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v). INTRODUCTION TO THE ORGANIZATION.
The office of the Deputy Commissioner, Nagaon, Government of Assam oversees the general administration of the District of Nagaon. This, inter alia, includes the maintenance of Law and Order, matters relating to Relief, Elections and all Treasury matters

(a) Customer-Citizens, NGOs, other Govt Departments

(b) Organization – Office of the Deputy Commissioner, Nagaon District, Government of Assam. The detail organization structure and responsibility Matrix are given in Annexure –I

1. SCOPE AND  APPLICATION  

1.1
SCOPE OF CERTIFICATION


The Quality Management System is established and maintained in the Office of the Deputy Commissioner, Nagaon, in line with the requirement of ISO 9001: 2008. The scope of certification is “Handling public grievance, Establishment management and public facilitation services”
2.0    EXCLUSIONS: 

The following requirements of ISO 9001:2008 are not applicable and justifications are given below:

► Design & Development (7.3 of ISO 9001:2000) 

This office does not design any specific service, but follows the guidelines as laid down in the relevant Acts, Rules and Regulations as issued by the Govt of Assam and Govt of India from time to time. That is why the Design & Development is excluded.

► Control of Monitoring and Measuring Devices (7.6 of ISO 9001:2000)

This office does not utilize any Monitoring & Measuring devices as none are required in connection with the services offered.

3.0
 GLOSSARY OF TERMS

· Product- Services provided, e.g. Issue of various licenses and Certificates, Execution of Govt Projects etc. 

· Functions- Revenue, Administration & Magistracy, food civil supply and consumer affairs, Treasury & Excise, Public Facilitation Centre, Decentralized Planning, Election, Relief & Rehabilitation etc. 

4.0
QUALITY MANAGEMENT SYSTEM
4.1.
GENERAL REQUIREMENTS

The organization, Office of the Deputy Commissioner, Nagaon, Assam has established documented, implemented and maintained a quality management system and continually improves its effectiveness in accordance with the requirements of the international standard. 

a) Office of the Deputy Commissioner, Nagaon, Assam, has identified and defined the processes in the “Relationship Diagram” and “Process Interaction Diagram” which are given in Annexure-II and Annexure III respectively. The application of these processes is done through the procedures detailed in the Departmental Operation Manual.

b) The sequence of the processes and their interaction and methods needed to ensure effective operation of these processes is defined and presented in Annexure-I & II.

c) Parameters required to be controlled for effective operation of these processes are also identified and linked with quality objectives.

d) The Deputy Commissioner, Nagaon ensures the availability of resources and information necessary to support the operation and monitoring of these processes. 

e) Processes are monitored, measured and analyzed for the achievement of quality objectives.

f) Office of the Deputy Commissioner, Nagaon, Assam implements actions necessary to achieve planned results and continual improvement of these processes.



As such there is no critical outsourced activity affecting the delivery of the services. However some of the activities like maintenance of building and other infrastructure is done by concerned govt. departments. 

4.2
DOCUMENTATION REQUIREMENT.

4.2.1.
GENERAL

Quality Management System documentation addresses the following five tiers of documentation:

► Documented Quality Policy and Objective (which is given in section 5.3 & 5.4.1 of this Quality manual)

► Quality Manual (This is the Document which addresses the scope of QMS, justification of exclusions of requirements of ISO 9001:2008, details of documented procedures, interactions between the processes of QMS).

► Documents required for planning, operation and control of processes (These are available in the DOP Manuals which covers functions like 
Revenue, Administration & Magistracy, food civil supply and consumer affairs, Treasury & Excise, Public Facilitation Centre, Decentralized Planning)

► Records; All relevant records are maintained and lists of those are available in the indexes and registers maintained by the respective department. The list of records relating to Quality Management System are given in Annexure iii and other departmental records are enlisted in respect DoP manual. 

4.2.2
QUALITY MANUAL

The Quality Management System is established and maintained a quality manual that includes: - 

a. The scope of QMS is given in section 1.1 

b. The documented procedure are described in MR Manual(DC/NA/MR Manual)
c. The Annexure- II and Annexure-III describes the relationship between processes of QMS. 
4.2.3CONTROL OF DOCUMENTS

Organization has established and maintained a documented procedure QMSP/CD/01 as detailed in MR Manual (DC/NA/MR Manual)
4.2.4    CONTROL OF RECORDS

Organisation has established and maintained a documented procedure QMSP/CR/02 as detailed in MR Manual (DC/NA/MR Manual). 

