ~ ........ . 
Instructions by Assistant Director regarding any special tests to be 

performed and the time required for completing the testing ..................... . 

··········'···························'···'•••' 
Handed over for testing to T~~t Assistant-Shri ................... on ........ ~. 
Date by which test to be completed ................. .. 
Test completed on .................... .. 

Reasons for delay, if any, ........................ . 
Draft TIC put up bylon ........................... .. 

Draft TIC approved by/ on ....................... . 
(i) Asstt. Director; 

(ii) Deputy Director; 
(iii) Director (only in respect of safet:y item). 

Date on which approved draft T fC was sent back to Section for 
issue ....................................................... ~ ...... . 

TIC issued on .............. .. 
Bill Section ................ . 

Record .............. . 

NoTE-(1) The draft test certificate must be prepared within 72 hours 
of the completion of the tests. 

(2) The fair test certificate must be issued by. the concerned Section 
within 24 hours of the teceipt of the draft test cert1ficate from the labora
tory. 
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(To be Retained by Assistant Director) 

GOVERNMENT OF INDI.\ 

DEPARTMENT OF SUPPLY AND TECHNICAL DEVELOPMENT 
NATIONAL TEST HOUSE 

Laboratory Card 

PART II 

Code No. of the Sample ···························································· 
Sample handed over to Shri 

• 0 ........... ··; •••••••• 0 ••• 0 •••••••••• 0 •••••••••••••••• 

on .: .................................... . 

Date by which test should be completea ...................................... .. 

Draft Test Report expected on ................. • ................................. . 

·when Test Report actually submitted ......................................... . 

If there was delay, what steps were taken 
taken to ensure expeditious disposal and what 
was the explanation for delay ...................................................... . 

Draft Test Certificate prepared by f on ......................................... . 

Approved on .......................... . 

NoTE-(1) The Assistant Director should daily check the progress of 
. the test of the samples entrusted to the Assistants working under him with 
the help of these Progress Cards. 

(2) The time prescribed for testing should be reasonable, taki.ng into 
account the nature of tests to be performed, and should not be too much 
or too little. The Deputy Director over-all in-charge of the laboratory 
should make random checks to ensure that excessive time is not given for 
re~~ . . 
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APPENDIX 61 

(Para 5.14) 

Enhanced Delegation of Powers to the Director, National Test House, 
Calcutta 

Xature of power Existing l'ower11 

2 

(i) l'urchnse & repair of Rs. 1,00() per annum 
ollit-e furniture. 

(ii) J'ur<"huse of hooks & Rs. 500 in each case 
puhlit"ations. 

(iii) llt•murr<Ip:c <'harges 'Rs. 5 at a time 

(il') Pur<·ha•e of ('hemil'als, Rs. 4,000 in each rase 
P411ipments ami appara· 
tus. 

{v) Di8po•al of un'!er't'ioeahle Rs. 750 in each case 
olli<·e equipment. 

(ri) I :rant of lt•ave to fla1.etted Xo powers 
OIHeers in the National 
Tt•Ht Houst>, ( 'aleutta 
and Bombay. 

Powers proposed to be dele
gated 

3 

n~. 2,:3oo. 

Full powers within budget 
sanction. 

.RB.25. 

RR. 20,000. 

Rs. 2,500. 

Full pnwers ~ubject to the 
usual procedure .. 
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APPENDIX 62 

(Para 5.21) 

Duties of the Joint Director, N.T.H. 

A. General Adminis.tration 

1. Security arrangements for a hi()" area spread over nearly 3.1 acres 
of land with a floor space of ab~ut 1 lakh sq. ft. 

2 

2. Charge of Sample Room-including work connected with receipt 
and disposal of samples. 

3. Building construction and repairs--<:orrespondence with C.P.\V.D. 
4. Upkeep and maintenance of buildings-including sanitary, elec-

trical and gas fittings. · 
5. Purchase of Chemicals and Appartus. 
6. Sanctioning of casual leave and earned leave to Class III and IV 

officers. 
7. Supervision of General Stores and Explosive Godowns. 
8. Charge of Confidential Section for dealing with samples. 
9. Control of Head Clerk (Confidential). 

10. Arrangement for training apprentices in the National Test 
House. 

11. Looking after arrangements in connection with Educational tours. 
of students and conducting important visitors from Government 
Departments or private parties, etc., round the laboratories. 

12. Preparation of General Technical reports and publicity materials. 
from the National Test House. 

13. Compiling of the Schedule of Testing charges for all laboratories 
and keeping the same up-to-date. 

14. Review of the arrears of testing fees and taking up at a high 
level for realisation of arrear testing fees. 

15. Sanctioning of medical bills of non-gazetted staff also. 
16. Inspection of branch laboratories as and when desired by the 

Director. 
17. Checking categorization of samples according to the time fixed 

for testin~. 

B. Co-ordination and control of the following Common Service Depart"' 
ments of the National Test House 

I. The workshop which maintains precision machinery and equip
ment and employs 34 per~ns including ~he Worksho~ Superin
tendent and is charged w1th the productiOn of test p1eces, and 
small instruments and machinery, and with the erection, repair 
and maintenance of the machinery of all laboratories of the 
National Test House. 

2. The library spending Rs. 30,000/- per year. 
3. The museum. 
4. The Photographic section and the Drawing Office. 

C. Administration of the Scheme for a Central Authority for the Certifica
tion of JVelders 
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APPENDIX 63 

(Para 5.23) 

Form of the Confidential Report for Gazetted Technical Ollicials of the 
National Test House · 

Confidential Report for the year 196 ..................... (Period for which th~ 
officer reported upon has worked under the Reporting Officer: 
Years ............ ) 
Months .. , ......... ) 

PART I 

(Columns 2 to 5 to be filled in by the officer reported upon) 

I. Name of Officer. 

2. Designation. 
3. Academic/Technical Qualifications. 

4. Scale of Pay. 

5. Nature of duties. 

PART II 

(To be filled by the Reporting Authority) 

6. Knowledge of Rules & Regulations. 

7. Is he prompt and methodical in dealing with cases (or does he 
habitually delay cases which can and ought to be disposed of 
promptly?) ._.. 

8. Does he take decisions on matters on which he is competent to 
take decision or is he inclined to shirk responsibility? 

9. Is he tactful, patient and correct in his dealings with

(i) Non-officials; 

(ii) Fellow officers, senior/ junior to him? 

10. Has he shown capacity to think new approaches to problems and 
has he been successful in working out practicable and realistic 
solutions? 

11. Is he up-t<Hlate in his knowledge of the subject and does he keep 
abreast of the current developments? 

12. Has he shown any administrative ability or organising capa-
city? 

13. Has he any special scientific acquirements or aptitude? 

14. Does he express himself clearly and consistently? 

15. Has he discharged his duties efficiently? 

16. Assessment of integrity, (if anything adverse has come to your 
notice, please specify it also.) 
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17. General Remarks: 

(The report should comment generally on the way in which the 
officer has carried out his duties during the year and should give 
an estimate of his personality, character and abilities, making 
particular mention of his capacity to maintain discipline among 
the staff, to handle difficult cases and to ensure the smooth and 
efficient running of the office. You may mention any incident m 
your knowledge which may militate against hi~ usefulness or 
reflect credit on him during the period under report). 

18. Grading: 

Below Average; 

Average; 

Good; 

Very good; or 

Outstanding. 

19. Considering his general ability, efficiency and integrity do you con
sider him fit for promotion-

(i) in due course? 

(ii) out of turn? 

Head of Department 

Reporting 0 fficer, 

NAME (In block letters) 
Designation 
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APPENDIX 64 

(Para 5.23) 

form of Confidential Report for Non-gazetted Tt:chnical and Executive 
Subordinates 

Confidential Report for the )'ear jperiod ending ........... . 

PART I 

(Columns 2 to 9 to be filled in by the officer reported upon) 

I. I\ arne in full. 

2. Designation. 

3. Section where employed. 

4. Scale of Pay. 

5. Date of appointment to present grade. 

6. Earned leave taken during the period under report. 

7. Pay on ............. .. 

8. Total servicr:. 

9. Date of birth. 

PAIU II 

(To be filled m by ~he Reporting Authority) 

18. Observations. on-

(i) Intelligence and general ability: 

Has he: 

(a) more than, 

(b) less than, or 

(c) about the average ability of officials of his r;rade? 

(ii) Conduct: 

(e.g. amendability to discipline, punctuality in attendance. 
general behaviour). 

(iii) Character: 

(e.g. industry, care, and thoroughness any such clefects as 
indebtedness). 

(iv) Assessment of integrity: 

(if anything ad\·erse has come to your notice please specify 
also). 

II. Discuss his fitness for more responsible work, indicating whether 
he is (a) deserving of special selection for promotion (b) fit for 
promotion in the ordinary way, or (c} at. present unfit for pro
motion. 
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12. Whether he has been responsible for any outstanding work during 
the period under review, meriting special commendation. Whether 
he has been reprimanded for indifferent work or for other causes 
during the period under review. Brie£ particulars to be given. 

13. Do you consider him fit for the next increment? 

14. In the case of a Non-gazetted Technical Subordinate

(a) Nature of work on which employed. 

(b) The manner in which he has discharged his duties. 

(c) \Vhether his technical qualifications, theoretical as well as 
practical, are sufficient to enable him to perform his duties 
satisfactorily? 

(d) Is he up-to-date in knowledge of the subject and does he keep 
abreast of current developments? 

(e) Does he complete his work without making excuses fot' 
delay? 

(f) Is he accurate and thorough in his work? 

{g) Give his out-put of work. Do you consider it satisfactory? 

(h) Does he express himself clearly and consistently? 

(i) Comment on his-

(i) initiative; 

(ii) Tact & Judgement; 

(iii) Power of taking responsibility; 

(iv) Capacity for handling difficult cases. 

(j) \Vhether or not he is fit for promotion to Gazetted Rank and 

if so, to what post. 

15. Grading: 

Outstanding; 

Very Good; 

Good; 

Fair; or 

Poor. 

Remarks, if any, of Branch Officer. 

Recordin~ Officer{ 

lVAJIE 

Name 
Designation 

Designation 



311 

Instructions: 
I. Confidential Reports will be prepared for each calendar year in 

addition if any officer hands over control of a Scnion after the 
30th June in any year he will prepare confidential reports for the 
establishment of the Section. 

2. 'Whenever censure or in-appreciative opinion is recorded the facts' 
on which he bases his views should also be mentioned. 

3. The report should be very carefully prepared and should reflect 
the considered and candid opinion of the officer preparing it. 

4. Column No. 15 regarding "Grading" will be filled by the Review
ing Officer and Not by the Recording Officer. (Reviewing Officer 
means the highest o'fficer who signs the report i.e. the Director, 
National Test House, in this case). 
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APPENDIX 65 

[Para 6.6(5)] 

Account Sheet for Departmental Charges against Non-departmental orders 
for the month . . . . . . . . . . . . . . . ·· 

Consignee 

Contract/ Brief Value of Store inspected Inspection Inspe~tion Re-
SjO No. description of r- ~ fee certificate marks 
and date stores Qllant.ity Rate V~tllle chargeable No. & 

(Including date 
taxes) 

1 2 3 4 5 6 7 8 

Total: (Rupees ............................ ) 

Signature 



- 1 Serial No. 

1
"' I Indent No. and Jate 

w DGS&D No. & date of receipt in 
C.I.S. 

I ""' I Item No. & stores 

01 I Quantity 

I 
00 I Indent D/P. 

Date referred to Ij\V (A) I/O( B) """ I received back from If\V (C) 

00 I Allocation and date 

I 
ce> I Tender issued on/Opening date 

~ c ~ 

I 
'"! '"=' .... j Date referred to I/W(D) IjO(F.) :: .... "" 0 firm (F) & date of reply. ..., > c "' ..... "' '"=' 
~ 

-1 "' UjN(~· .P.P. UjC (H) I ~ tTl 
:::i '"! . z c 

Clq -1 t;j '"! Cl ., ..... 
.... j A/T No. and date and nnmP. of I "' ?:" ~ "' '"' firm with full address. :;:::: -1 oi ., ~ O'l 

C'I,S. -
I 

-~ I Quantity ordered. "' -,.... ......... ,., 
I 

.., 
-I AjTDJP 
""I 

I 
~ ! Is A/T subject to IRC/QC & date 

of Issue. 

~ ! Date l>f isRue of I.I,. nnd Planning 
ofQC. 

