N0.20(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. Al 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, A
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)IJS(RKS)/JS(VS)EA(RKP)/CCA

HwnN -



' ) No 20(1)/2006 O&M el e
Mmlsﬁy of Heavy Industries and Public Enterpl 1ses o
Depamnent of Heavy Industry ;% s om

(O&M Sect]oﬂ)

ses-in * ¢ Department of

. , Heavy Industry
S0 - Type of Cases Level of ﬂnal ~ Channel of Remarks
{ No. ' ' * Disposal - Submission - o
1. 2. 3, i 5,
ADMINISTRATIVE MATTERS
1. .| All Poliey matters relating to PSEs .. . |. Minister . . | -DS/DIR-JS/AS-SHI | IFW will be consulted
. o - SRS ‘ . (HI&PE) . T wherever - ﬁnancia]
1o , .| proposals are involved
2. | Notes -& ~comments on - ‘notes for Mm]stel - | DS/DIR-JS/AS- SHI - | IFW will be consulted
.| Cabinet/ Cabmet Comnuttees/ GOM | (HI&PE). | -+ . - | wherever - financial
: : . | proposals are involved
3. Appomtments of Chxef Executives and | Minister DS/DIR-JS/AS=SHI . | In . .consultation . ‘with-
| Board level - Officers/ Directors of | (HI&PE) = | U “|'PESB and with. the
'PSUs  and. other. ‘Autonomous , ' ‘fiPPIOVa1 Of,AC.Cv !
Institutions under the admxmstratwe B
_L-s = | control of the Department e S R i
14, Deputatlon of . Government Ofﬁmals Minister . - US DS/DIR—JS/AS— )
| | for appointment in PSEs . (HI&PE) SHI ' '
5.+ |-Voluntary Retirement Scheme ., | Minister .. 'DS/DIR— JS/AS-SHI. In consulta‘non W1t1 .
&P Ceni e o | TRW :
o | As pel DPE/Mlmstry
IR ST . . o SR . .nﬂ]—lmanceﬁguldelmes—.
167 'Rewsxon ofpay scales ofOfﬁcers/staff Minister . DS/DIR-IS/AS -SHI In consultation ~ with
a of CPSEs Institutions (HI&PE) L o IFW =
7. .| Revision of wages - of workmen of | Minister DS/DIR—J'S/AS -SHI .| In consultation thh
. CPSEs (as per DPE guidelines) (HI&PE) TFW - '
8.. | Grant of = financial . relief. to | Minister DS/DIR—JS/AS SHI | In" consultation with
- | CPSEsfrestructure of theu capital (HI&PE) - JIFW . ‘ _
19, I Proposal ~for _taking | Minister - DS/DIR——JS/AS SHI | With the approval of|.
- |.over/nationalization ' of .Lm_lts from | (HI&PE) ‘Cabinet through IFW
.| financial angle _ B T _
100 All.matters relating to BRPSE Minister =~ . DS/DIR JS/AS- SHI | In consultation with |
S : (HI&PE) IFW -
{ 11, 1 All. mattms -relating to Dlsmvestment Minister -~ - DS/DIR JS/AS-SHI .| In consultation with
of CPSEs under the (HI&PE) IFW
Ministry



Restlucmrmu ‘of CPSES under the

"DS/DIR-JS/AS SHI

In consultation.

