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b EDUCATEC D DEPARTMENT. ™
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Thie! Difector ot | PUBILC Insehug tiom¥" -

Madras.

m
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The' Secretary to Government,

Education Department,

ladras.

nQO.C. NO &

Sir’ r&i“ e A

> Sub:- Revision of the questionnaire form to be answered
. by the Officers %g the Wduceggon Department -
suggesting . O Wk i

\L‘}Ref - G.0.N0.k7, Law and Eﬂn dated 6/1/1930.

Education Department,,‘The same questionnaire form is also used by R

the Principals of all GO“‘rlment Arts and Training Lolleges und o kf‘

my control for the submission of their annualireports of 1ng%eg%1onr‘

&'\

of their offices. hav1ng regard to the normal 1ncrease in work
in the O-ffices of the inspecting officers and the variety of new7Qfé

Schemes that have to be worked ot by themy 1t has become nece:ssa}“yj  {

to devise suitable measures to check and assess the work done in

: . : : i §$ g
the offices from day to day with a view to preventing delays and o

maintaining efficiency. To this end, I am of opinion that the iy ﬂ

guestio naire form approved by the Government should be revised 'ﬁ”'l

and expanded so as to make 1t more informative and self e | ‘
I also consider it necessary to have separate questionna!Te form | ‘
h}.EEE“Yi) Deputy Inspectors' Offices (2) Offices of the Distrié% ' ﬁégp ﬁ
Hdueational Officers, Inspectresses and the Divisional Tnspectors ~.: 3
of Schools (3) Offlces of the Government Secondary AP i@d "Q;;é ‘n
Government Tralnlng Schools and 4) 0ffices of the GOVernment" fej fsé
Colleges (Arts and Professional) with reference to the Specigl ,;\
questions and problems dealt with in eaehuﬂgﬁage Petaining the | %:?

guestions common tg all offieces v1z,f§hestieﬁﬁ relating to finan_

sa1 and ar oO)ﬂt natters. Aecordingly. dra;t nuestlonnalre forme
cglal aliw ¢ v &

been nropar”d in comw"ltatlnn with tﬁ% of ficers of my de'
nave be \ |
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» QUESTIONNAIRE TO BE ANSWERED BY INSPECTING OFFICERS OF

\ - : e 18 st THE EDUCATIONAL DEPARTMENT, ‘

: ‘, Government, g J & koK
! ,

)
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\

dFAI request garly orders of Government in the matter.

- *

"Repork on the inspection of the Office of the Deputy Inspec- |

tor Of schools ' SdfRaatE L Y mange for the period
Yours faithfully, A o,

>
°

S : . (R o last :
: 3 ¢ . ‘ STl -~ -Date of preszerk inspection:
Tsn.7/6/ "For Director of Public Instruction. - i Loy ey TR R R R R €1 el g Tl s N T
: 3i' : Date of present inspection:

ending Ai\*

[ |

e 4 , Dates of visit, if any, by
r i RRGRe < it Bl N ORES carint

2. The Divl., Ihspr. of Schools:

-& 5
(3%

3. The Director of Public i A
Tnstruction and his Deputies [

g
.
V7.
g

| ' ORGANISATION.
I, PERSONNEL: . . .
(2) Name or names of the inspecting officers in charge

| aaa If officia- Whether the
Substan- ting, Appro=- post is per
| ik Name or names of offi- tWve or ved Proba- Pay. manent or
Y 2 | pesigna-  cers in charge of the ,Officia- tioner, pro- temporary.
/ i office during the year - ting. bationer or x=
under report. temporary
under Rule

(From..... PO s Syelaieil) » 9(a) or 31(a).
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: ﬁ' (b) Names of the members of the estéblishment.
, If officia~
, S%b- tlgg 2 ADDLO=
-l . stan-  ved probationer
P ‘ Name or names of incumbents i oba ti !
Desig- of the post during the téze giozigigfer P
natlo% of gEx year under report. Offi- rary uﬁder e
poOsSTe. (iron - : cia- Rule 9(a)
2 0 o 9 o.' o0, @, 2 N ) - ting. Or 31(&)

——----—--———---a———-—n—-———

unnecess

mined;
/ hould be commented upons;

A
] and peons S

(ii) Temporary posts s
and date of G.0s
post and the period for w

or Director's Proceedings sanctipning
hich the sanction exists; and

(iii) Bmergency appointments should be examined.
of the Madras Public Service Commission shou
secured in the case of appointrents lasting

———5%/"3 months - vide Rule 19

Regulations.,
/‘ .
- @roEeEEEEEey
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'vg’gmﬁﬂaygm@bﬁmbwh.
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NOTE:- (i) Frequent changes, if any,in the personnel should-gé-;;;-
e L ary and unjustifiesble transfers of clerks

e J
o

- b

\

hould be diginetly indicated with the Number

The concurrence
1d have been
for a period
of the Madras Public Service

Whether
the post
ls per=-
manent
or tempos
rary.

the

Conmi s 81 01f}

' _ e g @

NOPE: - i) Frequent changes, if any,\ in the persomnel ghould be exa-
minedy unnecessary and unjJustifiable transfe¥s of clerks

ii) Temporayy posts should be distinctly indicated)wi
D : with th
of G.0., or Directok's Proceedings san tioninge T

iii) Emergency\appointments should\ be examined. The goncurrenc

of the Madras Public Service (Qommission should have been i
secured in\the case of appointhients lasting for a\period

- vide Rule 19 of \he Madras Public Segvice

Commission Regulations.

eeceeee)

T <JACCOMIODATION.

(a) Position and accessibility to all
communities.

(b) Adequacy and suitability.
4

(c ) Govit. or rented (if rented, speci=-
fy the rate of rent and authority).

1f Govt. 8tate whether it is a se=-

parate building or a portion of

5 main building in charge of another

Department).

&t

(a) gtate of repgir.(Specify when the last
annual repairs were carried out).

Cleanliness, ventilation, supply of
drinking water, sanitation, latrines

and urinalse

(e)
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(f) Are the rules regarding protect-
ion of offices and precautions
against fire duly enforced? (Speci-
fy the scale of fire protection
appliances prescribed for the
building and the appliances agcbsve-

B iy in, use) .

(g) Is the building electrified? Is
the number of lights and fans
adequate?

)
s

III. OFFICE FURNITURE.

(a) Is a stock account of furniture and
all other office stores maintained

(b)

i
(c)

in M. F.C. Form 10 (C.F.68(a)?

Are all the articles nunbered?

Are they properly cared for and

in good condition?(The Inspec-

ting Officer should examine the
cyclostyle machine and satisfy
himself about its proper use.

The machine eard should be carefully
checked) .

(d) Is a verification of these made
at least once a year and their
condition reported upon?

Vil

?

~®



(e) When and by whom was the last

verification made and with what
result?

Note: The stores should be
checked whenever there 1s &
change of officers.

what are the superfluous articles
noticed at the inspection and
which are available for transfer?

(g) What are the additional articles

needed and recommended for supply
by the inspecting officer?

Specify the unserviceable arti=-
cles which have to be condemned?

what are the new articles supplied
gnd zhave they been brought to
account in the stock book?

) Does it contain the necessary
reference books including the

1atest addition of village statis-
tics relating to the inspecting
officers! jurisdiction and maps?
Specify the No. of books in the
1ibrary.



(b) What are the new books add@d
: during the year? (Verify with
DT Py Gy reference to invoices).

(¢) Are the new books added to the
library suitable?

(d) To what extent is the 1i brary
"’ pade use o by the inspecting
officers and the teachers?

(No. of issues during the year,
No. of persons to whom they
were issued and the pnature OIL

books issued to be specified).

(e) Is a list of library books main-
tained in C.F.6? and has the,
' catalogue No. been entered against

the stock book No. 7

(f) Are 211 books including the new
' additions entered in the register
and numbered?

(g) Is a classified catalogue of
1ibrary books naintained and has
the serial No. been entered against
the catalogue No.

(h) Is a separate lssue register naine-
tained for litrary books?

r— L PR =
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(i) Are entries properly made to watch &::>
the return of books issued? ‘

(j) What are the periodicals suppiieé
| circulated to the office?

BeJ ‘ f?' (k)| Is a register maintained to watch
3 “Vithelr receipt?

08 (1) Is the stock account of books,
> . Periodicals, maps etcC. in ?he
| e - bE e - library periodically verified by a
LY 3, 15 SO T g ARy person other than the 1it¢ar1an gt-
43 : hatad ' \ET ™ i least once a year and their condi-
W o b LA e ot | tion reported upon.

(m§*When and by whom was the last veri-
fication made and with what result?

to the office and are they maintained
up-to-date with the corfection slips
| pasted® as per register of correction
slips or with the corrections car=
P it ried out as w and when amendments to
: i ; rules are issued as—pes—ihe list—of e
ﬁ:ure%es—saga;amenis_io.Fort St. George

Gézette. L

m (n) What are the reference books supplied

e

S . T

e e et
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(o) Are 'the issues of the Fort St.
George Gazette carefully preserqnda7
veks : g

(p) Is there a map of the range showing
Tthe location .of all schools inclu-
ding Basic Schools and Adult
Schools? If so, is it maintained
up-to=-date? :

QFFICE SYSTEM.

V. CORRESPONDENCE AND REGISTERS.

(a) What are the arsangements made for
Lthe opening of tappals? Nhoxks@ps

[ pALLBEI0 A D8 D0 bob:0'd

1 (1) When the Officer is at Head-

| quarters and (ii) when the Officer

3 is on camp?

I Who keeps the date stamp?

are they distributed to subject
clerks on the same day as they

l’ -
| (b)”WhO distributes the tapals and
I
| are received?

|

Do subject clerks promptly re-
gister tapals in their personal
and periodical registers?

(c)
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(d) Has there been any undue delay in
dealing with correspondence? If
there are delays, examine a few
cases and satisfy whether they are
unavoidable and if not, note cases
of negligence calling for discipli=-
nary action. :

(e) Are arrear lists put up regularly and
checked by the Officer? Describe the
nature of arrear 1lists maintained
and the check exercised by the Oy.
“Ingpector to obviate delays and pen-
dency.

(£) What is the‘No.'pf naansered papersx
in the arrear list for the week pre-
lceding the inspectione.

»

(g) Has the Inspecting Officer given
adequate instructions to dispose
of the arrears within a reasonable

D time?

(h) Is there a list of pending currents
in ¢.F.94 maintained and scrutinised
by the head of office every month?

(1) Is there a call book and is it
usefuylly maintained?
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i)

Lt

iiiai)

14

iv)

V)
N

t

vi)

vii)

viii)

ix)

x)

)0"

M tes

(j) Are the following registers properly

kept?

Personal registerse.

Periodical Registers.

Disposal register.

Despatch register.

Stamp account (in C.F.444)

Office calendar(with special
reference to due dates of u;ggnt
and special replie®, in addition
to due dates of ordinary periodi-
cals).

Office journal

Daily Order book

Attendance register.

Casual leave registere.
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(k)

(1)

- frde =

Do the subject clerks maintaln
stock files and are they kept
up-to-date?

Have you scrutinised the disposals

for the purpose required in G.O.
No.1555 Public Service, dated 28~6-48%
Are you satisfied that the execu-

tive and judicial orders issued by

' the officer are generally correct

(m)

(n)

(o) Are the in

and justifiable?

Is the progress report on Basic
Schools sent to the Director on
prescribed dates?

Are the T.P.F. lists received from
the managements of aided elementary
schools regularly, properly checked
and submitted to the District Edu=-
cational Officers without delay?

schools submitted to the District

spection reports on elementary

Educational Officers on The prescribed dates.
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VI. RECORDS.

(a) Is the record room kept clean and pro-
tected from white ants, rats, etc.?

(b) Are the various classes of records
properly arranged and readily
available when wanted?

(as a test check, please call for
cer?aln old records before you
satisfy yourself).

4S8

(c) What system is in force for the
destructicn of records.(See Art.
530 Mo Gl AT G 326 M.F.C. and
Director's Pros. Dis.2605/28 dated

(d) When were the old records examined
and sorted out for destruction? Also
specify the periods upto whibh the
several records including old dis-
* posals were examined.

(e) Are the one s;ded papers and tags
in the unserviceable records extragled
okod~ and preserved for use?

(f) When were the unserviceable records
sold in accordance with the rules and
what was the sum realised?
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ACCOUNTS.

VII. STOCK LIST AND STATTONERY.

(a) Is the stock regularly maintained
and is the stock of stores etc.
correct according to the stock
book?

~

(b) Are all stores properly cared
for and in good order?

(c) Have the instructions issued from
time to time as regards the inspection
of stationery, account forms and
covers been duly complied with? Are
you satisfied that there was 1O
abnormal issue of paper or amny

<. wastage?

(d) Are the forms classified properly?

Ts a verifieation of the articles
& of stock and stationery made at

least once a year?

(f) Mention the name and designation
of the officer who conducted the
last verification and also the
date and result of that verifica-

ti ONe
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(g) Are unserviceable or lost articles
(furniture, books, stores etc.)
written off the account under the
\ orders of competent authority?

(h) Are the unserviceable artigles
disposed of by public auction or sale?
Specify the auction or sale con-
ducted during the yzar and the amount
realised on each occasion.

yIII. BAY ABSTRACT, TRAVELLING ALLOWANCE
) BILLS & ACQUITTANCE ROLLS.

(a) 15 bay drawn regularly and disbursed
| promptly after obtaining the neces-
N i, sary acqguittance?

(b) Are travelling allowance bills drawn
without delay and disbursed promptly?

) Is the timely refund into the treasury
5 of undisbursed pey and allowance pro-
perly watched? How is tbis watch
kept through & acguittance roll or
separate registerg? (S.R.4(c) under
7,R.32 of the Madras Treasury Code)

(d) Is the register of advances(Pay
and T.A. etc. drawn) prescribed in

¢.0,1020, Ms,.Fin, dated 15-9-45-
maintained and recoverie$ watched.
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IX.

(a)

(b)

(c)

(d)

(e)

(£)

CONTINGENT REGISTERS & BILLS.

Is the register of contingencies
meintained in the printed form?

Do the entries in the contingent
register tally with the vouchers?
Are the entries made in the register
duly attested?

Have the required heads of expendi-
ture and appropriations thereunder
been entered?

Does it appear that the entries
have been made as money is paid
away? Are the subyouchers enter-
ed in the column provided for
the purpose? (Art.104, & 105(a)
and (b) of the M.F.C.

Have the progressive totals been
struck under detailed heads and
the Memoranda of allotment, expen=
diture and balance been worked out
monthly? Have steps been taken to
obtain additional appropriatlons
or to propose surrenders wherever
necessary?

Are the vouchers not required to
be sent to the Accountant-General
duly cancelled, the cancellation
being attested by a respondible
Offlcer?

Are all payments properly vouched
for?
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g) Are the vouchers in accordance
with the rules on the subject conse-
cutively numbered in confbrmi ty
with the contingent register, con=
veniently arranged and properly
preserved?

(n) Have all the items of expendi-
ture received the sanction of the
competent authority previous to
the payment?

%% ¢

ot

(i) Is a Treasury Bills Book maintained?
(Vide Instruction 33 under T.Re16).

(j) Is the closing date of sub-treasuries
noted and are bills cashed after
that date entered in the subsequent

month's expenditure?