:::i I Extension in D,'P. 
I 
I 

:; I JjNote No. and date 

;;; I Quantity accepted 
I 

::5 I Final Pnyment mndP. on 
I 
I 

'"' 
1 Hemarks 

r.rr. 
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APPENDIX 67 

[Para 7.7(2)] 

Scheme for Maintaining Statistical Data mechanically in the Statistical 
Directorate. 

1. The following information will be punched on cards to be main
itained by the Statistical Directorate: 

A. Indent-

(i) Indentor's indent No. and date. 

(ii) D.G.S.&D indent No. and date. 

(iii) Store. 

(iv) Quantity. 

(v) Indent delivery period. 

B. Acceptance of Tender: 

(i) AfT No. and date. 

(ii) Quantity, 

(iii) AfT delivery period. 

·C. (i) Date of issue of Import Recommendation 
Certificate/ Quota Certificate; 

(ii) Date of issue of Import Licence. 

1. Where 
Japplicable 

D. Amendment letters regarding extension of delivery period. 

E. Inspection Note: 

(i) No. of Inspection Note. 

(ii) Quantities accepted. 

F. The date on which the supplies are completed and the case finalis
ed. 

2. The sources of infom1ation to be punched on the cards will be as 
below-

(I) for indent particulars, a copy of the indent which is already 
being sent by the Central Indent Section to the Statistical 
Directorate will be used; 

(2) for AfT particulars, a copy of the A/T which is also being 
endorsed to the Statistical Directorate will be used; 

.(3) for IRCfQC particulars in cases in which Import Recommenda
tion Certificates/Quota Certificates are issued a copy of the cover
ing letter forwarding the Import Recommendation Certificate f 
Quota Certificate should be endorsed to the Statistical Directo
xate; 
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for Import Licence particulars, the IS-3 Section will, when it 
receives copies of Import Licences from the C.C.I.&E., show 
the11_1 to the Statistical J?irectorate who after punching the infor
mation on the cards w1ll return them to the IS-3 Section. For 
this purpose, IS-3 Section will serially number the copies and 
pass them on to the Statistical Directorate; 

(5) for particulars of amendment letters, copies of amendment 
letters .amending the delivery period are already being sent to 
the Statistical Directorate will be used; 

((6) for particulars of the Inspection Note the copy of the Inspec
tion Note meant for the purchase office will first be sent to 
the Statistical Directorate who will after punching the neces
sary information in the cards pass it on to the purchase section 
concerned; · · 

(7) for particulars regarding finalisation, all' amendments finalising 
a contract should be endorsed to the Statistical Directorate. 

3. The following statements will be prepared by the Statistical Directo
rate-

(I) monthly statement regarding all outstanding indents with the 
following break-up-

(a) over 6 months old; 

(b) between 5 to 6 months old; 

{c) between 4 to 5 montM old; 

{d) between 3 to 4 months old; 

(e) 2 months old; 

(f) less than 2 months old; 

(2) monthly statement regarding all outstanding Operational/ 
Emergent/Urgent/Express indents. This list will be prepared 
Directorate-wise, indentor-wise; 

{3) 

,(4) 

{3) 

.(G) 

monthly statement regarding all outstanding AfTs where deli
very period is to expire during that month. This statement will 
be prepared finn-wise; 

a list of AITs where delivery period has already expired but 
supplies not completed. This statement will be prepared Directo
rate-wise, indentor-wise, firm-wise; 

a list of cases where issue of Import Recommendation Certifi
cates 1 Quota Certificates I Import Licences has been delayed be
yond one month; 

monthly statement regarding the list of AfTs completed during 
the previous month. 

These statements cover the general statements at present prepared by 
the Progress \Ving. In addition the Statistical Directorate will prepare all 
other specified ad hoc statements that are now required to be prepared by 
the Progress \Ving. The sources for this ad hoc information are the same. 
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APPENDIX 68 

(Para 7.8) 

Statement showing the staff that will become surplus by the implementation 
of the new scheme of maintaining progress data mechanically 

Designation of Pest 

Director 

Deputy Director 

ABsistant Direetor 

Se .. tion Officer .. 

A~sistant 1 
U.D.C. J 
I,. D.C. 

'J't"ehnical Assistant 

Junior Pr••r;ress Offh·er •• 

Junior Field Officer 

Steno~rapher .. 

Existing 
Ataff 

3 

2 

9 

47 

50 

10 

8 

13 

7 

No. •·f pnstf! 
to be ren

dere~l 
surplus 

1 

12 
2:t 

30 

2 

Additional posts that will be required for the Statistical Directorate 

Designation of post No. of Posts 

Deputy Director 
(Rs. 700-40-1100-50/2-1250). 1 

Assistant Director 
(Rs. 400--25--450--30--600--35-670--EB--

35-950). 3 

Senior Economic Investigator 
(Rs. 325-15-475-EB-20--575). 5 

Machine Tabulation Officer 
(Rs. 400-25-450-30-600--35-670--EB-35-

950). 1 

Economic Investigator 
(Rs. 210--10-290-15-320--EB-15--425). i 

Computor 
(Rs. 150-5-160-8-240-EB-8-280--W-300). 9 



:\'a me of firms

Address:-
Tele. 1\'o.: 

:-;,.rial 
Xn. 

A/T Nn. & date 
S 0 Nn. & 1iate 
R ·c No. •Rnc No. 

& date 

2 
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APPENDIX 69 

[Paras 7.12(1) &.: 7.14(3)1 

Shuttle Sheet 

Stores 

3 

Qun.ntity 
·ordered 

4 

l>elivery 
period 

5 

Remarks 

6 



APPENDIX 70 

[Para 7.14(3)] 

F01m of Progress Report 

Supply prospects after A/T is placed for Store ..................... as on ...................................... . 

Nameoft!le Firm ......••..•..•....••...... 

Serial 
No. 

1 

A/T No. & Date 

2 

Quantity 
ordered 

s 

D.P.speoi· 
Sed in the 

A/T 

4 

Monthlyrotr 
of supply, 

if indicated, 
sta.rting 
from 

5 

Quantity Quantity 
despatched by under lnspeo. 

tion by 

6 7 

Quantity 
under 

process/ 
manufacture 

8 

Remark• 

• ----------------------------------



Regioo 

1 

Delhi 

Calcutta 

Bombay 

1lladrRs 

Kanpur 
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APPENDIX 71 

[Para 7.16(3)] 

Statement of Progress Staff Regionwise 

No. of No. of No. of JFOs 
F'irms contracts existin~ 

2 3 4 

763 5,032 13 

830 9,461 8* 

751 8,035 7 

210 2,4S5 4 

172 1,12-! . 2 

2,726 26,137 34 

* These figures exclude staff engaged on Production Schedules. 

No. ofJFOs 
required 

5 

11 

14* 

11 

3 

2 

41 



Nameofthefirm Contract 
No. and 

date 

Stores 

APPENDIX 72 

[Para 7.18(1)] 

Daily Diary of J.F.O. 

Dated .................... . 

Deliverv date 
r---,.A__-, 

Original Exten
ded 

Quantity No. of 
r----.A.---, previouil 

Ordered Supplied visits 
made 

Position Contribution 
r-----.A.--, made by the 

At the 
time of 

last 
visit 

Present Field Officer 
during the 

present vis it 

Rl'tnllrks 

--------------------------------------------------------------------1 3 4 5 6 7 8 9 10 11 12 

------------------------------------------------------------~-------

Signatures of Junior Field Officer ·Si~natures of Dy. Director (Progress) 
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APPENDIX 73 

[Para 7.18{2)] 

Weekly Programme of J.F.O. 

Name of the Junior Field Officer ..................................................... . 

Zone ............................................... . 

Date Name of t~e firm 

1 2 

Contract No. 
and date 

3 

Delivery 
period 

4 

Contract last 
progressed on 

5 



Serial LetterNo. & 
No. date 

2 

\erial Forwarding letter 
No. No.~date 

1 

DGB&D 
Bu.rplUI 
Report 
No. 

(1) 

2 

No. of 
item 

(2) 

APPENlllX 74 

(Para 8.4) 

Diary Register Maintained by Disposals Wing (Central Registry) . 

Received 
from 

3 
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APPENDIX 75 

[Para 8.7(1)] 

Check-List-For Checking Surplus Reports 

Have you checked whether the following particulars have been cor· 
rectly filled in (say 'yes' pr 'no'). · 

(a) Description of stores. 

(h) Quantity. 

(c) Location of stores. 

(d) Declaring authority. 

(e) Book value. 

(f) Head of account to which sale proceeds are to 
be credited. 

Signature of deaUng assistant 

f..' Signature of Asstt. Director (Disposal) 
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APPENDIX 76 

(Para 8.8) 

Form in which A.D. (Disposals) puts up Surplus Reports 

DISPOSALS WING 

c. R. SECTION 

We have received ..................... surplus declaration(s) from ............ . . .. . . . . . . . . . . . . . . . . . ... . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . . .......................................... . 
.• .. . . . . . . . . . . . . . . . . . . . . . . .. . . . for disposal of following stores: -

S. No. S. R. No. Items Stores Qty. B. V.JOPP Looa.tion. Condition 

We may crossmandatejtransfer the surplus report(s) to the Auction 
Cell/Director of Supplies &: Disposals, CalcuttafBombay/MadrasjCommo
dity Section at Headquarter for disposal of the stores by auction/offer to 
Priority Indentorsfby advertised tender jfor inspection before further dis
posal faction is initiated. 

Circulated to the members of the Screening Board. 

Total B.V.fOpp. is Rs ........................... . 

n:D. (Disp) 
D.D. (Cdn) 
CLO (Disp) 
Dir. (D) 
D.D.G (G) 
A.F.A. 

Asstt. Director of Disposals 
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APPENDIX 77 

(Para 8.10) 

DIRECTORATE GENERAL OF SUPPLIES &: DISPOSALS (DISPOS.AI. 
WING) "A" . 

To 

COORDINATION &: STATISTICS DIRECTORATE (CENTRAL REGISTRY) 

DGS&D-182 

New Delhi, the ....................... . 

Transfer Memorandum No .............................. · ............................. . 

The Director of Supplies &: Disposals, 

(Disposals Wing) 

D.G.S. &: D. Surplus Report No ......................... and Date ..................... . 
Declarer's No. &: Date ................................. ~ .•. : .............. : ... . 

The following items of the above report are hereby transferred to you 
for disposal, as in the copies enclosed-

Report 
·item No. 

Sub. Head 

Method of Disposal 

Quantity of 
Units transferred 

r-----''----~ 

Whole Part 

... 

Value of Units 
transferred 

r-----
Whole Part 

Assistant Director of Statistics 

Copies to: 
1. Statistical Section, D.G.(S&:D), New Delhi. 

2. Declaring Service. 

3. Reporting Depot. 
4. Stock-holding Depot where other than (3). 

N.B.-Important-All further correspondence regarding amend
ments, cancellations and withdrawals, etc., may kindly be 
addressed direct to the above-mentioned officer quoting this 
office reference number under intimation to this office. 



APPENDIX 78 

(Para 8.12) 

DG$i1D-190 

DIRECTORATE GENERAL OF SUPPLIES & DISPOSALS 

Inspection Report (Surplus Stores) 

Section ...... , .................... ·, ....................... . Account Unit ............................................. · 

DGS&D S.R. No. 8c D.A's No .................... .. Quantity I <I I I I I I I I I I I I I. I I I I I I I I I I I. I I I I I I 1 I I I I •1 t I I I I 1 t t 11 ••• 

Location of Stores ................................... . Rate per Unit ................................. : ......... .. 
Book Value ................................................ . 
Weight .................................................... .. 

(in tons and decimal of tons) 

Brief 
11'11U description of Conditions 1. Ifsimila.ratoreasoldatate date and Condition Whether Whether Whether Assessed 

the store aa .realisation. and they will fit to be fit for Market Remarks 
reported 2. Distinguishing features of the service- be useful auctioned tender .-aloe 

intheS.R. stores in respect of conditions and ability to Priori-
location. ·ties 

3. Market rate and demand position. 
4. If the stores are to be treated as 
scrap, the weight and estimated 
value of scrap may be given 

1 2 3 4 5 6 7 8 9 ---

w 
t-::1 
Col 
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APPENDIX 79 

[Para 8.19(2)] 

Consolidated Return Recommended for Disposals Win~ 

DISPOSALS WING 

CONSOLIDATED RETURN 

Month ..... , ............... . 

PART-A 

BV /OPP No. of SJRs. 
(in lakhs) involved. 