12 Minister . - _ with
- | Ministry - i | (HI&PE) - -~ - IFW ‘ R
13, + Work = relatmg - - to - Consulta’clve- Minister - . - DS/DIR-JS/AS SHI- As . per’ administrative ’
- v Committee; Standlncr Commlttee and‘ (HT&PE),’ ] _MOS(HI&PE)‘. ew. .-|-order for distribution |
i+ such, -Unstarred  Questions™* A S e e of work amongst - thef |
| involve Policy issues - S E ST : Ministers
14. -} Matters-relating to.—’-z..: PR Mlmster . US%DSKDIR—JS[AS{Z‘ 0 ,As_,,_,,.p_eL_.administrative
{ TSL;HPF; TCIL . "~~~ | (HI&PE). . . .| SHI-MOS(HI&PE) order for distribution
' " o ’ : : of work amongst the
Ministers ~ and  in
consultation ‘with IFW'
wherever . financial
| PR : ‘ proposals are involved
15. | Matters relating to' Shram and other | Minister - | US- DSKDIR- JS/AS - :
: Awards . (HI&PE) - | SHI
16.. | ILO and Labour related issues Minister . - DS/DIR— JS/AS SHI
D _ . l@asrE)
17. " | Approval of Annual/ Five Y-ear Plans | Minister : DS/DIR—JS/AS -SHI |In consultation with
ol e el | (HI&PE) . .| TFW :
18.. | Preparation and review of Strategic | Minister | DS/DIR-  JS/AS. -|
.{ Plan Document, Result Flamewmk (HI&PE). | AS&FA-SHI .= =
Document (RFD) T L e .
“19. ' Parliamentary Matters:-
(i) © - Recommendation ~ of the | Minister . DS/DIR-JS/AS-SHIL | -
| . | parliamentary Committees " | (HI&PE) |
: (i1) Reply to Starred Quéstions ‘Minister - - DS/DIR= JS/AS —SHI'
T ' | (HI&PE) SRR
(ii}) Work. relating to subordinate | Minister - | DS/DIR-JS/AS.-SHI
.| legislation of Lok Sabha/Rajya Sabha | (HI&PE) e L
" | (i) Reply to -Un-Starred Questions | MOS | US-DS/DIR- JS/AS As per administrative
except which involve ‘policy matters | (HI&PE) I - == order for distribution |
relating to SC/ST Cell, RTI o . -of work amongst the
' e : L . o - | Ministers
(v) Reply to VIP letters addressed to | MOS .DS/DIR- JS/AS -SHI | As per administrative
.| Minister. during the absence -of | (HI&PE) SN ‘order for distribution
, Mmlstel . : T of work amongst the
‘ . IR N R Ministers
' (v1) Laymg of Ammal Reports , | MOS US-DS/DIR-" IS/AS - As per administrative -
‘| MOUs etc. in the Parliament - | (HI& PE) | SHI B order for distribution
‘ ~ 1. of work amongst the
S _ ™| Ministers
(vii) Questions in which material is to
be furnished to: :
(a) Other Departments JS/AS US-DSDIR .
"|'(b) Other Sections in the Department | DS/DIR us




. Dnectms Of sm]\

Foreion to'ur's of

v-r(a) Chlef . Executives- and othex

1 loss+ nlék]ﬁg or
‘ge‘ftmg financial support during. last 3.

| vears or referred to BIFR/BRPSE

'_.Min_is'tjer; )
| GaarE)

‘US-DS/DIR-

IS/AS"

| TFW-

?In consulta‘mon wfchz

“ ) Chief Executives of

website/social networking sites

Navratng, | SHI = US-DS/DIR- JS/AS
- | Miniratna & profit- making'PSEs . S
Sanction.  of ©  Schemies for | SHI .~ | US-DS/DIR- JS/AS In consultaﬁon “with
diversification, expansion of CPSEs * e o IFw ' :
Issue of Government Guarantee . -[ SHI - . -1 US-DS/DIR-JS/AS-" | With the apploval of
' o o : CCA-AS&FA .- - | Ministry -of Finance
: ' o - |-throughIFW
- | Release of . budgetaly SUppOl‘t 10 | SHI US-DS/DIR-JS/AS . |.In - consultation with-|
- CPSEs/Institutes - for approved T T IRW e
Schemes - - : R o
Annual budget proposal in fespect-of ["SHI US-DS/DIR- JS/AS—| In consultation ‘with
i _CPSES mstltu‘mons ete. : 'CCA-AS&FA S B&A
.\-Proposals»_ ~fore._  Demand§™ "~ for | SHI - - US-DS;’DIR- ~JS/AS={"With the "approval of |
* | supplementary grants - TR UL |'CCA-AS&EFA -~~~ *Mifistry” "of “Finance |
R - - o o | through B&AT
Brief for M(HI'&PE)%MOS(HI) , SHI DS/DIR-JS/AS | -
Reply to comments of CAG/ATN on SHI US-DS/DIR-JS/AS: '|.In' consultation ..with
audit paras L R - _ [IFW ’
Performance Rewew of CPSES undel '
) Annual SHI | US-DS/DIR-JS . -
RE) Quaﬂeﬂy JS/AS US-DS/DIR
. | Issue of certificate, for p_a;sport/pboto [IS/AS ILS.DQ/WP
passes for Officers of PSUs =~ " ™= o .
.| Material for preparation of Annual | JS/AS . US -DS/DIR
.| Report of the Department: ' 3 , _ ‘
| Vetting of draft Sanction - DIR/DS(IFW) "US--' . - .| In consultation with |.
| | R N O IFW 2
Court matters:- DU 1
(1) Notices received from BIFR Minister - US. —DS/DIR JS/AS -
N | (HI&PE) . SHI
| (ii) Notices of Courts in which DHI is'| SHI | 'US-DS/DIR- JS/AS R
a respondent - , . ' s
| (ifi). Notices of Courts in whlch - JS/AS US-DS/DIR ~ . . .
| Government - Nommees. T are ‘ C R
respondents : N
(iv) Notices . under Section 80 of | JS/AS US-DS/DIR ~
|'C.P.C. '
) Informati’on/Reports ‘to DoPT | JS/AS/Nodal US-DS/DIR
regarding court matters Officer S
33. | Posting of - information on JS/AS",,,' 1 US-DS/DIR




