
No.20(1)/2006-O&M 

Government of India 
Ministry of Heavy Industries & Public Enterprises 

Department of Heavy Industry 
(O&M Section) 

387,Udyog Bhawan, New Delhi 

Dated: 4" March, 2015 

OFFICE MEMORANDUM 
  

Subject: “Final level of Disposal and Channel of submission of cases” in 
the Department of Heavy Industry- regarding. 

The undersigned is directed to forward herewith the document 
“Final Level of Disposal and Channel of Submission of Cases in the 

Department of Heavy Industry”. 

2. The work allocation between the Hon’ble Minister and Hon'ble 

Minister of State of Heavy Industries & Public Enterprises has also been 

kept in view while preparing the document. This is subject to modification 
as per the subsequent orders/modifications issued by Administration 

Section, if any, from. time to time. 

3. The following provisions will also be kept in view in disposal of 
work in DHI:- 

(a) The file will be routed through Additional Secretary(S)/Joint 
Secretaries/EA(RKP) as per the work allocation amongst them. 

(b) All files shall be opened in Sections. The dealing Assistant/UDC will 
submit files to Section Officer who will further submit to officer 
concerned. The responsibility of Assistants/SOs shall be as per the 
provisions of Manual of Office Procedure. 

(c) For expediting the decision making process, the number of levels have 
been reduced in certain cases. Section Officer will accordingly, submit 
the files direct to the next officer (US/DS/DIR) indicated in the channel 

of submission. 

(d) If the designated officer as well as link officer in the channel of 
submission is not in position due to leave, tour or not available, the files 
will be routed to the next higher officer in the channel of submission 

keeping in view the urgency of matter. 

(e) The level of final disposal is also subject to the guidelines/orders 
issued by the Government of India from time to time on the specific 
subject matters or delegation orders issued by Department. In case of 

doubt, the matter may be referred to O&M Section of DHI for 

clarification.



4. All officers/Sections in Department of Heavy Industry are 
requested to adhere to the document “Final level of disposal and 
channel of submission of cases” in the movement of physical files as 
well as the electronic files through e-office. 

5. Any suggestion for improvement/modification of the document 
may be sent to Under Secretary (O&M). 

  

Under Secretary (O&M) 

To, : 

All Officers/Sections in DHI 

Copy to: 

PS to M( HI & PE) 
PS to MOS( HI & PE) 
PSO to SHI 
PPS/PS to AS & FA/AS(S)/JS(RKS)/JS(VS)/EA(RKP)/CCA F
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ne, . Heavy Industry. oo 

8 - Type of Cases Level of final _ Channel of Remarks 
{_No.. ~ Disposal ___ Submission - et 
1 2. 3, 400 5. 

ADMINISTRATIVE MATTERS 

1....:| All Policy matters relating to PSEs.. .]. Minister | DS/DIR-JS/AS: SH] IFW will be consulted 
ob ~ sasyftigrenee! + apa (NSPE) wef ee ecg Jos. [wherever ~ financial 

fo 7 = _’._| proposals are involved 
2. || Notes & “comments. on - notes for Minister + | DS/DIR-JS/AS- SHI~ | IFW willbe consulted 

". ° | Cabinet/ Cabinet Committees/ GOM.. | (HI&PE). fo - | wherever’ financial 
|__| proposals are involved | 

3. | Appoiritments of Chie? Executives and | Minister DS/DIR-JS/AS— SHI_..|_ In... consultation. ‘with’ 
| Board level Officers) Directors of | (HI&PE) | cee SS" PESB and with. the 
‘PSUs and. other. ‘Autonomous |. -: . “APPIC oval of ACC . 

_ | Institutions under the administrative . 
_[: =| control of the Department: Co bes pee 
Lal Deputation of . Government Officials Minister . ~. | US- DS/DIR-ISIAS. 
(|| for appointmentin PSEs. _(HI&PE) SHI fe 
_5,.--_| Voluntary Retirement Scheme _. +. }Minister -: | DS/DIR—JS/AS-SHI. In consultation with 

to a ~~ |. CHI&PB) vocet ewe | TF: i a ee | As per DPE/Ministry 
_ : oe rrr -of Finance_guidelines—| 

16.0 Revision oF pay scales: of Offcrsstalf Minister. ° | DS/DIR-JS/AS-SHI .| In consultation with 
7 of CPSEs Institutions (HI&PE) oe, | IFW. _ 
7. .| Revision of wages. of workmen of} Minister DS/DIR-IS/AS -SHI. ..| In consultation with 

CPSEs (as per DPE guidelines) (HI&PE) TFW - i 
8... /| Grant cof . financial . Telief. to | Minister DS/DIR-JS/AS. “SHI —{ In consultation with 

_. | CPSEs/restructure of their capital. (HI&PE) IFW. 
‘| 9.- + Proposal for | taking |.Minister =~ DS/DIR-ISIAS Sar | With the approval of |. 
~- " |over/nationalization. © of units from | (HI&PE) Cabinet through IFW 

.__| financial angle fo 
10: All matters relating to BRPSE Minister DSDIR JS/AS-SHI_ | In consultation wiih 
one iee (HI&PE) = IFW | 

} Le. All. matters | ‘relating to Disinvestment Minister ~. DS/DIR- JS/AS-SHI .j In consultation with J. 
of CPSEs under the (HI&PE) IFW. 

Ministry oo



  

Restructiring ‘of CPSEs under the | BSR ISASS SHI In consultation. 