5.0
MANAGEMENT RESPONSIBILITY

5.1
MANAGEMENT COMMITMENT

Management is committed to the development and implementation of QMS and continually improve its effectiveness by:

a) 
Communicating to the organization the importance of meeting customer requirement as well as statutory and regulatory requirements.

b)
Establishing the quality policy which also provides the framework for establishing and reviewing quality objectives and performance improvements. 

c) 
Conducting management review at a planned interval to review the performance of QMS and provide necessary resources as appropriate.

5.2
CUSTOMER FOCUS

Organization ensures that customer requirements are understood and are met with the aim of enhancing customer satisfaction. This is reviewed through analysis of customer feedback from the customer, redressal of customer complaints and analyzing the complaints so as to initiate corrective and preventive action.

5.3
QUALITY POLICY

The management of the organization has established quality policy keeping in view the purpose of the organization, continually improvement in effectiveness of QMS, providing framework for establishing and reviewing quality objectives etc. 

The quality policy of Deputy Commissioner’s Office, Nagaon is as follows- 

“The Office of the Deputy Commissioner Nagaon, Govt. of Assam is committed to enhance stakeholder satisfaction by providing quality services in the area of district administration, public facilitation services, execution of state & central development schemes/projects and management of license/permit by dint of transparent procedure, prompt delivery and legal compliance. It aims towards attaining sustainability of management system and continual improvement by appropriate resource management (human resource and infrastructure) including provision of adequate work environment. “

It is ensured that the quality policy is understood, implemented and maintained within Deputy Commissioner’s Office, Nagaon.

5.4
PLANNING

5.4.1 QUALITY OBJECTIVES

Office of the Deputy Commissioner, Nagaon, Assam has established quality objectives focused on performance improvement of the organization. The quality objectives are measurable and consistent with the quality policy. The quality objectives are given below:
a) 
Improve efficiency & effectiveness of Public Facilitation Centre.

b) 
Training & Development of employees.  

c) 
Improve General Administration effectiveness.

d) 
To optimize human resource utilization & management.

e) 
Compliance to RTI guidelines.

Quality objective matrix (Annexure IV) is developed which describes Quality Objective, Measurable parameter, Definition etc. Achievement of such objective is reviewed during the Management Review Meeting so as to allocate resources, assign responsibility, initiative etc, record of such is available F/MRM/02

5.4.2 QUALITY MANAGEMENT SYSTEM PLANNING

The Office of the Deputy Commissioner, Nagaon management ensures that

a) The planning of QMS is carried out in order to meet the customer requirement as well as the quality objectives

b) The integrity of QMS is maintained when changes to QMS are planned and implemented.

5.5
 RESPONSIBILITY, AUTHORITY AND COMMUNICATION

5.5.1    RESPONSIBILITY AND AUTHORITY

The responsibility, authority and the inter relation of personnel who manage, perform and verify work affecting quality has been defined and documented. The organogram and responsibility matrix are given in Annexure I and II respectively.

5.5.2    MANAGEMENT REPRESENTATIVE

The Deputy Commissioner, Nagaon has appointed ADC, Nagaon as the Management Representative who, irrespective of other responsibilities, has defined responsibility and authority that includes:

· Ensuring that the process for QMS as per ISO 9001:2008 is established implemented and maintained.

· Reporting to the top management on the performance of QMS and any need for improvement.

· Ensuring the promotion of awareness of customer requirements through out the organization.

· Liaisoning with external parties on matters relating to the quality system.

5.5.3
INTERNAL COMMUNICATION

Management ensures that appropriate communication processes are established within the organization. Management communicates issues related to QMS by notice board display, employee briefing, internal memo, staff meeting, etc. 

5.6           MANAGEMENT REVIEW

5.6.1 
GENERAL 

The management reviews the QMS at defined intervals to ensure its continuing suitability, adequacy and effectiveness. The review includes assessing opportunities for improvement and need for changes to QMS including quality policy and quality objectives. 
Scope

:
Periodical Review of Management systems at Office of the Deputy Commissioner, Nagaon, Assam

Responsibility


:
MR

Inputs

:
Requirements of Management Systems

Outputs
:
Minutes of Management Review Meeting 

Management Review Committee


The Management Review Committee comprises of the following: -

1. Deputy Commissioner, Nagaon




- Chairman.

2. Addl. Deputy Commissioner (Dev), Nagaon


- M.R./ Convener.