34. | RTI métters :
: .;k . a) Apphcatlon Lmdel RTI _ j - 'US/CPIO
e »b) Ist Appeal to Appe] ate»Authol 1ty : 'DS/DIR/

:Appellate
= Autl mrl‘ry =

') 2™ Appeal to CIC _ o JASAS L US/CPIO- Aﬁpellate
R o o : Authonty

‘ESTABLISHIVJENT AND GENERAL AD M]NISTRATION MATTERS

1. Framma of Rem uitment Rules valster DS/DIR JS/AS SHI
: s . . | (HI&PE) 1 - '
277 Creation ofPosts':"“‘?""j"""'“"*f ‘Minister - DS/DIR— ISIAS SHI FDl‘»GJ;Dup A posts, matter”
e Group A,B&C - - - |-(HI&PE) =~ - |- will be referred to Cabinet
B L T F T S '_."_i ‘ ‘through = MoF ‘and  for

) GlOUp B, C&: D Mm1str_y
_ : | of Finance - shall = be
- - -7 | consulted through [FW

Delecaﬁon/Deputaﬁon - of | . SR
+Officers for ~—training; 1 R -~- o
Conferences etc. abroad: . - | ' o o

)

1 In consu]tatlon with TPW n

i A e s aII Cases
(1) JS and above - Minister "‘US-DS/DIR—JS/AS— |
R = (HI&PE)  {SHI - -
(i) Upto Director level SHI- ‘ o US DS/DIR— JS/AS -
4. | Appointments: - . T 8 :
10) GroupA S Minister - DS/DIR—JS/AS -SHI
S | @u&pEy o} DR
(i) Group B (Gazetted) - | SHI S US-DS/DIR-JS/AS -
i) Growp . B(NG) and | JS/AS — ,
GroupC S .~ | USDS/DIR -
‘5, Nomination of the Officials: ' . ' - :
(i) for foreign 'plb'ogriammES - » o .
= T — : —=— For. foreign' programme,’
a) JS and above - | Minister(HI&PE) | DS/DIR-JS/AS -SHI - with the concurrence of
b) up to Director/DS .. S SHI - ‘US-DS/DIR- JS/AS AS&FA™ - -
(ii) for dbmestic programmes | JS/AS [ US-DSDIR
(ii) LDCs and Stenographers | DS/DIR 1 us

for training in Hindi Typing
and Shorthand _ ' o
6. Matters relating to Women in MOS(HI&PE) - | US-DS/DIR- JS/AS —
Work Place : . ' SHI-MOS




Distribution ~ of

amongst Officers:

@ ASUS/EA

(111)US/ SO or equlvalen’c

- Work: ]

JS(Admn.') B

| us- DS/DIR JS/AS- S

' SHI

| us DS/DIR—IS/AS f_"f:i. e

18.

advances . to
Servants

Government |

|uspsDR
Deolaﬂ'ng' Gazetted ofﬁcers't'o' SHI | US-DS/DIR- JS/AS
_ .71 'be Héad of Office ' I ' L
o Approval of Grant of o
Honorarium to Staff/
Officers of the Department o R
(]1) Beyond Rs.2500/- . SHI - _US-DS/DIR- JS/AS '
' S S EETTRRTI R - o S Wlth the concunence “of
‘. (i) Upto Rs.2500/- . = IS/AS US-DS/DIR AS&FA .
10. [ Approval of OTA — DU S o
. _i.(iy Beyond three hours per day SHI US-DS/DIR-JS/AS -
o (n) Up to three hOLHS per day. IS US-DS/DIR W]ﬂ the concunence of
) : ~ AS&FA
11 Postmg/Txansfels/ Deputations |
| forhammcr within the oountry
i (1) GronpAOfﬁcers | sH1 | US-DS/DIR-JS/AS
N (ii)‘GroupB&C Officers - 1S US-DS/DIR | T
{127 | Disposal of obsolete, suplus |35 US-DS/DIR As per provisions of GFR
| and un-serviceable stores ' S . o
130 Change ofHometown JS v | US-DS/DIR ~ -
14. | Budget PlopOSE.lS (Plan & Non'| JS | US-DS/DIR: )
| Plan) D
15, | Expenditure . on| . o A B
Refr eshment/hght reﬁeshment. B » | US-DS/DIR A As per Schedu]e VI of DFP
. Inter-Departmental- |~ - - ' Rules T
Meetings, Conferences, etc. ... ’ SRR
16. | Sanction for medical treatment | JS US-DS/DIR
17. | HBA, MCA, Scooter advance | JS US-DS/DIR
ete. » o » - .
- Budget Proposals of loans and | JS US-DS/DIR