  

  

        
  

    

  

  

  

  

  

  

  

  

  

  

  
  

  

  

          

12 Minister. with 
<2 | Ministry - a . (HI&PE) els IFW el 
13. +} Work: =.telatmg + to - Consultative. Minister. . * DSDIRISIAS. SHE As. per administrative © 

| Committee,’ Standing Committee and | “(CHI&PE), Lark MOS(HIEPE)s ex,.--|-order .for distribution |: 

“2-1 such,.:Unstarred Questions“ Pfr hey 2 pt taee of work amongst - the | 
“| involve Policy issues wee - ea . Ministers. 

14, °4> Matters*relating” toe -F sf Minister we USDSDIRISAS Lb. ‘As_per administrative 

-{ TSL;HPF}TCIL 0 | (BI&PE).. . .| SHI-MOS(HI&PE) order for distribution 
' LO of work amongst the 

Ministers “and in 

consultation ‘with IFW 
wherever . financial 

fo - So a, proposals ate involved 

15.. | Matters relating to’Shram and other | Minister ~ | US- DSDIR= TSIAS: 

Awards (HI&PE) ‘| SHI 
16..-| [LO and Labour related issues Minister DS/DIR- JSIAS: SHI 

ee ee | (HI&PE) 
17." |: Approval of Annual/ Five Year Plans | Minister : DS/DIR- ISAS -SHI | In consultation with 

Soe | eu -:| (HT&PE) - LTE 
18..-| Preparation and review of Strategic | Minister | DS/DIR- JS/AS. ~| 

.| Plan Document,. Result Framework (HI&PE). | AS&FA-SHI 0 
Document (RFD) a ee - 

“TO. | Parliamentary Matters 

-(G) + Recommendation’ of the'| Minister . DS/DIR—JS/AS - SHI} 
| ._| Parliamentary Committees _ ~ | (HI&PE) © Joe 

(11) Reply to. Starred Questions ‘Minister —. - DS/DIR- JS/AS —SHI 

SO | (HI&PE) De 

(iii) Work. relating to subordinate | Minister’ . .-/ DS/DIR—JS/AS.-SHI 
__.. | legislation of Lok Sabha/Rajya Sabha | (HI&PE) oe -_ 

"| Gv) Reply to Un-Starred Questions | MOS | US-DS/DIR- JS/AS As per administrative 

except which involve ‘policy matters.} (HI&PE) ~ [oo oss wcrc =") order for. distribution | 
relating to SC/ST Cell, RTI a of work amongst the 

oe en eo | Ministers 
(v) Reply to VIP letters addressed to | MOS _DS/DIR- JS/AS -SHI || As per administrative 

_.| Minister. during the absence ‘of | (HI&PE) eS ‘order for distribution 

Minister 7 vey of work amongst the 
. . Po 0 . Ministers ~ 

wa Laying of Annual Reports , | MOS US-DS/DIR- JS/AS -| As per administrative - 

| MOUs etc. in the Parliament — | CHI& PE) | SHI 7 order for distribution 

. -: |.of work amongst the 
ae ec “| Ministers 

(vil) Questions in which material is to 
be furnished to: 

(a) Other Departments JS/AS US-DS/DIR 
'|(b) Other Sections in the Department | DS/DIR US   
 



  

- Directors of ‘sick, * 

    

Foreign tours of 

JL). Chiét = , Executives: and: ‘other 
1 loss: making ‘or. 
‘getting financial. support, during. last’3.. 

| Years or referred to BIFR/BRPSE: 

  

   
| Minister “ ; 

| (HI&PE) 
US-DS/DIR- IS/AS-    

IFW. 

in consultation. with. 

    

    

   
  “T() Chief Executives of 

      

  

  

  

  

  

  

  

  

  

  
  

  

  

  

  

  

  

  

  

  

      website/social networking sites     

Navratna,} SHI” US-DS/DIR- JS/AS . 
~ | Miniratna & profit. making PSEs ae re 

Sanction. of.: Schemes for| SHI. ° | US-DS/DIR- JS/AS ‘In consultation “with 
diversification, expansion of CPSEs * | fo EW 
Issue of Government Guarantee. ..."|.SHI - . ‘| US-DS/DIR-JS/AS~° +} With the “ppioval oF 

Oe CCA-AS&FA.- = | Ministry -of Finance 
: - ___ | through IFW_. 

- | Release of. Budgetary. ‘support ‘to | SHI US-DS/DIR-JS/AS_ . |.In consultation with’) 
-CPSEs/Institutes’ - for - Approved ee STEW co 
Schemes «--° : 7 a oe fee _ 
Annual budget. Sroposal 3 in tespect of "SHI. US-DS/DIR- JS/AS~| In consultation ‘with 

- CPSEs institutions etc. CCACASEFA oe B&A 

[Proposals for... Demands<~ for |; SHI ~- oo US-DSDIR- JS/AS=) "With the ‘approval of | 
~| supplementary grants ~ ca PCGA:AS@FA +" Miitistry’ of “Finance | 

oF o. a joe through BRAS 
Brief for M(HI&PE)/MOS(HI) SHI |DS/DIR-JS/AS | 
‘Reply to comments of CAGIATN 0 on. SHI US-DS/DIR- JS/AS: |.In’ consultation ..with 
audit paras co Lo 7 IFW 
Performance Review oF CPSEs’ under 

(i) Annual. SHI | US-DS/DIR-JS ..»- 
(Gi) Quarterly JS/AS US-DS/DIR 

_ | Issue of certificate, for pasipor phate LIS/AS US-DS/DIR 
passes for Officers of PSUs: ~ °° Se 

._| Material for preparation of Annual] JS/AS... US “DSIDIR 
_| Report of the Department’ , 7 

| Vetting of draft Sanction ~ DIR/DS(IFW) ~ eT -.. {In consultation with |. 
Po | ee IFW. : 
Court matters:- Ce fo 
(i) Notices received from BIFR Minister - US. -DS/DIR- ISAS - 

fp _ | (HI&PE) SHI 
| (ii) Notices of Courts in which DHI is | SHI | US-DS/DIR- ISAS . 

a respondent | oe , a 
| Gti). Notices of Courts in which _IS/AS US-DS/DIR ot oo 

| Government *- Nominees.” “are co 
respondents ° ef 

(iv) Notices. under Section 80 of | JS/AS US-DS/DIR 
1 C.P.C. 