3. All Addl. Deputy Commissioners, Nagaon


- Member

4. All Sub-Divisional Officer(S), Nagaon



-    ,,

5. Asstt. Commissioner, Nagaon




-    ,,

6. All Extra Assistant Commissioner, Nagaon


-    ,,

 

7. Treasury Officer, Nagaon 




-    ,, 

8. Deputy Director, FCS & CA Branch, Nagaon 


-    ,,

9. Supdt. of Excise, Nagaon 





-    ,,

10. Senior Planning Officer, DCP Branch, Nagaon


-    ,,



*Deputy Commissioner may include any functionary of the office as a member whenever necessary.

5.6.2
  AGENDA FOR MANAGEMENT REVIEW COMMITTEE


The agenda for Management Review broadly covers:-

a) Process performance and Service Conformity.

b) Summary of Internal Audit (Not Conformity Report).

c) Customer complaints/feed back/Customer Satisfaction Measurement

d) Status of Corrective and Preventive action

e) Follow up actions from previous Management Review.

f) Recommendations for improvement.

g) Review of Objectives and their achievements

h) Changes that could affect the QMS.

i) Any other points raised by the members.

Periodicity of Review

· Committee carries out Periodical Review Meeting with the other members to monitor and evaluate the effectiveness of the Management Systems in compliance with the provisions of ISO 9001:2008 and suitability for its continuation.

· Management Review Meeting will be held once in two months or earlier or as and when required by the MR especially after any audit (Internal or External). Request and Agenda (F/MRM/01) for Management Review Meeting is sent by MR to all concerned.

· Management System objectives are reviewed every six-month in the management review conducted and targets are fixed by the Management Review Committee.


Conduct of Management Review Meeting
(a)
Management Review Meeting date is decided in the earlier meeting. Any subsequent change is intimated to all the members.

(b)
Agenda is circulated Seven Days in advance.

(c) All the Agenda Points are to be discussed in the meeting.


5.6.3 
REVIEW OUTPUT 

(a) 
The output from the management review includes decisions and actions on the following subjects :-

(i) Improvement on the effectiveness of the management systems and its processes.

(ii) Continual Improvement of performance of the management systems.

(iii) Resource needs.

(b)
All important discussions and decisions taken in the Management Review   Committee are recorded properly as minutes of meeting by MR (indicating action and information) and immediately communicated to its concerned functionaries.  Minutes must be issued within 2 to 3 days of the meeting. 

(c)    
One copy of minutes of meeting (F/MRM/02) is filed as minutes of Management Review Meeting in file DC/NA/MR/MRM/01. Other copies, circulated to concerned functionaries are filed in the respective sectional files.  


Records:
Minutes of Management Review Meeting.  file DC/NA/MR/MRM/01
6.
RESOURCE MANAGEMENT

6.1
PROVISION OF RESOURCES

Organization determines and provides adequate resources needed to implement and maintain QMS and continually improves its effectiveness along with enhancement in customer satisfaction by meeting customer requirements.

6.2
HUMAN RESOURCES

6.2.1
GENERAL

Management ensures that personnel performing job affecting service quality are competent by virtue of education/qualification, skill, experience and training. 

6.2.2
COMPETENCE, AWARENESS AND TRAINING

Competency level of each employee is decided by the Personnel (Estt.) Branch of the office and at the MR meeting. For any additional manpower requirement D.C specifies the requirement to the appropriate authority and get facilitated. As such this office does not have any control over the selection of employees. However, performance of the specified employee is assessed annually, ACR & on specific occasions through special reports. Requirements are also pointed out. The Concern Authority analyzed ACRs etc. provide training and accordingly depute the concerned employee in their respective field.

Further, In-house training are provided to the employees in accordance with the QMS requirement and their role & responsibilities in achieving quality objectives. The records of the same are maintained in the Establishment Section.

6.3
INFRASTRUCTURE

Management reviews the availability of appropriate and adequate infrastructure to achieve service quality and to meet customer requirements. The infrastructure requirement is reviewed and discussed during the management review meeting so as to obtain adequate resources on time to fulfill customer requirement and enhance customer satisfaction. The record of infrastructure is maintained in Registrar.
6.4
WORK ENVIRONMENT

Organization maintains a suitable work environment to achieve conformity to service requirement as appropriate. In this regard, suitable attention is directed to proper work-space, lighting, rest-room facilities, drinking water, adequate technical back-up facilities, transport and so on.