Book and attestation of
entries therein

19. | Matters relating to Pensioner's | JS - US-DS/DIR -
| grievances received . thlough vt midEno P T - - E
CPENGRAMS/other means of [ - i -
: commumca’tlon , ' =
|20, | Expenditure o o ‘ L B UL RE
i ~-i:|11):Stationery above Rs4 OOO/— IS L = 'US-DS/DIR - -~ : LT
© | per annum S P I | As per Delegation of
i1) Stores, furniture, etc. above IS _US-DS/DIR Financial Power Rules
Rs.5,000/- in each case : - : o
) Statlonery up to Rs 4, OOO/- US/HOD SO -
per annum o : '
iv)  Stores, fumlmre, “US/HOD SO
‘contingencies, etc. up to
v Rs.5,000/- in each case
21 Issue = of No-objection |~
certificate for matters like
passport; yriting of exams
further studies etc. . .
1 (i) Others . ‘ JS - US-DS/DIR
(i) Officers below DS level DS/DIR . .. SO-US - e e v s
22. |Issue of . orders .. for.|.. S (I | “Leave will be sanctioned by
Sanction of Leave - —— - - the Administ_ration_ Section on
: b . el v . ' the” recomiendations = of
) _ . JINREE . immediate superior ofﬁcer and
g ) GrOuP.A DS/DIR us - (where considered necessary,
-| (i1)Others us - 1 SO -. ‘immediate supervisory .officer
: ’ : may obtain the orders of next
] h]UhE] ofﬁcer . :
23. | Fixation of - Pay” in|DS/DIR SO-US - - e
accordance with Rules ™~ = : I :
24, | Matters  relating = to | US SO -
| Government ' '
accommodation/CGHS/
| Photo. ID cards of DHI
employees : .
1 25.. | Circulation . of '_tralmng US- 8O-,
' programmes/Seminars  etc. | ' :
(Domestic & Foreign)
26. | Approval of .conveyance|US SO - ————
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(A) or
DDO




Wlthdrawals

"1 2.7 7 Release . “of T F or elgn'

us

SBE

grants/preparation  of  final

SHI

“1SO/MDo T
| Exchange to OfflCBlS gomo, 1o
.abroad
‘3. | Periodical returns to. B&A | US/DDO . - | Dealing Assistant
| relating to Expenditures SR IR .
| 4. Quarterly return of expendlmle US/BDO - | Dealing Assistant ~ ~
to Ministry. of Finance 1 ' B o
5. | Maintenance of GPF accoun.ts | US/DDO SO/DDO- ,
' 6:-+| Issue of Annual GPF A/Cslips | SO © - =~ . | Dealing Hand
| 7. Bills-in respect of Pay, OTA, | DDO | Dealing Assistant
- | Honorarium, . tuition Tfee, | o e
reimbursement  of . ‘medical "
| claims, - leave " salary and
_ | festival advance - and'
reimbursement of Conveyance 3
» | Allowance etc. S ' :
. 8. - | Contingent Bills - - DDO Dealing Assistant .
| 9. | Loans/Grant-in-aid Bills -~ | DDO " | Dealing Assistant
| 10. | TABillsete. =~ . DDO Dealing Assistant
|11 | LTC/TA advance - | DDO - Dealing Assistant
o 1:12:| Income Tax Calculatlons and DDO | Dealing Assistant *
|. | submission of  Quarterly - Sl
| Report to IT Office through | -
__ | Intense Technologies/Issue of |
IT certificates - I
| 13. | Reconciliation of Accounts DDO Dealing Assistant
14, DleUlSBmBﬂt of Money | DDO Cashier -+
BUDGET & ACCOUNTS
1. Comdmatlon o and | SHI ‘US-DS/DIR-CCA-
’ consolidation  of  approved AS&FA A
| budget &and revised estimates . ‘
(plan & non-plan) = S :
2. | Coordination . ' and | SHI ~| US-DS/DIR-CCA-
| consolidation - of | AS&FA '
Supplementary Demands for .
| Grants and references thersof
‘from Budget Division. of
) Ministry of Finance - o ‘
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 - IR AS&FA
5. . | Surrender/re- approprlatlon of | SHI US- DS/DIR—CCA~ :
oo funds - _ o LAS&FA - R
<. Finalization - of - v’.‘In‘_temalf SHI - e 'US(TSW) DS/DIR
- | Résources, Extra - budgetary ' | EA- AS&FA
| resources - of ““all "~ CPSEs/ l -
- Institutes  for- ﬁnancmg plan
outlay
7. Outcome Budcret DHI SHI " US-DS/DIR-CCA-
AS&FA
8. - Proposals of opemncr of new'| AS &FA US-DS/DIR-CCA
| heads of account : T :
9 Regu]arlzatnon of - excess | SHI - US-DS/DIR-CCA-
expenditure, if any, on the AS&FA »
basis of final estimates under S
* | the various grants » o :
10. | Public.~ Accounts | SHI US-DS/DIR-AS/IS- -
- Committees/Estimates CCA-AS&FA
Committee/Committees on : ‘
Public = Undertakings -
References and coordmaﬁon
thereof T |
11, | Work relating to discussion on | SHI -US-DS/DIR-AS/JS-
the Demand for Grants by the CCA-AS&FA
Department related .
Parliamentary Standing |-
Committee o
12. - | Action” Taken Note on the | SHI US- DS/DIR AS/JS—
report of the Comm]ttee on the- 'CCA -AS&FA
‘Demands for Grants ‘ : _
13. | Compilation of reasons for | CCA ' US-DS/DIR-.-
surrender/savings/excess in the | .
draft appropriation accounts :
14, | Report on progress of | CCA -1 US-DS/DIR:
| Expenditure : ' : o
15. | Control  over expenditure | CCA US-DS/DIR
against ©  Budget  grants N
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&FA