I (k) Is the register of Accountant-General's
i objections maintained and are these
objections promptly disposed of?

(1) Are advances made from the permanent
advance ahown 1n a separate column
in the contingent register and

. adjusted promptly on receipt of
vouchers or when the amount is re=-

E funded?



m) Are lighting etec. charges regulated
with referende to a definite scale?

| n) What is the menial$ establishment

] of the office? (Full time or part-time)

‘ Pay of each menialgand the latest sanction
for each to be specified.

S o) Have the menials been paid promptly
-~ every month?

X. CASH (RECORDS AND VERIFICATION).

A (a) Are the instructions regarding main-
5 L tenance of cash books duly observed?

B (b) Do balances of Govt. money, undis-
e bursed pay, travelling allowance,
Vi na etc. agree with the contingent
register, cash book etc.?

(c) Are fee revenues, sums realised

: by the sale of condemned stres
and other miscellaneous receipts
credited promptly into the trea-

i ' sury? Specify Fhe date of receipt

ﬁ and date of remittance in Eggﬁ;case.

(d) Wkt arrangements are made for safe
custody of puksi public moneys,
whether cash bills or cheques or
ef other valﬁable documents?

ST ————.
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X#&, CASH( RECORDS & VERIFICATIONS) Contd.

(e) Are special arrangements made when
large amounts are remitted into or
taken out from the treasury =
please see §.0.334, fin., dated
17-3-1935.

(f) How often is the balance of cash
and other valuables, such as stamps, X
verified by the head of the officed

(g) .

i) State the designation of officers
authorised to receive payment of
moneys by the public on a1l accounts.

2 Ai) Are receipts given in printed form
. and are they numbered serially in
print? '

iii) Are the counterfoils of the receipts
duly filled up and initialled Dby the
Officer issuing the receipts?

iv) Are the arrangements for the cus-
tody and issue of receipt books satis-

factory?

! (h) Are there any indications of the

| entries in the cash book having been
! checked by the head of the office?

' (The Inspecting Officer should check
! a few entries in the cash book

{ with the dates shown in the receipt
l book.,
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(1)

L)

i

(k)

(b)

(e)

Is there any case in which a chalan
in respect of an amount remitted
into the Treasury is not supported
by the counterfoil of the receipt
issued to the party? (Please com-
pare the chalan book with the
counterfoils of the receipt book?)

Do the amounts shown as remitted
into the Treasury agree with thoie of the
Treasury receipts or chalan book?

What is the permanent advance O

the office? Specify the No. and

date of the authority sanctioning the
advance,

SERVICE BOOKS "AND RECORDS>OF SERVICE .

Have the service books been Writ?en
up as events occur, carefully malin-
tained and periodically verified?

Are the entries on the first page
renewed and re-attested every five
years?

Are the thumb and finger prints
recorded in the service boocks with
the usual certificates?




\\ﬁgf

(d) Are annual statements of immovable
properly received and rileel sepa-
rately after making the necessary
entry in the form printed in the
book?

(e) Are the leave accounts maintained
up-to-date?

| (f) Has there been any case of irregu-
| lar grant of leave 2

| ¢) Is a record of service maintained

by every subordinate with entries

? brought up-to-date annually com=-

| pared with the service bock and duly
E attested by the head of office.l
1

%xII. CONVEYANCE OF OFFICER.

EAB_T_.' II °
| 1. TEACHERS' PROVIDENY FUND:

‘} (a® What is the No. of teachers eligible
“ to become subscribers to the T.P.F,

in the Range?

(b) Hoy gany have become subscribers so
fars
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(@)

(a3

(e)

()

I
(a)

(b)

Reasons for the variation between
(a) & (b)?

Is a list of authorised subscri-
bers to the T.P.F. maintained up-
to-date and the monthly deposits
watched by the Dy. Inspector with
reference to the 1list?

Does the Dy. Inspector check the
monthly deposit statements with
the acquittance roll of the school
concerned at inspection?

Has there been any delay in dealing
with P.F. correspondence? (Specify
cases of abnormal delay if any).

STATISTICS AND RETURNS:

Do the Dy. Inspector and the Junior
Deputy Inspector maintain their
pocket books and are they well
posted with up-to-date information
of the range?

Do they maintain the history sheets
of schools up=-to-date? A4re the
annual inspection reports and montlly
returns of elementary schools filed
in a readily accessible manner?
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(e)

(a)

(g)

(h)

Are there survey map and the register?

Are they maintained in order?

Do the officers review the monthly
returns promptly and with care?

Has there been any delay in sub-
mitting the report on schools?

What is the means used to record

the progress of visits during the
year? Are the visits to elementary
sghools done satisfactorily and
with proper spacing and with due
regard to the frequency and surprise
nature of visits required for in-
efficient and bad schools?

How far the reviews on the half
yearly statistics are implemented
by the Inspecting Officers in

the Range?

Are the following registers main-
tained in order?

i) Register of teachers whose T.S.L.
Cs. or T.S.Rs. are suspended or
cancelidd,
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Does he surprise the Boarding Homes
and Indian Orphanages. (Please see

Director's Pros. €.641-J1/48, dated
21-6-1948).,

ckidedo

(e) Specify the orphanages visited and
irregularities if any detected at
such visits.

Other irregularities.
k!
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A (f) No. of schools such as Sanskrit
g i i Schools, Adults' Schools, private
- i and indigenous schools etc.(other
= ) than elementary schools) visited
og 1 d ; during the preceding year.
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S| é i | SR o e SR IV. INSPECTIONS.
H { 5 . ¥
D) E (a) Has the Dy. Inspector been unduly
i liberal or lax in his grant recoumen-
i dations or in dealing with the offen<ef
. i ees committed by the teachers and managements?
e o L
o| © 1
Ll o i
vl © 1 0
W o ]
o| < :
. !
g e
i ? (b) Does he exercise properly the dis=-
L ot RS ‘ ciplinary provisions in G.0, 641,
ol @ 1 ] Edn., dated 28-4-44 against the
gl B teachers in Board and Municipal
GEn | schools. |
2 @
G % .
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e ST RO, PR R XA e i (¢) Is a confidential register showing
298202805 H )\ L EERMU N (181 ke T the character, conduct and compe-
PN DENEL - TR S e g e A A tence of secondary grade teachers
b e employed in elementary schools
under the Deputy Inspector's jurls-
diction mainteined?(This should be

\ in the f‘-w C.‘.«:I-,-T? ) (e
’ A§7,8ﬁ~7>&£J@¢“'

V. DEVELOPMENT AND PROPAGANDA.

(2) How many mimgimxkmazhexr school-less
, centres in the Range are proylded ;
& ~ with schools since the last inspection

> B

(b) How many school-less centres in the
range were visited during the year
for propaganda purposes? (Popula-
‘ ' tion groups and the No. of centres
i in each group to be given).

(i

= { (¢) In how many of such centres Were
~ l schools started before the end
‘ of the year?

[ 74

Boldimiino | g < (d) How many single teacher schools

; have been developed into multi-
teacher schools since the last
ins pection?

|
i (e) How mahy Elementary Schools are
i converted into Bas;c schools
. | since last inspection?
!

S \ \
TH)_How many centril classdg and
{E | beachers' assochation mewtings
( ] ¢ ®

0)..’
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l (f) How many central classes and teachers' M// (jig
: association meetings were held during

the preceding calendar year.in_the
inspecting officer's jurisdiction and
how many of these were attended by him/her?

L&) JT I

(g) How many Adult Literacy schools were
statted in the Range during the pre-
ceding calendar year?

LU

e ——

h) How man érent's meetings ol
O ) ool

{

] were addressed by
causes €.g. Junior Red CrossSy Health %

]

I

i

(a) the D.I (b)
the J.D,I if any during the

: roW-Iore-
weelt, tree paim planting, & preceding calendar year?

food etCe

How many attendance committee meetings

(¢

|
|
2 PO ) m | ‘)
e T J~Dayehopueyl; and-Propaganda{Conbds
oy & "y 1, P : W3
IR oot o \

Vs o 1 : ‘
A ) w many play-festivals ‘ ! were organised by
(fu):* EChHb gducational exhibitions ] (a) the D.I. (b)
| w # pefresher courses for { the J.D.I. during the
teachers I preceding calendar year?

- o e
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: @) In how many cases during khe preceding
(j} calendar year were (a) school buildlngs‘constr%cted by
; _ " villagess at thelr cost.
‘ :  H iyl | | 3 | (b) free meals supplied to poor children
} ! by local effort and at local expense
| .
| (¢) free books and slates =-do-  ~do=-
i | _ |
% N | ) | (d) other gifts made to the schools =-do=
K ¥ itk » - & ' . as a result of the inspecting officer's efforts.
4 .
VI. COMPULSORY EDUCATION.,
(a ) No., of centres in which com-
% T 2 pulsion is in force in the Range
v and. the No. of schools in each,
Pyt B ~SITOM G e, RTINS 7T ey f (b) No. of pupils who are yet to be
; ' T i i brought under instruction in the
: ; | centre,
f ) , |
» g g;‘ 1-:
| % Z
'K,LL ‘,\

|

|

!

“ | 1 (¢) Does the Deputy Inspecton{himself
‘” abreast of the progress of the

P | scheme in these centres?

> 0
‘ ‘ N
| (d) Does he keep any kind of monthly
i | progress chart in respect of enrol-
: ment in these centres? Is the pro-
| ort regarding enrolment of

gress rep
children in compulsory areas sent

monthly to the District Rducational
orficer without delay?

| (&) How often does he visit these centres?
|
‘ “
$‘ s
|
|
ik
| ?
’ j‘
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QFJSTIONMIAIRE TO BE ANSWERED BY INS PECTING (FFICERS OF THE EDUCA-
TIONAL DEPARTMENT. < M) ~
ek ek e Qéz;? '

Report on the inspection of the Office of the District

District, for the period

gducational Of f 1CEI' ovoscoocscesec-se. . s
Tnspectress Oof Girls? SChoOlS eee.cc...... Circle,
Divisional Thspector Of SchoolSe. . . . .... . . &
SR S 2y & B o T e S0 DO e R T O i .

pate of last inspection:
pate of present inppection:

“pate of visit, if any, by the
pirector of P ublic Instruction
and hisIdeputies or the pivi-
sional I.nspector of gchoolse

PART, I.

ORGANISATION.

A

1. PERSONNEL.
£ the Inspecting

(a) Name or names O
: Tcers 11 charge since e
ast lnspectlone.
Designation of Name or names of sub- 1f offge. APp- Yﬂ
poste off icers in charge gtan- roved proba- tﬁether
of the office during  tive tioner, Proba- pav. i e po st
the year under report  or tioner or temp- i ns e =
(FI‘Om. o 08 Too oo eo® ) Offg. or‘ar‘y under 9 tent! or
(a) or 31(a) rgggo-
(1) (2) _ (3) (4) (5;----2%3 .....
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(b) Names of the members of the establishment ?
8 A
» o d :‘{ "‘ § G
EEE Designation Name or names of  Subs- If offg.App- - Whether the
% ; ) .
oI ARTWA ¢ of post. incumbents of the tan- roved proba- post is
22l ac R wiis . post during the tive tioner, . Proba- Pay. permanent *
P Ly year under report. or tioner, tempo- or ‘
sl e g (From .. To,.. . Offg. rary under temporary. 1
| RS T (| ST R 9(a) or 31(a)
| 2 ( LS () (5) |
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Frequent changes, if any, in the personnel should be
examined; unnecessary and unjustifiable transfers
of clerks and peons should be commented upon.

Temporary posts should be distinctly dindi cated with

the No. and date of G.0 sanctioning the o -
2 2 oo ost 3
period for which the sanction exists. ¥ SHAGE Tt

(iii) Emergency appointments should be €Xamined. The cop- '
currence of the Madras Public Service Commi s si on LR {Q
have been secured in the case of appointments lasting

for & period of over 3 months - vide

Madras Public Service Commission guite 1o of‘th@

Re€u1ations.
Fesg iR AAs

()

’ s q?
ACCOMMODA TION
Position and accessibility to

all communities.
Adequacy and suitability.

Govt. or rented (if rented,
specify the rate of rent

and authority. If Govt.,

state whether it is a sepa-
rate buildi ng or a portion
of a main building in charge of
another Department. :

State of repair. (Specify
when the last annual reparrs

and whitewashing were carried
out)

Cleanliness- Ventilat?onT
punkahs- Supply of drlnglng
water-Sanitation: Latrines
and urinal s. ]

Are the rules regarding protec-
tion of offices and precauglons
against fire duly enforced?
(Specify the scale of fire pro-
tection appliances prescribed
for the building and the applia-
nces actually in use.)

Is the building electrified? Is
the number of lights and fans
adeguate? -
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IIT. OFFICE FURNITURE:

(a) Is the furniture purchased with
reference to the rules laid
down in Chapter VII of the M.F.
C. Vol, I. and Item 23 of
Appendix No.7 to M.F.C. Vol. II.

(b) Is 2 stock account of furniture
and all other office stores
maintained in M.F.C, Form 10
|(C.F.68(a)?

(c) Are all the articles num-
bered?

(d) Are they properly cared for

and in good condition? (The

2. Inspecting Officer should

“examine the office typewriters,
Duplicators, bicycles €tC:. and
satisfy himself about thelr
proper maintenance. The
machine cards should be care=
fully checked.)

(e) Is a verification of these
made at least once & year and?
their condition_reported upon?

(£) When and by whom was the last
verification made and with
what result?

(g) whakare the superfluous articles
noticed at the inspection and
which are available for transfer?
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""" L R T (h) what are the addl. articles
da v bezadotug w4 i /3 : needed and recommendeq for
t s 2 ) supply by the Inspecting
(2 : 0fficers? :

(i) Specify the unserviceable
artides which have to be con-

Toig ¢ U G < HEX S
fode ; e L () demned.
! 10Y, ., : - A
} A N
vy il
— 11 - (j) What are the new articles

PR IS oy (R ., e ! supplied during the inspec-

% L | tion year and have they been
brought to account in the ’
stock book? (Please verify
the contingent register,

:}JQJw?“tiw°*“T\ vorla - . . .‘ invoices and the inventory).
blue e sy : AP
¢ BRYUY LErag \¢d . T 4 '."“_' N a3 ;.J",”-". &
SHE . i ‘f; 2RO S
. ._; 3 __j | - 'L) L
- J SO Y § ey
' 011 N AR
IV. OFFICE LIBRARY:
(a)ﬁboes it contain the necessary refer-
; ence books and map s? Are they
nafdd To Mo : up-to-date? gpecify the No., of
(58T P i oo & books in the library.
gl 200 26w Moty Wd SN L5Y X ' (b) What are the new books added
: Sl DL pepl s | during the year? (Verify with
(R B YGL el i | reference to invoices).
. (c) Are the new booksadded to the
‘f library suitable?
lg
e S e
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(d) Is the librery made use of by
the inspeciing off'icers and |
teachers? (ﬂo. of 1ssues during
the year, No. of persons to wﬁom
they were issued and the nature
of books issued to be specified®)

O e

e) Is a list of library books main-
sained in C.F.6 and has the catalo-
Zue No. been entered against the
stock book No. ? ‘

R e TRl SOV (f) Are all books including the new

O e SOORNE T o . additions entered in the regisver and
T iR e B nuibered? Is-a-classified-eztategie

gl - Yef-library-books-mainvained-end-kas

= - the-seriad-Nos,-been-entered-agaast

| catalogue-Ho-g

X | (g) Is a classified catalogue of

TR D N f 4]ibrary books mainvained and

| has the serial Nos. been e nter-
ed against catalogue Nos.