7 PRODUCT REALIZATION (SERVICE REALIZATION)

7.1     PLANNING

Management plans and develops processes needed for service realization. Planning of service realization is consistent with the customer requirement as well as other processes of QMS.
a) Quality objectives and requirements for realization of the services are determined. 

b) Appropriate processes are established; documented and necessary resources are provided specific to the services and customer requirement.

c) Required verification, validation, monitoring, inspection and test activities are carried out with respect to the criteria of acceptance. 

d) Records are maintained to provide evidence that realization of process meet the customer requirement.

7.2
CUSTOMER RELATED PROCESS

7.2.1
   DETERMINATION OF CUSTOMER REQUIREMENTS


The customer requirement is determined by statutory requirements and as laid down in the Manual of Office Procedure for District and Sub-ordinate, Establishments. Further, in addition to feedback taken from the public from time to time, the guidelines issued by govt. for new schemes are implemented as required.

7.2.2
   REVIEW OF REQUIREMENTS RELATED TO THE SERVICE.

The Deputy Commissioner, Nagaon, Assam is authorized to review the requirements related to all works. Any further changes in the requirement is noted by DC recorded in the respective file

7.2.3
   CUSTOMER COMMUNICATION

Office of the Deputy Commissioner ensures that appropriate communication processes are established within the organization. Management communicates issues related to QMS by notice board display, employee briefing, internal memo, staff meeting, etc.

7.3 DESIGN AND DEVELOPMENT

The requirements of design and development are not applicable to the activities of this organisation. This office does not design any specific service, but follows the guidelines as laid down in the relevant Acts, Rules and Regulations as issued by the Govt of Assam and Govt of India from time to time. That is why the Design & Development is excluded.
7.4
PURCHASING: 

Major purchases are carried out by higher authority i.e. Government. However, any purchase of services product from external agency is addressed in the laid-down required as prescribed by Govt. Rule & Regulation. Procedure is developed in MR Manual DC/NA/ MR manual procedure no. QMS/PUR/11

7.5
SERVICE PROVISION

7.5.1
CONTROL OF SERVICE PROVISION

Office of the Deputy Commissioner, Nagaon, plans and carries out surveillance in such a way which includes

· Availability of information that describes the characteristics of services

· Availability of work instructions as necessary and appropriate.

· Implementation of monitoring as appropriate.  
7.5.2
VALIDATION OF PROCESSES FOR SERVICE PROVISION

Office of the Deputy Commissioner, Nagaon carries out monitoring and co-ordination through the procedures mentioned in the DOP. The validations of the services are not done in the office, as these are as laid down by Statutory Requirements. 

7.5.3
IDENTIFICATION AND TRACEABILITY

Office of the Deputy Commissioner, Nagaon has established a suitable means of identification and traceability of its services through the process. 

7.5.4
CUSTOMER PROPERTY

Regarding Customer Property this office deals mainly with document, for example arms licenses, passport forms, cast certificates etc. these, when handed over to the office in connection with any service to be rendered, renewal of arms license are kept in the custody of the concern branch.

7.5.5    PRESERVATION OF PRODUCT/SERVICE

All documents, files etc. are maintained by the respective branches. 

7.6 CONTROL OF MONITORING AND MEASURING DEVICES

The requirement of Control of Monitoring and Measuring Devices are not application to the activities of this organization. (Refer to 1.2)

8.0
MEASUREMENT, ANALYSIS AND IMPROVEMENT

8.1
GENERAL

Office of the Deputy Commissioner, Nagaon plans and implements monitoring, measurement, analysis and improvement processes needed to demonstrate conformity of the services provided, ensure conformity to QMS and continually improve the effectiveness of QMS. The MR prepares a summary regarding analysis and improvement of its services so as to have self-assessment of performance, customer satisfaction and to initiate corrective and preventive action as appropriate.

8.2
MONITORING AND MEASUREMENT

8.2.1
   CUSTOMER SATISFACTION

Office of the Deputy Commissioner, Nagaon has established and maintained a practice for customer satisfaction measurement / testimony. The analysis and results of such is discussed in the Management Review Meeting so as to take corrective and preventive action as appropriate leading to enhancement in customer satisfaction. The record of customer feedback is maintained in file no. DC/NA/MR/MRM/01
8.2.2   INTERNAL AUDIT

Office of the Deputy Commissioner, Nagaon has established and maintained a documented procedure for Internal Audits in MR manual (DC/ NA/MR Manual) at planned intervals to determine whether QMS conforms to planned arrangement and is effectively implemented and maintained. The procedure covers the audit criteria, scope, frequency, method, selection and competence of auditors. Results of internal audit are maintained and discussed during the Management Review Meeting.