§ ..._.‘.,_,.Recommendatlons of?d ARC : ’MO’S(HI&PE) =] US DS/DIR JS/AS—' el
: N Tt o i
3. | Review of fmal level of [ M(HI&GPE) US-DS/DIR-JS/AS- -
disposal and chammel of o | CCA-AS&FA-SHI-
v submission of cases in DHI - MOS(HI&PE)
|4, | Review of -Record Retention | SHI 1 US-US-DS/DIR- =
Schedule for DHI . ' JS/AS/Chief - Record | =
L R Officer . . -
5. 'Acéﬁda 'for O&M Meeﬁng-. SHI US-US-DS/DIR-
B JSIAS . ' S
| 6.7 .| Matters- Jelatmc 10 Mandatoxy‘ SHI Us- DS/DIR—JS/AS; B
- Success Indicators in RFD. L e TR
' 7. | Independent audit of Citizen’s.| SHI US DS/DIR JS[AS'”;‘ o
) | Charter/ Client’s Charter 3 ' T
1 8 - | Imnovative [deas . - | SHI US-DS/DIR- JS/AS
19. ] 180:9001 Cel“tlﬁcatlon | SHI US-DS/DIR-JS/AS - | - -
10, | Annual Q&M lnspectmw IS- - L US-US-DS/DIR - = ool
- | Programme of Sections 1 -
._T1. | Training Programmes v SHI _ US-DS/DIR- JS/AS
| 12.- | Recording: of Files, — Specm] JS/Chief . Recmd US--DS/BIR .~~~
L |DrivesinDHI . - | Officer” - . - - :
113, | Transfer of files to Nathna]' JS/AS/Chief US--DS/DIRW e As per recommendatlons of |

'O&M'SE'CTioN . ,__'_.f-’

g ..Compllance in DHI'

T TM(HIGPE)

[ USDS/DIR-IS/AS

Al chwe oflnd1a :

Record Officer-

| NAT.

C gnevan ces

SHI

1. | Analysis of frequent causes. of | SHI "US-DS/DIR- JS/AS & | -
1 public' grievances/ feedback.| | Director of Grievances |
| received on' quality ofdisposal A s
: of grievances - - T
2, Independent Audlt of Public | 'US-DS/DIR-JS/AS &

“| Director of Grievances

Monitoring  of dlsposal of

ISIAS & Director

3. "US-DS/DIR =~~~
-\ public grievances of Grievances | ‘
4. | Public. Grievances 1eceived;' : -