(h) Is @ separate issue register
maintained for library books?

] .\ Are entries properly made to
(1) éatch the re "g_of books :

igsued?

S

|
|

e = g R e
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(j) What are the periodicals sup-
plied? quote the lo. and dale
of sanction of the Director
in each case. _ ]

(k) Is a register maintained to
watch their receipt?

(1) Is the stock account of books,
periodicals, maps, etc. in the
librar¥ verified by a person B
other Than the Librarian at
least once a year and their

' condition reported upon?

o'
S

(m) wWhen and by whoun was the last
verification made and with
what result?

(n) What are the reference books
supplied to the office and are
theﬁ maintained up-to-date
with the coirection slips

pasted?
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(o) Are the issues of the Fort
St.George Gazette carefully |
preserved? '

(p) Are the rules supplements

from the gazetie separated
and filed.l

V._OFFICE SYSTEM. :
CORRwSPONDEC A AND REGISTERS:

(aﬁ*ls there a distribution state-
ment of work approved and maln-
tained for the office?

(b) Does the Head Clerk pass the
papers of other clerks?

o
e -4

(c) uhat are the arrangements uade
for the opening of_ta?pals?
While the officer is (a)at
headquarters(b) on tour? yho
keeps the date stamp?

d) Who distributes the tappals?

(@) Are tappals ImxEhmxr distribu-
ted to subject clerks on the
same day they are receifed?



| (e) Do subject clerks promptly | (/ff\:
| register tappals in their pers 4 /
f sonal and periodical registers?

(f) Has there been any undue delay in
dealing with correspondence? If
there are delays, examine a few Ex.
cases and satisfy whether they
are unavoidable, and if not, note
cases of negligence calling for
diseiplinary action.

M
Wi Are arr 1 regu-
& arly aﬁgrc%égﬁgdp%g e 08t icer?
Describe &he nature of arredr
lists maintained and the check
_ exercised by the head of office
to obviate delays and pendancyg.

W LY

[ 48

(h) What is the No. of unanswered
papers in the arrear list for The
weok preceding inspection?

(i) Has the inspecting officer

| given adeguate instrucuvions to
- dispose of the arresrs within
| a reasonable time?

PR
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(j) Ls there a list of pending cur-
rents in C.F.94 maintained and
scrutinised by the head of
Office every month?

(k) Is there a call book? Is it
usefully maintained?

(1) Do the clerks wmaintain stock
files and are tiose files
kept up-to-date?

(m) Are the following registers
and records properly kept?

(1) Personal Registers.

B
2,
o

(ii) Periodical registers.

(iii) Disposal register.

(iv)Despatch register.

(v) Staup account(in C.F.44L)

(vi) Office calendar.

-3y



.

(vii) Annual tour programme.

Viii) Office journal.

(ix) Daily order book.

o

S

(x) Attendance register.

(x1) Casual leave register.

g
St
—

VI RECQR DS.

(a) Is the mecord room kept clean
and protected from white ants,
rats etc.?

N7
N .

(b) Are the various classes of
records properly arranged
and readily available when
wanted? (As a test check call
for certain old records before
you satisfy yourself).

~ (¢) Is a record index prepared
} annually for the office?

\ (d) What system is in force for
the destruction of records
(Please see Art. 53 H.I.C.
_hry 326 1.i.0.: D's Pros,
D1s. 0U5/<8 dated 18-6-28.)




1

(e) When were tle old records exa-
mined and sorted out Ifor des-
truction? Also specify the
periods upto which the several
records including old disposals
vere examined.

(f) Are the one sided papers,pins
and tags in the unserviceable

records extracted and preser-
ved for use?

(g) When were the unserviceable
records sold in accordance
with the rules and what wes
_the sum realised?

o KOO G L

VII. STATICNERY AND FORMS:
------ (a) (&) Have the instruction issued

| ik L | from time to time as regards the
5> I | | Inspection of stationery account,
TR e ) i forms, and covers been duly com-
s plied with?

(ii) are you satisfied vhat
there are no abnormel 1ssues of
paper or any 'wastage.‘;?

(iii) Do the entries regarding
igsue of ribbons ete. tally with
the entries in the machine card
of the typewriter?

(b) Are the forms classified properly?

(e) Are issues of forms and station-
ery prpperly posted in the re-
gisters and the initials together
with dates of persons to whon
they are issued obtained?
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(d) Is a verification ofthe station-
ery and forms made at least once
a yesr and their sumkExsm condl-
tion reported upon? ’

(e) uWhen and by whom was the last
verification made and with
what result?

(f) Is the local purchase of
stavionery, if any, authorised
Y the Dirgctor?

i
N

UNSARVICEARTR STORES:

(a) Are unserviceable or lost
articles (furniture, books,
stores etc.) written off the

account under the orders or
competent authority? (Vide

paras 140 to 142 of M.F.C.
ol

(b) Are the unserviceable articles
disposed of by public auction or
gale and receipts credited
,Pfomptly 1uto the treasury?
Specify the aucvion or sale
conducted during the year
ond the guount realised on

Vive gy ABSTRACT, TRAVELLE

10 aN0g BILLS MP
ROLLS.

Is pay drawn
bUrseg proupeLy

ACQUIITANCE

o agland dies
ularly-and =
Hftor obbLinie
1 tomeg and uie
the, necessaly 309u1LF%n;Zn% TECOT~
Sertificate of digburSei* a0 of
: e’r\ : 5 q ) ing I‘ .L"L\’.
m.%".,,(s-}hh(dﬁ G

NS OloIo
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“HULSEUE, G BN G g L (b) Are travelling allowance bills
A SBLULT v o : L drawn without delay and disbur-
sed promptly and the certificate
of disbursement recorded? ‘
‘ (S.R.4(d) under T.R.32 of MF.C.
|l V010 Io)

(¢) Are the T.A. Bills of subordinates
dealt with prompily? sxemine
the register maintained for
the purpose and note the case
of inordinate delay, if any®

Y

1) Has_ the D.E.Q. sectress of
(&) Girls' Sghg&is égngpggntrolllng
Officer properly exercised the
duties imposed on him/her by rule
7 of the T.A. Rules.(#xamine a
few T.A. Bills and note laxity
p

(e) Is the timely refund 1into the
treasury of undisbursed pay

L

and allowance properly watched?
£ fres How 1s this watch kept through
0 | e , acquittance rolls or separate
! registers? (S.R.4 (c) under

. k ~ s.R.32 of the liadras TTeasury

| Gode) .

1 (f) Is the register of advances
(N ‘ (Pay, T.A., ebc.) prescribed
T | in G.0. 1020 Ms. Finance, dated
i i 15-9-45 maintained and recover-
| ies watched?




IX. CONTINGENT R4GISTERS AND BILLO:

(a) Is the mgister of contingencies

maintained in the primted form?
Do the entries in the contingent
register tally with the vouchers?

ey S

(b)(i) Is a separate contingent bill

register maintained by the contro-

lling authority in respect of con-
“fingent bills of subordinates as

required in Rule 110 of the M.F.C.

(ii) Has there been any delay in deal-

ing with contingent bills of sub-
ordinates?

(¢) Have the required hesds of expen-

diture and appropriations there-
umtler been entered?

(d) Does it appear that the emtries
£ have been made as money is paid

away? Are the sub-vouchers en-
tered in the column provided for

the purpose? (Ar.104 and 105(a)
and (b) of the M.F.C.)

(e) Have the progressive totals

been struck under detailed heads
and the lemoranda of allotment,
expenditure and balance been WOrk=
ed out monthiy? Have steps been
taken to obtain addl. appropria-
tions or to propose surrenders
wherever necessaryt
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(f) Are the vouchers not required to
_be sent to the Accountant-General
| duly cencelled, the cancellation
. being attested by a responsible
| officer?

(8) ATe gll paymentd properly vouched
forf

(L) Are the vouchers in accordance with

Vthe rules on the subject, conseguti-
vely numbered in confirmity with

the contingent register conveniently
arranged and properly preserved?

e

(i), Have all the items of expenditure
= received the sanction of the coupe=
tent authority previous to payment?

(j) Is & treasury bills book maintained?
(Vide instruction 83under T.k16).

(k) Is the closing date of sub-treasu-
ries noted and are bills cashed

after that dete entered in the .
subjex subsequent month's expendi-

ture?

(1) Is the mgister of A.G.'Ss. ob-
jections maintained and are
these objections promptly dis-
posed of?

=
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(m)

(n)

()

(q)

¥

Are advances made from the per-
manent advance shawn in a separate
column in the confingent register
and adjusted promptly on receipt of
vouchess or when the amount is re-
funded?

Are lighting etc. charges regule-
&ted with reference to a definite
scale?

What is the menial establishment
of the office? (Full-time or part-
time). Pay of each menial and the
latest sanction for each to be
specified.

Are the menials paid prompiiy
efery month?

Are contingent bills endorsed
in favour of private partiles
Wi th reference to Art. 114 and
117 of M.F.C, vol. I.%

X. CLSH (RLCORD HVD VERLFICATION) .

(a)

(b)

Are the instructions regarding
maintenance of cash books duly '

observed?

Do balances of Govt. Money un-

di sbursed pay, travelling allowance
etc. agree with the contingent
register, cash book etc.?

Are fee revenues, sums realised
by the sale of condemned stores
and othef miscellancous receipts
credited promptly into the
treasury?



oo
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(c) Contd.
(Wilde T-.R.7(1) of M0 o Vel St
Specify date of receipt and
date of remittance in each case.

(d) (k) What arrangements are made
for safe custody of public
moneys, whether eash, bills or
cheques or of other valuable
documents?

(ii) Is there a duplicate key for

the cash chest, or iron safe and
how is it secured against misuse
by outsiders?

e

(iii) Is the whereabouts of the
duplicate key periodically verdi-
fied?

(e) d*i Public moneys not immediately
Eremitted into the treasury, kept X
_“in the custody of the head of

office at the close of business
on each day? (S.R.1 under TR
11 of M.T.C. Vol.I.)

(f) By whom are remit tapces taken to the
Treasury . Does th essenger
satisfy the conditlons.regard-
ing the length of service,
preliability and honesty?

(g) Are special arrangements made
when large amounts are remitted
into er drawn from the treasury
according to the rules laid
down in G.0.No.240, Fin., dated
17-3-194872

(h) How often is the balance of eash
and other valuables, such as
stemps, verified by the head
of the office?

(1) ( 10 State the designation of
of ficess authorised to receive
rmyment of moneys by the public
on all accounts.



¥ e

(h) ii)Are receipts given in printed
form and are they numbered
serially din print?

iii) Are the counterfoils of the
receipts duly filled up and
initialled by the officer
issuing the receipts?

iv) Are the arrangements for the
custody andissue of receilpt
books satisfactory?

e

(j) Are there any indications of the
entries in the cash book having
been checked by the head of the
office? (The Insg ecting officer
should check a few entries in the
cash book with the dates shown
in the receipt book.

(k) Is there any case in which a
chalan in respect of an amount
remitted into the treasury is

not supported by the_counter-
foil of the receipt issued to

the party? (Pl. compare the .
chalan book with the counterfoils

of the receipt book).

o 08 VT

¥4

(1) Do the amdunts shown as rgmitted
into the treasury agree with those
of the Treasury receipts or chalan

book?

(m) What is the permanent advance for
the office? specify the No. and
date of the authority sanction-
ing the advance.

- -3, stan? s S e '.:,.‘:_.'_;'.»"."3- -
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XI. SERVICE BOOKS AND RLCORUS OF ShiVICH.

(2) Have the serviee books been written up
as events occur, carefully maintained
gnd periodically verified as required
in ‘Annexure II - Part III of F.R.

(b) Are the entries on the first page
rgnewed and reattested every
five years?

44

(c) Are the thumh and finger prints
recorded in the service books
with the ususl certificates?

(d) Are annual statements of immo-
© “vable property received and
filed separately after making
the necessary entry in the
form printed in the book?

(e)Are the leave accounts main-
tained up-to-date? \

U

(f) Has theee been any case of
irregular grant of leave?

(g) Is & record of service main-
tained for every subordinate
with entries brought up-to-
date, annually compared with the
service books and duly attested by the

head of office?
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XII. TOUR DAYS ETC.

(a) How many days in the month on
an average did the D.E.0./Iss.
attend office?

(b) How many days in the month on
J>an average was the D.E.O./Iss.
on tour?

(c) Conveyance of the officer:

(A

BEA ARG S,

TRATIVE MATTERS:

(a) Has there been any irregular
appointment since the last
inspection? (Examine all cases
of appointments during the year).

t}(

(b) Has the communal rotation been
duly observed?

(¢) Has the return of temporary appoint-
ments ana promotions submitted

to the 8ervice CGommission
every month?

(d) Is a register of probationers !
in C.F.490 maintained and watched

properly?

=

G

=
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(e) Examine if the transfers and : ;&\
postings ordered by the D.E.O. /
Inspectress, during the year are

2ll made in the exigencies of
service.

v

(f) Are pension papers, incremeints,
leave and other service ques-
tions promptly dealtk with?

h
;v
7o S8

FLITG 905 40! gn ; | (g) Is the list of officers whose

TARREIRS (b | appointment vested with the
D.E.O./Inspectress, maintained ‘ ,
up-to-date? .

h) Is there a scale book of sanctioned |
establishment in respect of |
= 2DV - b e | offices and Govt. institutions
R I , ' under the control of the D.BE.O.
s N TORE, ¥ el JiT Inspectress and is it maintained
T I: ¢ R ’~‘ Y ¥ R B up-to-date?

) (i) Has the D.B.0. been visiting the
B ) S T v MO offices of the Dy. Inspectors
vl gl AR 3 between one inspection and angt her?
yot e | Has he observed how fer the d?ects
pointed out at the inspedtion of ?he
D.I's Offices have been remedied
ahd his suggestion carried out?

STk

1| (j) Has the D.E.O. personmally reviewed
i the monthly diaries of the D.I's

9l and taken prompt action against

| arrears of inspection and other

\ irregularities?

£l R = =)
e s . o AR ST
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J 7
(k) Have you scrutinised the dis- t? 7
posals for the purpose required ‘
in G.0. 1555, Public Service,
dated 28-6-48% Are you satisfied
that the executive and judi cial
orders issued by the officer
_are generally correct and justi-
fiable?

TI, CONFIUENTIAL RECORDS:

(a)sWho maintains the confidential records
Are confidential G.Ols and Prose.

I\ regularly filed and, where necessary,

action taken?

-~

S R e S IS —
e e ———— — ~

et

T

s

(b) Are the personal files pro=
K perly arranged and kept ready
‘ for easy refepence? Are

Hi }{Hdbzransfers to and from other

e e i 88

. of fices noted in an index?

=

‘ b

i (c) Does the D.E.0./Inspectress mein-
,Jk tain half yearly confidential | i
B . reports in respeat of: |
N | £) all subordinates arxwhose

H xork appointmentd vestx with
B him/her?