(v) Tnformation/ Reports ‘to. DoPT | JS/AS/Nodal US-DS/DIR" 
regarding court matters Officer So 

33. | Posting of © information on JS/AS ‘| US-DS/DIR      



  34. | RTI matters: ; 

7 a4 2) Applicaton under RIT” a | UsiCPIO 

ee D)I Ist Appel to App ae Auth ity :l-Dsmmy 

cote Appellate 
“Auth hority * oF           

'c)2™ Appeal to CIC _ fASIS 7) Usyeplo. Appellate 
oe —_ vo Authority           

ve ESTABLISHMENT 4 AND GENERAL AD MINISTRATION MATTERS 

  

  

  

  

i Framing 0 ot Rear uitment Rules Minister DSDIR: IS/AS “SHI 
cep | CHI@PE) Jo: oO. 

[2° = | Creation of Posts ‘Minister ~~ DSDIR- JS/AS Sa. | For Group A posts, matter’ 
oo Group A,B&C os aL. | CHI&PE) = will be referred to Cabinet 

~ oo, vce fo. feos P oe om oS through MoF and _ for 
- Group B,C &. D, Ministry 

: | Of Finance -. shall — be 
~ ee | consulted through IFW 

  Delegation/Deputation OF | ene = pose 
+ Officers for ~~training; + Coed e we oor 
Conferences ete, abroad: - | - — 

© 
ud
 

  

1 On consultation with IEW i in 

  

  

  

  

  

      
  

  

  

  

  

; eae Se = all cases 
() JS and above - ‘Minister. ‘US-DS/DIR-ISIAS |. | me me (HI&PE) = {SHI: 
(i1) Up to Director level SHI- m US- DS/DIR-, ISAS a 

4. | Appointments: ©. > 5 : 

1G) Group A eS Minister. DS/DIR-JS/AS -SHI - 7 
foe. | C&P) coe Se 

(11) Group B (Gazetted) | SHI 2 US-DS/DIR-JS/AS - — 

| (ii) Group  B(NG) and] JSVAS — | 
GroupC So | US-DS/DIR - 

s Nomination of the Officials: - , - 

(i) for foreign programmes - . oo 
K =— oT “sq, 7] For. foreign: programme,’ a) JS and above - | Minister(H1&PE) | DS/DIR-JS/AS-SHI with the concurrence of 

b)upto Director/DS . “| SHI. ‘US-DS/DIR- JS/AS AS&FA*- - 

(ii) for domestic programmes | JS/AS ~. | US-DS/DIR 

(i) LDCs and Stenographers | DS/DIR —1|US 
for training in Hindi Typing: 
and Shorthand So 

6. Matters relating to Women in MOS(HI&PE) - | US-DS/DIR- JS/AS — 
Work Place . . , SHI-MOS 

              
 



  Distribution of | Work: ° 
amongst Officers: 
© @-ASIS/IEA 

| GUS 80. or equivalent 

          

JS(Admn,) oo 

USD DS/DIR- RSTAS. of 
SHI -. 

jus DSIDIRISIAS ss a 

    

  

  

  

    

  

  

  

  

  

  

  

  

  

  

  

  

  

  

    18.   advances . to Government |. 

Servants       

| US-DSIDIR § 

Bo Declaring Gazetted officers to SH | US-DS/DIR- JS/AS 
_ . | be Head of Office So 

fo. Approval of Grant. of 
Honorarium to Staff/ 
Officers of the Department _ a 

(ii) Beyond Rs.2500/- . SHI... _US-DS/DIR- JS/AS 
oo Ts wife : Oo sd With the concurrence ‘of 

: (i) Upto Rs.2500/- . - | JS/AS. US-DS/DIR AS&FA: | 

10. | Approval of OTA — | me So an . 
-v» _:|.(i) Beyond three hours per day. SHI US-DS/DIR- JS/AS- . 

(i) Up to three hours per day . IS... US-DS/DIR With the concurrence of. 
- - AS&FA 
| 1h. Posting/ Transfers) ‘Deputations | 

} for training within the Country 

Os 0 Group A Officers. | SHI | US-DS/DIR-IS/AS 

os GW USREEE Officers JS US-DS/DIR | ma 
“112. | Disposal of obsolete, surplus] JS US-DS/DIR As per provisions of GFR | and un-serviceable stores Do ; a 

| 13.0 Change of Hometown JS. | US-DS/DIR © 
14,| Budget Proposals (Plan & Non] J8 “| US-DS/DIR-_ ° 

| Plan), oo 

15. | Expenditure on] . a, Z 
Refreshment/light refreshment JS | US-DS/DIR As per Schedule- V1.0 of DEP 

‘at Inter- -Departmental: wae , Rules ~ Toa 
Meetings, Conferences, etc... 