1. Surpluses carried over from previous month: 
2. Fresh declarations received during the · 

month: 
3. (a) Net surpluses disposed of during the 

month: 
(b) Sale value. 

4. Surplus Reports struck off from the records: 
(a) Withdrawn by SJH 
(b) Returned to SJH for direct disposal etc 
(c) X-mandated to Auction CelljRegions: 
(d) Returned to Headquarters: 

5. Net surpluses outstanding at th~· end of the 
month: 

PART·B 

Break-up 
6. Break up of net disposal-item 3 

(a) Disposal through Auction: 
(i) Scheduled (with No. of auctions) 
(ii) Offered 
(iii) Sold.(with No. of auctions): 
(iv) Sale value. 

(b) Disposal through Tender: 
(c) Disposal through P.Is: 

7. Break up of outstanding surpluses-item 5 

'A'-Age-wise Break up 

(a) Uncier 3 months: 
(b) Between 3 to 6 months: 
(c) Between 6 to 9 months: 
(d) Between 9-12 months: 
(e) Between 1-2 years: 
(f) Over 2 years: 
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BV /OPP No. of SfRs. 
(in lakhs) involved. 

'B'-Break-up showing the actual stage of action 

(I) Under Action: 

(i) pending for auction in the current month: 
(ii) Pending issued to P.Is: 

(iii) Awaiting indents/replies from P.Is: 
(iv) Pending issue of Tenders: 

(v) Pending opening of Tenders: 
(vi) Tenders under consideration: 

(vii) Tenders finalised and S. Letters issued/ 
under issue, demanding payment of sale 
value: 

(viii) Pending inspection: 

(ix) Pending decision for further action/ 
mode of disposal: 

(~) Pending X-mandation: 
(xi) Pending withdrawal by fretum to S.H.: 

(xii) Pending for any other reason: 

(II) Balance outstanding surpluses: 

(i) Programme for auction for next month: 
(ii) Held up for any other reasons: 

8. lmpottant sales (BV JOPP exceeding Rs. 2 
lakhs): 
S. No. Stores BVfOPP Sale value 

9. Tenders invited from Trade: 

Tender No. Stores BV due date 

10. Tenders opened: 
Tender No. Stores BV Offers reed. 

ll. Tenders finalised: 

12. Ad-hoc circulars issued to P.ls: 

Date of 
opening 

S. No. Adhoc Circular No. Stores BV fOPP Indents 
due on 

13. (a) No. of old risk re-sale cases outstanding 
on: 

(b) No. of cases reviewed during the month: 
(c) No. of cases finalised: 
(d) No. of cases outstanding: 
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APPENDIX 80 

[Para 9.6(2)] 

Duties of Dock Inspectors 

I. To obtain manifest details from the steamer agents. 
2. To watch the progress of the clearance. 
3. To keep liaison with the customs, port Trust, steamer agents and dear-

ing agents.. · 
4. To attend survey and inspect post parcels whenever necessary. 
5. To arrange for the opening and repacking of stores prior to despatch 

of the same to various consignees as and when required by the indentors 
on rare occasions only. 

6. Dock spotting. 
7. To watch finalisation of bills of entry. 
8. To visit dearing agents' godowns for securing the expeditious despatch 

of those consignments which are stored in the dearing agents' godowns. 
9. To verify from Railway records about wagon. indents by dearing 

agents. 



330 

APPENDIX 81 

[Para 9.8(5)] 

Form for Scrutiny of Demurrage Bills 

I. N arne of the Clearing Agents. 

2. N arne of Steamer and date of arrival. 

3. Abstract Item No. and date. 

4. Name of Consignee. 

5. No. and date of Clea1·ing Agents Bill/Port Commis-
sioners debit voucher. 

6. Amount of demurrage. 

7. Last free date. 

8. Date of clearance. 

9. No. of days for which demurrage has to be paid. 

10. Reasons for delay: (Full Particulars). 

11. Was it not possible to remove the stores to transit 
storage depot? If not. state the reasons. What would 
have been the cost if stores were removed to the 
transit depot? 

12. Attempts made by Clearing Agents to avoid incur
ring of demurrage. 

13. Whether Director (S&:D) is satisfied that all steps 
were taken by Clearing Agents to prevent incurring 
of the demurrages and that they are not responsible 
in any way? 

14. Steps taken by office of Dir. (S&:D) to expedite re 
moval of stores. 

15. Whether all steps were taken by the office of Dir. 
(S&:D) to prevent the expenditure and Dir. (S&:D) is 
satisfied that this cannot be attributed to any negli
gence on the part of any person in his office? 

Signature of Director (S. b D.). 



APPENDIX 82 
[Para. 9.8(10)] 
Control Chart 

1\{onth ..... : .................. Year ........•...... 
(To be completed by Import &: Shipping branches daily and submitted to Director) 

H •::~dling ch <J.rges Bills 

r-----------~----------~ 
Da.te No. pending over Date of oldest Bill 

7 days 

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

10 
11 
12 
13 
14: 
15 
16 
17 
18 
19 
20 
21 
22 
23 
24: 
25 
26 
27 
28 
29 
30 
31 

S~evedoring)'reight Bills Demurrage Charges Bills 

No. pending over DateofoldestBill No. pending over 7 Dateofoldest Bill 
2 days days 

4 5 6 7 

Signattu-e of Section 
In('hargef ADi 

Direct4)r 

8 



Clearing Agents Claim 

A. Demurrag~ Billa 

Total number and of demurrage 
eases pending at the end of 
previous month and their value 

(a) No. 
(b) Value 

B. N 011,-Derr. urra ge Billa 

(1) Clearing Agents Bills: 

Total No. of bills pending at 
the end of the last month 

(a) No. 
(b) Amount 

II. Stevedoring and F~tiq'ht Billa 

Total No. of bills pending at 
the end ofthe last month 

(a) No 
(b) Amount 

Total number of 
demurrage oases 
received during 
the month 

(a) No. 
(b) Value 

TotalNo.of bills 
received during 

the month 

(a) No. 
(b) Amount 

Total No. ofbills 
received during 

the month 

(a) No. 
(b) Amount 

APPENDIX 83 

(Para 9.}0) 

D. G. S. &: D. Control Chart 

Shi,pping Branch 

Total of columns 
1 & 2 

(a) No. 
(b) Value 

Total number <>f 
demurrage cases 
disposed of by 
the Regional 
office during the 
month 

(a) No. 
(b) Value 

BalanceofdeJru· 
rrage cases at 
the endofthe 
month 

(a) No. 
(b) Value 

Total No. of bills Bills disposed of Bllls pending at 
Cols.l&2 duringthemonth theendofthe 

month 

(a) No. (a) No. (a) No. 
(b) Amount (b) Amount (b) Amount 

Total No. of bills Bills disposed of Bills pending at 
Cols.l &2 during the month the end of the 

month 

(a) No. (a) No. (a) No. 
(b) Amount (b) Amount (b) Amount 

Total nu~rber of 
pending cases 
requiring Hqrs. 
sanction 

(a) No. 
(b) Value 

Remarks 

Remarks 

Remarks 



III. Bills of Entt) 

(1) 

Total No. of B/Entry pending 
at the end of previous month 

(a) No. 

(2) 

Total No. of B/Entry 
received during 

the month 

(a) No. 

APPENDIX 83-contd. 

(4) (5) 

Total (cola. 1 and 2) Total BfEntry finali· Total No. of B/Entry 
aedduring the pendine: attheend 

month ofthe month 

(a) No. (a) No. (a) No. 

... 

Remarks 

Break up or C'.ol •. G 
(i) Below 3 months 
(ii) Between 3-6 months 
(iii) Between 6-9 months 
(iv) Between 9-12 monthll 
(v) Above 12 montbt 
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APPENDIX 84 

(Para. 10.7) 

:Statement of Cases dealt with by Director (Complaints) during the period 
April 1965 to June 1965 by the Director of Complaints 

I. No. of complaints received 954 

2. No. of these not having a vigilance angle 952 

3. Broad categorisation: 

(i) Complaints alleging delay 634 
(ii) Complaints alleging wrong judgment. or wrong 

exercise of discretion 9 

(iii) Complaints alleging rude or inconsiderable behaviour 1 

(iv) Miscellaneous 310 

4. No. in each category disposed of by 30th June, 1965: 

Q) 611 

M 9 
(iii) 1 

(iv) 310 

931 

5. Manner of disposal: 
(a) No. out of (4) directly looked into by the Complaints 

Cell .. , 193 
(b) No. out of (4) forwarded to concerned authority for 

action ... 738 

6. Results of disposal: 
(a) No. out of (4) rejected .... 78 

(b) No. out of (4) found wholly or partially valid, and 
therefore, wholly or partially accepted . . . . . . 853 

7. Cases of rejection where reasons of rejection communicat-
ed to the complainant •.• ... ··~ ... 78 

8 .. No. of complaints (other than vigilance) outstanding on 
30th June, 1965 ..• 23 
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APPENDIX 85 

[Para 10.12(1)] 
Duties of Director of Complaints 

(1) To attend to the cases of persistent delay or inaction on the part 
of the purchase Directorates. . 

(2) To attend to complaints relating to wrong decisions, irregularities, 
procedural difficulties, etc. 

(3) To attend to complaints received by post. 

(4) To attend to complaints received through the Minister of Supply, 
the Pepartment of Supply and Technical Development and the 

• Director General. 

(5) To attend to complaints in respect of .~egional Offices. 

(6) To pass on complaints and grievances involving corruption to the 
Vigilance Officer. · 

(7) To bring to the notice of the Director General short-comings and 
·common lapses in procedure. 

(8) To inspect Regional Public Relations Cells. 

(9) Over all charge of the Complaints and Public Relations Organisa
tion. 
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APPENDIX 86 

[Para 10.12(1)] 
Duties of Public Relations Officer 

(I) To furnish information and clarifications to the trade on matters 
of policy and procedure of purchase, inspection and disposal. 

(2) To furnish information about the authorities from where the 
drawings and specifications, etc., could be had and to answer 
routine queries. 

(3) T~ guide th~ representatives of the trade regarding filling up the 
forms for registration and giving them other guidance in this. . 
respect. 

(4) To attend to. the complaints made by the trade abou~ the loss/ 
misplacement of letters and their tracing. 

(5) In case of serious matters to advise the trade to contact the Direc-
tor of Complaints. · · 

(6) To undertake surprise rounds to the Reception Room to see if 
any party has been made to wait unnecessarily for long hours for 
no fault of theirs and to help them. 

. ' 
(7) To inspect the Reception Room to ensure that it is kept clean and 

properly furnished. . 

(8) To look after the amenities to the public. 

(9) To maintain the registers for recording the purpose of visits by 
the trade and for recording their suggestions. 

(10) 

(11) 

(12) 

(13) 

(14) 

To maintain daily statistics of visitors. 

To attend to the position slips through which representatives of 
the trade are informed of the actual position in respect of a parti
cular outstanding issue and to ensure that the required informa
tion is provided to the trade by the due date. 

To bring cases of inordinate delay to the notice of the Director of 
Complaints for taking up the matter at a higher level. 

To bring to the notice of the Director (Complaints) the slips filling 
of which was not justified as well as cases wherein more than one 
slip has been filed. 

To visit the Tender Opening Room and see that the tenders are 
opened at the scheduled time and to arrange for alternative arrange
ments if the tender opening officer is not available at the time of 
opening of tender. 

(15) To pass on urgent communication handed over by the representa
tives of trade to the officers concerned. 

(16) To supply copies of rate contracts upon requests from indentors. 
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APPENDIX 87 

[Para 10.12(2)] 
Set Up 

of 
Directorate of Complaints 

Director (Complaints) 

I 
Public Relations Officer 

I 
:I 

Stt>nogra.pher A'18ista.n tB Upper Division 
Clerks 

Lower· :Division 
Clel1'ks 

1 2 2 ·4 . .. 

LjS238DGS&D-24 

I 
R. 0. Oell 

. _ Assistant- 1 
L.D.Ce.- 2 



Serial Memo No. 
No, 

APPENDIX 88 

[Para 10.14(6)] 

Fonn of Complaints Diary in P .R.O. Cell 

(To be filled in Triplicate) 

DIRECTORATE GENERAL OF SUPPLIES AND DISPOSALS 

Name of the firm 

PARLIAMENT STREET, NEW DELHI 

AfT No. & Nature of 
Date complaint 

Name of Directorate ...................................... 
Section ...................................................... . 