Sl

~

% S AorIrzfed
/ | ; , i ii) all gg:;%-dubetﬁineypd on whose
e N | work he/she is expected To report?

| i1ii) the headmasters/headmistresses

| It and graduate teachers of local board
|| gsecondary and high schools in

It 1 his/her jurisdiction?

| (d) Are the half-yearly reports submitted §
to the Divl. Inspr. of Schools/D.P.I. ,
promptly? . :

% ,.A.;'_f.‘—;sizis':ﬁ.'t?"‘;.!“ i



(e) Are adverse remarks, if any,
communic ated to the concerned
officers with reference to G.O.

1431 (Public Services) dated
17-5-49 (EreeseJ) and the date of
such communication noted in the
personal files? State the number
of cases in which subordinate
officers have been warned or

B 1 recommended for other puhisghment.
‘ as per entries in the error.
(S@hitizas)

IITI. WORKING OF TEACHERS' PROVI DENT
FUND ¢

(a) No. of subscribers at last ins-
pection.

No. of subscribers at present inspection.

(b) Are the card catalogues in order. .
o

SR

(c) Monthly Depestt’statement: Are they
received monthly? What are the steps
taken to ensure whether statements
relating to all subscribers are
received regularly every month? Are
there indications to Prove that
the statements are checked, as they are
received in the office? Are they

filed school-war)or month-war?

\~ Does the D.E.O./Inspectress check
the statements with the acqglttance
rolls in schools at inspection?

A\

(d) Are the annual statemeqts'ofv
Geposits on behalf’ of 1nu1y1uual
subscribers obtained and filed

(e) Register of Advances: Are recover-
ics watchea ana entered monthly?

(f) Register of Transfers: Are there
undue aelays?




‘ (g) Register of closure of account$:
: A A j Are entries made at every sta?e
Riimensatee O ' i.e., from the redceipt of applIca-

tion to the payment of Govt. contri-
bution as evembs occur?

N g TS
2 8% .
{

(h) Is a list of subscribers due to
retire in the next academic year

drawn up in advance and a ction taken
to wind up accounts?

.v"/.

(i) Has there been any undue delay ~
in dealing with closure of
accounts? Mention the Number

of cases pending for--

Over one year since

quitting service
Over two years i " 5
(Over three years and more ' **

 Examine apd state why the delays
have occq?ed

IV.”SLCONDARY SCHUOLS, SPuCIAL SCHOOLS
Bt T4 " AND THE éé&éﬁéﬂ. SCHEME .

Have his/her inspections and sug-
gestions been d efinite and practical?
On what occasions other than annual
inspections has the officer visited
the schools and in what connection?
Has the officer observed at such
visits how far D.P.I's Pros. had

his/her own suggestions at inspec-
tion were followed?

—r i

s .‘A‘-(A'.‘.r;._" ‘{;r:n‘ﬂt’.é“a:""”’
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(b) Does he/she write CThe T.I.Rs. prom-

ptly and whether his/her T.I.Rs. are
adequately informative? Mention
cases, if any of delay in the commu-
nication of T.I.Rs.

Does he/she maintain regularly and

in proper order the confidential
reports prescribed by the pirector in
connection with the panel of suitable
persons for appointment of headmas®--—
F?Ts/headmistresses in Local Board
High Schools? How far are they
xinformative?

g

(d) Has he/she been liberal in the

grant of exemptions tO unquali-
fied teachers? If so, quote

. ref. Nos. and dates of such

~ cases.

Is a register showing the names
of schools admitted tO aid from

. time to time maintained and the
L receipt of finencial statements
on the due dates watched and

care taken €O submit them toO the
Director in the order of receipt?

(f) Are applications for advance

R i
i s

grants promptly attended to
Irrespective of the receipts
of financial statements.
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Dis 4067/45, dated 27-11=45), 1




(e) Are the irrBcoverable stipends
written off by the D.E.0. /Inspect-
ress in order and in acordance with the
rules?

(f) Is action taken promptly on irregularities
found in the administration of the
training school? State the number
of cases in which such action was
taken during the inspection year.

VI. ELEMENTARY EDUCATION:

(a) Report m schools: (&) Has proper
watch been kept over the timely
receipt of annual inspection
reports?

“(ii) Are the reports reviewed in
Gimes?

(iii) By whom the reviews are put up?

(iv) Has proper watch been kept over
..the timely receipt of re@urn of visits
“to elementary schools. Are the re-

turns per nd checked by the 2
i _berused a 92 E»&‘ ok
e HRe A ﬂmi}ruxzﬁdn&ﬁ/ﬁo 2“4:

1A . b\»?)—‘ﬁc""(‘ ?

\

(b) Distri&ﬁpution of Teaching grants: .
U

(i) Are the combined lists of Ele=
mentary schools for the several
changes received corrected promp-
tly and scrutinised for their com-

leteness, accuramcy and up=to-
dateness?

(ii) Are payments made in time every
month in accordance with the prog-
rameie laid xm down in G.0.No.2887,
7Enn., dated 16-11-487

SN
=
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(iii) Are the dieries of D.I's reviewed
promptly to ensure that annual ins-
pections are not in arrears and
sanction of final instalments of
grants is not delayed?

(iv) What is the No. of cases i which
payment could not be made within the
year?

(v)-Pid you examine the list of arreat
grants sanctioned by the D.E.0.? Are
you satisfied whether the belated
pay were unavoidable? (Please
see D.P.I's Pros. RcC. 1625-B2/47 ,
dated 4-6-1947,)

(c) AUDIT REPORT: (i) How many object-
Tons were received in audit?

(ii) How many of them are vglid?

(iii) How many of them are due to neg-

. ligience and laxity O the part
of the inspecting officers.

(iv) What steps have been taken to

ensure against the recurrence Of
similar irregularltles?



(v) Whether the audit reports relating
to teaching grants to Aided Ele-
Schools have been answered without
delay. If not, the steps taken to
ensure proptness in replyihg audit
objections and whether the reasons
for the delay during the year under
inspection are satisfactory (vide
D's Pros. Rc.No.3524-B2/48 dated
25=-11=48).

(d) Are the following registers main-
tained in order?

Ny
"{i) Teaching grant register.

(ii) RegisteB of equipment grants.

(iii) Register of Building grantse.

o

(iv) Combined list of recognised and
aided schools (State when 1%t
was printed and whether the
transfers of management and
transfers of locality have been
posted up-to-date and when
sanctions are issued.)

(v) Is a 1list of school-lessS centres
maintained?

(vi) Register of untrained teachers
: exempted under the rules for
recognition.

(vii) Register of transfer of manage-
ments.

~=31--
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(viii) Register of T.S .L.C$. and
Teachers! Service Registers sus-
pended or cancelled.

(ix) A registerof the half-yearly
statistics indicating progress
since 1937.

(x) Map indicating the location of
Basic Training Schools and basic

V2 schools (See Director's Pros.
Rc.658-19/48, dated 23-11-48 )

(e) Scheme of compulsione.

(i) Have progress reports been called

\

for periodically and the working

1. of the scheme in the different=®

=

- centres watched?

(ii) Does the D.E.0. visit the centres
pericdically to gain first hand
knowledge of the scheme at work
in the area? How many attendance

4 committee meetings did he visit i
during the preceding calendar year:t

(1ii) Is the receipt of the default-
ers!' lists for every quarter from
every centre carefully watched and

(iv) Is timely action being taken on
the defaulters' lists? (Please see
¢.0., 2216, Edn., dated 16-10-47)

steps taken to obtain them in tikhe?
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(g) How many Boarding Homes and
Indian Orphanages were visited
by surprise with reference to the
Director8s Pros. C.641-J/48,
dated 21-6-19487%

VII. STATISTICS:
(a) How afar the Birector's review
on the annual report on Mass Edu-
cation in_she—Hdueabion is imple-
mented?

(b) Are the statistics prescribed in

. __ Director's Pros. No.408-F/48, dated

' 29-6-48 and 23-7-1948 maintained
up=to-date? '

- (¢) How far has the D.E.O. /IBS.

scrutinised the statistical returns
- received from time to time from
D.I's and from schools and used
\. them to furnish information promp-
~ tly to the D.P.l. without further
collection of figures.

VIII. List_of approved text bocks.

PART. ITI.
I. GENERAL CONDITION.
II. PREVIOUS INSPECTION REPORT - How
far the defects pointed out in
the previous inspection report
have be en rectified?
==00000= ==



QUESTIONNAIRE TO BE ANSWERED BY INSPECTING OFFICERS OF THE

EDUCATIONAL DEPARTMENT.
ks kok

PLAVRET A ¢

e}

Report on the inspection of the Office attached to the Government

-....................l........l'.."-.........'..' School’

...................' for the period ending ...OC.OQOOII‘I....’.

Dateg of last inspection:

Date of present inspection &

Ny ORGANISAT ION

b/

(a) Name of names of the Superintendent/Headmasten/ Headmistress incharge
since the last inspection. |

Name or names of Subs- If officiating, Whether
officers in charge  tantive approved proba=- the
of the office during or tioner, proba=- post is
Desig- the year under report offi- tionef or tem- Pay. perma-
nation of ciating. porary under nent
post. (ELOm | sleleleletolslctaite Rule 9(a) or or tem-

i an s AP ad) 31 (a). porary.

_-.—-—----—-——------—-—-—--————-——-——--—-—_--——_--
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A b ‘l 7o (b) Names of the members of the establishment. kf?l
) “ \/ ,f; _ Name or names of Subs- If offg., Appd. -ﬁﬂégﬂé;--—
5 ‘ L ¥ v y . incumbents of the tan-  probationer or the post
: I ’ Desig- post during the year téve probationer,or is per-
” aFg | nation of under report. or temporaey under Pay, manent or
AV‘- e i post. offge Rule ¢ (a) or temporary,
1 B s et naraT  adtiiod Badosdte aniES oy Rpo anidoo: B gl -4 ¢ ‘ Sl(a)
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! (i) Column should include only the cleri ' in-
! ferior establishment, cal and the in
| (ii) Frequent changes, &f any, in the personnel should be exami-
ned, unnecessary and unjustifiable transfers of clerks
and peons should be commented upon,
(iii)Temporary posts should be distinetly indicated with the
% No. and date of sanction and the | for whi
j itler g ey period for which the
i (iv) Emergency appointments should be examined. The timely ;
B concurrence of the Madras Public Service Commis sion should
| have been secured in the case of clerical appointments
i lasting for a period of over 3 months - Vide Rule 19 of
3 Madras Public Service Commission Regulations,
il




_h R R B AR e L ek ST II, WFFICE ACCOMMODATION:

| LB qg,:, ,-_ iﬂTﬂ ffui. Al o alaac i : B (2) Position in relation to class L k&)}
RIS S ronem BT dohay vesworned | e | . e 2 b rooms and supervision by the 2
st b & ) (15191 19 oode : %0 rciten M head of the institution.

(b) Adequacy and suitability.

; b (c) Government or rented (if ren-
ted, specify the rate of rent
and authority).

(d) state of repairs(Specify when
the last annual repairs were car-
ried out).

(¢) Cleanliness - ventilation.

'} (f) Are the rules regarding protec-
: tion of offices and precautions
against fire duly enforced?
(Specify the scale of fire pro-
tection appligances prescribed
| for the building and the appliases$
j . Pkces actually in use). I
) b Lo lae "o 4 Lt o) tﬁk4$4%

| :
' | ‘ ! III. OFFICE FURNITURE:

/ e (a) Is the furniture purchased with

B i reference to the rules laid

} [ _down in Chapter VII of the M.F. -
| i C. Vol. 1 and Item 23 of Appen-

; dix No.7 to M,F. C. Vol. II?

“; (b) Is a stock account of furniture
and all other office stores main-
| tained in M.F.C., Form 10 (C.F.

. Ay S e e e e e o o o o J "‘i\‘ 68(3_) ?

pre all the articles numbered?

LGBIrS e “":“".'lJ et 38 I'"l] (C)

. 10111 s o od bluads eHOsc bre | : ney properly cared for and
(d) Are godycondition? (The Inspec=~
grooMsT{EEE) ] | in & officer should examine
=B BB . SRS i yriters Cyclostyle machine
T ) i Type S5 satisfy himself about
' Yy g etCe & . oer maintenance, The
rd should be care-

: ,...' : T‘ (L & macij}nghecked) o

. f these made
(e)TIs i vgi once atzgaipgﬁg their
at ea epor
s on i
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(f) When and by whom was the last veri-
fication made and with what result. A S

(g) What are the superfluous arti-
cles noticed at the inspec-
tion and which are available
for transfer?

(h) What are the aditional arti-
cles needed and recommended
for supply by the inppecting
ofifticer?

J

(i) Specify the unserviceable
articles which have to be
condemned .

(&) What are the new articles
supplied during the inspec-
tion year and have they been
brought to account in the
stock book? (please verify
the contingent register, in-
voices and the inventory)

"1y, OFFICE LIBRARY:

oes it contain the necessary
(8 Beference books, syllabuses
and maps? Specify the No.
of books in the library. Are
they up-to-date?

t are the new books added
) gﬁ?ing the year? (Verify with
reference to invoices).

(¢) Is a list of library books
maintained in C.F.6 and has the
catalogue No., been entered against

the stoek book Noe
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(d) [re all books including the new
additions entered in the regis-
ter and numbered?

(e) Is a classified catalogue of
library books maintained and
has the serial No., been en-
tered against the catalogue
No.

(f) Is a separate issue register
maintained for library books?

(2) Are entries properly made to
f, watch the return of books
v issued?

(n) What are the periﬁdicgig sup-
lied? ote the No. :
gate onganction of the Director
in each case.

k\
L p—a
&

(i) Is a register maintained to
watch their receipt?

) Is the stock account of books,
2 periodicals, maps, etc, in the
library verified by a person

Y other than the librarian at-

their
least once a year and
condition reported upon?

(k) When and by thom was.thetiast
verification made and Wi
what result$

(1) What are the reference books
supplied to the office and
are they maintained up-to-
date with the correction slips
pasted?

