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Questionnaire for the Preventive Vigilance Inspection

Name of the office/station
with complete address:

Name and address of the
Subsidiary office/unit

Name and designation of
Controlling Officer

Name and designation of the
Head of office

Narme and designation of
The DDO

Date/period of present
Inspection

Name and designation of the |

Inspecting Officer

e Diseiplinary matters:
L. No. of complaints of malpractices

and malfunctioning received during

proceeding 12 months.

2. No. of persons charges-sheeted on
account of malpractices and the -
mal-functioning during the

preceding 12 months.
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b)

‘proceedings ?

No. of persons who were finally
given minor penalty.

No. of persons who are finally
given major penalty.

No. of parsons who were exonerated
after inquiry or appeal etc.

Are the persons mentioned at S1.No. 3&5
and at S1. No.4 (who are still in service)
working in a section, where there is a
scope of malpractices ?

S N R P G S P S A T R T AR CERTT IR S E S RSB WA B (e L D

If, answer to question No.6 is in
affirmative.

Are the authority satisfied with the
integrity of these persons ?

It not the reasons of their posting
in such sections.

(i) How many persons were suspended
during the preceding 12 months.

(ii) How many of them have been
reinstated or have been removed or
emoved after disciplinary, .

(from 1-3 months: from 3-6 months) or
over 6 months.

(iv) Reasons of their non-completion of
disciplinary proceedings in respect of
person mentioned at S1. No. (iii)
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II.

III.

Delegation of powers

Has the head of office authorized any
other gazetted officer under him

a) to incur contingent expenditure

b) to attest entries in the cash book
and the Contingent expenditure
Register.

c) To sign receipts for money received

on behalf of govt. and to sign bills
for expenditure of other orders on his behalf.

d) to exercise any other powers
‘on his behalf.

is the Head of Department making
surprise inspections to ensure that the
office is functioning smoothly from all
angles (administrative, security, vigilance,
financial) ?

if yes, the date of last inspection.

'Secu'rit-vde]}osi'ts' e

Has the Cashier-

a) furnished adequate security and
b) executed a security bond in the
prescribed form.

Amount and type of security
tendered.
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uandling of Cash by persons other
- than Cashier.

Are any parsons other than cashier
employed to deposit or to receive
money from the bank.

If so,

a) Within what limits,

b) Designation of such persons,

c) Whether the Head of Office is satisfied
about their reliability and trust-worthiness ?

PART-II

SECURITY OF OFFICIAL INFORMATION AND DOCUMENTS

i Classified files and papers (other
than those in hand) kept in locked
almirahs ?

v Separate record (eg. Section diary, file -
register, index slips) maintained in respect
of secret papers (unless the section itself is
designated as secret or top secret) ?

3. Register of sparecopies of secret documents
kept to account for the number prepared,
issued and in hand ?

4, Any instances of violation of prescribed
instructions for treatment and safeguarding
of secret/top secret papers and information ?
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II.

G

PART-1I1

SCRUTINY OF REGISTER MEANT FOR CASH AND ACCOUNTS

I. CASH BOOK

1 Has a certificate giving the number of
pages in the cash book been recorded
on the first page of the book ?

& Is the cash book being written up daily,
and entries attested by Head of Office/
Drawing and disbursing Officer ?

3. Does the Head of Office/DDO viify the
cash personally at the end of every month
by actual count ? If so, has a certificate to

the effect been recorded every month on the
cash book ?

4. Does the Head of Office/DDO pay surprise
visits to test check the cash balance ? If so,
give the dates of checks made during the last year.

Bill Register
Is a bill register maintained ?

Are the bills entered in the register
in a chronological order and given «
serial number ?

Is the register submitted to the Head
of Office/DDO and initiated by him-
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a) at the time of the signing the bills

b) at the time of authorizing
encashment : i
c) after disbursement

4. [s the register scrutinized by the authorized
officer every month to see- :

a) the number of bills outstanding with
the P &AO

b) the number of passed bills received
from the P&AO but which have not
been encased,.,

g e b

1S) . Whether all bills ;encased have been
~accounted for in the cash book ?