Date ......................................................... . 

Da.te by 
which reply 

required 

Date when Dateofrepl_v 
memoreturn- ttl firm 

ed 

Received by: Prepared by ................................... . 

J. (a) P.A. on ....................................... (b) Signature of P .A ............... ~ ............................. . 

. ; 2. (a) Section Officer/ADS on .............................. (b) Signature of 50/AD ............................ .. 

w 
w 
00 



Al'.P.t.NJ.JlX !>9 

(Para ll.2) 

Statement of Proposals to delegate Powers to the Supply Officers for making Purchases etc. 

Serinl Item Direct.or Deputy 

No. -· General{ Dirert.or 
Additional General 

Director General 

-2 . - r. 3 4 

R~. Rs. 
General Purchllse Powers subject to 
observance of detailed rules. hid 
down- · · , .. ·· 

Existing Powers ::0 Lakhs 20 Lakhs 

Proposed Powers. 50 Lakhs 25 Lakbs 

2 Limited Tender (Issue only)- ... 
Exi~ting Powers , •• ·4 .• ~. 30 Lakh11 20 Lakha 

Propo~~ed Powers 50 Lakhs 25 Lakhs 

3 Purchase of . Proprie~atT articles 
. l>y:Single 'fender---" : ~ .. •. . ~ 
Existing -Power& ____ -- ;~-·-ao L&lilia ··-·- -- · 10 Lakha 

.. P"?Jl<!~ Powe~ ______ :~-~~-t~ __ ¥5 L~~~-
yr r \ ... -, ;- '-, 

Director Deputy 
Dioector 

5 

Rs. 

4 Lakhs 

5 Lakhs 

4 Lakha 

5 Lakbs 

1,50,000 

_ ~.oo!o~ __ 

6 

Rs. 

1,50,000 

2,00,000 

30,000 

40,000 

Nil 

Nil 

Assistant 
!lireet.or Remarks 

7 8 

Rs. 

30,000 

40,000 

10,000• • If the enquiry is to be 
15,000• issued to all registered 

:>~uppliers, sanction of 
Deputy Director·. will, 
however, be neoessa'Y 
if the enquiry is to be 
issued to a few selected" 
suppliers from amongst 
the panel of registered 
suppliers. 

Nil -· These powers are to be 
Nil exercised in consult&

- --- -tion with- Finanoe. 

w w 
<o 



APPENDIX 89-contd. 

I 2 3 4 5 6 7 8 

4 Negotiated Purchases or turchases Rs. Rs. Ra. Ra. Ra. 
where competitionielac ·ng-

Exieting Powers 30 Lakha 20 Lakha 2,00,000 Nil Nil (a) These powers are 
to be exercised in con• 

Proposed Powers 50 Lakhs 25 Lakhs 5,00,000 Nil Nil t1ultation with Pinant>e. 

(b) For undertaking nego. 
tiated purchases the 
prior approval r-f f.he 
Director C'.eneral (S & D) 
is nece111uy. 

5 Placing of contractors with unregia-
tered 6rm11-

Existing Powers 30 Lakhe 20 Lakhs 1,50,000 30,000 Nil In such cases safeguards 
to! Proposed Powers 50 Lakha 25 Lakhs 5,00,000 40,000 Nil have already been pro-

vided-Director can exer· 0 
cise his normal powers. 

6 Waivflr of Security Deposit.-

Existing Powers 30 Lakha 20 Lakhs 1,50,000 30,000 Nil Do. 

Proposed Powers 50 Lakhe 25 Lakhs 5,00,000 40,000 Nil 

7 Passing over of lower offers for 
major variations in specificationtt-

Existing Power1 30 La.kha 6 Lakhe 4. Lakha 1,50,000 30,000 These powers are to be 

Proposed Powere 50 Lakh1 25 Lalli 5 Lakhs 2,00,000 40,000 exercised in consult a-
tion with Finance. 
Only the Dy. Dire<'tor 
General haa not been 
given rowers upto hie 
genera purcha&e powers 
for which there is no 
justifiable reason. 



APPENDIX 89-contd. 

2 3 4 lJ 8 7 8 

8 Price preference to indi~Mo~ pro- Rs. Rs. Ra. B,.. Ra. 
dncU! oYer imported atore&-

(i) where the price preference is 
between 15% and 25%: 

Existing Powers 30 Lakha 20 Lakha Nil Nil Nil (a) (',oncurrence or 
Proposed Powen 50 J.akhs 25 Lakha IS Lakhs Nil Nil Finance ia re11uired 

in all cases. 

(ii) where price preference exoeeda 
(b) Approval of Director 

General CS &; D) will 
25%: be nPreeu.ry h11fore 
ExiBtin~ Powen 80 Lakhe 1,50,000 Ni1 Nil Nil 11o117 olrer for indige-

Propoeed Powen 50 La.khe 1,00,000 Nil Nil Nil 
DOU ltorei i1 pMIIed 

over in favour of one 
•p b Imported stores. ~ 

~ 
9 Relallation of &he delivery clause i.e., ,_. 

claWIBll of the General Conditions 
of Contract (DGS&D-68 /, Clause 
llJ of tha mnditione of contract 
anYflminc ooatracta for Plant and 
Machinery (DGS&D-71) and Clu.ui!B 
10 of conditions governing eon-
tracts for purchase and erection of 
stnJCtures (DGS&D-73)-

Existing Powers 30 Lakh• 4 Lakha 1,50,000 Nil Nil 
Propoeed Powers 50 Lakhl 25 Lak.ha n,oo,ooo Nil Nil 

10 Waiver of the Tranait Insura.nce 
Cia nee in the Acceptance of Tender-

Existing Powers .. 30 Lakha 20 Lakha Nil .Nil Nil (i) These pnwera are to 
Proposed Powen .. 50 Lakhe !6X.kU 6 Lakha Nil Nil be exercised in consul-

tation with Finance. 



APPENDIX 89-contd.; '· 

1 2 3 4 6 6 7 8 

Rs. Rs. Rs. Rs. Rs. (ii) In the case of DOn· 
ferrous metals Dy. 
Directors already 
enjoy powers of 
waiver to the extent 
of Rs. 30,000 which 
they will "on tin ue to 
exercise. 

11. Waiver of liquidated damages for 
delay in supplies-

(al Oases involving actual loss 1 

Existing Powers .. Full powers where 20 Lakhs where Nil Nil Nil (i) Full powers mean 
the actual loss the actual loss irrespective of value C;.) 

If>. 
does not exceed does not exceed of· contract. 1:¢ 

Rs. 1,000. Rs. 100. (ii) Associated Finance 
Proposed Powers Full powers where 25 lakhs where 5 Lakhs where Nil Nil will .be _ consulted in 

tho actual loss the actual loss the actual loS8 cases wher& the value 
does not exceed does not exceed does not exceed of the A/T exceeds 
Rs. 5,000. Rs. 1,000. Rs. 100. Rs. 1 crore if open 

tenders have been 
invited and Rs. 50 
lakhs in other cases, 
irrespective of the 
amount or nature of 
loSB. 

(h) Cases where higher priclll have 
been paid for earlier delivery which. 
does not materialise : 
(i) Waiverofprice differential: 

Existing Powers Full powers where 20 Lakhs where Nil Nil Nil 
t.ha actual Joss the actual lo88 
does not exceeci does not exceed 
Rs. 1,000. ' .. 'Rs. ·100. : · . 



1 

APPENDIX 89-concld • 

. 2 

Proposed'Powers 

(ii) Waiver of liquidated damajletl 
c.ver and above the price diffe
rential 

3 

Ra. 
Full powers where 

the actual loss 
does not exoood 
Rs. 5,000. 

Rs. Ra. 
25 Lo.khs where 5 Lo.khs where 
the a.otual lo!lll the actual !on 
does not exceed does not exceed 
Ra. 1.000. Ra. 100. 

F..xisting Powers .. •• Full Powers in all 4 La.khs Nil 

Proposed Powers •. . .,. Do. 

lc) Cases where there is p:~tential 
loss : 
Existing Po'l'l·ers 

Proposed Powers 

•. Full powers whore 
the actual lou 
does not exreed 
Rs. 10,000. 

Do. 

5 J.akhs 

20 J..akbs ~here 
the actual lou 
does not exoecd 
Rs. 100. 

25 Lakhs where 
the actual Joas 
does not exceed 
Rs. 1,000. 

2 Lakhs 

Xil 

5 J.akhs where 
the actual loss 
does not exceed 
Rs. 100. 

12 ·Waiving of recovery in c88ell of 
.· · lot&ell arising out of risk pur~ 

Existing Power!! 

Proposed Po"·ers 

• • . LollS088 ·upto 
R& 1,000. 

, , Lo8SC8 upto 
Rs. 5,000. 

13 Sanction for direct purchase by 
indentor& in excess of monetary 
limit of R& 5,000 · 

Lo88e8 upto 
Rs. 100. 

'Lo&Se8 upto 
Rs. 1,000. 

Existing Powers · · 

Proposed PO'I'I'Cr8 

20,000 

50,000 .. 

10,000 

20,000 

Nil 

Lo8f!Ot\ up to 
Rs. 100 •. 

Nil 

10,000 

6 

n... 
Nil 

Xi! 

:om 

Xil 

Nil 

.NiJ 

Nii 

NU 

Rse 
Nil 

Nil 

Nil 

Nil 

Nil 

Nil 

8 

Nil These powers are to be 
Nil exercised in eonsu1ta-

tion with Finance. 

Col) 
If>. 
Col) 
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APPENDIX 90 

(Para 11.2) 

Delegation of Administrative Powers to D. G. S. & D. 

(1) Power to employ (a) Dependents of Deceased Employees of Directo
rate General of Supplies b Disposals in relaxation of the Recruitment Rules 
und in consultation with Directorate General of Employment b Training 
and (b) Persons as had ceased to be in seroice on grounds of their failure to 
resume duty after expiry of maximum period of extraordinary leave: 

Introductory-The Administrative Ministry has powers in this regard 
subject to the following-

(i) in cases falling under category (a) above, relaxation should be 
granted only in really deserving cases, where the family of a 
deceased Government employee stands in need of immediate as
sistance on account of his sudden death, there being no other 
earning member of the family. 

(ii) in cases falling under category (b) above, the mode of recruit
ment through the Employment Exchange should be dispensed 
with only if the initial appointment was regular. The re-entry 
of employees in service will be treated as fresh appointment. 

Existing Powers of Director General (SbD)-Director General (S&:D) 
does not enjoy any power. 

Recommendation-Full powers may be delegated to the Director 
General. 

justification-Exercise of power to relax the recruitment procedure in 
the cases mentioned at (a) and (b) is subject to the two conditions mention
ed above which have been clearly and unambiguously laid down by the 
Ministry of Home Affairs. The Director General as Head of the Depart
ment can safely be relied upon to exercise this power in a responsible 
manner. 

Method f Procedure of Delegation-The power may be delegated to the 
Director General by the administrative Ministry in consultation with the 
Ministry of Home Affairs. 

(2) Power. to issue notification regarding p~omotions, deaths~ etc., in 
regard to Class I Officers: 

Introductory-Under Authentication (orders and other instruments) 
Rules, 1958, notifications relating to promotionsjreversions, deaths, etc., 
in regard to Class I Officers can be issued by the administrative Ministries 
or. by officers especially authorised under the rules to do so. 

Existing Powers of Director General (S&D)-Director General (S&D) 
does not enjoy any powers at present for issue of such notifications. 

Recommendations-The power to issue notifications relating to pro
motions/reversions, deaths, etc., in regard to Class I Officers may be given 
to the Director General (S&D). 

justification-This is a routine power to be exercised after decision on 
the subject has been taken by the competent authority. 
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MethodfProcedure of Delegation-Authentication powers have to be 
given in consultation with the Ministry of Home Affairs. 

(3) Powers to condone a break in service and relaxation of age-limits 
for grant of quasi-permanency status in respect of non-gazetted staff: 

(a} Under the Central Clerical Service (Temporary Service) Rules, 1949, 
the administrative Ministries can condone a break in service for purposes 
of quasi-permanency provided that: 

(i) such breaks are caused by circumstances beyond the individual's 
control; 

(ii) in each individual case the break or breaks shall be condoned 
only for purpose of quasi-permanency in post/grade after the 
last break; .. 

(iii) an individual in whose case the condonation of break is agreed 
to shall be eligible for quasi-permanency from a crucial date 
after the last break so condoned subject to his fulfilling other 
conditions of eligibility and suitability; 

(iv) the period of break or breaks in each case will be ignored and 
service rendered before and after the break will be treated as 
one spell of service for computing ~ years service for quaii
pennanency. 