(m) Are the issues of the Fort
St, George Gazette careful-

1y preserved?

i
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A od Lin 5%y (B) lig (n) ale rules supplements separated
orld oF Bo~xoyo euotFEhba f and filed in cases where the Fort
e & 8 3 1 S5t. George Gazette are supplied?
1
V. LABORATORY:
0 BHNoLsTan B Yt ‘ 11 (In the case of training
\ T Aty e i i ' i schools without secondary sections
LA e < i 1l the remarls in this section should
O8O Lo an | il eisiaagan v SN 2811 i be with reference to the school |,
=5 398 JEOLs2s howo] Iuseum and stock of maps and other
Y, teaching appliances). ,
(2) Are the apparatus, instruments,
N L ; machinery and chemicals purchased
oad o ONe2l eisvgges g eI () with reference to the rules laid
PPN VIBTALL Yo% boaksdeta down in Chapter VII of the M.F.C
Vol.I and Item 4 of Appendix No.7 -
2 to Manco VOl. II?
C DR [ oe e o L : ol I .
St “_ v 8 S | T (=) i :
£200. TO Nl =38 by: dodew 2 W
‘hotast ‘ .
(b) Are stock accounts of apparatus,
i ' 1nstrumentsz machinery and chemi-
T 2laothg, ) cals maintained in the prescribed
T D ) L \ registers for consumable and non-
SOVOSTL BHY g consumable stores?
I‘A
‘g'.\fc) Are the stocks verified by a per=-
} 1 Son other than the one in charge
| AT of the laboratory atleast once a
ol T ORER SR E e e year and their condition reported
L SHgeron AR ESa g p oy () upon?
~' AR T TR R S
i WMVBY %
. { ;’. .“‘hH r'.Od 0o ga - 0 /
| g h:'\;-’)..,‘r) r,t-.‘{:‘; *?:u?;’ 212 6 A S
| ~I8 ugpgeid BefyliBotborygy t0) K
‘J.ﬁﬁ‘u;“*‘&_‘ DIU*.Y~£:‘~ | | a) Are “the machines and instruments
b el -1 Syt B €11 N . “Preserved with care?
i el ¢ LO’J"rc; ate SHO dR oo
‘5 (‘:D.I ot 230
f fesl oft opw ety Are the expendidble stores, such
‘ [ iw Pty 9§N{W ¥ by as chemicals, s irits, etc. pro-
i aoLln tected from misuse?
trluegs
SR ;:;;T:‘?EL‘gf When and by whom was the last
ATl i L0 Verification made and with what
.f =0v =00 DONIsInt nm result? .
i 2qtle mo0ithorcs orf
-
L
Are fines for breakages or loss
promptly collected and credited
into the treasury?
¢ .,x':" S, agr [
- | 'xr o ) £ X & y h
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SPINNING AND

WEAVING EQUIPMENT: ~ Z

(a) Is the stock regularly maintain- : /’)53
talned and is the stock of stores
correct according to stock book?

(b) Are all articles properly cared | P

for and in good order?

(c) Have the instructions issued |
from time to time with respect to |
accounting been duly complied ‘

with? ! |
\-Ar |
% E

(d) Are all the stores classified .
properly? v

(e) Is a verification of the stores p
made at least once a term? By
whom?

V‘V.
(f)Are all articles kept in good
repair? |

(g) Are all unserviceable stores
disposed’with proper senction? ,
How? £

Is the cost of lost artides
been written off under proper
sanction or recovered from
person responsible?

(h)

AGRICULTURE AND SANITATION EQUIPMENT:

(a) Is the stock regularly maintain- i Y
ed and is the stock of stores &
correct according to stock book?

articles properly cared £

il
(b) Ang ks in good order? |

for and



T Tt

-r‘.v._ o
e=Se=

x VA \ OHIVIT (e) Are all articles properly classi-
i LR fied?
=32 BV A X ASL LIRS {L, fe Bt =T (a)
(d) Have the instructions issued
from time to time with respect
bR St ] 4 to accounting been duly complied
v T L eololdye [fn s with?
ld, HIBDTD bBOon b Brig o -\: A
'1 b 2.
|
‘ T S (e) Is a verification of the stores
ol deassse nEr LoUTdant o . _ made at least once a term? By
99629 ditu ety col %17 ovst (o) whom?
dEsay S N H98d ‘avp
LY :
s Pay (f) Are articles kept in good repair?
R O '\r’,\‘s‘!v()‘)l.a \t)--r-k
'.., A 9Th (h)
G L (g) Are unserviceable articles d
IR BG4 SRR (o written off under proper sanction
ErP R e 099 or recovered from persons res-
Aol ponsibleg
‘ '“~l-:,,f' ,L
BO03 00F Hea b
us P r
O TO SR Bt OFFICE SYSTEM,
yofrifge  oor _.- TS n A
S 2 [ 7 S (4] A
i C ML VI. CORRESPONDENCE AND REGISTERS:
' 'E"‘\;‘v(\;;‘; (‘3) What are the arrangements made
for the opening of tappals?
Who keeps the date stamp?
5o il SO0
IR |
' Trodey R LI gap g (b) Who distributes the tappals?
TRlOa gy L e Are tappals distributed to sub-
b=l jeet clerks on the same day
they are received?
\ | (e) Do subject clerks promptly
L . register‘tappgls in their per-
i 1 sonal and periodical registers?
r e ; y undue delay
(d) Has there been &% .. .pondence?
£ ¢ in dealing With cor Ieyamine a
If there are delaysy =
fev cases and satigfy whether
. of negligence calling for
ses O
the Ca Tl : NPy



—_n 4 3 3
> f_—- e ke 5 3 U e »

=00 o
0
- ed e

(d) calling for disciplinary action

if any. £X @

(e) Are arresr lists put up regu-
larly ang checked by the Head-
aster? Descri e the nature of
arreaf lists maintained and the
check exercised by the head of

office to obviate delays and
pendancy,

(£). What is the number of undisposed
‘0aPers in the arrear lists for
the week Preceding inspection?

l_~
(®)

(g) Has the Inspectitefy Orficer given
adequate instructions to dispose

of the arrears within a reason-
able time?

(e

(n) Is there a listof pending currewls
ea¥s in C.F. 94 maintained and

scrutinised by the head of office
every month®

.y Is there a call book? Is it
(12 gefully maintained?

e the following registers
(J) ﬁr properly kept:--

Personal registers.

(3)

f55§ | ’ periodiCal fegisters.
(13

Disposal registerg.

[ ol ooy op e mafee s e fgn o ? iy . ‘iii)

h registerg.
pespate
(iV)

ccount (in C.F.444),
gtamp 2
(v)



> o et we 1
\, ) %
anlJo st latosih Sk Ly (vii) Attendance register for . ) i
C r i \ g : ’,1 i
% T : staff and establishment. g g |
1 I
A —ir9 T Ty (viii)Casual leave register.
| =DM 9n 1Dt D) - 3
i 20 SLUTH S tronad Mo
‘1 =« - e 5 . I‘, ) " '!-:3‘,5
Yo hpe X 18911 (ix)File of bonds executed by
bris s ' *velip students (In the case of « |
e training schools.) : ”
e Y O i
() History of former students. ?
' 5y ” dreere o .
J : i OF o (:{‘ ; t." vf{/ ?
‘ L 90 Ehone g;ﬁ“‘;' (xi) File of D.P,I's Proceedings. |
? .
‘]I‘ {5y | Tant
P \.‘J\' 2 2 X ’\
¥ 9: th o M iSamant - (xii) Scale book of sanctioned .
N LG W dane . oid REH (%) ostablishment for the insti- |
i 08 Wl v f\‘l. 7-"1’“;5-33;\.—; 5 tution. ;
i Al ] o f
| Jsbi g N rieat
J 8 :
, v : |
\ (k> Do the clerks maintain stock ‘
A\ files and are those files kept
=frecrre up-to-date?
i ":f".f_ - &0 pa"" T ] A, ‘
L y an 'J,\f o on \ D :“ ’}I ( ry
ST E R (1) Do the fee concessions, scho= |
e O 1arships and endowments grant- |
1ovy od satisfy the conditions of #
the awards and are acknowledge- |
bt o ments taken and entries made {
s Ll .  in the appropriate registers? |
3 { f T 3 Ser i
by e ot BT |
(m) Are the confidential records L
' 2 kDS T ek maintained properly? |
._.:",f F% i .}‘<-:’) Pl 5
A0 ST TR i
‘ gy o .‘;')‘.T. ¢
i P & ‘ Soy e e
AN VI, RECORDS.
; 299 Lnn bR (a) Is the recordg room kept
~I9T (ki) clean and protected from white
ants, rats, etce
TR i : FEY
(b) Are the various classes of records
properly arranged and readily
o8 X il 5 {vi) available when wanted? (As a
test check,,ao%nalmg'call for
records and satisfy).
@ g y (1)
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(¢) What system is in force for the
destruction of records? Please
s ARl X | see Art., 53, M.I.C., Art. 326
[ET0S el G s S ELY i M.F.C., Director's Pros. Dis.
o 2605/28, dated 18-6-28 etc,

(d) When were the old records
examined and sorted out for des-
truction?®?

i

| (e) Upto what period# the several
i records ineluding old disposals
iy were examined?

4 ’ |
; (f) Are the one sided papers and . |
A tags in the unserviceable , {
” records extracted and preserved
for use?

(g) When were the unserviceable w
records sold in accordance with E

,  the rules and what was the sum
= realised?

>

VIII. STATIONERY AND FORMS:

(a) Have the instbuetions issued
from time to time as regards
the inspection of stationery

W accounts, forms and covers
been duly complied with?

(b) Are the forms classified
properly?

|
Yoty 1Uqﬁ€:“;fa {nr) o B (c) Are issues of forms and station- |
ks ery properly posted in the re- |
gisters and the initials together |
with dates of persons to whom ;
they are issued obtained?

Tl

(d)(l) Is @& Verification of th ‘”??ﬁWwfﬁmh
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(2) Is a verification of forms
made atleast once a year and the
condition reported upon?

(e) When and by whom was the last veri-
fication made and with what resulit?

(f) Is the local purchase of station-
ery, if any, authorised by the
Director?

UNSERVICEABLE OR LOST ARTICLES:

(a) Yire unserviceable or lost arti-
clea(furniture, books, stores
etc.) written off the asccount
under the orders of the compe=-
tent authority?(Vide Paras
140 to 142 of M,F.C. Vol, I.)

(b) Are the unserviceable articles
\disposed of by public auction
“or sale and receipts credited

promptly into the t2easury?
(Specify the auction or sale
during the year and the amount
realised therefrom)

IX. STOCK ACCOUNT OF RAW MATERIALS
. AND EXPENDIBLE STORES FOR CRAFT
“WORK:

(a) Is there a ledger for each kind of
article shewing receipts, issues
and balances?

(b) I8 there 5 day book of receipts
anC lssues for the raw materials

such as cotton . stocked for
the yeare? B e.o v

t s
(e) igdtggrieggkaregularly maintained

S ¢cording to the ook
ba ‘

»

raw Materials Properyy,

(d) Are the g from avoidable Wastageo

preserve




0 ke
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(e) Are the rules regarding the pur-
chase, periodical inspection,
and the disposal of stores in
Chapter VII of the M.F.C. duly
observed?

X. PAY ABSTRACT, TRAVELLING ALLOWANCE
BILLS AND ACQUITTANCE ROLLS:

(a) Is pay drawn regularly and dis=-
bursed promptly after obmining
the necessary acquittance and
the certificate of disbursement
recorded? (S.R.4(d) under T.R
32 of M.R.C. Vol.I.) .

(b) Are Travelling allowance bllls
drawn without delay and dis=
bursed promptly and the certi-
ficate of disbursement recorded?
(8.R.4(d) under T.R.32 of M.T.C.
Vol.I).

@

(¢) Is the timely refund into the
treasury of undisbursed pay and

allowance properly watched?
How is this watch kept through

acquittance roll¢ or separate

registerd?
(S.R.4(c) Under T.Re 32 of the

MeToCo)o

(d) Is the register of advances
(pay, travelling allowance
etc.5 prescribed in G.O, 1620
Ms, Finance, dated 15-9-45
maintained and recoveries watched?

s

(e) Are stipends drawn every month
and promptly disbursed?
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(f) Are the certificates of general
education, physical fitness,
Property ang character ang con=-
duct properly ang carefully
Scrutiniseqd with reference to
MOE.R. and PI'OS. Of the D.P.I.
before the admission of candidates
and before Tecommending stipends?

(g) ATe the monthily attendance ang
p?rlgds of absence of the stipen-
diarieg carefully scrutinised
before drawing the stipend bills?

e 1
N/

XI. CONTINGENT REGISTERS AND BILLS:

(29 Is the Tegister of contingen-
cles maintained in the printed
fOrm? Do the entries in the
eoltingent register tally with
the vouchers? Are the entries
made in the register duly at-
testeq?

(b) Eave the Tequired heads of ex=
penditure ang appropriations
thereunder peen entered? !

( Does it appear that the entries
have been made as money ig paid
awvay? Are the sub=-vouchers en-
tered in the column provided for
the purpose? (Art. 104 g 105
(a) and (b) of the M.F.C,) \

) Hage the progressive totals

worked oyt monthly? Have steps
beéen taken to o btain additional
aPPropriations or to propose sur-
renders wherever necessary?

) pre the voycheps not required
b
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(e) Are the e vouchers not required
to be sent tothe Accountant-
General duly cancelled, the can-
cellation being attested by a
respondible officer? f

(f) Are all payments properly .,
vouched for?

(g) Are the vouchers in accordance
with the rules on the subject,
consecutively numbered in con-

Vo formity with the contingent
register, conveniently arranged
and properly preserved.

L

(h) Have all the items of expendi-
ture received the sanction of
the competent authority pre=

.  vbus to payment?

v

i) Is a Treasury Bills Book main-
(5 tained(Vide instructions 33

under T.R.16) v

:) Is the closing date of sub-
i treasuries noted and are bimlg
cashed after that date ?ntere
in the subsequent month's ex=
penditure?

¥

(k) Is the mim register of AiGhs
objections maintained and are
these objections promptly dis-

posed of? o

(1) Are advances made from the
Permanent advance shown in a
separate column in the contin-
gent register and adjusted prom-
ptly on receipt of vouchers or
when the amount is refunded?

e s o 2 _u o

4
v
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F
i
|

_:'ﬂﬁf_ﬂf_ ‘8 (m) Are lighting etc., charges regulated
i Rk iy, with reference to a definite scale?
e j / i 7

S 1.

(n) What is the menialx establishment

asmyet [le g a4y of tThe institution(Full-time, part-
YI0T Barloroy time to be specified?). Pay of

each menial and the latest sanction

for each should be given.

i Vv

(0) Are the menials paid promptly
QT4 . (3) i every month? 3

Y-
\"‘1/

B3 Faaq ' (p) Are contingent bills endorsed
TOQOTY fyrn l for payment in favour of private
f parties with reference to Arts.
114 and 117 M.F.C. Vol.l. v

1
[ “
&

XII. CASH (RECORD AND VERIFICATION).

maintenance of cash books duly
observed? Vide D's Pros. Dis.
5778/22, dated 26-9-22. Are
the pOS%ings neat and free from
unkattested erasures and over=
writings?

l
] (a) Are the instructions regarding
‘ &

1

Py ey e b LBl | t money
. el (f | b) Do balances of Governmen :
OLALD m i ' e undisbursed pay, travelling
2] ,"} :‘7 | allowarlce etc. agree With the

S ok ‘ contingent register, cash book,
Ja .t Be r«*,: ete?

| (c) Are fee revenues, sums Teallsed
j by the sale of condemned stores |
! and dther miscellaneous Treceipts J
| credited promptly into the
1 treasury? Vide T.R., 7(1) in M,T,C,
! \ VOlolo




e

Tl

(d) (i)What arrangements are made
for safe custody of public
moneys, whether cash bills
or cheques or of othbkr
valuable documents?

(ii) Is there a duplicate kem
key for the cash chest or iron
safe and how is it secured
against misuse by outsiders?

ii) Is the whereabouts of the
duplicate key periodically 3
verified? Vigr,

[E

(

(e) Has the officer authorised to
receive public moneys furnished

securityzv 7 v

(f) Are public moneys not imme=
\ diately remitted into the
= treasury, kept in the custody
of the head of office at the
¢lose of business on each day? .
S-R.I..under T.R. 11 of MOT' Co
Vfisjles T1Ex

54 .

(g) By whom are remittances taken
to the treasury? Does the
messenger satisfy the condi- °
tions regarding length of ser-
vice, reliability and honesty?