8.2.3    MONITORING AND MEASUREMENT OF PROCESS

Office of the Deputy Commissioner, Nagaon has applied suitable methods for monitoring and measurement of QMS processes as described in the Departmental Operating Procedure as well as Quality Objective derived based on process performance indicator.

8.2.4     MONITORING AND MEASUREMENT OF SERVICES
Office of the Deputy Commissioner, Nagaon monitors and measures the characteristics of the service to verify that the service requirement has been made. The evidence of conformity with the acceptance criteria is maintained. The customer feed back is sought, feedback is analyzed and result is discussed in the Management Review Meeting so as to take corrective and preventive action as appropriate.

8.3
CONTROL OF NONCONFORMING SERVICES

Office of the Deputy Commissioner, Nagaon has established and maintained a documented procedure in MR manual (DC/NA/MR Manual) for services works which do not conform to the requirements. Deals with the nonconforming, works either by taking action to eliminate detected nonconformity; or by taking action to preclude its original intended use or application.

8.4
ANALYSIS OF DATA

Office of the Deputy Commissioner, Nagaon determines, collects, analyses appropriate data to demonstrate effectiveness of QMS through customer satisfaction measurement, conformity to service requirements, characteristics and trend of processes and service performance and supplier analysis so that continual improvement in its over all performance can be sustained.

8.5
IMPROVEMENT

8.5.1
  CONTINUAL IMPROVEMENT

Deputy Commissioner Office, Nagaon continually improves the effectiveness of the QMS through the use of

i)
Quality policy

ii)
Quality objectives


iii)
Audit results

iv)
Analysis of data

v)
Corrective and preventive action

vi)
Management review

vii)
Customer feedback.

8.5.2
  CORRECTIVE AND PREVENTIVE ACTION

Office of the Deputy Commissioner, Nagaon has established and maintained documented procedure in MR Manual (DC/NA/MR Manual) to take action to eliminate the cause of detected /potential nonconformity in order to prevent recurrence/occurrence. The corrective and preventive action is established to define the requirements for:

· Reviewing detected /potential nonconformities and their causes including customer complaint.

· Evaluating the need for action to ensure/prevent that nonconformity does not recur/occur. 

· Determining and implementing action needed 

· Records of results of action taken 

·  Reviewing corrective/preventive action taken.

Annexure I

RESPONSIBILITY MATRIX

	Position
	D.C
	MR
	Co - coordinator

	Responsibility
	
	
	

	Formulation of policy
	      A
	E
	     S

	Awareness about QMS to all
	A
	E
	S

	Document and record Control
	A
	E
	S

	Plan for Internal audit
	A
	E
	S

	Conduct of Internal audit
	A
	E
	S

	Provide Resources
	E
	S
	S

	Conduct of MRM
	A
	E
	S

	Training
	A
	E
	S

	Corrective & Preventive action
	A
	E
	S

	Customer feedback
	A
	E
	S


A = Advisory Role

E = Execution Role

S = Supporting 
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 Annexure- III-B





FUNCTIONs

	1. Maintenance of Record  of Right and updating of Records.

2. Establishment of Land Record Staff and Gaon Burahs.
3. Renewal Cases (NR cases)

4.  Ownership Right cases.
5. Computerization of Land Records under “Dharitree” project.(CLR)

6. Land  classification 

7. Mutation/Partition  cases.

8. Allotment of Govt. Khas land to landless people as per land policy.
9. Settlement of allotted land after completion of 3 (three) years of allotment and continuous possession thereof.

10. Allotment  of Govt. land to Govt. Deptt./Institute etc.
11. Settlement of Govt.to State Govt. undertaking/Boards etc.
12. Transfer of Govt. land to Central Govt. Deptt/Central Govt. Undertaking as per land transfer rule.
13. Conversion of AP land to PP within 3 KMs periphery of MB/TC and Rev. Town.
14. Conversion AP land to PP within Rev. Town/MB/TC with approval from Govt.
15. Matter relating to High Court/ Assam Board of Revenue/Civil Courts.
16. Issue of NOC for opening of Brick Kiln Industries.
17. Revenue Appeal cases.
18. Forest matters.
19. Acquisition of land as per Rule under fixation of celling on land holding Act.1956.
19. Acquisition of land from Tea Garden as per Rule under fixation of celling on land holding Act.1956.
20. Sanction of compensation for  acquired land and payment to land holders.
21. Allotment/distribution of tenanted land to tenant and untenanted land to landless person U/S 16/17.