· (b) Where no general relaxation of age limits has been made in lavour 
of persons holding non-ministerial and technical posts, relaxation of age 
lim1ts may be made in consultation with the Ministry of Home Affairs. 

' ·' Ext~t of existing powers...:.. The Director General (S&:D) has no 
powers. 

Recommendations-It is recommended that full powers may be dele
gated to the Director General (S&:D) to condone breaks in service. Where 
for age relaxation it is necessary to refer cases to the Ministry of Home 
Affairs, the reference may be made direct to that Ministry and not through 
the Department of Supply. 

Justification-The principles of condonation have been dearly laid 
down by the Ministry of Home Affairs. The Director General (S&:D) already 
processes all such cases in his Directorate General. He can well be entrusted 
with th~ powers to decide such cases. 

MethodJ Procedure of Delegation-Specific delegation has to be made 
by the Department of Supply in consultation with the Ministry of Home 
Affairs. 

(4) Power to order transfers and postings of Directors of the Indian 
Supply Seroice and Indian Inspection Service within the Department to 
posts included within the cadre of the Indian Supply Service 'md Inditm 
Inspection Service: 

Introductory-Under the administrative instructions, Diretton can be 
transferred within the Department only after obtaining the approval of 
the Department of Supply. 

Existing Powers of Director General (S&D)-At present the Director 
General (S&:D) has no powers to transfer Directors within the Department. 

Recommendation-Full powers should be given. 
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· -] ustification-The transfers and postings of the Directors are made by 
Department of .Supply on the basis of the recommendations of Director 
General (S&D). This work can be safely entrusted to Director General 

· (S&D) who may decide transfers and postings of Directors. 

1\IethodJProcedure of Delegation-The Department of Supply may 
-issue a letter authorising Directqr General (S&D) to transfer and post 
Directors from one Directorate to another. 

(5) Power to grant leave to Deputy Director General,Director, Deputy 
Directors and Assistants Director (Grade I) when su,bstitute is required and_ 
empanelled officer is available for posting: 

lntroductory-Under SR-208, any leave other than special disability 
'leave, admissible under the Fundamental Rules, may be granted to a 
gazetted Government servant by a competent authority. The competent 
.1uthority for granting leave to Deputy Directors General, Directors, Deputy 

:'Directors and Assistants Director (Grade I) is the administrative Ministry 
i.e. Department of Supply. 

_ .Existing Pou•ers of Director General (S&D)-Director General's powers 
. are restricted only in those cases where no substitute is required. In case 
·where substitutes are required he has no powers even when empanelled 
officers are available. 

_ Recommendation--,-Full powers may be delegated to Director General 
;_ (S&D) even in cases where substitutes. are required provided em panelled 
officers are available for posting. . _ 

- , : ._ ]ust~fication-All processing is already done in the Directorate General 
of Supplies and Disposals. Obtaining the orders of Government is generally 
a formality which can be dispensed. 

Method/ Procedure of Delegation.......-Specific delegation may be made 
:by the Department of Supply to Director General (S&D) in consultation 
.. with Ministry of Finance. 

_ . . (6) Powers to permit Di1·ector General (S&D) to provide secretaJiat 
ass1stance to the Departmental Promotion Committee: 

· Introductory-At present, the Ministry provides the Secretariat to the 
Departmental Promotion Committee constituted for promotion to and 
confirmation in Class I posts. The Director General (S&D) and Director of 

' Administration are also members of the Committee constituted for the 
·above purpose. The work relating to the Departmental Promotion COm-
mittee involves the submission of seniority lists and character rolls of the 

. officers to be considered for promotion or confirmation. 
' . Existing Position-The Ministry is at present doing the Departmental 
: Promotion Committee work relating to Class I posts. 

_ Recommendation-It is recommended that this work be transferred 
from the Ministry to Directorate General (S&D). 

justification-The work connected with the Departmental Promotion 
. Committee for Class II posts is done by the Office of the Director General 

· (S&D). The seniority lists and character rolls of Class II and Class I Officers 
·are also maintained by that office. As such, this office could well be the 
secretariat for the Departmental Promotion Committee for Class I posts. 
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{7) Powers to refer the following types of cases to other Mi~dstrie. 
Departments:-

(a) Relaxation of rules regarding the grant of General Providen 
Fund Advances upto the officers of the rank of Deputy Direct01 
General in consultation with the Ministry of Finance; 

(b) Retention of advances for purposes of purchase of vehicles- for 
ruore than 2 months; 

(c) Condonation of break in service for pension; 

(d) Investigation of arrear claims over 6 years old. 

In these cases the administrative Ministry is not the final deciding 
authority. Cases, however, are routed througl}. it. These are routine matters 
with which the administrative Ministry need not be bothered. The Director 
General (S&:D) should be made competent. to .send references direct to the 
deciding authority. ' 

Method/Procedure of Delegation-It is necessary to consult Minis~ries 
of Home Affairs and Finance. These :Ministries may be requested to concur 
in the proposal and allow direct references to them. Wherever they require 
the advice of the administrative Ministry, the files may be referred to that 
Ministry. 

(8) Power to grant conveyance allowa1zce to touring officers: 

Introductory-In their Memorandum No. F.ll(5)/E-4(B)f60, dated the 
24th May, 1961, Ministry of)'Finance, Department of Expenditure have 
prescribed the revised rates of and conditions for grant of conveyance 
allowance under S.R. 25. · · 

Existing Powers of Director General (S&D)-The Director General 
(S&:D) is at present competent to grant as well as review and refix the con
veyance allowance to Class Ill staff only. He does not have the powers to 
sanction conveyance allowanve to Class I and II officers. · 

Recommendation-It is recommended that subject to the conditions 
prescribed in the Ministry of Finance Office Memorandum quoted above, 
the Director General (S&:D) may be delegated full powers to sanction con
veyance allowance to the Officers. As Ministry of Finance have laid down 
dearly the general P.rinciples and the rates of conveyance are based on the 
average monthly mtleage covered, the Director General (S&:D) may be em
powered to sanction conveyance allowance for the new posts. 

MethodfProcedure of Delegation-Ministry of Finance Office Memo
randum of 24th May, 1961 delegates powers only to the Ministry and not 
to the Heads of Departments. It will, therefore, be necessary to consult 
Ministry of Finance before the powers are re-delegated by the Department 
of Supply to the Director General (S&:D). 

(9) Powers to permit non-entitled officers to travel by air: 

Introductory-Under S.R. 48-B(ii), the competent Authority may per· 
mit an officer drawing less than Rs. 1,600 p.m. but more than Rs. 1,300 p.m. 
to travel by air if air travel is urgent and necessary in public interest,. [Ref: 
Ministry of Finance Office Memorandum No. F.4(5)-EIV(B)/64, dated the 
\9th January, 1965.] 
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Ministry of Finance in their Memorandum No. 16(6)-Est.IV /58, dated 
the 27th March, 1958 have clarified that the competent authority to sanc
tion air travel for officers working in the attached and subordinate offices 
is Deputy Secretary of the Ministry. -

Extent of the Existing Powers of Director General (SbD)-The Direc
tor General (S&D) certifies urgency of air travel and the administrative 
Ministry i.e., Department of Supply thereupon examines and issues the 
sanction for air travel. 

Recommendation-The Director General (S&D) may be given full 
powers to permit air travel to non-entitled officers. 

Justification-On the strength of Director General (S&D)'s certificate 
that air travel is urgent and in public interest, the Department of Supply 
sanctions air travel. This being so, the power can be delegated to the 
Director General (S&D). . 

Method/ Pmcedure of Delegation-Specific delegation may be made 
b~ the adm~n.istrative ~inistry i.e. Department of Supply in consultation 
With the Mmtstry of Fmance. 

(10) Power to extend the joining time admissible under the rules 
btyond the maximum of 30 Days: 

Introductory-S.R. 301 lays down that a competent authority may 
extend the joining time admissible under the rules provided that the 
general spirit of the rule is observed. At present, only the Ministry is com
petent to extend the joining time beyond the maximum period of 30 days. 

Exttnt of the Existing Powers of Director General (SbD)-The Direc
tor General (S&D) has no powers. 

Recommendation-The Director General (S&O) may be delegated full 
powers under S.R. 301 to extend the joining time beyond the limit of 30 
days. 

Justification-If an officer is delayed in reporting at a new place beyond 
the maximum joining time of 30 days admissible under the existing rules 
on account of circumstances beyond his control, the joining time has per
force to be extended. The Director General (S&D) in such circumstances 
should himself exercise final discretion to extend the period of joining 
time. References now being made to the Ministry i.e. Department of Supply 
on this subject, can in such circumstances, be considered as a mere forma
lity. Grant of the proposed power is a step towards simplifying work.. 

Method/ Procedure of Delegation-'Specific delegation may be made in 
consultation with Ministry of Finance. 

(11) Powers to fi" pay of temporary Government servants on transfer 
from one post to another under F.R. 27: 

Introductory-In their Memorandum No. 6(23)/Elllf62, dated the 
22nd June, 1962, Ministry of Finance delegated full powers to the adminis
trative Ministries for fixation of pay of temporary Government servants on 
transfer from one post to another. The guiding princi.Ples for fixation of pay 
under F.R. 27, has been clearly laid down by the l\Imistry of Finance. 

Existing Powers of Director General (SbD)-Director General (S&D) 
does not have any powers to fix pay under F.R. 27. 
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Recommendation-It is recommended that full powers to fix pay of all 
temporary Government servants other than those in class I under F.R. 27 
in accordance with the principles laid down by the Ministry of Finance, 
should be delegated to the Director General (S&D). 

Justification-Since fixation of pay has to be in accordance with the 
principles laid down, exercise of discretion is not involved. Where relaxa
tion or interpretation of the rules or of the principles of application is 
involved, a reference has necessarily to be made to Ministry of Finance. 
Since exercise of the power involves application of simple principles to 
verifiable facts of record of service maintained by the Directorate General 
of Supplies and Disposals, the power can be safely delegated to Director 
General (S&D). . 

Method/Procedure of Delegation-Specific delegation has to be made 
by the Ministry i.e. Department of Supply in consultation with Ministry of 
Finance. · 

(12) Powers to purchase Furniture: 
Introductory-In accordance with Ministry of Finance Office Memo

randum No. 10(4)-E.Coord./62, dated the 1st June, 1962, administrative 
Ministries have full powers for purchase of furniture. Para 9 of the same 
Memorandum permits administrative Ministries to redelegate powers to 
the Head of Department. 

Existing Powers of Director General (S&D)-The Director General 
(S&D) has powers to purchase furniture upto Rs. 5,000 per annum. 

Powers Recommended-It is recommended that full J?OWers should be 
given to the Director General ·tS&D) for purchase of furniture. 

Recommendation-The annual actual expenditure on purchase of 
furniture normally exceeds Rs. 5,000 and every time the Director General 
(S&D) has to approach the Ministry (Department of Supply) for its formal 
sanction. Since this sanction of the Ministry is only formal and the current 
policy is to decentralise routine work, there should be no objection to the 
delegation of these powers to the Director General (S&D), who will exercise 
them subject to the usual conditions laid down. 

Method/Procedure of Delegation-Specific delegation should be made 
by the administrative Ministry. Concurrence of Ministry of Finance is not 
necessary. 

(13) Powers to sanction hot and cold weather charges: 

Introductory-Ministries/Departments enjoy full powers to provide 
air-conditioners and desert coolers during the summer season, meeung the 
expenditure from their 'contingencies'. In the case of air-conditioners, the 
administrative Ministries/Departments have to consult the Central Public 
Works Department before hand as regards the capacity of the machine, its 
location, availability of power connection, etc. The mstructions on this 
subject are contained in Ministry of Works and Housing's Memoranda No. 
16/3/63-Acc.fll, dated the 16th December, 1963, 19th December, 1963, 26th 
December, 1963 and 3rd December, 1964. 

Existing Powers of Director General (S&D)-The Director General 
does not enjoy any power to provide desert coolers and air-conditioners for 
the offices in his organisation, and the cases of officers drawing Rs. 1,250 
and above have to be referred to the Department of Supply for sanction to 
the hiring of the required number of desert coolers. 
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· ·Recommendation-Full powers should be delegated to the Director 
General (S&D), subject to the observance of the rules prescribed by Govern
ment from time to time. 