)

(h) Are special arrangements made
when large amounts are remit-
ted into or drawn from the
tre asury according to the v
rules laid down in G.0. No.
246, Fin., dated 17-3-48?
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(i) How often is the balance of cash
and other valuables, such as
stamps, verified by the head of
the office?

’ Bk s (j) Is the memoranda of cash verification
)3 duly furnished as required under
sub-rule 2(a) under T,R. 11 of
the Madras Treasury Code?

_authorised to receive payments
wof moneys by the public on

v { all accounts.

A

- A : f"’ |
AL J : B &
- : VB 5 (kg(i) State the designation of officers

(i) Are receipts given in prin-
ted form and are they number-
ed serially in print?

‘/.

s (131) Are the counterfoils of the
L = “receipts duly filled up and
=T {‘ initialled by the officer

i

|

issuing the receipts?

|  (iv) Are the arrangements for the
| __ custody and issue of receipt
" books satisfactory? o

AEDINGS G | it g na e e fl (1) Are there any indications of
: e il ke Sl S ol | the entries in the cash book
NS A S 5 having been checked by the
A g DL OTET head of the office? (The Ins-
pecting Officer should check
s few entries in the Cash book
with the dates shown in the
receipt boolk). v

¢y ; LR b \ (m) Is there any case in which a
BeR il  fhn LB Sy g chalan in respect of an amount
¢ s ) remitted into the Treasury, is )
R not supported by the counter-
4| foil of the receipt issued to
the party?( Please compare the
chalan book with the counter- ;

foils of the receipt book,
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(n)

(o)

(p)

Do the amounts shown as remitted
into the' Treasury agree with
those of the Treasury receipts
or chalan book?

Are the particulars of the refunds
of revenue recorded against the
original entry of the receipt

in the departmental accounts?

Are the monthly D.C.B. State=

»ments correctly prepared and

(a)

55—

submitted on due dates?

What is the permanent advance for the
school, hostel ete. ? State the

No, and date of the authority
sanctioning the advances.

\

XIII. SERVICE BOOKS, SERVICE ROLLS

(a)

(b)

(e)

AND RECORDS OF SERVICE.

Have the service books been
written up as events occur,
carefully maintained and perio-
dically verified as required in
Annexure II - Part III of the
F.R.

Are the entries on the first
Bage renewed and reattested
every five years?

|

| -~

e the_thumé and finger pp
ﬁgcorded in the service bgoégts
with the usual certificategs

@
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(d) Are annual statements of im- N
movable property received and \éﬁ%@'
filed separately after making Kw,;

the necessary entry in the
form printed in the book?

(e) Are the leave accounts main-
tained up-to=-date?

(f) Has there been any case of
irregular grant of leave?

(g) Is a record of service main-
.. tained by every subordinate
~ with entries brought up-to-
date, annually compared with
the service books and duly
attested by the head of officg?

(H) Is a register of probationers
C.,F, 490 maintained and watched

properly?

XIV. BONDS EXECUTED BY STIPENDIARIES:

(1) Have agreementg been executed by

"\__all the stipendiaries? (125 (i)
Ruute | ME.RJ). Fo

7
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(1i) Are the bonds duly preserved
and kept in safe custody?

(iki) Are the old and unserviceable
bonds duly cancelled and re-
turned to ex-students?

(iv) Is the register of Bonds pres-
cribed in Director's Proceedings
Re.No,11402-E/46, dated 27-5-47
maintained and verified whenever
there is a change of personnel

- of the Head of institution?

PART, II, HOSTEL,

(a) Is there a hestel attached to the
= school?

(b) Is it in a rented or Govt.
building? State rent if in a
private building.

(¢) What is the rate of rent le-
vied on the boarders?

(d) Has the Dy, Warden or Warden been
provided with quarters attached
to the hostel? Does he/she take
his/her residence there?

(e) Are the rules framed for the
administration of the hostel
duly enforced?

(f) Are the tutorial supervision,
food, sanitation, etec., in the
hostel satisfactory?
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(g)

(h)

(1)

I

el o [Ty

Are the furniture and utensils 5 17 7\
carefully looked after? { 6(?

o=
Is ® inventory of all furniture
and equipment maintained?

Are they properly cared for

and in good order?

(3)

(k)

(1)

(@)

(2)

(3)

(4)

Is a verification of these
made at least once a year and
their conditions reported upon?

When and by whom was the last
¥erfirxverification made and
with what result?

Are the following recgrds.and
registers properly mainteined?

Admission Register.

Attendance register of

boarders,

Register of leave granted.

Counterfoil receipt books.
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(5) Stock account of receipt books

(6) Cash Book

(7) Pass Book

\

(85’Cheque books

(9) RimxRaint
Paid vouchers,

!

(10) Acquittance register of
menials, -

(11) Register of daily pur-
chases

(42) Purchase and issue register

(18) Monthly charges calcula-

tion register.

(14) Individual ledger of boarders.

(15) Caution Deposit register,

e —
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(16) Guest register.

PART SRS

-GARDEN .

(a) Is there a garden attached to
the institution? Specify
total area and area of part
cultivated by students.

(b) What is the ¥ield from the
garden by sale of usufructs
and grass?

(e) Are the rules regarding the
sale of usufructs etec. duly
o bserved?

—

(d) Are accounts maintained sepa-
rately for the expenditure aw
and income from the produce of
the garden cultivated by the
students? Who maintains these
accounts? State the expendi-
ture and income for the pre-

vious financial year,

PART TV,
QUAST PUBLIC FUNDS:

(a) What are the Quasi public funds
Maintgineq in the institution?

(b) Is there
every funq 233110 account for

’E;neithdged? Where ig the
amine the pasg p _
specify the balancggki and
account on the date op’,Sach
pection. ins-
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(c) Whether the levy of special
fees (and deposits in the
case of training schools)
is in accordance with the scale
prescribed by the Director
of Public Instruction?

(d) Is there a co-operative stores
for books, stationery etc.
attached %o the school and
is it administered properly?
Do the entire profits go to
the student members?

1w

(e) Are rules framed for the main-
tenance & these acconnts?
Are all items of expenditure
incurred with reference to
these rules?

(f) TIs a stock book of games equip-
ment maintained and unserviceable
articles disposed of according
to the rules and sale proceeds
credited to the games account$

:'l

rules aaid down in
(&) %fg,;hgf the M.T.C. Vgl.I. for
the collection, administration
and maintenance of quasi-public
accounts strictly observed?

PART. V.

(a) CGeneral conditions
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'PART. V. (CONTD.)

(b) Previous inspection report-
Have the defects pointed out
in the previous inspection
report been rectified.

sk kR
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‘ QUESTIONNAIRE TO BE ANSWERED BY THE PRINCIPALS OF ‘GOVERNMENT
w COLLEGES UNDER EDUCATION DEPARTMUNT
: , , ) kR
vismit afT .bBentmexs sd bigode sinsminfoges YWihh
a2 nolz2im 0D er Firra 9§ -’»PART:..;(I.-" a1 0 8sne T 3109
v 1 ' TR tantownl ) L .:' ~ ¥ ’}. (hae ‘,.1."? r ’_'_;: Q
- .Report- on the inspection of the ::off‘;l,c.e_ of, t,.’?;! utsl fapereesee. . . Al
’ 2 ]; Lpes : £ 5 '7 tfryoy P o 4“ ~F _:,.'.‘ o ,.. . ¥ :.l‘_,. E ‘)I
o dhane s oot e e e sie MLCTAUHCNpeCH bd hending S SENSE . |
i
\
Date of last inspection, - i
Date of present inspection. i
| ORGANISATION. ‘
I. PERSONNEL, \
(a) Name or names of the Principals in charge of the college
since last inspection ¢
Neme or names of the 77T "“\..‘*
Principalj-in-charge  Substantive Whether thq
of the office during or Pay. POSt is tep,
the year, Officiating., porary op o>
(From “088 ko o) Permanent
(b) Names of the members of the establishment, 3
""""""""""""""""""" . I ofPleraring) |
Name or names of  Subs- Appd., proba-ng" Wheth@;' |
incumbents of tan- tioner, or ppo. the Py, |
Designation the post since tive bationer op : 1s pe,Ni
of the post, last inspec- or temporary Yo mamep
tion, . Offe. under ryje tempob @
Ginlc  DIPTT o IS | 9(a) or 31(a) :
_______ X

t a =
establishment, he clerical ang 1;%?&?\

(11) Frequent chamges,if any, in the e rsonne}

examined and necessary remarks made  if neggggig be
Y.

(111) Temporary posts shomld te distinet]
Y indg
number and date of sanetion and the poerigged Vith thy
sanction exists, d ¥hich

Y“) "T QQ@
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(iv) Emergency appointments should be examined., The timely
concurrence of the Madras Public Service Commission should
) have beeqbgeqqrqgvln‘th,caﬁehgt,g;ggggaluap ointments
"' lasting for a‘period of ‘over 3 months'- Vide Rule 19 of
Madras Public Service Commission Regulations,
Jot3oeqgent Feg 0 oz
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‘II. ACCOMMODATION:

(a) Position of office accommocation in
relation to class rooms and supervi-
sion by the head of the institution#. ; =

(b)Y Adequacy and suitability.

(c) Government or rented (if rented,
specify the rate of rent and autho-
rity)

(d) State of repairs (Specify when the
last annual repairs were carried out)

(e) Cleanliness = Ventilation.

(f) Are the rules regarding protection
of officers and precautions against
fiﬁé duly enforced (Specify the scale
of fire protection applisnces pres=
eribed for the building and the app-
liances actually in use in the college.

(g) Is the building electrified? 1Is the
number of 1ights and fans adequate
for the college and the college office

III. FURNITURE.

(2) Is the furniture purchased w@ith ref-
erence to the rules laid down in
Chapter VII of the M.F.C. Vol. I and
item 23 of Appendix No.7 to M.F.C.
Vol. II.

(b) Is a stock account of furniture and B
all other stores|saneliened in M.F.C./MM
Form 10 (C.F. 68l (&) ) 2

(¢) Are all the artilles numbered .

d re the roperly cared for and in

Y éood cogdgtion? (The Principal should
examine the typewriter, cyclostyle
machine etc. and satisfy himself about
their proper maintenance. The machine
card should be carefully checked.)

(e) Is a verification of these made at
least once in a year and their condi- >
tion reported upon?

(f)When and by whom was the last verificatio
made, and with what result? R made and

(g) Wnht are the unserviceable articles
condemned and gsuectioned.

(h) What are the superfluous articles
available for transfer.

(J) What are the new articles supplied
during the inspection year and have
they been brought into account in
the stock book?
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IV. LIBRARY.
'quégi Reference books,

e

(a) Does it contain the necessary
referencef books, mgyals and Codes?

(b) Are correction slipspasted in the
several Manmals and Codes up-to-date}

(¢) Is a register of reference books
makntainedg

-B- &) College Library

(a) Is a 1ist of library books maintained uw
CisFier Ol 12

(b) Are all the books including the new

additions entered in the regis ter
and numbered?

Is a separate issue register maintained
for library books?

Are entries properly made to watch the
return of books issued?

Is a register maintained to watch the
receipt of periodicals supplied?

Is the stock account of books, perio-
dicals, maps etc., in the library
verified by a person other than the
librarian at least once a year and
their condition reported upon?

When and by whom was the last verifi-
cation made and with what results?

(1) Are the fines for the late return

ofgbooks promptly collected and
af® the cost of books lost duly

recovered and remitted into the

Treasurye.

(11)

V. LABORATORY. ‘
(a) Are separate registers maintained for

consumable and non-consumable stores®

(b)Y Is the stock of chemicals, instruments,

apparatus etc. in tleldboratory perio-
dically verified by a person other
than the one in charge of the labora-

tory.

When and by whom was the last verificati
ion made and with what resultge

Is a register of articles broken
maintainede

Are the fines for the breakages or
loss of articles properly recovered
and remitted %ti?-the treasurys

(f )Are the machines and instruments pre-

served with caee?

(g) Are the expendible atores such ss

chemicals, spirits ete, protected from
misuse?
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VI. CORRESPONDENCE AND REGISTERS. v
. 7Z o)\
(a) What are the arrangements made for Cﬁ?}
the opening of tappals? Who keeps \ " Y/

the date stamp?

(b) Do the clerks register the tappals
promptly and take action without
delay?

(c) Has there been any undue delay in
dealing with correspondence?

(d) Are arrear lists put up regularly
and checked by the Principal?

(e) What is the number of undisposed
paper s in the arreaf list for the
fortnight preceding ;ne inspection?

(f0 Has the Prinecipal takem steps to
dispose of the arrears within a
reasonable time.

(g) Are the following registers proper=
ly kepte--

(1) Personal registers.

(2) Periodical registers.

(3) Disposal registers.

(4) Despatch registers

(5) Stamp account in C.F.444)
(6Y Daily order book.

(7) Attendance registers of students,
staff and establishment.

(8) Casual leave register.

(9) Register of admissions and
withdrawals.

(10) Term fee register,

(11) Daily fee collection register,
(12) Transfer certificate issued.
(13) School fee receipt books,

(14) File of bonds executed by § in Training
students. I colleges.
(15) History of former students

(h) Do the fee concessions, scholarships and
endowments granted satisfy the condi-
tions of the awards and are acknowledg-
ments taken and entries made in the
appropriate registers?

(1) Is the annual report of the college
submitted to the Director in due time?

(3) Are the reports and returns due to the
University forwarded en due dates?

(k) Are proper accounts maintained for the
articles manufactured in the workshop

attached to the institution,

e g
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f -l eRi el 000 LIV ,j VI. CORRESPONDENCE AND REGISTERS ( CONTD.)
T oBRar ol ant o +a! s )
P Sy M antneqgo of ( ! (1) Are the confidenctial records main-
e i A 15 Bdah n tained properly?

elgaasd odd astezizsex 2318ls adt od (d)

VII. RECORDS.

(a) Is the record room kept clean and
protected from white ants, rats etc.?

nl ysleb suboy yas mesesd eovedd szsH (9)

] ™ 9 et e d oI A 2 o« 2 v o B
y 919 BHIOT 287 °I( N3fw snflscaph

Y | ; (b) Are the various classes of records

’ properly arranged and readily availa-
ble when wanted? (As a test check,
| : call for certain records and satisfy),

vlusfuzseT agu 3pg sd2if TsoT9s avwh (R
& (bH)

O et ¢ 1 : s B r {w L
cfegloniTd odd vd bHeiosds Bag

bezoqgetbny Yo tedmun odt 2t #agw (o) I
odd 10T Zeil Agetas odd of 2 yemgnn (c) What system is in force for the des-

truction of records? Please see
\. Artosab M.IOCO’ArtQ 326 MOF.CQ 9
o D*s Pros, 2605/28 dated 18-6-28 etec,)

o] - P P S v ol
S al Ivompt aa ;.F;‘._f_-'-{)g"(w .,ur:“‘.;h!j-a;\-\"x.