@) Whether all-amount un-disbursed
' within three months of encashment

have been refunded to Govt.
s the regist A'%y%ﬁf authorized

DITicer

3 Isa émta%le note kept of the number and date
of supplementary bills for arrears of pay,
o allowanges ete,, to ayoid drawing money;more

than opce prpthe-same account ?

If so, where and how ?

h % IR SRS, U
¢ N ey o RN
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III. REGISTJ;;ROE @VA& CES;AND REQOVERIES

I Is suchpregisten A

over ﬂ%‘? grant of advanges and, tBr\Wthh
recoveties thereof ?

d) Whether all amount un-disbursed
within three months of encashment
Lave Beeri rafmded tn Gowt
fave peen refunded to Govt.

s a suitable note L,p of the number and date
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Are entries in the register and in the ledger
made immediately on receipt of the orders
of sanction and attested by the authorized
officer ?

CONTINGENT REGISTER

Is the contingent register being written up
daily and entries attested by the authorized
officer ?

Are bill for supplies and stores being
provided paid to the parties concerned
without delay, i.e. in not more than

10 days ?

Are bills for stores, furniture etc. supported
by a certificate to the effect that the a-ticles
have been received in the store register ?

Are payments for major purchases made to
the parties concerned by endorsing the bills
in their favour ?

are all vouchers and sub-vouchers preserved
for a minimum period of 3 years ?

(a) Are vouchers which are not sent to the
Accounts Officer cancelled as soon as
payment has been made ?

1) by a rubber stamp ?

i1) by an endorsement in red ink ?

(b) is the cancellation initialed by the authorized officer 7
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Y. TELEPHONES BILL REGISTER

1. Is a register kept for watching payments
for telephone charges ?

Y
[\

Is payment of bills made in good time to

earn the discount ? Are there any bills received,
more than a month old awaiting payment or
acceptance ?7

Does the authorized officer visits/verifies the
balance at least once every month by physical
count of the stamps in the custody of cashier and
record the result in the Register under his dated
signature ?

e o o s e . et e s

VII. ACCEPTANCE OF CASH FROM GOVT. SERVANTS/PRIVATE PARTIES

1) Does the cashier issue receipt after
receiving cash from Govt. servants
and private persons to be credited to
Govt. Account ?

i) ,,___-Whafc_isjhe;time_lagbﬁtwccn.iheleceipt
of cash and deposit of cash in Govt. Account ?

iii) The reasons of such delay (if it ic more
than one day).

VIII. MUSTER ROLL
1. What is the average number of people
employed on daily wages ?

2 Is the prescribed procedure being followed in
sanctioning the engagement of casual labour ?
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IX.

(98]

II.

1%

LOG BOOKS

Are the log books being maintained
by every driver ?

Are the entries in the log book being
attested by the officer who used the vehicle ?

Is the authorized officer checking the
log book daily ?

Part-1V for store purchase - Regarding

Stock Register

Is a stock register maintained in
the prescribed form ?

Are all purchases, disposals and issues
entered in the register as they occur and
initialed by the authorized officer ?

Distribution Register

Is a register maintained showing the detailed
distribution of furniture and other articles
among offices and sections ?

is a verification certificate obtained from the
person in-charge atleast once in a six months ?

&
¥
®
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III.

IV.

Verification of Stocks

Is each close of stocks allotted a number for
easy identification and does each article in a
class bear the name of the Deptt./Office,
identification number and its serial number ?

Is the stock of each article verified by a
physical count at least once every year under
the supervision of Head of Office and a
certificate of verification recorded in the
register under his signature ?

When was last verification done ?

Were any discrepancies discovered ?
If so, what action was taken to reconcile them ?

Purchase of Store/Furniture

Are the rules laid down in GFR and the
powers. of various authorities mentioned
in DFPR followed in making purchase ?

Arehaﬁwpﬁﬁrrchases made thro:lgh the
DGS&D where necessary ?

Are all direct purchases (excepting petty
purchases) made after inviting tenders ?

was there any departure from the prescribed
procedure in the case of any purchase
during the last one year ? ’
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V. Disposal of unserviceable store:

1. Is the approval of the competent authority
obtained to the disposal of unserviceable
stores before the actual disposal ?

2. Are the stores declared as such disposed off:-

a) by departmental auction, or

b) through a registered government auctioneer ?