16. ; Sanction for medical treatment | JS. US-DS/DIR 

17. | HBA, MCA, Scooter advance | JS US-DS/DIR 
etc, _ - - 

. Budget Proposals of loans and | JS - US-DS/DIR 

   



  

  Maiters relating to Pensioner’s 

  

       
  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

    Book and attestation of   entries therein       

19, JS” US-DS/DIR. 
"| grievances, received - through ede REE se Bo. oa ° z 

CPENGRAMS/other means’ 0) i ee > 
communication. . : = 

“| 20, | Expenditures on: : a fe or ge 

fascist Ds Stationery above Red, 0007 PES isteet as 4 “US-DS/DIR ..- > TE PSs 
* | per annum fee _|-As per Delegation of 

. 11) Stores, furniture, etc. above JS _US-DS/DIR. Financial Power Rules 
Rs.5,000/- in each case : : a 

“1 ii) Stationery up to Rs. 4, 000/- US/HOD — sO | 
per annum a 
iv) Stores, Faire -US/HOD SO 
‘contingencies, etc. up to 
Rs.5,000/- in each case 

24 Issue oof No-objection | ~ 
certificate for matters like 

passport; writmg of exams’ 2 
further studies etc. : 

‘| Gi) Others . JS - US-DS/DIR 
(it) Officers below DS. level DS/DIR _ .. SO-US .- fewest ees gear t 

22. |Issue of. orders .. for.|.- foe o | “Leave will be: sanctioned by Sanction of Leave (-ov=- . the Administration Section on : . pe . the recommendations ~ of 
. . . cee, immediate superior officer and 

7 ) Group A DS/DIR US - | | where considered necessary, -| (it)Others US +) ~1SO-. “immediate supervisory officer 
: , : may obtain the orders of next 

| higher officer. 2 

23. |.Fixation of - Pay “in| DS/DIR SO-US » - oe 
accordance with Rules“ > foo. 

~ 124. | Matters relating to | US ~ SO - 
~ | Government . 

accommodation/CGHS/ 
| Photo, ID cards of DH 
‘employees’ 

~- | 25..| Circulation . of Ganing US- SO. 
programmes/Seminars etc. | | 
(Domestic & Foreign) 

26. | Approval of .conveyance|US  ____ SO | eee 
Allowance 

27. | Issue of Retirement Orders [US SO 

28. |Issue of No-Demand | US SO 
Certificate 

29. | Sanction’ of Annual | US SO 
“Increment 

30. | Maintenance of Service | SO: SO | Service verification will 
be attested by sO) or 
DDO 

   



  

  

  

   withdrawal ie 

    

  

  

“| 2.0. 7FRelease of 7K or relen US” 

  

  

  

  

  

  

  

  

  

  

    

    

  

  

          
  

  

  

      SBE grants/preparation of © final,   SHI]   

“| SO/DDO 
| Exchange: to officers going. foe 
abroad 

3... | Periodical returns to. B&A|US/DDO .°~ | Dealing Assistant _ 
| relating to Expenditures Sie et 

| 4, Quarterly return of expenditure US/DDO | Dealing Assistant ~ 
to Ministry. of Fmance yo oe oo 

5. | Maintenance of GPF accounts _| US/DDO SO/DDO.- 

Ov} Issue of Annual GPF A/C slips | SO © >! - | Dealing ‘Hand 
(| Tes} Bills-in. respect of Pay, OTA, DDO | Dealing Assistant ~ 

- | Honorarium, . tuition fee, | co coe 
reimbursement. of . ‘medical’ 

| claims, leave - salary and 
_ | festival advance: and 

reimbursement .of Conveyance’ _ 
. | Allowance etc. — os 

, a 8. _- | Contingent Bills - . | DDO Dealing Assistant © 
"| 9. | Loans/Grant-in-aid Bills | DDO "| Dealing Assistant 
|10. | TABillsetc. °°. DDO. Dealing Assistant 

| ULE | LTC/TA advance ° -|DDO- - Dealing Assistant 
1:12;..| Income Tax Calculations mad DDO | | Dealing Assistant : 

|. | submission of ~~ Quarterly eee 
-.| Report to IT Office through | ~ 
__| Intense Technologies/Issue, of |. = 

IT certificates 
| 13. | Reconciliation of Accounts DDO Dealing Assistant 
“| 14... Disbursement ofMoney  —°--| DDO Cashier .-- 

BUDGET & ACCOUNTS 

‘t, Coordination uO and | SHI ~ ‘US-DS/DIR-CCA- 
consolidation of approved AS&FA 

‘| budget and revised estimates . 
(plan & non-plan) oo 

2... | Coordination . , and | SHI ~ | US-DS/DIR-CCA- 
| consolidation - Of) AS&FA 
Supplementary Demands. for oe 

| Grants and references thereof 

from Budget Division. of. 
: Ministry of Finance - co 

3, Notes on . Demands for! -US-DS/DIR—CCA- . 

