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Mgharashtra Stat: 3Zletricity ™
Marcantile Bank Building, M.G.id.,
Boiibay-23. Dated 1Gth Feb.1077.
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Sub: - Dutizs ¢f tho Ldninistrativo Officors
attachad t. tha Cireclo Officos.

In this ffico circular N .S0I/57929 d4t.29.12.76, it
was, intoralia, stat:d that all:S. ds. sh-uld cnsure that the
Admanistrative Officers under their contr.l uml ortake t-urs
f r tha roquisite nusbar « £ days and subrit thair nenthly &
inspocticn roperts to Hoad Office regularly. dt

It has ncw boon doeided that all Adninistrativo Officors
sh.uld subiit their monthly ropcrts to thoir rospactive Zenal
Chief Bngincers and the Dy. dstablishment Officar attachad to
rach Znpa shculd scerutinise and takns nocassary acticn with &
view t. got the draw-backs cbscrvad sot-right. They shculd
alsc ansure that the L.0s. arn fupncti: ning effoctively and =
discharging thoir dutics properly and deing the mw aseribad i
t uring rogularly. The abstract cf the impcrtant obsorvatizns
in thase roprts nay be furnishod tc the Scerotary and S.0.I)
sach quarter alcngwath C.&. 's conmants on or bafire 20th of =
tha naxt nmenthe ’f'he‘ Topert o f the first quarter onding March,
1977 should be submitted t: the Scerctary and S.0.(I) on cr .
bafura 20. 1077. k7 ‘

The Adéministrative Officers noed nct, subait their
roperts directly t. the Head Office hence-forth. T
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411 S.3s. in the field. \ S

Cupy tc :-

11 Znal C.3s./C, 3. (Steres), Bcnmbay/C. 3. (C&C) Bcnbay/
0. 3. (Cinst. 3HV & S/S8) Circle Jalgacn - fur infcrmaticn and
n2cessary acticne
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CIRCULAR

Sub:«~ Duties of the Administrative Officers
attached to the Ci-cle Offices.

LE 2 8 8 & 1

3 Instructions have been issued under the Head

Office Circular No. 56 dated 17.12,1974 that the Administrative
Officers attached to Circle Offices should visit Divisional
Offices under their control atleast once in a month and
sub-divisional offices atleast once In threg“ﬁaﬁfﬁgfvaghey

should be on tour for not less Than 10 days 1n & monthe

During visit to Divisional Uffices they should take a review

of all ending cases and give necessary instructions /guidance
to ‘the Head Clerk and other members of the staff concerned to
clea¥ ofT the pending cases. During visit to sub-divisional it
offices they should discuss with the sub-divisional officaers

the metters which are tc be settled at their 1level and also o
ascertain the details of thq_gggg;ggrglgig§_§§~:§: employees
working in the sub-divisions for a long time division
or circle level. At the time of inspection they should e
also verify the position of maintenance of work sheets and i
sutuission of arrears liet and submii a copy of the argears
list with their report. g : i i

2. They have to submit a monthly report regarding yt
inspection work carried out by them on or before 10th of the \L
following month. i S :

{

3 The details of the items pertaining to G.A.D.
whici. ere required to be inspected at the time of inspection
have been given in detail vide Head Office Circular No. 8.0.
INSP/V/35680 dated 27.8.1975. .

s All Superintending Engineers are requested
=] to please issue necessary instructions to the Administrative
Officers working under them to submit monthly rcport of their
inspection work to the Special Officer ( Inspection ) on or
<§E) before the prescribed date. If they do not complete the

preascribed minimum period of tour of 10 days in a nmonth for
inspection work the circumstances under which they could not
do so should be stated in their monthly report.
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NO.GAD/0sMMisc/ 6533

Mahareshtra state Blectricity Board,
Mercantile Bank Bullding, Fort,
Bombay-40002 3,

Date: 13.2.75%

To
" The Superintending Engineer,
Meherashtra gtate Electricitv Board
Circle (ffice, Bombay/&aq;k/wanded/§0Lnf;ﬁj"
‘Sangli/Megpur/Amravati/yeotmal,

Subg puticos of the idan.officers
attached to Circle ¢ffices.

Ref ; Circular No.56 At.17.12,74.

The dutiss eof the jaministrative officers, attached to
Circle Offices have been defined in gead oOffice Cciroular os. _
(1) GAD/L/48&29 dt.3rd pecember,197C (2) 5iD/0aM/39%69 dt.23.8,73.