= through CPGRAMS/other

-4 means Of CO]HH'!UHICHTIOD

a). " Forwarding to CPSEs/
concerned Administrative
Sections in DHI

us

b) Final diépcjsal

. | IS/AS & Director
© | of Grievances .-

US-DS/DIR




ITCELL RN - BT e
(NIC DHI WlH be consulted as, and When requn ed)
“US- DS/DIR JS/AS/I
: Manager -
: Websﬁe Cand
Cyber Secunty Po licies by. the
'CPSEs/Autonomous - Resealch
| Institutes under DHI. 1 ,
2. | Constitution - “of ~ Web | SHI US DS/DIR JS/AS/IT o
Management Commitfee under Manager * - ’
JS/IT Manager, DHI. - L L e :
3. "|'Matters © relating’  ‘to: JS/AS/IT =~ - US-DS/DIR . - * . {In consultation with
maintenance ~ of - - GIGW | Manager ~ i 1 NIC, DHT
. _|-compliant.  website _ of | . - SAUCI S S
.| DHI/STQL Certification R Tt
147 T Matters Telating to posting of | JS/TAS/IT | US-DS/DIR
‘| | information on intranet of DHI | Manager | A R TS :
" {5 |‘Matters relating to |'IS/AS/IT US-DS/DIR © | consultation with
4 development/ploculement -of »Manaoer . ><_| NIC, DHI and [FW
| software’s for e-governance ‘ R N
6. | Matters relating to Observancej J‘ §/CISO US-CSA(Cyber . Séctirity” ._Iﬁ'*"”éé@\jtaﬁon with
1 .| of Cyber Secun‘ty Policies, | (Chief - Administrator)/DS/DIR ' NIC, DHI-
‘Guidelines.  and - S_tandard_' Information” : S EEEEE
Procedures in DHI', o - Security Ofﬁcm) R : o
7. - | ‘Appointment /Extension_ of- SHI © .0 o US-DSIDIR_, ~... .[In :consultation with
1o tenure T Cof ~Assistant ] I NIC; DHI and I[FW
| Programmer/ Promammers SR ‘
engaged through NICSI as
technical support to NIC, DHI |, : R -
““““ 8.~ Constitution of -a Committee | JS/AS/[T US-DS/DIR.
- for ‘monitoring the - contents | Manager S
posted on thewebsﬁe of DHI- _ T
9. Matters relating to use of ICT' JS/IAS/IT US-DS/DIR
in functlomng ofDHI Manager R
10. | IPVée - ’ JS/IASNT "US-DS/DIR
. s - “|-Manager . o .
11. |.eprocurement portal . - JS/ASIT - US-DS/DIR’ .
' ’ o Manager - N . '
12. | e office’ JS/ASNT .| US-DS/DIR
, | Manager | )
13, | Training of officers/Staff in | -do- US-DS/DIR ==
_ |'ICT matters . = o
‘14, 7 | Matters relating to digital | -do- US-DS/DIR:
| signature o ST
15,77 Video conferencing v -do- US-DS/DIR.
16. | Social Networking sites -do- US-DS/DIR 7 ‘
17. e gO'\ ernance Yl -do- ¢ US-DS/DIR 7




WGILANCE SECTION‘

by '.Non acceptance of a‘avlce of )

Mimster -
| (HI&PE)

[ DS/DIR-CVO-

i)Group A Ofﬁcers -

Minister = - .
| (HI&PE) En

US-DS/DIR-CVO:SHI ™~

11)Group B&C Ofﬁcers B

SHI

USDSIDIR-CVO

0

) PJOSGCUUOT] Appeals Petltlons

“ ) | i),Groﬁp A‘Ofﬁ‘c.ers

of :-

© | Minister

| US-DSDIR-CVO-SHI

1 s | (HI&PE) R -
s ii)Others' G| SHI- | US-DS/DIR-CVQ
| 4. “Awards/Rewards = | SHI ’ US—DS/DIR-CVO-
5. | Granting 'ex-post’ " facto | B
approva] - for acqumng, , o
| sel mc/dlsposal etc of . I
o ,a)hmnovable Property | sHI ' US-DS /DIR-CVO" .~
g '__“‘IIJ)Movab_ e property | CVO ~ | US-DS/DIR - ~
N 6. - Complaints acaiﬁst B " 3
| ihcromp A &BOffce:s sHI 'US-DS/DIR-CVO )
. | ii)Others L CVO US-DSDIR i
7. Intlmatlon/Sanchon o of L
____| Participation Polmcal R S—
evidence before- Comrmttee of |, LT
Enquuy, giftete.. ' E
1)Group A&B Offcers E IS ) IUS;DS/]A)‘iR-CVO :
[)Others —_|Ccvo | US-DSDIR o]
8. Mamtenance ofACRs : 1 CVO Sl cvo - ‘supported- - by |- R
. : ' ) confidential cell L
9. €onductmg. ~of  vig 1]ance_ CvO - US-DS/DIR
! inspections 1 R :
10. . | Examination . of Moveab]e/ CVO US-DSDIR = -~ —fn
' _ immbvable Propelty;eml.lls' i .
11. Clam‘" cation & Intelpxetatlon
of
1) C_CS‘(CCA), CCS (Conduct) | cyo ' US-DS/DIR
‘| Rules and AID(Discipline- & ‘

Appeal) - Rules - and

AIS(Conduct Rules)