AS&FA 
  

    

  
   



  

SHI US-DS/DIR-CCA- 
  

  

  

   

  

  

  

  

  

  

  

  

  

  

  

  

  

      the Budget /Expenditure/ 
accounts in regard to 
discussion on Demands for 
Grants to the Department 
related Parliamentary Standing 
Committee     

‘4,  -| Material for pre: _ budget 
. discussion si ope -AS&FA | 
5... | Surrender/re- appropriation of | SHI US- DSIDIR-CCA- ; 
ecoe. fefunds ~ Sf AS& FAS Sefer 

vc). Finalization. - of - “Internal SHI es US(TSW). DSDIR 
- | Résources; Extra ~ budgetary . | EA- AS&FA | 

| resources of “all ~ CPSEs/ i ~ 
. Institutes for: financing plan 

outlay 

7, Outcome Budget, DHI SHI ~ -US-DS/DIR-CCA- 
. AS&FA 

Boa Proposals of opening of new:| AS &FA US-DS/DIR-CCA 
__| heads of account oo, ; 

9. Regularization of - excess | SHI - US-DS/DIR-CCA- 
expenditure, if any, on the . AS&FA 
basis of final estimates under Ste 

‘| the various grants 

10. | Public. - Accounts | SHI US-DS/DIR-AS/JS- -- |. 
- Committees/Estimates CCA-AS&FA: 
Commiuttee/Committees on , 
Public _ Undertakings = — 

References and coordination 
thereof ee 

11, | Work relating to discussion on | SHI -US-DS/DIR-AS/JS- 
the Demand for Grants by the CCA-ASEFA 
Department related we 
Parliamentary Standing |- 
Committee. _ 

12. -| Action’ Taken Note on the | SHI US- DS/DIR- AS/IS- 
report of the Committee on the. cca “ASEFA 
‘Demands for Grants 

13. | Compilation of reasons for | CCA SDSDRO 
surrender/savings/excess in the / oe 
draft appropriation accounts 

14. | Report on progress of! CCA -} US-DS/DIR- 
__| Expenditure 

15. | Control over expenditure | CCA US-DS/DIR 
against Budget grants fp 
including scrutiny of sanctions 

and reconciliation of 
expenditures ; 

16. | Coordination of Local Audit | CCA US-DS/DIR 
inspection report/ Civil Audit 

-| Paras of CAG including ATN 

17. | DDG,DHI SHI US-DS/DIR-CCA- 
AS&FA’ 

| 18. | Special Questions relating to | SHI US-DS/DIR- CCA - 
| AS&PFA 

     



  

2: ig Recommendations. ora ERE "MOS(HI&PE) “1 US -DS/DIR- -IS/AS- = ed : ee | ge a i; 

3. [Review of final level of /MGIGPE) US-DS/DIR-IS/AS- 
disposal -and channel. of a | CCA-AS&FA-SHI- 
submission of cases in DHT: - MOS(HI&PE) | 

|-4.°° | Review. of -Record Retention | SHI | US-US-DS/DIR-. 
Schedule for DHT’. JS/AS/Chief - Record | - 

, fe Officer _. oo 
5. ‘Agenda ‘for OmM Meeting SHI | US-US-DS/DIR- 

- JS/AS . a 
| 6° >} Matters” “relating: to Mandatory SHI US- DSIDIR-IS/AS. ar rs 

- Sticcess Indicators in RFD. ak Cerset he ete 
7... | Independent audit of Citizen’s.| SHI US- DS/DIR- ISAS. fogs 

; ‘| Charter/ Client’s Charter | _ fe 
| 8. > | Innovative Ideas. | SHI US-DS/DIR- JS/AS. 
19. | 180;9001 Certification | SHI US-DS/DIR-.JS/AS - fo 
(10. | Annual O&M. “Inspection - JS° «| US-US-DS/DIR 2 Sh 
So Programme of Sections _ foe _ 

_|_T1._| Training Programmes SHI US-DS/DIR- JS/AS 
| 12. | Recording: of Files, - “Special: JS/Chief . "Record ‘US--DS/DIR «= 
|| Drivesin DHT 7. | | Officer’ Os, _ _ 
‘1-13, _[ Transfer of files: to National JS/AS/Chief | US—-DS/DIR Ce “As per ‘recommendations -of |. 

  

OaMSECTION | a _ 

      

  

- ‘Compliance j in YDS     
} 7) MCHIBPE} oF 

    

~ | US-DS/DIR-IS/AS. 

  

    
  

      

  

  

  

  

  

  

  

  

  

  

    | Ar chive of India Y         

Record Officer: __| NAT. 

  
  

  

oo prievan ces 

SHI 

‘y: -|-Analysis of frequent causes of | SHI “US-DS/DIR- JS/AS & | 
y public’ grievances/ feedback:|. | Director of Grievances |” 

| received on quality of disposal Here Te ae 
of grievances - _- Oo : 

2, Independent Audit of Public | US-DS/DIR- JS/AS & 
“| Director of Grievances 

  

Monitoring of disposal of IS/AS & Director 
    3, “US-DS/DIR- 

___.| public grievances . of Grievances _ - 
4. ‘| Public. Grievances” received | 

7 through CPGRAMS/other 
“1 mMéans of. communication. 

a) Forwarding to CPSEs/ 
concerned Adininistrative 

Séctions in DH]. 

US 

  

    b) Final disposal   _. | JS/AS.& Director 
"| of Grievances.”   US-DS/DIR      



   

  

    

  

  

  

   

  

  

   

  

  

  

  

    

  

  

  

    

  

  

    

    

  

  

    

  

  

  

  

  

  

  

  

  

  

    
                

IP CELL let eglbe Te an en Oe 
(NTC, DHI will be consiilted as. sand when i Tequir a) 

-US- DSDIR: JSASI 
L Manager. . 

website, Pari: 
Cyber Security Poli licies' by, the 
“CPSEs/Autonomous’ ‘Research 
[Institutes under DHT: - t. 