_ Justification-Once the budget provision relating to this item for the 
central as well as the subordinate offices of the Director General (S&D) has 
been made, no purpose seems to be served by reserving in Department of 
Supply the power to grant expenditure sanction for hiring desert coolers 
beyond burdening the Secretariat with avoidable routine work. 

Method/Procedure of Delegation-The administrative Ministry is 
competent to delegate the powers to the Director General, in terms of para 
9 of Ministry of Finance Office Memorandum No. 10(4)E-Coord/62 dated 
the 1st June, 1962. No reference to Ministry of Finance is necessary. 

(14) Powers to make local purchase of stationery: 

Introductory-The administrative Ministry may make local purchases 
of stationery upto Rs. 10,000 per annum. Subject to the concurrence of the 
Controller of Printing and Stationery the administrative Ministry may 

. make local purchase of stationery without any monetary limit. 

Existing Powers of Director Genera~ (S&D)--The Director General 
may make local purchase of stationery upto Rs. 5,000 per annum. 

Recommendation-The same powers as are now enjoyed by the ad
ministrative Ministry, i.e., the Director General (S&D) may make local pur
chase of stationery upto a monetary limit of Rs. 10,000 per annum, and 
subject to the concurrence of Chief Controller of Printing and Stationery 
without any limit. 

MethodfP_rocedure of Delegation-Specific delegation has to be made 
by the administrative department in consultation with the Chief Controller 
of Printing and Stationery and Ministry of Finance. 

(15) Powers to authorise provisional pay upto 6 months to non
gazetted staff: 

Introductory-The non-gazetted staff in the Directorate General of 
Supplies and Disposals are on a few occasions transferred from one station 
to another. Sometimes, the Last Pay Certificate is not promptly issued in 
such cases and provisional pay has to be authorised. 

Extent of the Existing Powers of Director General (S&D)-The Direc· 
t?r General (S&D) has no powers . 

. Recommendation-The Director General (S&D) may be delegated 
powers to .authorise provisional pay up to a period of 6 months iri each· 
case.·::: · · · · · · · · · · · ·· 

:Justification-The proposed delegation will help in reducing the time 
now involved in processing a case for grant of provisional pay which often 
causes hardship to the staff concerned. 

Method f Procedure of Delegation-Specific delegation has to be made 
by the administrative Department in consultation with the Ministry of 
Finance. · · 
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APPENDIX 91 

(Para 11.2) 

Statement showing the powers which are now exercised by Director Genel'll'l
but are proposed to be redelegated to Director (Administration) ·for 
exercise by him on behalf of Director General (S&D) as an internal 
arrangement. In some cases delegation has also been recommen~ed ,to 
Deputy Director (Admn.). . 

Serial Relevant Rule 
No. 

(1) (2) 

F.R.9 (17) 

2 F.R. 56 (a) & 
56 b (i) & b(ii) 

3 F.R. 110 (r) 
& 114 

4 S.R. 4 

"5 S.R. 11 

0 S.R. li!J, 60 & 02 

7 S.R. 73 

8 Proviso (a) 
to Rule 128. 

9 Proviso (b) 
fo Rule 128. 

10 S.R. I!JO(a) 
&'(b) 

11 Proviso 2 (l) 
to S.R. 130. 

12 S.R. 132 

13 S.R. 210 & 211 

J.! S. R. 233 

15 S.R. 26.> 

Power 

(3) 

To declare a Government servant mhusterial or non-ministerial. · 

To retain in service is non-ministeri~l (Class III) staff and mittis. 
terial (Class III) post·1938 eutrants after the age of 58 years and 
ministerial (Class III) pre-19313 entrants after the 11ge of ·'60 
years. 

To aanction the transfer to foreign service in lndia and fix pay in 
foreign service in respect of Class III non-gazetted Government 
servants. · · ··• 

To accept medical certificate from a female . Doctor in respect of 
female can~idates upto the rank of Deputy Direc~r. , • 

To permit undertaking of private work in the c.ase of officers below 
the rank of Director. 

In the case of a non-gazetted officer to declare his headquarters, to 
define the area ttl" his duty and to decide whether a particular 
absence is absence from duty. 

To grant daily allowance for a continuous halt for more than ~en 
days and upto a limit of 30 days [Director (Admn.) for Class II and 
Class III staff and Deputy Director (Admn.) for Class IV staff)]. 

. • ' 1: ~ 
To aanction halts at Hill Stations in excess of ten days and upto 
a limit of 30 days [Director (Admn.) for Class II and Class III staff 
and Deputy Director (Admn.) for Class IV staff.} · · 

To intimate that a Government servant who stays at a Hill Station 
beyondtendays was required to stay on duty or was p5rmitted 
to stay during holidays [Director (Admn.) for Class II and 
Cla.as Ill staff and Dt>puty Director (Admn.) for Class IV staff]. 

To grant travelling ~llowance to non-offi~ial~ attending Coinril.issi~ns 
of enquiry, etc. and to fix their grade. 

To disallow in the case of non-gazetted staff travelling allowance in 
connection with. an obligatory. examination.. ' ' r • 

To allow in the case of non-gazetted stal't travelling -~lio~ance to 
attend the examination other than thos&·mentione~.in"$.R. 130 
and 131. ·- ·- · -· ·:- ; :) 

To waive the provisions regarding combination·'of:liolid~ys with 
leave and joining timt-. · · . · .i:. 

. . I 

In the case of non-gazetted officers, to graU:t l~ave on report from a. 
medical Committee that there is no resonable prospect of the 
Government servant being fit to return .to duty. . . . · 

To decide in a case of doubt whether a particular Go,·ernmt-nt 
servant is S<'rving in a vacation Department. 



(1) (2) 

16 B. R. 296 

17 S.R. 302 

18 S.R. 312 (4) 

19 B.R. 313(4), 914 
(a) 316, 322 (I) 
(a) 331 (1)(a) 
(b) 322(1) (b) 

20 S.R. 322 (3) 
& 331(3). 

21 S.R. 325 & 334 
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APPENDIX 91-contd. 

(3) .. 

To permit in the case of officers below the rank of Director, Calcu
lation of joining time by a route other than that which travellers 
ordinarily use. 

In the case of Gazetted officers below the rank of Director, to extend 
joining time within the maximum of 30 days. 

To direct in the case of officers below the rank of Director that an 
officer on leave shall be considered to be in occupation of a resi-
dence. · 

To allot residence when permanent allotment has been suspended 
to approve sub-tenants, to permit storage of furniture etc. to 
estimate cost of maintenance and to fix percentage to be adopted 
for calculation of the above. 

To revise the amount or percentage of rent referred to in S.R. 322 or 
331. 

To determine rent etc. in respect of certain services. 

22 Rule 15 of To grant temporary advances from General Provident Fund 
GPF Rules. officers below the rank of Director. 

!3 Rvle 1 of In the case of non-gazetted posts to appoint persons above the age of 
Appendix 3 25 years to pensionable posts, in respect of posts for which Director 
of F.Rs. & S. Rs. (Admn.) is the Appointing Authority. 

24 Rule 79 of G.F.R. To alter the date of birth in the Service records in respect of non
gazetted officers. 

25 Rules 83 & 84 of To sanction investigation of claims for arrears of pay etc. which are 
GFR. not more than six years old. 

26 Rule 184 of GFR To vary the terms of repayment of advances granted to Government 
servants in exceptional cases. 

27 Rule 136 of GFR To carry out maintenance in respect of buildings. 
28 Rule 191 of GFR In the case of officers below the rank of Director, power to sanction 

29 Rules 199 & 201 
to 205 of GFRs. 

SO Schedule V of 
D.F.P. Rules and 
Annexure thereto. 

31 

32 Annexure 
Schedule 
D.F.P. 
1958. 

to 
V of 
Rules 

advances for the purchase of conveyance. 
To sanction the sale or transfer of motor vehicles purchased with 
advance from Government. 

To sanction contingent expenditure (Gen.) to the limit of Re. 2,500 
non-recurring in each case and Rs. 500 recurring in each case per 
annum. 

To incnr contingent expenditure on all items given in the Annexure 
to Schedule V of the D.F.P. Rules to the extent to which head of 
the department _is permitted. 

To sanction connection for new telephone in office and residential 
telephone for officers of the rank of Director and above. 

33 Ministry of To refund medical claims. 
Finance (Deptt. 
of Expenditure) 
0. M. No. F. 21 
(2)-EV(E)63, 
dated 17-4-1962. 

34 Rule 5 (2) of 
C.C.S. (Conduct 
Rules). 

35 Rule 15 of 
C.C.S. (Conduct) 
Rules 1954. 

To sanction participation in Radio Broadcasting in the case of non
gazetted staff. 

Te act as the "Prescribed Authority" in respect of movable, 
immov-able and valuable property (movable property exceeding 
Rs. 1,000). [Director (Admn.) may exercise the power in respect of 
Class II non-gt..zetted and Class III staff and Deputy Director 
(Admn.) for Class IV staff]. 



(1) (2) 

36 Ministry of 
Finance (Deptt. 
of Expenditure) 
0.1'11. No. F. 11 
(30)-EIII/61 
dated 16-6-1962. 

37 Ministry of 
Finance (Deptt. 
of Expenditure) 
0. M. No. F9 
(42) Est. 111/61, 
dated 8-12-1961. 

38 Ministry of 
Home Affairs 
0. M. No. 46/ 
22/63-Est (A) 
dated 14-1-64. 

39 ?llinistry of 
Finance 0.111. 
No. F. 11 (42)
E. III/60, dated 
4-9-1961. 

40 Ministry of 
Home Affairs 
0. M. No. 43/1/ 
55-Ests. (A) 
Part II, dated 
11-10-1956. 

353 

(3) 

To appoint sweeper on a casual basis. 

To sanction special pay to staff working on various types of machi
nes 

To grant special casual leave to officers below the rank of Director 
who are members of Committees, etc •. 

To sanction speci10! pay to lower Division Clerks/Upper Division 
Clerks/Assistants appointed as Cashier. 

To accept change in Home Town declaration. 

41 Ministry of In the case of Officers of and below the rank of Deputy Director 
Home Affairs to sanction special casual leave for appearing in· departmental 
0. M. No. 46/22/ Examinations. 
63-Est (A), 
dated 2-12-63. 

42 Schedule VII of To write off finally (to the extent of Rs. 500) the irrecoverable 
DFP Rules. value of Stores or public money lost by fraud, etc. 

43 Ministry of To inccur expenditure on Press notices. 
Works, Housing 
and Supply 
Letter No. E-III-
39 (2)157, dated 
1-4-1952. 

Do. 

45 

L/S238DGS&D-25 

In the case of officers of and below the rank of Assistant Direotol' 
to grant leave other than special disability leave. 

To sanction advances of leave-salary. 
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(Para 12.1) 

Existing Set Up of Directorate General Supplies and Disposals 

D.G. (S&D) 
' . t ;,-------.--';---------;, . 

DDG(D} Addl, D.G. 
·1 I 

..--1-.,-1 ----:7:1 . I I I D (R~,lys-) -D...,.--(IW..._P)-'----+-1 ~ __:__---,1---;·. 1,-------;-1 -. 1 ' 
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APPENDIX 93 

[Para It.3(1)] 

Functions to be performed by Planning and Development Divisions 

(a) Drawing up of a comprehensive programme for receipt and bulk
ing of indents for t:ommon user items from all the major indentors. 

(b) Rationalisation of sizes and specifications- and making of advance 
arrangements for raw materials for planned production upto the optimum 
capacity. · 

(c) Examining of the load and capacity _of eat:h production unit and 
recommending placing orders on the basis to ensure timely delivery of 
stores. 

(d) Preparing a standard vocabulary of store~. 

(e) Encouraging and maximising indigenous production through 
standardisation and the conclusion of long term contracts for stores in 
short supply. 

(f) Determining and deciding the ex.tent to which prescribed specifica
tions can be relaxed havin_g regard to limitations of local manufacture. 

(g) To make systematic studies of imported stores or stores requiring 
the use of imported raw materials with a view to getting them manufactur-
ed indigenously with indigenously available raw materials. · 

(h) To assist the likely manufacturers for developing the manufat:ture 
of imported stores -and to liaise with the· National Laboratories and the 
Department of Technical Development, whose assistance could be taken 
for developing the know-how for the manufacture of the imported stores. 

(i) To go through copies of all indents transferred to I.S.M., Washing
ton/London for investigating the possibility of indigenous manufacture. 