I S IR enl i Cs e b Feedd -

ot 2gqede medsd L[eqlioftivq s} pay Py
¥ PP S b cuyavar arlt e e L g
3 BILNJIW eTHO9TI8  9f1J { 82005 FK

(d) When were the o0ld records examined and
sorted out for destruction.

e+ 3 [an
P !j C"."’\i"'ﬁ.”_'}nn‘v

=10qoTg 2Y9f2taer IniwollcY sdd awa o
.~~f:n3ﬂ”gi (3) - (e) Up to what periods the several records
¢ RN el including old disposals were examinede?
u?.“"f"kc":ﬂ‘f"' _!_‘.‘,""}:"‘C‘;r ( !
¢ LD - | (f) Are the one sided papers and tags in
: . the unserviceable records extracted

and preserved for use?

s21832F88Y [azaqatar fe
12Lq (¢€) (g) When were the unserviceable records
iredalset datagaeq (g sold in accordance with the rules
f and what was the sum realized?
} ff"b.’? 90 tNEAD9] s 4s /o |
e (@) il VIII, STATIONERY AND FORMS.
f Hood 19hT0 VIliac r=a 5
! ~18Q (3) 1 (a) Have the imstructions issued from
.ednebuda Yo itetalzeT eonEhneias (o time to time as regards the inspec-
. doemrzt Ide 3ze bre pso (V) | tion of stationery account, forms and
L : | covers been duly complied withe
.Tat2ligaT ovesl [fafispn ra ~
59T 8D (9) A (b) Are the forms classified properlys
bois enolteelmbs 10 Tedelwas .
) e lavagbd il ey (c) Are issued of stationery and forms
] properly noted in the registers
e Trem fo and intials together with dates of
RS ' el | ARG persons to whom they are issueq
A s iar TN T iers o [tad (g obtained.
, 1 e A s (d) (1) Is a verification of stationery
! . ) 1 made onee m in a quarters
£ ad ¢ Fonean a® T '
e {7 r (81) | (11) Is a verficiation of the forms
{ o X ".'v ’r“,'t(j a4 r G ¢ f {,\ f.) ‘:‘ made atleast onee a ..!v! year?
. sqalfon | n"-rer.g«’ rdn
é L I edmebude Tomto™ %0 vvotsin (= | (e) When and by whom was the last veri-
£ e 2lH (21 fication of stationery and formg
g Frie r )€ B r (- r=la o F b m&de and With What result?
ne | = H‘A:A!e :'“ 4 ';'“J“ ) ( i it { { ri) .
B e " 2 R inamyobas | ¢fy I8 the local purchase of stationer
hol : abet ‘gatrtan . 200 Y0 enot | ) if any, authorised by the Directorg’
IR e 1X. UNSERVyqp)pLE AND LOST MRTICLES,
e e g o | (a) Are Ungep,4eeable or lost articles

feem (p books, stores
T Battrmin. } ure, books, stores
stk dan B L e ; ete,) wrigggifoff'the account under
O b Al Bara, Tt IOsEe | ] the orders of the competent authority
Wy : ' bedl vide- paras 140 to 142 of M.F.C. Vol. 1.

B e L
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£

‘ \ [/ /o &
{ ~-nism 2broset [stionebiimos odd o1 (I) | (b) Are unserviceable articles disposed Vﬁ)LU

(.ATOD ) BAITEINIF MA NOUIAUOILARFOD IV | IX. UNSERVICEABLE AND LOST ARTICLES ( CONTD.) /~

sy TveqoTq honted of by publiec auction or sale and k&j/t

4 receipts credited promptly into the
) treasury? (Specify the auction or
22050008 LJIIV sale during the year and the amount
realised therefrom,)

pris nsefs Jged moot hrosst erfd =21 (s)
c.0de eisT e2ing sfinw moal hedosdoiq X. PAY ABSTRACT - T. A. BILLS AND

e ACQUITT ANCE ROLLS.

Ao ~ 1 yvr Tovavpen
baznsTIIe (iT8qoig

-, X b g o guf ~
shroseT Yo zezepglo 2uclasv erl

. -gIteve wiibseT Dns _ (a) Is pay drawn regularly and disbursed
Hoeds Jz2s¥ s eA) cthodnaw nedw eld i promptly after obtaining the necessary =
tvtelticz bne 2btooseT pisdies T0T [[zs | acqulttance and the certificate of dis-
bursement recorded (S.R.4(d) umanT.R.3% sg%

-26b ert w03 ss70T ni 2l medeya Fady (o) | M.T.C.Vst. T
eoz sapold ¢z2br0%e3-10 noldanad | (bflAPe T.A, B413¥s drawn without delay

™ T A ade 4 op )
1 ] oY of ) €« Al g e

¥ D: Lol oBa i | > and disbursed promptly and the certi-
i { ,ote 8S-2-8L beieh 8S\a03% ,2019 alg 1 o ficate of disbursement recorded?
/ | S.R.4(d) under T.R. 32 of M.T.C. Vol,TI.
brig benifmexe 2b70297 bHlo 9143 eTaw nad :
3 .notdouataeb 107 o potroe | {(c) Is the timely refund into the treasury
l of undisbursed pay and allowance
; shyanes IeTsvez edd zbofveq ferw o3 Gl () i . properly watched? How is this watech
. d i

chontmexs odsw elezoqelh BIo anibylant ! kept- throt acquittance rolls or
| I Separate registers? S.R.4(c) under
\ nt 2383 bns 21eqeq babiz eno edi awp (9) | T.R.32 of the Madras Treasury Code).

I T S A e o~ T - v 1l
hbatosaixe 2DTODST LWABSSLYYsann a4 |

7.5 S |
cezy 10T beviseaty bee H ' (d) Is a register of advances (pagé T.A.
| 5 -~ } d ete,) prescribed in G.O. NQ,1020 Ms.
2br002T sldsooivioeny sdt evew nanls ¢ r ! Finance dated 15+9-1945 maintained
sluT o A¥iw 9918DbT0908 o} hre. 3) 4 and recoveries wgpched?

hlios
& [ 4 4 et
*boxtisseT mua 903 zaw Fady B

—
S

| (8) Are stipends drawn every month and
GMEOT _QVR YRGWOTTADE  Tvr+ | promptly disbursed( in Training

il N u‘fm.,;lq.l.,,,!__i’i&- I colle ges )
mo1t beuzel anotfdouads

N AT ! t-('f'- vy )
-oeqeni sdtd 2hI88ST B8 omps 2; Q“E@ (s) It (f) Are the certificages of general edu-
bng amToY ,JHU0CODS VIONOLFste Sy | cation, physical fitness, properiy,

o

cridtw bellqmos vIub paee . 00E3 I and character and conduct,properly
- 8d evevas » and carefully scrutinized with ref-
evlvoqorg heiileesls semea - eBence to the M.E.R. and the Pros,
e L4l )ALy DO A LIGGR LY Lal;.‘_"\j T o ?
A3 eva (d) . 3 _ of the Director before the admission

Bt o Bres ' Srsna F i il of candidates and before sanctioning
el tney oAt mbt “’§9cia; 87A (o) stipends (in Training Colleges).
TS Badebiidtlu ~antanmd Bt Nk T80g e '
R b SR e e o, SUBEIG N ) ' i (g) Are the monthly attendance and periods
i O e R S T . of absence of the stipendiaries cape-
ALTRR fully scrutinized before drawing the
e N T stipends bills ( in Training Colleges),
”a r‘::.vr‘“ ;: ’ -’h.“; e ll* ['\ e
SITRUD 8 01 B eolle gy ) (D) XI. CONTINGEN? REGISTER AND BIILS,
amy10l sd} 2 |

| et ?w;; f';,i;'ilﬁqv BOAT ¥ian (a) Is the register of contingencies
TABOY XXRX £ 00M10 tesalte or. (1f) | maintained inthe printed forme po
1i the ent#des in the contingent register

- Yy "’\A[‘( & B Al ) “
”;r;' = ORJ Baw morw wyog, tally with thehvoucherS? Are the ent-
; 2 3 08 VIeHGttnds o, B padil (s |
] "3 flinan !fg 'S 10 NoFianiy ) : ries made in the register duly attesteds
5 sl { I

- A L R fg Lo | (b) Have the required heads of e endi-
¥1onof s te . ' ture and appropriations ther:gnder been

W Bosfan SIoGNE” o1l r) | entered?
IET T T o i R FE ' . !
MERRITRL Tong gl LT | (e) Does it appear that the entries have
o T b - ""7“E:'<ﬁ7ﬁff"-3“ J been made as money is paid away? Are

A ML o BT 7 | the sub=vouchers entered in the column
L Frt Bl Rieed T DR e () 1 provided for the purpose?

-J At }).pﬁ :\ *r('j"_ k“:{’ ;'1“)) “ (Arto 104 and 105(&) and (b) Of th&
0‘ FR TNy . 5 < ',,'\- q8 r..-»;l ,lfN O B i‘ . ‘ v';{‘ ‘ 1 MQFOCQ“&EA
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XTI CONTINGENT REGISTER AND BILLS. (CONTD.)

(d)

(e)

(£)

: (e)

Have the propggressive totals been
struck under detailed heads and the
memoranda of allottment, expendi-
ture and balance been worked out
monthly? Have steps been taken to
obtain additional appropriations or
to propose surrenders wherever
necessary?

Are the vouchers not required to be
sent to the Accountant=General duly
cancelled, the cancellation being
attemted by a responsible officer?

Are all payments properly vouched
fore

Are the vouchers in accordance with the
rules on the subject zRRSIGHEX conse- .
cutively numbered in confirmity with
the contingent register, conveniently
arranged and properly preserved?

(h) Have all the items of expenditure

(1)

(J)

(k)

Vi)

(m)

(n)

(o)

(p)

received the sanction of the competent
authority previous to mpaymente?

Is a Treasury Bills book maintained
(Vide Instruction 33 under T.R. 16)

Is the closing date of the sub-
treasuries noted and are bills cashed
after that date entered in the subsew

quent month's expenditure?

Is a register of Accountant-General's
objections maintained and are these
objections promptly disposed of ¢

Are advances made from the permanent
advance shown 1n a separate column in

the contingent register and adjusted
promptly on receipt of vouchers or when the
ageen amount 1is refunded®

Are lighting etc. charges regulated with
reference to a definite scale9

What is the menial establishment of the
office (Full time, part time to be
specified? Pay of each menial and the
latest sanction for each should be

givena

Are the menials paid promptly every
month?

Are contingent bills endowgeq for
payment in favour of private parties
with reference to articles 132 and
117 M.F.C, Vol. I,

¥

e s
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(a)

(b)

(e)

(d)

X. CASH (RECORD AND VERIFICATION) . @

Are the instructions regarding main-
tenance of cash books duly observed?
(Vide Director's Pros. Dis. 5778/22
dated 26-9-1922, Are the postings
neat and free from unattested era-
sures and overwritinge?

Do Malances of Government money, un-
disbursed pay, Travelling allownace
ete, agree with the contingent regis-
ter, cash book etc.?

Are’ the fee revenues, sums realised

by the sale of condemned stores and

other miscellaneous receipts credited
promptly into the treasury? Vide-
T.R.7 (1) &% M.T.C. Vol. I,

ant— [E¥
(1) What,arrangements ame made for safe
custody é? public moneys, whether cash
bills or cheques or of other valuable

documents?

(i1) Is there a duplicate key for the
cash chest or iron safe and how is it
secured against misuse by outsiders?

(1i1i) Is the whereabouts of the dupli=-

(e)

(f)

(g)

(h)

(1) How @

cate key periodically £ verfified ¢

Has the officer authorised to receive
public moneys furnished securities?

Are public moneys not immediately remis-
ted into the treasury, kept in the
custody of the head of office at the
close of business on each day?

S.R. 1. under T.R.11l of MeT <Ca Vol.I.

B y whom are remittances taken to the -
treasury? Does the messenger satisfy

the conditions refarding length of

service, reliability and honesty?

pre special arrangements made when
large amounts are remitted into or
drawn fron the treasury according te
the rules laid down in G.0, 246-Fin-

dated 17-3-48°7

ftem is the balance of cash
gble}, such as stamps,

and other valu head of the office?

verified by the
cash verifica-

of
(§) 1Is the memoraggghed as required under

(k) (1) State tne désignation ©

t ur
siﬁfrﬂ§iyéfoa) under T.Re11 of the

Madras Treasyry Code?
f officers

authorised te rg r of
cei en
moneys by the p“b1§Z°°§f§?1 gccounts?

(11) Are receipts giye, in printed

form and are
in printy €Y Dudereq Serially

(111) are the egy
%giggs dgyy filleq up gnd initislled
Y the officer iSSﬁimg receipt?
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X. CASH ( RECORD AND VERIFICATION) Contxd.

o

(iv) Are the arrangements for the
custody and issue of receipt books
satisfactordgy?

(1) Are there any indications of the
entries in the cash book having been
checked by the head of the office,

(m) Is theee any case in which a
chalan in respect of an amount re-
mitted into the treasury is not sup=
ported by the counterfoil of the
receipt issued to the party? Please
compare the chalan book with the coun-
terfoils of the receipt book.

(n) Do the amounts shown as remitted
into the treasury agree with those
of the treasury receipt or the chalan

book?

(o) Are the particulars of the refunds of
revenue recorded against the origi-
nal entry of the receipt in the de-
partmental accounts?

(p) Are the monthly Demand, Collection
and Balance Statements correctly pre-
pared and submitted on due dates?

(qa) What is the asmount of permanent
advance for the college and the
hostel ( to be furnished separately)?
State the number and date of the
authority sanctioh ing the advance,

XI. SERVICE BOOKS, SERVLC E ROLLS AND
== RECORDS OF SERVICE.

(a) Have the service books been written
up as events occur, carefully main-
tained and periodically verified as
required in Annexure II - Part III
of the F.R. :

(b) Are the entties on the first page
renewed and rgattested every five

years®

(¢) Are the thump and finger prints
recorded in the service books with

the usual certificates?

(d) Are annual statements of immovable
property received and filed separately

after making the necessary entry in th
form printed in the book? e

(e) Are the leave accounts maintaineg up
to date?

(f) Has there been any case of ip
grant of leave?® regular

(g) Is a record of service . .sntatned
by every subordinate with entries
brought up-to-date, annually come
pared withthe service book and duly
attested by the head of the offices
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(n) Is a register of protetioners main-
tained in C.F. N0.490 and watched
properly?
(i) Are pension papers, increments,
leave and other service questions
promptly dealth with?
(j) Iz there a scale book of sanctioned
for the college and is it maintained
up-to-date® 4
sk (0AALD .
XII. BONDS EXECUTED BY
TRAINING ( ONLY IN TRAINING COLLEGES).

(1) Have asgreements been executed by all

the sh}dgnts&.stipendiarfgs—and—nonn-
fees) ko lamls ?

(1i) Are the bonds duly preserved and
kept in safe custody?

(1ii) Are the old and unserviceable bonds
duly cancelled and returned to
ex-students?

(iv) Is a register of bonds _.eseribed

in Director's Pros. Rc,NO,11402-E/
46, dated 27-5-47 maintained and
verified whenever there is a change
of personnel of the head of the
institution®

PART. II. HOSTEL.

——

(a) Is there a hostel attached to the
college?

(b) 1Is ik'in a rented or Government buildinge®
If rented, what is the rent paid per month?

(¢) What is the = rate of rent levied on
the boarders®

(d) Has the Deputy Warden or Warden been
provided with quarters attached to the
hostel? Does he/ she take her resi-
dence there®

(e) Are the rules framed for"the admission
of the hostel duly enforced%

(f) Are the tutorial supervision, food,
sanitation ete. in the hostel satis-~
factory?