3. Has the last disposal been noted in the stock
register under the initials of the authorized
officer ?

4. has the amount realized as disposal proceed -

been accounted for in the cash book and
credited to government account ?

VI.  Stationary and forms:

1s Is the register of receipts and issues maintained
upto date and entries therein initialed by the
section’s Officer-in-charge; and scrutinized by
Branch Officer or other authorized officer at
least once a month ?

2. Is the stock verified at least one yeér.
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PART-V_ESTABLISHMENT MATTERS

Confirmation cases etc.
No. of posts in different grades:

Permanent —

Temporary-

(1) How many temporary posts are
more than 3 years old ?

(i1)  Reasons of their not being made

permanent.
How many posts are filled ? 1 Deiails under
(Give grade-wise) I Staff-Head

How many posts are vacant ?

Reasons for not filling up the
vacancies.

How many persons working against
permanent posts have not been declare
permanent ? '

How many persons against temporary
posts have not been declared quasi
permanent ? '

Are the communal rosters relating to
representation in service of Scheduled

Caste and Scheduled Tribes being
maintained and checked by Liaison Officer ?

.,‘5\.
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L 1.

2b

REVIEW OF PERSONS AT THE AGE OF 50/55 YEARS

Is the review of persons who have
completed 30 years of service or have
attained the age of 50/55 years. being done ?

How many persons were pre-maturely
retired during the last 12 months ?

Part-VI-— Accommodation

Is the accommodation provided
by the Govt. or is rented one

If on rent, the name of the owner
and monthly rate of rent

Is the accommodation duly approved
by the competent authority for its
office/commercial use.

Is the office building very near to
other Govt. offices. :

Is the accommodation sufficient

enough to house the office/station.—— : S

If surplus/short to what extent ?

Is the office/station approachable to
gereral public/farmer

Is vulnerable to theft, burglary etc.,
if so, the preventive measure taken.

Is it vulnerable to fire, if so,
precautionary measure taken.

£

e
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10.

11.

12.

13.

14.

15

16.

II.

2%

Whether surprise check is made at odd
especially during non working hours to
ensure the security of the office. The
Chowkidar remains on duty is ensured or not.

What is the check imposed to see that no
un-authorized persons visits the office.

How the security of keys of the office is
enforced.

Who is keeping the master key of the
office/building after working hours. -

Is the record properly secured in the
almirah provided for.

Is the telephone having STD facility, if so,
what are the safe guards for its misuse. . -

Whether any telephone call register
is maintained. If so, the entries for
private calls are recorded or not ?

In case of emergency during non

working hours how and where the -
Controlling Officer/Head of Office is
to be contacted. Give specific
arrangements made so far.

Staff

Is the staff provided adequate and
according to the norms/sanctioned

strength.
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10

2. Is the staff aware of their duties in
the event of fire.

3. Is the staff conversant with security
instructions.

4. Whether any staff has come to notice
of any unwanted/undesirable activity
during the period under report.

s Mention details of specific complaints
against any of the staff members on
official matters. o

6. Mention specific complaints/suggestions
from the staff members on official matters.

2 Measures taken to ensure the welfare
of the staff. '

8. Position of the staff.

Name of the post Sanctioned

III.  Vehicle

1. How many vehicle have been
provided for the station/office.

2 ‘What is expenditure on POL/Repair
of each vehicle for the period under
report.

3. Whether any misuse of vehicle has been

reported, if so, the action taken thereon.

Filled
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Iv.

32

Whether there is suitable arrangements
for parking of the vehicle in the office
during and after working hours.

Any doubt on the integrity of the driver.

Nature and extent of damage caused due to
accident, if any during the period under repe -

For how many times/hours the vehicle has
been used for private purposes.

Generél
Any complaint/suggestion from the neighbours.

Any/complaints/suggestion from other offices
located in the area for improvement of the
office/station.

Any complaint/suggestion from the farmers/
general public.

Action taken on the previous years/vigiiance
preventive report.

Frequency and station of visit of
staff members on tour and purpose
thereof. '

Frequency of station of visit by the
Head of Office and purpose thereof.

How corrections/genuineness of TA,

- Medical and other claims, verified/

ensured.

A )
y



3334

o NFL Miscellaneous

- Matters requiring attention other
" than stated above.
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