U) To prepare a classified index of all the manufacturing concerns, 
indicating against each the equipment and technical personnel available 
with them. 

(k) In the t:ase of items being procured for the first time or in the case 
of developmental items, to assess the reasonable manufacturing cost on 
the basis of the facts and figures regarding the production process. This 
exercise could be done by this Division even in respect of stores which are 
being purchased on a repetitive basis, where the purchase officer feels that 
the suppliers have increased their prices for not justifiable reasons. 



I 
AD (Sales tax) 

(All matters 
relating to 
Sales Tax). 

APPENDIX 94 

(Para 12.4) 

Organisation and Functions of Directorate of 01-ordination 

Dy. Director 
(CSI) 

I 

I 
SO (CSI-A) 

(Indent proce
dure and policy, 
Price preference, 
Delegation of 
Powers, Stores 
purchase rules or 
Direct purchase 
powers, etc.). 

DIRECTOR CO-ORDINATION 

(Post tra.n~ferred to progress Wing) 

I 
SO (CSI-D) 

(Tenders. 
Payment policy, 
R/Rg. Contracts, 
Purchase Advisory 
Councils, 
Departmental 
charges etc.) 

SO (CSI-B) 

(General condi· 
tions of cont
racts, Testing 
(If Samples etc.). 

Dy. Dirt>ctor 
(CS-11\ 

I 
SO(CSI-D) 

(Disposal policy 
matters, 

Parliament 
<Jl•estions etc.). 

Dy. Director 
(Regn). 

I 
I 

SO (bS4-A) SO(dS4-B) SO(dS4-C) 

_I --.---:-:--:-;---;;-;;-----1 
Registration of firms 

I. 
Audit-Objection Cell 

(Clearance of audit 
queries/objections 

prior to !963). 



Dy. Director 

APPENDIX 95 
[Para 12.5(1)] 

Chart showing Set Up of Proposed O&l\1 and Co-ordination Division 

0 & .M AND CO-ORDINATION OFFICER 

I 
0 & • .M. Co-ordinatiC'n 

I I 

s.o .. s.o. s.o. Deputy Dir. Coord. Supplies 

_J~ 
8 Assistants. 2 L.D.Cs. 

Deputy Dir. Coord. Sup· plidr 
EDsting Staff 



APPENDIX 96 
[Para 12.8(3)] 

Chart showing the proposed set up of the Directorate General of Supplies and Disposals 

I 
A.D.G. 

I 
I I I 

D(hA) D (Plan) D(Plan) D(CA) 

D(~WL) D~) 

~---~ I 1. 
O&M & COORD D (Admn) D (Complaints) OSD (Lit) 

Officer 

D(dA) 

DDG(D) 
I 

I I 
D (V) DS (Tex) 

Bombay 

DG(S&D) 

I 
D(RS) 

I 
A.D. G. 

I 
I 

D (Projo) 

I 
D(M.E.l) 

I I I I I I 
D(Prog D (Prog) D(Disp) OSD I&S S,T. 

HQ) Cal (stat) Br. Sec. 

D (O~C) 

DDG(E} 
I 

I --.1 
D (M.E. 2) D (Eleo Eng) 

I 
D.D.G.(G) 

I I I -.--1 -,1 ,---;-1 
Price DR&D DS&D DR&D DS&D 

Finlzn. Cal. Bom MDRS Kan· 
pur 

D.D.G.I. D D (Regn.) 

I 
I 

D.I. (Let.) 
Tatanagar n I 

D.I. Japan Calcutta lpn oirole 
I 

J.I. I 
D.I. (Spl) 

I 
D.I. 

Bombay 

I 
D.I. 

Madras 

I 
D.I. (NI) 
New Delhi 



APPENDIX 97 

(Para 12.10) 

Net Result on Staff Position 

Post Purchase lnspeo- Plan- Pro- St&- Fina- OSD NTH Non- O&M Dir- Addition*/ 
tion ing & gress tis- lisa- Depa- Div- ect- reduction 

Hqrs Regions Deve- tics tion rtmen- ision orate in 
lopment t&l of relation 

orders Com- to 
plaints actual 

strength 

1 2 3 ' 5 ~p 7 8 9 10 11 12 13 14 

A.D.G • .. (+)1 C+JT 
C» 

D.D.G ••• 
01 co 

Deputy SecretaryfDirector/CO. (Fz.) (+)1 (+)2 (-)1 (-)1 (-)1 (+)1 C+)I 

,'(oint Director 
.. .. .. 

·(+)I (+)1 .. .. .. . . 
Deputy Director •• (+)1 (+)1(2·3) (+)1 (-)1" (+)4 

(+)2 (4·37) 

Assistant Director/Section Officers •• (+)7 <+)4 (+)2 (-)6. (+)2 (-)2. (+)2 (+)9 

Assistants/U.D.Cs. (-)115 (-)70 (-)35 (-)27. (-)20 (+)i ( + )1 . (-)262 

L.D.Cs. •• .. .. (-)71 (-)118· . .. (+)3· (-)30· . .. (-)24 .. .. (-)29· .. . . (+)2 (-)267 

Stenographers .. - (+)43 (+)9 (+)3 - (-)1 (-)2 (+)2 (+)54 

Stenotypists (+)23 (+)3 (+)26 



1 2 3 5 6 7 8 9 10 11 12 13 14 

1 Aooqunts Clerks • , (-)5 (-)5 

_Superintendents{UDC lnoh&rge (-)33 (-)1 (-)34 

J.F.Os ••• (+)7 (+)7 

T.As. (+)5 (-)5 

S.E.I. .. (+)5 (+)5 

E.I. (+)8 (+)8 

M.T.O ••• .. (+)1 (+)1 

Computors .. .. 
(+)9 (+)9 c,., .. .. 

0) 
0 Personal Assistants (+)1 .. (-)1 .. .. .. 

• Addition/reduction in relation to actual strength 

NOTB :--li) Addition (+ ). 

Reduction(-) 

(ii) These figures do not take into account any adjustments necessary in leave reserve. 
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Department of Supply and Technical Development 

RESOLUTION 

New Delhi, the 13th October 1965 

No. 19(1)/65-PI.-The Government of India in the Ministry of Industry & 
Supply (Departm'ent of Supply & Technical Development) appointed on 

luly 27, 1964, a Study Team under the Chairmanship of Shri A. N. Vidya
ankar, Member of Parliament, to examine the organisation, structure, 

methods of work and procedures of the Directorate General of Supplies & 
Disposals, particularly with a view to locating the. points at which delays 
occur, where bottlenecks exist and where administr.ative failures are possible 
and to suggest measures for improvements so that opportunities for corrup
tion are eliminated. 

2. The Study Team submitted its Interim Report to the Ministry of 
Industry & Supply (Department of Supply & Technical Development) in 
December, 1964. 

3. The recommendations of the Study Team and the decision of the 
Government thereon are set out in the Annexure. · 

4. Government wish to place on record their appreciation of the 
valuable work done by the Study Team. 

l .·' 

ORDER 

ed. 
ORDERED that a copy of the Resolution be communicated to all co;ncern

I 

ORDERED also that the Resolution be published in the Gazette o{ India 
for general information. ' 

N. R. BANSOD, Jt; Secy. 



ANNEXURE 

Serial 
No. 

Recommendations of the Study Team 

Chapter Ill--Organisation-The Purcha8e Sectioo 

1 The experiment of creating a Planning and Tender F..nquiry Cell and 
Contract Cell under the charge of an Assistant Director of Supplies 
and Section Officer respectively in a Purchase Directorate whereby the 
functions of iBBuing tender enquiries and contracts have been centralized 
shoul be continued and extended further. 

2 On an experimental basis the following measures should additionally 
be taken in two Directorates :-

(a) A Purchase section should be under the charge of either of an Assis
tant Director or Section Officer. 

(b) A Section should have 2 to 3 AssistantsfU. D. Cs. and 2 L. D.Cs. 
~ne stenotypist should be given to the Officer-in-charge of the Sec
tiOn. 

(c); Separate Sections should be organised for Rate and Running Contract 
Items and placed under the charge of Section Officer. 

(d) Assistant Directors should be put in charge of section dealing with 
procurement of stores which are not on Rate and Running Con-
tracts. 

Oha1ter IV--Organiaatioo-()rgani~ation &: Methods 

3 0. & M. Unit should be strengthened and should also have a work study 
team. It should be placed under a whole-time Director who should have 
2 Section Officers with 2 Al!sistants each in addition to the present staff. 
This Directorate will lay down norms of work, define job content, carry 
out work studies and case 11tudies with a view to improving procedures, 
&SBessing staff requirements and apprising the quantity and quality of 
work done. 

Decision of the Government 

Accepted. 

Accepted. 

Accepted. 

Accepted. 

Accepted 

It bas generally been agreed that for proper supervision and direction 
of case studies to be undertakenby the DGS&D, the O&M Unit should 
be suitably strengthened, and the question of posting a Directo~ ~hould 
be examined when final proposals on the staffing pattern of the V1gilance, 
0 & M, and Complaints Sections are received. 



Planning and Development Diviaion 

4 The Planning Directorate should be revived and called the Planning The Government had already decided that the Planning Dte. of the 
and Development Division. It should attend to the following items of DGS & D should be revived. The Study Team would recommend in their 
work :- final report the precise staffing pattern. 

(a) Drawing up of a comprehensive programme for receipt and 
bulking of indents for common user items from all the major inden-
tors. 

(b) Rationalisation of sizes and specifications and making of advance 
arrangements for raw materials for planned production up to the opti
mum capacity. 

(c) Examining of the load and capacity of each production unit and 
recommending placing orders on the basis to ensure timely 
delivery of stores. 

(d) Preparing a standard vor.abulary of stores. · ... 
(e) Encouraging ard maximising indigenous production through 

standardisation and the conclusive of long term contracts for stores 
in short supply. 

(/) Determining and deciding the extent to which prescribed specifica
tions can be relaxed having regard to limitations of local manufac
ture. 

5 This Division should have a suitable complement of technically qualified 
staff for systematic studies of imported stores requiring the use of 
imported raw materials with a view to reduce the burden of Foreign 
Exchange resources. 

6 For the con.qideration of cases, a standing Development Committee 
consisting of a representative of Planning and Development Division, 
Department of Technical Development, Council of Scientific and Indus
trial Research and Inspection Wing of DGS & D should be formed. The 
representative of this Division should act as the convenor. 

The Government had already -decided that the Planning Directorate 
of the DGS & D should be revived. The Study Team would recommend 
in their final report the precise staffing patterr 

The Go1"ernment had already decided that the Planning Directorate of the 
DGS & D should be revived. The Study Team would recommend in their_ 
final report the precise staffing pattern. 

7 This Division should also help in 888essing the reasonable manufacturing The Government had already decided that the Planning Directorate of the 
cost of certain items on the basis of which negotiations could be under- DGS & D should be revived. The_Study Team would recommend in their 
taken with likely suppliers. final report the precise staffing pattern. 



Seria.l 
No. 

Recommendations of the Study Team 

Chapttr V-Training of Officm and Staff 

8 For all Assistants, U.D.C11., J.F.Os .• l.P.Os. and Technical Assistants 
appointed during the last three years training course should be organised 
each for a period of 2 months for about lf hours each day. (The training 
should hE' given on (i) the Organisation and Functions of the D.G.S. & D., 
(ii) The General Principles of Contracts, (iii) Purchase Procedures, (iv) 
ProgreRaing of Supp1ies, (v) Settlement of claims of Finalisation, (vi) 
Audit objection and (vii) Discussion on Typical cases). 

9 For all Assistant Directors of Supply who are already employed, seminars 
and Symposia should be arranged for a period of one month. (During 
tbese discuSiions t~ pica! case-studies techniques of supervision, manage
ment, work planning and control and public relations should be discus
sed. Discu88ions on proble!!!s faced by difiimmt officers can also take 
place). 

10 The Training Section should be under the charge of a good Section Officer 
asRiqted by one A88istant. The training pr<>gramme should be adminis
tered by the Director 0. & M. who should have the syllabus and the 
instructior. papers prepared. 

Chapter Vl-PurcltaSe-RegiBlration of Firms 

II The registration of the firm should not be held up for non-submission 
of the Income Tax Clearance Certificate provided, of course bank report 
is ~ood. Provisional regietration should be made on an affidavit that 
at the time of submission of the appli<'ation the firm had cleared their· 
previous year's asse88ment of Income Tax. However, the firm should be 
required to submit the Income Tax Clearance Certific1.1te p 'sitively 
within one year of the provisional registration failing which the regis
tration shoud be caJlc(llled. 