= One of the duties assigned to the idministrative Officer is
that they have to visit Divisiongsa gub-pivieions for ingpection
purposés ana to give guidance to the gtaff, o addition to this,
the work of collecting morthly reports and consolidating the i
monthly reports has also been assigned to them, They are required
to send the consolidated report, alongwith the monthly ‘dnspection
report, to rfead Office, through their circle heads, fircans

Now a questlon has boen raised by the superintending
Bngineer(Ccivil ), Bombay that, as there is no adminigtrative :
officer attached to civil Circle, the civil nivisions and sub- ;
Divislons functioning under their administrative econtrol, have =
remained to be inspcoted, : : i

With a view to solve this problcm, 1! hss now been e
deciued, that the work of inspectine *h. ~1vil pivisions and sub-
| Divisians, and collecting monthly roports from the ¢ivil Divislons
shoula be ¢ntrustsd to thc administrative officers concerned.

i

You are, thoreforc, requecstcd to 1ssus nocessary instru-
ctions to the ,auministratiwe Offlcirs workiug under your control
to visit the civil pivisions anu Sub,divisions for inspection,
giving guidance to the concorned staff, Phey may algo bo requested
to collect the monthly progross roport from the civil pPivision and
to ssnd 1t to the supurintondiqg-snginccr, civil, Bombay,
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Copy to = ; 7 )[ F N /i }/
The Superintenaing Engincer(civil), \Sﬂ
Nohareshtra state gloctricity Board,

Bombay/MNagpur,

T v
for information. \M Q‘\M\’l/
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Sub:- Dutlies of the administrative uviiicers attached
to the Circle vifices. "

With the creation of the josts of the Administrative
Ufficers, the dutles assigned to them have been notiiied in
Hend Office Circulsr No, GAD/L/48329 d-ted 3rd December 1970.
The additional dutics entrusted to them have been also
notified subsequently under Head Os7icec Circular No, GAD/OZM/
38369 dated 23-8-197G.

2. It 18 however, observed tnat the ddministrative Officers
arc oot punctual in subnission of their monthly reports. They

~also do not visit the Divisional/Sub-Divisional Offices for

inspection and give guidance tc the concerned staff,

3. wWith a view to utilise the services of the Administrative
Uf1'«ers for the specific work for which these posts are

- eri jed, it has now been decided tnat the Superintending

kng neers should issue instructions to the Administrative

< Ufiicers working under them to visit the Divisionsl Offices

under their control, alleast once¢ in a month and Sub-Divisional
ofrfices at lenst once in three¢ months. They should be on

tour for not luss than 10 dnys in » month. During their

visit W the Divisionnl ofrices they should tnke a review of
all pending claims nnd give necessary instructions/guidance

W the Head Clerk and other stnff working at the Divisional
level to clear off the pending clailms. They should nlso

verify the compliance of thne Inspcction Notes drawn bv the
G.4.D. (O%M) Section of the Head Office '

- e vuring their visit to Sub-Uivisionnl officus they can
discuss with the Sub-Divisionsl Uiricers amatters which are to

be settled at their level and nlso ascerunin whetner there are
any cleims of the employees working in the Sub-Division pending
for long time at the Divisional or Circle level. If che
practice 1s followed 1t will reduce to a great extent the
official correspondance from sub-Division to Division snd
Division to Circle level and tae claims of employces can be
settled witnin a reasonnble period. ‘

4. 48 per Head Uffice Circidnr No. G’'D/OSMYCirce 1ar/5825
dated 8-2-74 montnly rcport showing thc progress of work of
the G.4.D. in ench Circle has been prescribed, However, 1t
1s observed from the roports reecived so far, that the¢ sauc
do no. contain correct ssatistical infor.ntion. Reports from
soue of the Circles =re not received at all and in respect
iftruports recedved 1t 1s observed that they sre received too
alea.

5. In the circumstances, it has been dccided tnat the
4dudnistrative Officers oihould be entrusted with the work
of collection of monthly repsrts rrow the divisions. They
should consolidate the same and subwit it to Head Office
through Superintending rnginecr witn toeir de tv1led remarks
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regarding pending work with reasons for the same and

how they intend to Liprove the position. The
b‘upurintendmg Engineers while forwarding the Treports

to Head Office Bay offer their own rewar if any, in the
mstter., all Superintending tngineers are, therefore,
Tequested to 1ssue necesss instructions to the
Ad-inigtrative Officers wozrixng under their control to
follow these insiructions scrupuloutsl, .
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