2. .| Constitution - “of ~ Web | SHI US. DSDIR: ISASAT 
Management Committee under Manager ° . 
JST Manager, DHI. - _ ce ee 3. .°|'Matters—srelating’ ~~ ‘to’ JS/AS/IT * - US-DS/DIR. .: *.- | Tn. consultation — with maintenance “ of » -GIGW | Manager : | NIC, DHT __|-compliant. website . off.) Coke fe 

_| DHI/STQL Certification woe Pe ee 
/- | 40° "/"Matters relating’ to posting of | IS/AS/IT .| US-DS/DIR ~ Oe ‘| _.| information on intranet of DHI [Manager - | be el oes ~ 45," |-Matters relating. to | JS/AS/IT _US-DS/DIR~ > | Th. consultation with : development/procurement oF ‘Manager oe we “~~ | NIC, DHT and IFW 

__.-_| software’s for e-governance ~~ , 20 me Bhar ete ere oS a AO: 
6. . .| Matters relating to observance~ , J CSO” _US-CSA(Cybér | Séétirity’ In“ Consultation with | .| of _ Cyber Security Policies, | (Chief | Administrator/DS/DIR. | NIC, DHI- Guidelines. and ~ - Standard | Information’ BE pe 

Procedures in DHT, a Security Officer) | te ee 7 7. | Appointment Extension of. SHI De US-DS/DIR nT: consultation” with J: ) tenure ‘of: Assistant |. a OC NIC; DHI and IFW ‘| Programmer/ Programmers COR 
engaged through NICSI as 
technical support to NIC, DHT |. a , Woe tig wea tee ~ —— 8. >| Constitution of -a Committee | JS/AS/IT US-DS/DIR. 

~ for ‘momitoring the--contents} Manager co Re 
posted on ihe website of DHI. te 

9. Matters relating to usé of CT JS/AS/IT US-DS/DIR 
in functioning of DAT Manager Ce 

10. | IPV6™- JSS/ASIT © “US-DS/DIR 
os - ‘|-Manager f —— . 

11. |.€ procurement portal. - “IS/AS/IT - US-DS/DIR- wl 
_ Manager - fe. a 

12. | e office’ JS/AS/IT _ | US-DS/DIR. © 
__| Manager foe / 

13... |-Training of officers/Staff in | -do- US-DS/DIR =. 
| ICT matters . - oe, 

“14,” | Maiters relating to digital | -do- US-DS/DIR: | 
_| signature” oo 

15." | Video conferencing -do- US-DS/DIR. 
16. | Social Networking sites -do- US-DS/DIR | ‘17. |e > OV ermance “y -doe 60+ US-DS/DIR “| 
  

 



  

VIGILANCE SECTION . 

  

     
   

      

    

    + Nor acceptance ‘Of ‘aaviCe GF) Minister > 

eas ~~ | (HI&PE) 
   

  

  

“| DS/DIR-CVO- 
  
  

         Minister °°. 
| (HI&PE) - a 

‘i)Group B&C Officers a ‘SHI. . US-DS/DIR-CVO : me 

i)Group A Officers - US-DS/DIR-CVO-SHI" S 

  

  

“U
e - Prosecution, Appeals, Petitions 

of :- - 

| DGroup A Officers | Minister | US-DS/DIR-CVO-SHI] 

“""<)i)Others | SHIP US-DS/DIR-CVO 
| 4..° | Awards/Rewards coe SHE US-DS/DIR-CVO.. 

5. _ | Granting ex-post facto |. — 
approval - for acquiring, 

| sel Hing/disposal ete. of ee 

  

  

  

  

mo a)lmmovable Property lsu ne US-DS/DIR-CVO". 2 

__[ bMovable propery) CVO OS-DSDIR 
6. Complaints against ., an et 

  

  

  

Group A & 8 Ogre =| SHI. - _PUS-DS/DIR-CVO. Po aa ii)Others [CVO US-DS/DIR fee 
To laimation/Sanction- am OF BT Oe feb te 

___.| Participation Political ae a 
evidence before: Conte OF} 
Enquiry, gift etc. - 

  

  

Group A&B Officers vs 7 SHI a | US-DS/DIR-CVO : 
o -}aDOthers 9. ~ 1 CVO -. -| US-DS/DIR © er 
|g ‘Maintenance oF ACRS 3 CVO —1CVO ‘supported: - by |= °° 
a _ - confidential cell fe 
9. Conducting of vig gilance. CVO - US-DS/DIR 

Le inspections ef. re re oo woo 
10... | Examination . of Moveable) “CVO os US-DS/DIR © own fee 

immovable Property returns of. ne woe, po 

  

  

  

  

  11. Clan cation & Interpretation 
of 

i) CCS (CCA), CCS (Conduct) | cyo . | US-DS/DIR 
‘| Rules and AID(Discipline- & : 

- | Appeal) ~~ Rules -. ~~ and 
| '. | AIS(Conduct Rules) ”              



   

  

  

  

      
  

L PARLIAMENT SECTION |     

  

     

  

       
  

  

  

  

  

  

  

  

  

  

  

  

  

  

  

          
  

  

      
employees belonging to 
SC/ST/OBC/PWDs/ 
Minorities communities. in 

CPSEs/ARIs/DHI     
Officer concerned , 

  

"Coordination of the visits. of JUS-DS/DIR- JS/AS © 
_ | the Parliamentary Commitiéés” emerge ES ea 

|2:. | Arranging passes. for Officers DS/DIR © | US 

__| for LS/RS |. ee 
3. | Coordination of work relating US" ‘Parl. Assistant/SO - 

to meeting of the Consultative . Tg te 

‘| Committee attached to M/o . 
— Industry 

4. | List of Business of LS/RS US — Parl. Assistant/SO 
5.. | Follow up with sections for | US. Parl. Assistant/SO 

implementation of‘ assurances | ~ 2 
‘| and maintenance of assurances |. L 

fe, registers - i So, oe cs 

6..| Monitoring. of . laying -of | US - Parl, Assistant /SQ 0 five 
Annual’. Reports of PSUs/ SE ef 