o PARLIAI\/IENT SECTION

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

CPSEs/ARIs/DHI

Officer concerned

.;'Coordmatmn of the visits. of» US-DS/DIR- JS/AS
- | the Parliamentary Committéés” '
12; | Arranging passes for OfﬁCE]S DS/DIR | Us
| for LS/RS 1 e T
3. | Coordination of work Ielatmo us ‘Parl. Assistant/SO -+~ -
to meeting of the Consu]tatwe ' BRI
‘| Committee attached to M/o :
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 | ' .
'| and maintenance of assurances, | .
1 registers - L -
6. .| Monitoring. of . laying -of fUS - Parl. Assistant /SQ [
Annual - Reports “of ~ PSUs/ S T
B Govt. Companies in LS/RS , S L
7. Circulation of  Order, | US - Parl. Assistant-/SO |
| instructions, circulars received | - ST
o from LS/RS . o : =l
8 Lmsoﬁ S with D/o SO PaﬂiamemASsistam',
: | Parliamentary Affalrs- LS/RS S
. -1 Sectt. : v _— o
o 9. | Preparation of notice. hst of SO " | Parliament Assistant . -
' Questions ~ Admitted - for | 1 - DRI
B o ANSWer 1in LS/RS R - .
B 1110, | Circulation. of - Ca]endar of | SO Parliament Assistant - -
| sitting of LS/RS —— :
111. | 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 ~ [ .~ o S
o 13. | Distribution  of- ‘admitted | SO ... | Parliament Assistant .
| LS/RS Questions L - S
v SC/ST CELL
11 Mattels of reservatlon pohcy Minister 'DS/DTR-JS/AS oo =1 As -per administrative-
relating to . o SC/| (HI&PE) SHI/MOS(HI&PE) - {order for distribution
ST/OBC/Disabled persons = | = .~ - “of work amongst the
. : - o o Ministers
2. All - matters  relating  to | JS/AS - US-DS/DIR-Liaison -




W

.. |- Observance. of Spema] Drives
| for . filling up.
- | vacancies .

JS/AS -

backloc_, AT

S cof ‘SC/ST/OBC/ e
- | PWDs ete. in varioug CPSES e

[ USDSDIR

i Repoit

1. inspection™ of |
;Resewatlon Rosters of CPSES o

: US DS/ DIR-L‘I&]SOH

| RILCELL

[ DSIDRIS/ASSHI--

. a) Appl iCatioﬁ under RTI-

, )2 Appeal to,CI.C RIS

oo b) Ist Appeal to 'Appellate |
. _.AU'HOHT:_Y ’ a

L ASHIS

| -US/CPIO B

DSDIR/ © - <
- | Appellate - -
- Authority

:‘»US/cmo-Appenate
g ¥ Authority. .-

“Iso

"USICPIO -

O

1. | Policy matters relating to RTI - | Minister . _ | As per’ administrative
b (HI&PE). |'MOS(HI&PE) * -~ | order for distribution
. Lo Tl o n L of work amongst the
3 1 . Mlmsters :

2. | RTI matters™

:SﬁBﬁﬁé‘s’ion ,."of Reports/ ’

TSICPIO
' ‘Retums/mformahon peﬁammcr S e
1o RTI matters |

I'so

| BJNDI SECTION -

1‘ -

| implementation

.All »mattvers ' fe]aﬁn'g,' to.

Language  Policy

o | MOS(HIEPE)
of " Official. o
except |

DS/DIR-JS/AS- SHI

g As per administrative | .
“|"order _ for. distribution |

of wm‘l\ amangst f[he

| M(HI&PE)

chairing the meeting of the |
‘Hindi Advisory Committee of

the  Ministry. chaired - by

© .| Ministers

| Submission  of
| Department - .of
| language '

returns - to

Ofﬁcia] 1

ASIS -

AD{H) DD DSDR

|| implementation"

Conduct of i 1nspect1ons on the
~of ' Official .
Language in the CPSEs

ASTTS

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

| Matters

relating - 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 1epoﬁz
reg. use of Hindj

ASNS-

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

Nomination of Non- Hmd1
knowing . employees - for
training in ‘Hindi

AS/IS

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




o D70 T Material for inelusion in the'| AS/JIS —~ - - AD(H)-DD(H)-DS/DIR

2 Annual” Admn. Report of the | -~ - L. 0T

- Departmeént * of - Official | = -

. .. | Language/Department. . .~ of |. 2.
- Heavy Industry "¢ oo ol

.= \"Matters relating t6 Committee |
T.ojof  Parliament  of . Official

| language. o ' . - _
9.- - | Hindi Workshops: _|AD(H)" © | Translators
10" | Trenslation = of letters, | AD(H) | Translator(s)
. | documents, . - Parliament | . - v L
Questions etc. Budget, Annual
Report of Department o b T
11. | Circulation of orders regarding DS/DIR(H) - | Translators:
: use of Hindi to " different | B T , o R
sections of the Department & N S

TAs(Technical Wing)/TSW

wo e T[ST[ TypeofCases 7| Leveloffinal | Channel of Submission | Remae -
. . S ~_-_Disposal S . .