22. Settlement of allotted land.
23. Allotment/Settlement of Land within Tribal Block and Belt.
24. Eviction of unauthorized encroachers from Patta/Sarkari land.
25. Permission for transfer of land to eligible persons within Tribal Blocks/Belts.
26. Verification of landed properties of Foreigners as per Assam Accord. 
27. Verification and approval of Daul and send to Mouzadars for collection of Land Revenue.
28. For Direct paying, collection by Deputy Commissioner’s Office.
29. Issue of CFR Books for collection of land revenue by the Mouzadars.
30. Approval of yearly Commission Bills and Book transfer thereof.
31. Submission of Monthly and Quarterly Statement to Govt.
32. Issue of distress warrant U/S 69 of ALRR 1886 for attachment of movable properties to realize outstanding Revenues.
33. Land  sale cases for defaulting Estate U/S 70 of ALRR-1886.
34. Annulment of Settlement. 
35. Registration of encroachment and eviction cases U/S. 18(2) and 18 (3).

36. Appeal against encroachment and eviction cases order passed by SDOs/ and Circle Officers.
37. Filing of cases to the CJM Court U/R 18(5)(a) against the persons re-encroached land once evicted.
38. Matter relating to High Court/ABR/Civil Courts  against the encroachment and eviction cases.
39. Submission of monthly and quarterly reports to Govt.
40. Issue of  NOCs for land sale and purchase both under Nagaon Development area and Rural areas of Nagaon Sadar Subdivision.
41. Allotment of land as house site to the beneficiaries up to one bigha. 
42. Distribution of financial assistance @ Rs.2500/- per family for development of land and construction of house.
43. Settlement of allotted land after three years.
44. Settlement of Govt. Fisheries trough Tender system.
45. Collection of Revenue from the Fisheries and maintenance of records. Etc.
46. Maintenance of all Records of D.C’s Office.
47. Issue of Money Receipt/CFR Books.
48. Production of various Records to Judicial Courts etc. as and when summoned.
49. Printing of various Scheduled Forms etc.
50. Receipt of Office Stationeries from Govt. Press.
51. Issue of old chitha copy/ jamabandhi/Draft chitha.
52. Acquisition of land for Public purpose under Land Acquisition Act. 1894/1964 and NH Act.1956.
53. Requisition of private building for public purpose as per provision of Act.
54. Fixation of fair/rent for rented house occupied by Govt. Department.
55. Issue of Land Valuation Certificates to the land