- Govt. Companies in LS/RS. a 
7. Circulation of Order, | US-- Parl. Assistant-/SO | 

| instructions, circulars received | =~ re 

oe from LS/RS | - | _. = ol 

8. Liaison with. 2: Dio SO. Patliament Assistant fe 

| Parliamentary Affairs- LS/RS f as 
: ‘| Sectt. a, 

7 9, | Preparation of notice. list oF SO | Parliament Assistant . --- 

Questions Admitted -° for.’ fel e: Ses 
_ oo answer in LS/RS.- ae i oes 

- ‘1-10. |-Circulation. of Calendar of | SO Parliament Assistant - ~ 
sitting of LS/RS — ——- 

| 11. | Marking and issue of notice of | SO | Parliament Assistant ~ 
‘| LS/RS Questions etc. 

12. | Preparation of Pads. for|SO Parliament Assistant 
admitted LS/RS Questions” ft poe ae 

a 13. | Distribution of ‘admitted | SO... | Parliament Assistant . 

| LS/RS Questions oo oo re 

Pa SC/ST CELL 

4. Matters of reservation policy Minister “DSDIRAIS/AS | As per administrative: 
relating to... SC/| (HI&PE) SHI/MOS(HI&PE) border for distribution 
ST/OBC/Disabled persons © ° |e... of work amongst the 

. ce at mo a Ministers 

2. All - matters relating to | JS/AS - US-DS/DIR-Liaison - 

  
 



  

_ 
3 

  

.. | Observance. oF Special Drives 
for filling up: 

~|-vacancies ”. 

JS/AS * 
backlog. Bo 

fe of ‘SC/STIOBCI bee Nats 
- >| PWDs etc. in various CPSEs oP 

~~] US-DS/DIR- 

    

       

  

   
a Report.=   

  

1. inspection’ of 1” 
: Reservation Rosters of CPSEs.   

   
US- DS DIR-Liaison           

  

    

| RTE CELL 

  

  

    

  

“| DS/DRIS/AS-SH-- 

  

  

; a) Appl ication under RTI: 

“eceb). Ist Appeal to ‘Appellate | 
: | Authority 7 

: uSICFIO - 

DSIDIRI! b= 
> | Appellate 

} Authority 

  

   

~ bso 

-USICPIO = 

1... | Policy matters relating to RTI: |-Minister.. . | As per: administrative 
Pb TRY |MOS(HI&PE) . - | order for’ distribution 

; He, Cree me Lt of work amongst” the 
_ Lo . Ministers : 
2. ‘| RTI matters’: © 

  

  

Spee ae eg es Sof: Authority.» ns 
“| 32. | Submission | of ~ Reports) US/CPIO.   Returns/information pertaining o 

‘to RTI matters |     [so     

| ‘EUNDI SECTION 
  

Les. - 

| implementation 
Air mtiers . relating to, 

Language — Policy 

0 | MOS(HIZPE) 
of -. Official. oe os 

‘except | 

  

DS/DIR-JS/AS- SHI 7 As per administrative | 
‘order . for. distribution |}. 

of work amongst the _ 
  

| M(HI&PE) 

chairing the meeting of the |’ 

‘Hindi Advisory Committee of 
the Ministry. chaired - by 

“~;| Ministers ° ~~ 

  

| Submission of 
- | Department ~~ .of 

“| language . 

returns — to 
Official fo 

ASS ADE}DDADIDR 

  

| implementation: 
Conduct of i inspections on “the 

of | Official . 
Language in the CPSEs 

ASIIS AD(H)-DD(H)-DS/DIR_| 

  

| Matters relatnmg - to °. the- 
Department. - of _ Official 

ASIIS= = 

Language in connection with | © 
the use of Hindi 

AD(H)-DD(H)-DS/DIR~ 

  

| Matters relating to submission 
of Quarterly progress report 
reg. use of Hindi 

ASIIS-. AD(H)-DD(H)-DS/DIR 

      Nomination of ~Non- Hindi 
knowing employees for 
training in Hindi   AS/JS-   AD()-DD(H)-DS/DIR      



  meme LT Material for inclusion in the | AS/JIS ~ AD(H)-DD(H)-DS/DIR 
“ Annual’Admn. Report of the}. 0 et fe 

. Department of; Official | ~~: 
» 4. | Language/Department...-..° of |. 

_| Heavy Industry) “i oe ef. 

    

   
  

  

.* Matters relating to Committee | 
“.:| Of Parliament of. Official 

  

  

  

                

|_| Janguage. - . i 
9.---| Hindi Workshops. | AD(H) | Fransiators 
10." | Translation of. ~~ letters, | AB(H) | -Translator(s) 

. .. | documents, . - Parliament! © - Do 
Questions etc. Budget, Annual 
Report of Department code ot 

11." | Circulation of orders regarding DS/DIR(H) - | Translators: 
use of Hindi to. different |. cee a oon Pls 
sections of the Department & pe Ce 

TAs(Technical Wing)/TSW 

  

se TS] Type of Cases. "| Level offinal | ~Channd of Submision [| Remar ; oO __. Disposal a . 2 

    

  | 1. } Examination of the case/IA — {Sr DODO 
| ‘application regarding issue off © 2 ee 

certificate to -~ avail 
concessional. rate of Custom | ~ 
Duty on Imported machinery 
and equipment and. “Project 
Import? for initial setting up | _ a eo Se 

| of the project/for effecting | ~~... foe, |. ee 
  

                