1. 7| Examination of the case|lA . _ - | S.DODO ' '
| /application regarding issie of | . - . . o
certificate . to - avail

concessional rate of Customn |
Duty on Imported machinery
and equipment and “Project
Import” for initial setting up | - ‘ . PR o
| of the project/for effecting | -~ .-~ 1 R b e

substantial expansion of the | -
-project . “in  respect  of | -
Automotive Sector , ' -
2. . | Sending comments to DGFT | JS S IA: Sr.DO/DO
on Advance © Authorization | . S S
-| (A.A.) Proposal. .' '
HE & MT Section . . . _ . . . : N HEL
EE | S ' ~ Typeofcasss™ .= " [Level of final | Channel of o Remarks |
No. o v o disposal | Submission ‘ : :
1. | Decisions involving formulation as™— ~| Minister - DS/Dir> 1A> IFW will be consulted
well as change of Policy on Capital | (HI&PE) | DS/Dir. - | on fimancial matters.
Goods, Heavy Engineering and ' . | DS/Dir>JS/AS> |- -
Machine Tools . - SHI - )
-2 Constitution of Development Councils, | Minister . | DS/Dir> 1A>
.| Departmental/ Committees headed by | (HI&PE) DS/Dir.
SHI : L | DS/Dir.> JS/AS>
' i | SHI




Matters relatin g to EFC, Cabinet/

DSDir> 1A> .

IFW will be'éonsulted

3. Minister - -
| CCEA Note (HI&PE) DS/Dir. -~ - | on financial matters.
R o DS/D11>JS/AS> - R
R e e T N SHI
4. 00 Pauhament Questlon involving pohcy T Minister - - - DS/Dirz IA>
g decisions and all Starr ed Questlons - - (HI&PE) - i
5. Invitation ex‘cended to Mmlstel Minister: | DS/Dir> IA>
(HI&PE) ' (HI&PE) | DSMDir. - .t
S | oD TsiAS |
o _ _ SHI L
6. -Fmelgn tours of DHI officers and Minister. = - DS/Dir> 1A> -
|~ .| domestic tour of SHI in connectlon (HI&PE) DS/Dir. v Rt
with-Capital Goods .- DS/Dir.> JS/AS> ,
1 : , » . |SHI , -
17 All unstarred Parliament Questions | MoS (HI&PE) .| US> DS/Dir> IA> -
' except those involving policy - | DS/Dir. > JS/AS>
: decisions , , SHI- o g
8. | Cases emanating from the meeting of SHI - US> DS/Dir>1A> | IFW will be consulted
' the Deve]opment Councils and L DS/Dir> JS/AS on financial matters -
Departmental Committees . v v '
9. Invitation extended to SHI and JSto . | SHI US> DS/Dir> [A>
| attend exhibition/ seminar and ' DS/Dir >] S/AS
- domestic tour of IS . L 5 -
10. | Implementation of components of SHI US> DS/DII‘ > IA> | IFW will be consulted ‘
: Scheme on Capital Goods R DS/Dir> IS/AS - on financial matters -
-11.- | Conveying views/ comments/ inputs AS/JS . | US> DS/Dir> 1A> . o
-] from DHI on Capital Goods : - - DS/Dir. ..
12. | Cases relating to Pre Budget and Post | AS/JS US> DS/Dir> 1A> -
- Budget Memoranda from Industry - ' DS/DiJ' ' :
.| Associations LN :
13, | Request for support (financial or- AS/IS US> DS/D1r> 1A> IFW.will be consulted |-
' otherwise) from Industry Associations DS/Du ~on financial matters. "
and Organizers of Ekhlb!tlons/ o '
L Semifars - : o
14. Allowing concession under Project AS/JS. US> DS/Dir> 1A>
Import Scheme/ Essentiality - : ' DS/Dir. - )
- | Certificate etc. cases. T o v '
| 15. | Sending factual information (otler Dir./DS | Section> US> 1A>
~ | than policy decision, recommendation, | =~ DS/Dir. ‘
view) to Coord. 'Séction, O&M and '
other Ministries/ Departments

Notwithstanding the channels indicated above, for expeditious decision making, 1A 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. M(HI&PE)/MOS to be read as per allocation of work as issued from time to time.




The files will be 1outed throuvh AS/AS/EA as per the work al]ocatlon amonost them

Manuar Office Procedm es/ Manual of &-Office Procedures. -

4 POT:»Bhdeltan the »»demsmn mal\mg process, the numba 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( US/DS/DIR) mdicated in the channel of SmelSSlOI’I

5.0 Ifa deswnated ofﬁcer (mc]udmcr link arrancrement) in the channel of subrmssmn is not in
 position, the f']es Wlll be 1outed to the next higher officer in the channel of submlssmn

‘6 The level -of ﬁna] disposal is subject to the Uuldelmesiorders 1ssued by the Govemment of

India from time to time.

7. >In case of do,ubt, the matter may be referred to O&M S'cction‘of DHI for c;lariﬁcation.f .

oAl f]es sha] 1.be-opened. :m SBCUODS The dealmw A551stants will. submit ﬁ]es toﬂSO who WIH:' Sl
further submiit to. officers concerned. The responsibility: of ‘Assistants/SOs shiall'be -4s per the
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