56. Cases relating to updating of  Land Records 

	1. Work relating to Arms & ammunitions.

2. Storage of Petrol / HSD / S.K. Oil, Explosive Licenses & Storage License etc.

3. All matter relating to Oil / Oil Refinery etc.

4. Matter relating to Extremist, Banned Organizations etc.

5. Prosecution Sanction under TADA / UTP / NSA & EC Act.

6. Matter relating to the Tea Estate.

7. NOC for Explosion / Blasting of stone  under Forest Quarry & stone Crusher etc.

8. Installation of Cement Manufacturing Unit.

9. Matter relating to Freedom Fighters.

10. Assembly & Parliamentary Question.

11. Issue of various Certificate.

12. Dist. Women Cell.

13. Matter relating to Pollution.

14. Matter relating to Registration Deptt.

15. Govt. Award etc.

16. Dist. Vigilance Committee.

17. Issue / Renewal of Factory License under Factory Act.

18. Matter relating to AHRC / NHRC.

19. Matter relating to Industrial / Labour / workers / employees / educational / Jail matters etc.

20. Matter relating to Cinema / Film Festival, Cinema GC Fund /  Solative Fund.

21. Matter relating to Video, VCD, Cable T.V. Network etc.

22. Matter relating to Forest.

23. MACT Case including hit / run cases.

24. Matter relating to all Court Cases.

25. Establishment of Police Station & Out Posts.

26. Matter relating to Magistrate , PSO & Security detailment.

27. Matter Relating to Fire Accident.

28. Matter Relating to Magisterial Enquiry.

29. MR / Cr.P.C.Cases U/S –133/ 144 /145 / 146 / 147/107/ 109  

30. Preparation of Monthly Report on disposal of Cr.P.C, Cases to be sent to Commissioner, NAD.

31. Lok Adalat.

32. Matter relating to Custodian Death.

33. Matter relating to Swahid Bhawan & Tourism Deptt.

34. All matters relating to Transport / Vehicle / Travel Agency / Parking Permission etc. including ASTC.

35. Matter relating to IMDT / State Lottery / ASEB.

36. Matter relating to Govt. Notification.

37. Matter relating to Workmen Compensation.

38. Matter relating to Railway.

39. Matter Relating to Memorandum from any Organization.

40. Matter Relating to Medical Deptt.

41. Observance of National Festival including Independence Day & Republic Day.

42. Matter Relating to State Home & Mental Hospital.

43. Inquest Report / Monthly Return of Inquest 

44. Observance of Day / Week & Religious Festivals proposes by Govt.

45. Declaration of Holiday / Half Holiday and Condolence Meeting.

46. Mater relating to Tax Collection, Excise & Rev. etc. & Excise.

47. Correspondence with Postal & Telegraph.

48. Issue of Vendor / Petition Writers Licence.

49. Verification of Caste Certificate. (SC/ST/OBC).

50. Counter Signature of ST/SC/OBC Certificate.

51. Verification of Character & Antecedent of  Various Deptt.

52. Issue of I-Card regarding D.C’s Staff / Other Heads of Deptts.

53. Indo-Bangladesh Passport & Issue of Specimen Verification Certificate.

54. Misc. Permissions.

55. Registration of News Papers / Magazines etc.

56. Holding of Examination like APSC/SSC etc.

57. Tour Programme of VIP/VVIP including Law & Order.

58. Pillion Riding on Two Wheelers. 

59. Correspondence with Police / CRPF/ BSF/ Home Guard.

60. Chief Ministers Monitoring Cell.

61. Promulgation and relaxation of prohibitory order under Sec – 144 Cr.P.C.

62. Matter relating to RTI.

63. Hotel and Sorai Act.

64. Matter Relating to Municipality Affairs.

65. Matter Relating to Communal Harmony & Fund Raising Week.

66. Matter relating to Co-operative Societies.


	1.FDR works.

2.Ex-Gratia grant.

3. R.G. proposal.

4. Flood relief.

5.Drought 

6.Disaster Management.

7.G. Relief 
	1) Maintenance updating of Service Books of Gr,-III & Gr.-IV employees

2) Crossing of E.B./Stagnation increment

3) Treasury correspondence.

4) House Building Advance.

5) Personal file of Gazetted officers

6) Budget estimate.

7) Scrutiny and countersignature of T.A.Bills including S.P, Jt. Director of Health service, Nagaon

8) Sanction of L.T.C. to non-Gazetted staff.

9) Medical Reimbursement Bill.

10) T.A. Bill of Gazetted officers.

11) Correspondence/Training of I.A.S probationers.

12)  Appointment of Compassionate ground

13)  Misc High Court matters(WP) cases replies etc.

14)  Settlement of pensioner claims of Govt. employees.

15)  Assembly Question.

16)  All type of pension cases.

17) Departmental Examination of Gazetted officers.

18)  Survey and Settlement Training of officers.

19) Transfer and posting of Gazetted officer.

20) Transfer and Appointment of Gr.-III and Gr.-IV staff

21)  Appointment of Family members of person skilled by extremists/Terrorist Rule,1992

22)  Confirmation of Gr.-III and Gr.-IV staff

23)  Charge Report

24)  Training programme of Gr.-III staff

25)  G.P.F. Temporary and Non-Refundable advance.

26)  Office Attendance.

27)  Office Memorandum.

28)  Disciplinary action against Gr.-III and Gr.-IV staff

29)  Regd. Redeployment of underutilized employees.

30)  Govt Circular regarding Adhoc/Casual appointment and revision of fixed salary etc.

31)  Training of Gazetted officers.

32)  Austerity Measure.

33)  Investiture of power of officer.

34)  Distribution of works amongst the Gazetted officers.

35)  Special Casual leave

36)  Festival Advance.

37)  Casual leave of Gazetted officers and Non-Gazetted staff.

38)  Income Tax.

39)  No Demand Certificate.

40)  LPC of Gazetted officer and Non-Gazetted staff+


	1.Matter related to Internal Audit of Blocks, Panchayat etc.

2.Matter related to Municiapal Board/ Town committee/Panchayat and block.

3. Salary bill of SDPL branch staff.

4. Matter related to various govt . pension scheme (IGNOAP etc)

5.Matter related to Annapurna scheme.

6. Holding of local bodies election .
	1.Certified copy of Electoral Roll(E.R)

2.RTI Matter

3.Service voter inclusion in E.R                                  4.Deletion and Withdrawal of D voters.                               5.High Court matter

6. EVM matters

7. Audit matter

8. Data entry of E.R.

9. Preparation bills

10. Conduct of Assembly Election and Parliamentary Election.

	1. MPLADS,MLAADS & Untied fund.

2.Monitoring of various Govt. Scheme and plan (ex-PMAGY,PMEP, MSDP and NLCPR etc)

3. SSA  and NRHM matter.

4. Reporting to CM secretariat on various scheme.

5. Holding of DDC , DLRC, DCC, DLV & MC meeting.

6. Works related to various development deptts. of the district.


	1.DDO on behalf of D.C.