(g) Are the furniture and utensils care-
fully looked aftere

(h) Is an inventory of all furniture and
equipment maintained®

(1) Are they properly cared for and in good
condition?

%
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(J) Is a verification of these made at

least once a year and their condi-
tions reported upon?

(k) ‘When and by whom was the last verie

(1)

fication made and with what resulte9

Are the following records and
registers properly maintainede

1) Attendence register of boarders.
2) Register of leave granted.

3) Counterfoil of receipt books

4) Cash book

5) Pass book.

6) Cheque books.

7) paid voucherggk

8) Acquittance register for menials,

9) Register of daily purchaseg

10) Purchases and issue register,

11) Monthly charges calculation register,

12) Individual ledger of boarders.,
13) Cautioen dgposiﬁg@egiét@r.

-
-

14) Guest regiéter. B S

(a) Is there a garden attached to the

institution? Specify total ares and:
area of part cultivated by sutdents,

(b) What is the income from the garden by

(c)

(d)

the sfale of usufructs and grass,

Are the rules regarding the $§E3 of
usufructs ete. duly o bservéde

Are accounts maintained separately
for the expenditure on and income
from the produce of the garden cultie
vated by the students? Who maintaing
these accounts?

tate the expenditure
and income £nnmkﬁhe previous financisl

year.
PART, IV,
QUAST PUBLIC Fumpg.
(a) What are the quasi.fpublic funds

(b)

maintained in the institutions

Is there g

fund and where are tpe moneys lodgeds

Examlne the pass books and specify the
balance in each aecount on the date of

inspection,

public gceount for mmy every

ey
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PART. IV. - QUASI PUBLIC (Contd.)

Is there a co-cperative stores for
books, stationery etc., attached to
the college? and is it administered
properly? Do the entire profits go
to the studentz- members<?

Are rules framed for the maintenance
of these accounts? Are all items of
expenditure incurred with reference
to these rules?

Is a stock book of games equipment 2

maintained and unserviceable articles
disposed of according to the rules
and sale ppoceeds credited to the
games account?

Are the rules laid down in T.R.8 of

the M.T.Code Vols I. flor the collection,
administration agd maintenance of

quasi public accounts strictly ob-
served?

PART. V.,

General condition.

Previous inspection report.
Have the defects" goinﬁéd out in
the previous. inspection report

been rectified? L s S
R = ‘zj’:
F _l-.\ ."~=
M e oo & -‘Q@ @a_ @a_ @- ------
>:‘;.:i‘.

/

RS "
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IT. ACCOMMODATION.

{2¢) Position and aocessibility fo all
classes.

(6) Adequacy fo! . e ik
(¢) Government or rented =
(d) State of repair ... = —
(e) Cleanliness o = =

i tion of
(f) Are the rules regarding protec
offices and precantions against fire duly
enforced ?
ITI. OrrFicE FURNITURE.

(@) Is an inventory of all furniture and
equipment maintained ?

(b) Is a verification of these made ag;
least once a year and their condition reporte

apon ?

IV. Orrice LIBRARY.

(2) Does it contain the necessary refer-
-ence books and maps ?

(b) Are correction slips pasted in the
several manuals and codes up to date ?

(¢) Is a list of library books maintained

(d) Are all books entered in the register
-and numbered ?

(¢) Is a separate issue register maintained
for library books ?

(f) Are entries properly made to watch
4he return of books issued ?

(9) What are the periodicals supplied ¢

(k) Is a register maintained to watoh their
geceipt ?

(¢) Is the stock of books, PeﬁOdi‘.’a'lfi’
ap8s, evo., 1 the library periodically veriie
by # person other than the librarian ?

(j) When and by whom was the last
garifieation made, and with what result ?

N PR AL, et
huia i . iy T A R
L SO e L . AW LD T . o TN s Sl

o

IV-a. LABORATORY.

(@) Ts the stock of chemicals, instruments,
apparatus, etc., in the laboratory periodically
verified by a person other than the one in
charge of the laboratory ?

_(6) When and by whom was the Iast
Verification made, and with what result 2

r
V. CorrusroxnpENOE AND REGISTERS,

(@) What are the arra,ngeme.n‘s made for
© Opening of tappal ?

(@) Has there been any undue delay in
dealing with correspondence 2

(¢) Are arrear lists put up re arly and
checked by the officer ? PP e, 5

() What is the number of unanswered
references in the arrear list and have adequate
mstructions heen given to enable the references
to be disposed of within a reasonable time 2

(e) Areall the necessary registers properly
kept 2

(/) Despatch register and stamp account.

(7) Office calendar .. —
() Office journal .. 2,
(2) Daily order boak . . = CEd

VI. RECORDS.

(a) Is the record room kept clean and
protected from white ants, rats, etc. ? -

(b) Are the various classes of records
Properly arranged and readily available jwhen
wanted ?

(c) What system is in force for the
de:truction of records ¢

VII. Sto0k LisT AND STATIONERY.

. (@) Ts the stock regularly maintained and
18 the stock of stores, ete. (including tents)
correct according to the stock book ?

. (b) Are all stores properly cared for and
111 good order ?

_(¢) Have the instructions issued from time
Yo time as regards the inspection of stationery,
accgunt forms and covers been duly complied
with 2

l-A—gRa1 B, 4a,
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(@) Are the torms classified properiy ¢

(e) Is a verification of the articles of s‘tock
aud stationery made at least once a year ?

(f) Mention the name and designation of

the officer who conducted the last Veriﬁce}tion
and also the date and result of that verifica-

tion.

(g) Are unserviceable oI lost articles
¢furniture, books, stores, etc.) written off the
account under the orders of competent autho-
rity ?

(k) Are the unserviceable articles dis-
posed of by public auction or sale

VIIi. Pay aBsTRACT, TRAVELLING ALLOW-
ANOE BILLS AND ACQUITTANCE ROLLS.

(@) Is pay drawn regularly and disbursed
promptly after obtaining the necessary acquit-

tance ?

b) Are travelling allowance bills drawn
without delay and disbursed promptly?

(¢) Is the timely refund into the treasury
of undisbursed pay and allowance properly
watched ? How is this watch kept—through
acquittance rolls or separate registers ? (S.R.
4 (c¢) under T.R. 32 of the Madras Treasury

‘Code.)

IX. CONTINGENT REGISTERS AND BILLS.

(@) Is the register of contingencies main-
gamed in the printed form ? Do the entries
in the contingent register tally with the
-youchers ? Are the entries made in the register

duly attested ?

by Have the required heads of expendi-
4ure and appropris tions thereunder been

entered ?

1 tries have
Does it appeasr thab the on
'been(fxiade as ig paid away ? Are the

money 1 '
p-vouchers e column provided
-gub-

entered in th
urpose ? [A_rticles .104 and 105 (a)
-:;fi t(;[}:;a OI;' tlﬁa Madras Financial Code.]

i k

the progressive total been struc

(d()i g,?]‘;?i heal,)ds and the Memoranda of
B d balance been

: t, ex enditure an
aﬂot};r:glzut mofr)mhly ? Have steps been taken
1 | appropriations OF to

cessary ¢

to obtain additiona
propos

¢ surrenders wherever ne

%.

(e) Are the vouchers not required to be
q sent to the Accountant-General duly cancelled,
the cancellation being attested by a respon-

gible officer ? -

oy (f) Are all payments properly vouched
for %

(9) Are the vouchers in accordance with
the rules on the suhject, consecutively num-
bered, in conformity with the contingent
register, conveniently arranged, and properly
preserved ¢

(k) Have all the items of expenditure
received the sanction of the competent autho-
‘rity previous to payment ?

(2) Is a register maintained for recording
the bills received and noting the various stages
through which & bill has to pass before it is
finally passed and cashed ?

(j) Is the closing date of sub-treasuries
noted and are bills cashed after that date
- entered in the subsequent month’s expendi-

ture ?

(k) Is the register of Accountant-General’s
objections maintained and are these objections

promptly disposed of ?

() Are advances shown in a separate
column in the contingent register and adjust-
ed promptly on receipt of vouchers or when

~the amount is refunded ?

(m) Are lighting, etc., charges regulated
with reference to a definite scale ?

X, CasH (RECORD AND VERIFICATION).

(@) Are the instructions regarding main-
-tenance of cash books duly observed ?

(b) Do balances of Giovernment money,
undisbursed pay, travelling allowance, ete.,
agree with the contingent register, cash heok,
~ete. ?

(¢) Are fee revenues, sums realized by the
sale of condemned stores and other miscel-
laneous receipts credited promptly into the
treasurv



u)j}
d r »
(d) What arrangements are made for safe

custody of public m
oneys, whethe i
or cheques or of other valuable d(.)It.zu::Jznl;ltlxlt’;&zb?]m’i

(€) Has the ¢ shi 1
\ ashier or the ofticer p -
ftuble. for the safe custody of the public r:(?mn
urnished security ? i

(/) By whom are remitt
3 d ances taken
211110 Lreasury ? g Has the messenger who takzo
© money furnigshed security ? X

(g) Are special arrangement
S ma
large amounts are remitted into the Tr(;:s;vxl'lye %

() How often is the balanc
other valuables, such as sta,mps’ ge:ifﬁ:gih and
head of the office ? ¥ the

(¢) Is the memorandum of cash oy
tion duly ful{néshed as required und‘éingcg-
2 (@) under T.R. 11 of the Madr v,
Cc(de’é adras Treasury

(j) (i) State the designation of officers
authorized to receive payment of moneys by
the public on all accounts.

(ii) Are receipts given in printed form
and are they numbered serially in print ?

(i) Are the counterfoils of the receipts
duly filled up and initialled by the officer

issuing the receipts ?

(iv) Are the arrangements for the
custody and issue of receipt books satisfactory ?

) Are there any indications of the entries
) thggash book having been checked by the
m,d of the office ? (The inspecting officer
hea heck a few entries in the cash book

:Vl?iflllﬂt(;ihecdates shown in the receipt book.)

any case in which a chalan in
) 18 e n% remitted into the treasury

amou -
res;pec;t gﬁggoitng by the counterfoil of the
A “the
::cm'nt jesued to the party
i

e amounts show
ree with

. n a8 remittﬁd
Do t those of the
. (the Treasury 28

into eipfzS?

Treasury r€C

e

XI. Servicr BOORKS AND RECORDS OF
SERVIOE,

(2) Have the service books been written
up as events oceur, carefully maintained and
“periodically verified ?

(6) Are the entries on the first page
renewed and reattested every five years ?

(¢) Are the thumb and finger prints
recorded in the service books with the usual
certificates ?

(d) Are annual statements of immovable
property received and filed separately after
making the necessary entry in the form printed

in the book ?

to date?

(f) Has there been any case of irregular
grant of leave ?

XII. CoOMBINED LIST OF RECOGNIZED AND
4 ATDED ELEMENTARY SCHOOLS.

XITI. REGISTER OF UNTRAINED TEACHERS
IN THE RANGE FIT FOR ADMISSION INTO
THE TRAINING SCHOOL (PARAGRAPH 95,
Mapras INsPECTION CODE).

XIV. LIST OF APPROVED TEXT-BOOKS.
2 XV. CONVEYANCE OF OFFIOER.
XVI. GENERAL CONDITION.

XVII. Previous INSPECTION REPORT—
HAVE THE DEFECTS POINTED OUT IN THE
PREVIOUS INSPECTION REPORT BEEN RECTIFTED ?

NOTES.

(¢) Are the leave accounts maintained up

INSTRUOTIONS FOR THE PREPARATION OF tHE Rupop
» T.,

Number of the item in the report and remarics

1. Requirements of each office should be noted in the re
otment according to needs. What superfluous articles there are
es where they will be needed should also be noted.

all
; tr&nsferred to p]a(}

¢

POrt to facilitate distribution of the

and how they can be asefally
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Office of the Accountant General ,
s | Madras date 19 Sept ember 1959

No.T9.Edn.V.186/50.

Sub: Revision of the questionnaire form to be
answered by the officers of the Education
: Department.
Ref: Government Endt. No.14993. A/5O * Edn dated
16th June 1950

:*({ fSE? i:\j> -~ \\\ \O \lejfwwjd*

e —

I

.

Letter No.2-H/L9 dated 6th June 1950 of the Director

3

of Public Instruction and the draft questionnaire to be

B8 answered by the officers of the Education Department, receiveg

S
2

with Government endorsement cited above are returned herewith

D
o,

2. The questions relating to financial and account
matters in the questionnaire have been scrutinised and call

for no special remarks.

' 3. The following additional questions are, however,
-

suggested for incorporation in the relevant portions of the

questionaire:-

I

(i) Are the departmental figures compiled in time and

compared with the treasury figures every month and the dis-

grepaﬁcies set right as prescribed in the Madras Budget
\/ Manual?
(ii) Is a register maintained to show the period of

sanction to temporary posts and the sanction to their conti-

nuance or otherwise promptly watched?

(1ii) Are the 'Not payable'(duplicate) copies of the

bills for grants-in-aid, scholarships and stipends received -

| =20 SRS

from the treasuries in time as prescribed in Instruction 32

under TR.16, M.T.C Vol.I and filed properly with a view to
checking them with the figures in the treasury accounts during
' e monthly reconciliation?
(iv) Are all the registers maintained in the office

eed DY the head of the office once a month or
revlie€

h



periodically.,

o (N. Narayam swami)

e Deputy Accountant General
i _
The gecretary to the GCovernment of Madras
Education Department, 1
Fort . St. George,
Madrase.
GM
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Sub:= Revi;ion of the ouestlé ire form to be answer
1 | .. by ee offgcers of the Education, Department

2 J.a'.‘.l‘ 4

| -
i

v - -

‘ A Fa . at k} a’ ‘:,_‘:;-: v

[\ N .«k}k . From the D.P.I., Ho.Roc. 8-11449 dated 6-6-50,

|

r

i
|

|
From the A,G., No. T9,Edn: V .186/50 dated '6-9-50.,

:fir‘k CY E‘E b S . ‘ ;

K‘\w In G.0.Ms, No.17, Bess& Educatfon, dated 6-1-1930, ﬂ

e
the Government approved the questionnaire form to be

a Y

answered by the inspecting officers of the Education Deg

v“)‘\ \ Qb, | The D.P.I. now states that the questionnaire form requin
, ‘ |
: revision and expansion so as to make it more informativeg

UV W s dsstawas w - e L )

The Secretary TO vus

—
S e

q T - o 1 4
and self-contained, He also considers it necessary tg,r

¥ | _
have separate questionnaire form for the several officeg

for example, Deputy Inspectors' offices, offices of the

|

D.E.OS., of fices of the Divisional Inspectors, offices !

| of Gowt. Colleges, etec. He has accordingly submitted g5
klf\lu\ 3_.‘6)\‘;’@ - revised %estionnaire-form. The draft form was referr’gj

35 " ( . to the Accountant-General for remarks as to whether the %
; l WALN ({« _ form is adequate for the purpose in view and, if ﬁot, tg

indicate in what respects it requires modification. Th¢

i/\ 1(}\1 e‘/t AG has stated that the questions relating to 'financiaj

and account matters in the questionnaire call for no She

|
remarks, He has, however, suggested four additional

questions for incorporation in the relevant portions of |

[MCECRITaTbR OEn. A—ee-p-y—eé‘abbe—p,,.g;e_}emm for
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