  

  

  

substantial expansion of the |” - 
“project. in respect of| - 
Automotive Sector oo 

2. . | Sending comments to DGFT | JS ot IA: St.DO/DO 
on Advance’ Authorization | . oe a 

-| (A\A.) Proposal. : 

HE&MT Section 20 me ee hee pes ee cone 

ee | So ‘Type of casés """ P Level of final_| Channel of - Remarks | No. 7 oe disposal __-| Submission , ; 
1. | Decisions involving formulation as =| Minister DS/Dir> [A> IFW will be consulted 

well as change of Policy on Capital ‘| (HI&PE) = | DS/Dir, - | on financial matters. Goods, Heavy Engineering and -|DS/Dir>JS/AS> — | oo Machine Tools oo, = SHI - : 
- | 2, Constitution of Development Councils, | Minister. | DS/Dir> TA> 

.| Departmental/ Committees headed by || (HI&PE) DS/Dir. 
SHI oe "| DS/Dir.> JS/AS> 

" _| SHI              



  

Matters relatin g to EFC, Cabinet/ DS/Dir> [A> JFW will be consulted 

  

      

    
  

  

  

  

  

  

  

  

  

  

            
  

3. Minister . . 
| CCEA Note (HI&PE) DS/Dir. | .- | on financial matters. 
Cif a DS/Dir> IS/AS> 

weet core he cele soreeresh es oo SHI. 
Alot Parliament Question. ‘involving policy | Minister - DS/Dir>” TAS 

: decisions and al] Starr ed: Questions - 9+ (HI&PE) 1 

5. Invitation extended to Minister. Minister. DS/Dir> TA 

(HIGPE) (HI&PE) - | DS/Dir, | 
- S| pgpne3sias> of 

! : SHI _ 
6. Foreign t tours of DHI officers and Minister. . ~ DS/Dir.> JA>.- 

; ° .| domestic tour of SHI in connection (HI&PE) DS/Dir. sy. 

with-Capital Goods . DS/Dir.> JS/AS> 
fo. —._| SHI _ 

| 7: All unstarred Parhament Questions | MoS (HI&PE) .| US> DS/Dir> IA> - 

. except those involving policy 7 | DS/Dir. > JS/AS> 
decisions SHI- : 

8. | Cases emanating from the meeting oF SHI - US> DS/Dir>.1A> | IFW will be consulted 
the Development Councils and | oo DS/Dir.> JS/AS on financial matters © 

Departmental Committees . 

9. Invitation extended to SH] andJSto . | SHI US> DS/Dir> [A> 
_| attend exhibition/ seminar and . DS/Dir. >J SIAS 

. domestic tour of JS . a . a 

10. | Implementation of components of SHI -US>:. DS/Dir. > TAS | IFW will be consulted . 
Scheme on Capital Goods foo, “DS/Dir> JS/AS: ° on financial matters 

-11,°.| Conveying views/ comments/ inputs AS/JS: °°. - | US> DS/Dir> IA> co 
*< |) from DHI on Capital Goods’ : - -DS/Dir, ~ 
12, | Cases relating to Pre Budget and Post | AS/JS - ‘US> DS/Dir> [A> ~ 

- Budget Memoranda from Industry - DS/Dir. : 
| Associations __ oe : 

13, .. | Request.for support (financial or: AS/JS US> DeDES [A> | IFW.will be consulted | 
| otherwise) from Industry Associations. DS/Dir.. -._ | on financial matters. ~~ 

and Organizers of Exhibitions/ - 
_ Seminars © a 

14. Allowing concession under Project AS/JS. US> DS/Dir> IA> 
. Import Scheme/ Essentiality — DS/Dir. - , 

' | Certificate etc. cases. eT a 7 

| 15. | Sending factual information (other Dit/DS | Section>.US> IA> 
~ | than policy decision, recommendation, | -DS/Dir. 

view) to Coord. Section, O&M and. 
other Ministries/ Departments _ 

Notwithstanding the channels indicated above, for expeditious decision making, [A may submit the 

- file directly to JS/ AS on cases/ issues of purely technical matters and the file may be seen by the 

Director/ DS on its return. In case, IA/ Director (HE&MT) are on leave/ tour, files may be put up 

by SDOs directly to JS/ AS especially in those cases where there is a degree of urgency. . 

NB:- 

1. MCHI&PE)/MOS to be read as per allocation of work as issued from time to time. 

 



The files will be routed through ASIASIEA as per the work allocation amongst them. 

    
  

   

    

  
Manual Office Procedur es/ Manual, of &-Office Procedures. = 

  

    

  
“4, -For:expediting the “decision. making | process, the number of levels have been reduced in 

certain cases as per the provision of CSMOP. SO/US will submit the file direct.to the first 
. officer( USIDS/DIR), indicated j in the channel of submission. 

Ss. ifa designated officer (including link artangement) in 1 the: channel of submission is not in 
"position, the Tiles will be routed to the next higher officer in the channel, of submission. 

6. The level -of Final disposal is subject to the guidelinesorders issued by the Government of — 
India from time to time. 

7. In case of doubt, the matter may be referred to O&M Section of DHI for clarification.. 7 

    

  

All files. shall |be..opéred.i Lin: Sections. The. dealing Assistants. will: submit. files. -to-SO: who will. se 
3 further: submit to. officers ‘conceied. The responsibility: “Of Assistaiits/SOs shall be-as per the:
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