2.Arrangement for observance of National days                           3. Reception of VIP/VVIP/State guest/Protocol etc.    4.Arrangment of meeting related to D.C. office.  5.Procurement of stationery articles /electrical goods/other required materials 6.Maintenance of D.C’s office building / Circuit house/D.C’s  Bunglow/Dak Bunglow /Govt. quarter       7.Mentainence of Govt vehicles / issue of POL etc.                         8. C.S. operation

9.Other misc. activities.
	1. All PDS/TPDS & open market licencesing control 

2.Randhanjyoti scheme

3.Village grain bank

4.Viginace  & Monitoring committee

5. Relief matter

6.Mukhya Mantrir Anna  Surakhya Yojana


	1.Bill Pass

2. Chalan

3. Stamp paper

4. Accounts.

	
	
	
	
	
	
	
	
	
	


QUALITY OBJECTIVES MATRIX  







Annexure IV

	Sl. No
	Aspects drawn from policy
	Quality objectives
	Measurable Parameter/ Indices
	Definition
	Present level of achievement
	Target
	Means & Monitoring of Objectives
	Responsibility for Monitoring / Analysis
	Achievement
	Remarks

	I. 1


	Adopting user friendly, hassle free and transparent procedure
	Improve efficiency & effectiveness of Public Facilitation Centre
	(No. of issued without error)/ (Total no. of Certificate)
	Error means typographical error, input information error etc.
	75%
	85%
	Half-yearly (wef march 2011 to sept. 2011)
	MR
	
	

	II. 3
	Capacity building
	Training & development of employees
	(No. of persons trained/Total no. of persons identified for training)
	Total number of personnel trained
	0%
	10%
	Half-yearly (wef march 2011 to sept. 2011)
	MR
	
	

	III. 4
	Continual improvement  
	Improve General Administration effectiveness
	(Vacancy fill up)/ (Total no. of vacancies)


	Vacancies filled up)/ (Authorized vacancies)
	0%
	10%
	Half-yearly (wef march 2011 to sept. 2011)
	MR/ADC (ADMIN)
	
	

	IV. 5
	Capacity building of and providing conducive environment to the public and employees
	To optimize human resource utilization & management
	(No. of person promoted)/(total no person due for promotion)

(No. of position filled in)/ (No of position identified)
	Personnel to be promoted and vacancies to be filled up
	0%
	10%
	Half-yearly (wef march 2011 to sept. 2011)
	MR/ADC (ADMIN
	
	

	V. 6
	Strict adherence to requirements 

	Compliance to RTI guidelines
	(No of cases replied)/(No of cases recorded)
	Cases means the queries from individual, Govt. department etc.
	81%
	100%
	Half-yearly (wef march 2011 to sept. 2011)
	ADC (RTI)
	
	


Annexure-V

List of Records

	Sl. No.
	Records
	Identification No.
	Location
	Retention Period

	1. 01
	Fill in Request & Agenda for Management Review Meeting
	F/MRM/01
	MR Office
	3 years

	2. 02
	Record of Management Review Meeting
	F/MRM/02
	MR Office
	3 years

	3. 03
	Document Issue Form (filled in)
	F/DC/03
	MR Office
	3 years

	4. 04
	Change Request Form (filled in)
	F/DC/04
	MR Office
	3 years

	5. 05
	Internal Audit Schedule 
	F/IA/05
	MR Office
	3 years

	6. 06
	Non-conformity/ Observation Report
	F/IA/06
	MR Office
	3 years

	7. 07
	Summary of Internal Audit 
	F/IA/07
	MR Office
	3 years

	8. 08
	Corrective and Preventive Action 
	F/CAPA/08
	MR Office
	3 years

	9. 09
	CSM Questionnaire (Filled in) 
	DC/NA/CF
	MR Office
	3 years

	10. 10
	Competence Record
	F/TRG/10
	MR Office
	3 years

	11. 11
	Training Effective Record
	F/TRG/11
	MR Office
	3 years

	12. 16
	Objectives, Target & Achievement Register
	Reg/Perform/04
	MR Office
	3 Years

	13. 17
	Training Register
	Reg/TRG/05
	MR Office
	Permanent
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