12 A S:nall Scale Unit should not route its application for Registration through 
the Director of Industries of the State but should submit it direct along
with a cert.ified copy of the letter from the Director of Industries of the 
State Registering it as a. small scale unit. 

I3 J~arge Scale Units should alsn be told reasons for non-regiRtration as 
is being done in the case of Sm!ill Scale Units, except, of course, where 
regist.ration bas been refused on confidential grounds. 

Decision of the Government 

Accepted. It was agreed that a full time Section Officer would be ne-
ceBSary to impart the training and an additional post of S.O. be created. 

It was also agrEed that on implementation of all the recommendations of 
the Study Team the net surplus staff, if any, after taking into account the 
reduction and additions to the requirements would be sur1endered. 

Accepted in prindple. It was also accepted that a different course of training. 
preferably a. condensed refresher course, should be organised for the 
existing Deputy Directors as well. 

Accepted. The training programme would be administered by the Head 
of the 0. & M. Divi~ion in the D.G.S. & D. 

Accepted. 

Accepted. 

Accepted. 



14 A frt'eh lnspet·tion Report should not be nece&>ary for registration for 
a<ldiLiunal allied items or new items provided of course, a firm is consider
fl<l capahle of manufacturing certain stores on the basis of the previous 
lnspedion Report. The Deputy Director (and not the Section Officer) 
should deeide whether the firm would be capable of manufacturing 
the items for which registration is sought with the equipment available 
with it at the time of first registration or whether a fresh Inspection 
report is nt·~-essary. 

A<'.ct".Ptoo. The Inspection Wing would be consulted oofore taking a 
dec•s•on whether or not a fresh capacity l't'port ia nece~~~~My. 

liS 'I he existing instructions enabling a Small Scale Unit which in the ab- Accepted. Neceesary instructions to this effect have already been ill
sence of tel!ting facilities of ita own can get ita stores tested in a nearby eued. 
Laboratory, to be registered need to be reiterated. 

lG The staff for regil!tration and for inspection of stores should be separated Accepted. Tbe D.G.S. & D. will try to implement this decision in one or 
aa far as pJBsible. two circles on an 'experimental basis.' 

17 For maintaining a check by the supervisory officer, aU applications for 
Registration &hould be diarised separarely and the diary closed every 
week to know the position of outstandings. 

Accepted. 

18 The circulatir>n of a weekly statement of firms which registered during The matter would be considered further. 
the pre' ious week should be discontinued as the trade-lista are not being 
properly maintained and tenders arc not iBBued to many firms who are. 
registered for months. The Registration Section should send a memo .. 
instead indicating the items for which the firm has been registered 
to the sections concerned so that immediate action can be taken to 
amend the trade-lists failing which responsibility should be fixed. 

19 The D.G.S. & D. should amend those clauses of standard terms and 
conditions wtich are not in accordance with normal trade practice, are 
generally unacceptable to suppliers and are in fact amended in individual 
cases generally. 

20 These terms and conditions should be scrutinised by a Committee con
sisting of the representatives of the D.G.S. & D., Finance and Law, 
who should consult the representatives of trade. 

21 Except when a case falls under above a firm habitually asking for a change 
in the D.G.S. & D. Btandard terms and conditions should be struck off 
the Government registration. 

Accepted. 

It has been decided that no separate Sub-Committee should be constituted. 
The Study Tea 'II should exa-nine in detail the term~ and conditions of 

contracts as arc applicable to specific commodities or stores and 
associate in their examination officers from the Ministry of Law. 
Department of Supply and Ministry of Finance as and when required. 

Accepted. 



Serial 
No. 

Recommendations of the Study Team 

22 For the proper maintenance of performance cards the section should 
be strengthened by four additional clerks. 

23 The performance cards should also show quantities accepted under 
deviation under price reduction. The firm in whose case the stores 
accepted by and large are under deviation should not be given contracts 
by D.G.S. & D. as they are instrumental in eliminating genuine suppliers 
by cutting prices. 

24 There should be an annual review of performance cards by the Deputy 
Director of Registration during the period January to March reviewing 
previous year's performance. 

Chapter VIT-Purcluue 
.A-Cotton Textiles 

25 The Director of Supplies (Tex.), Bombay should be given the following 
enhanced powers :-
(a) Full powers to advertise demands against indents exceeding four 

lakhs. 

(li) Full discretion to issue routine amendments to contracts not 
falling within his purchase powers e.g., 
(i) Change of consignee's address. 
(ii) Change of the Inspecting Officer. 
(iii) Change in despatch instructions. 

(iv) Acceptance of stores under deviation with price reduction in 
respect of quantities accepted. 

Decision of the Governm6nt 

It has been decided that the Study Team should review this recom· 
mendation in the light of the report of the Staff Inspection Unit in 
which they had recommended that performance cards alongwith other 
items could be maintained by utilising power sam machines installed 
by the D.G.S. & D. 

Accepted. 

Accepted. 

DS (Textiles), Bombay should be empowered to plan procurement of 
indents not exceeding Rs. 20 lakhs in value, and concurrence of local 
Finance should be obtained in respect of indents above Rs. 4 lakhs. 

Accepted. 
Accepted, 

It has been decided that the Director of Supplies (Tex.) should be delegated 
powers of D.D.G. and where financial implications were involved he 
could amend the contract in consultation with local Finance where 
such consultation was normally required. 
Enhance~. powers ~ad a~eady been given to Director of Supplis (Tex.) 
fo~ finalismg oases mvolvmg acceptance of cotton textile under deviation 
With suitable price reduction on the basis of recommendations of the 
inspectorate concerned. 



(v) Granting e:r;Lcrlliion of delivery period whore indentor baa con
curred and there ill no downward trend in pri0011 (t.o be illllued in 
consultation with his &III!Ociated finance). 

(vi) l<'ull powers to provide for the I~te of Exci.lle Duty where at 
the time of placement of the contro.ct provision for payment of 
Excise Vuty at the prevailing ratos ill made and where supplies have 
boon made in time. 

26 The delegations at (i) to (r) in 2.:i 11hould be made to the other Regional 
Oili0011 ''8 well as to the Virectorate at ilcadquarters. 

27 .Rate/Running Contracts should be concluded for itema of repetitive 
nature 11ucb &II Sewing Cotton, Buttons, Vuaters and Towels. The aoope 
of !tate Contracts with Khadi and Village Industries Commillaion 
should be extended to cover the entire country inlltead of Delhi and 
New Delhi. 

28 The Defence specifications for various Textile itema should be reviewed 
by the proposed Planning Development Division and relaxed under 
certain conditions. 

B-Mruhine Tool6 &1 other Engineering and Technical Storu ., 

Aeoepted. 

Accepted in rORpoct of excise duty relating to fin:11hed productll agai011t 
oontractll not exooe<lmg H.x. 3U lakhll in value. 

Accepted in 110 far as Directors at H. Qrs. and Regional Offioea at Bombay 
and (;alcutta are concerned. The Regional Offieea at Kanpur and Ma.dra~t 
have no accredited Finance; hence the enhanced powers should not be 
delegated to them. 

Accepted. 

Accepted in principle. 

29 Duplicate tenders should not ordinarily be referred to the indentor Accepted. 
for acrutiny and for recommending the offer acceptable to him. 

30 Where on account of certain reasons a reference is inescapable it should Accepted. 
be made only with the approval of D.D.G. 

31 This aspect should be borne in mind by 0. & M. Unit when doing C&Be Accepted. 
studies and by superior officers when writing confidential reports. 

0-Post-Tender Ne.f)otiatio'M-Counter-offer~ &1 Scrappi7UJ of Tender~ 

32 D.G.S. & D. should avoid post-tender negotiations and counter-offers. 
If in exceptional caaea negotiations and counter-offers have to be resorted 
to that should be done on a rational basis after the cost structure of the 
itema has been properly worked out. 

33 The practice of asking the last supplier (if he has not quoted against a 
tender) the reasons for not quoting and inviting him to quote should be 
banned altoghether. 

34 Scrapping of tenders should be done with the prior approval of the 
Deputy Director General. 

Accepted in principle. 

Accepted except that there would be no ban to ask the last supplier the 
reaaons for not quoting. 

Suitable instructions relating to scrapping of tenders have already been 
issued by the Department of Supply. 



Serial 
No. 

Recommendations of the Study Team 

C/io,pte'f VIII-Inspection, 

A-Reconsideration, of Policy 

35 Firms having adequate quality control a.nd highly qualified technical 
officers, should be a.llowed to supply stores without inspection subject to a 
suitable guarantee to be furnished by them subject to the following safe
guards:-
(a) No relaxation be allowed in case of safety items, 
(b) Where allowed, quality oertifioa.tion from the firm should be oom· 
pulsory. 
(c) An adequate wa.rra.nty from the firm should be insisted upon. 
(d) A judicious selection of firms should be done by a committee oon

sisting of the D.D.G. (Inspection), the D.D.G. (Supply) a.nd a re
presentative of the Ministry of Supply not below the rank of Deputy 
Secretary. 

(e) The entire ma.tter should, in the first instance, be giveu an experimental 
trial for one year after which the position should be review· 
cd. 

B-Jute 

Decision of the Government 

Necessary instructions relating to waiver of physical inspection and 
acceptance of stores on manufacturer's wa.rranty have alrMdy been issued 
by the Department of Supply in October 1964. 

36 Based on the put performance of the suppliers of Jute Goods the Accepted in principle. 
condition of inspection before 1upply ehould be waived. The selection 
of euoh firma should be left to a commmittee consisting of the Director 
General of Supplies and Disposals Deputy Director General of Supplies 
and Disposals a.nd a. representa.tive of Depa.rtment of Supply. The 
firm, so selected should &lao be a.sked to come under the a.ppropriate 
I.S.I. Certifioa.tion IOheme. The firms ehould give a suitable gua.ra.n-
tee rega.rding their goods which ma.y be dra.fted by Go-vernment. 

Clutpter IX-Inapeclicm (Miacellanwua) 

37 Steps should be taken to lay down uniform inspection procedures and Accepted in principle. 
norms for the more important store~. The above work should be entrusted 
to a suitably qulaified officer, say a Director of Inspection. If norms 
a.re laid down, a.dditional staff ca.n be given a.s and when there ia 
increa.se in work loa.d so that inspection work does not auffer. 



38 Immediate arrangements should be made to diarise all the requests Accepted. 
that are reCPived at a centra.! place and show how they have been 
distributed. Disp:>sal of a request should also be entered in the Diary. 
This Diary should be checked every week by the Director of Inspection 
who would know the state of work load with each Inspector. 

39 The diaries of Inspectors should also indicate the results of inspection Accepted. 
i.e., quality of stores inspected and the quantity that was passed and 
rejected and these diaries should be checked by the Group-in-C'harge 
every week instead of every nionth as done presently. Besides, advance 
weekly programme of Inspection should be drawn up for each Inspector 
keeping in view the work load pending with each Inspector and approved 
by the Officer-in-cha.r

0
e of the group. 

40 A statement indicating the pending work with esch Inspector should Accepted. 
be prepared in the prescribed form. 

41 The Inspection staff should spend more time in inspection rather in office. The suggestio~ that Inspection staff should spend more time in inspection 
Small sub-centres of Inspection where firms are located at long distance rather in office has been accepted in principle. 
from the Inspection office should also be opened, to obviate the necessity. · 
of aU Inspecting Officers going to the Central Office every day in ~~ofter- •• 
noon. Only Group Officer should go to the Central Office every day 
and get orders on various cases. Ordinary clarification should be obtained 
in the sub-centre. 

42 The Inspecting Officers should be made sufficiently mobile and to do 
that the following should be done:-

ta) an imprest should be maintained in each Inspection Office so 
that T.A. advances can be given out of the imprest to the Inspecting 
Officers proceeding on tour. · 

(b) Priority should be given to the Inspecting Officers for getting various 
types of vehicles from Government quota. 

(c) The Inspecting Officers should be permitted to travel by Air where
ver they cannot get rail bookings expenditiously and there is a 
likelihood of delay on this account. Government should authorise the 
director of Inspection to give this permission. 
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Accepted. lmprests should be main~ined in the Inspection Directorates 
at Bombay, Calcutta, Madr~¥J·ana New Delhi, to start with. It should 
be extended to other Regional Offices later, on review of the working 
of this system in the Directorates of Inspection. 

Matter is under consideration. 

Not Accepted. 


