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E-mail/By Hand/TTB

File No: o&M/t nspn l3s / CGD A/2019/Vot-l Dated: 18.12.2018

(MOST tMPORTANT CTRCULAR NO. 83 DATED 18.12.2018)

subject : REORIENTATIoN oF tNSpEcnoN By HeRS oFFlcE, NEW DELHT:sEcoND
CYCLE OF QUALITY INSPECTION 2018-19: REGARDTNG.

Kindly refer to this office circular No.36 ol 1"2.07.2018 wherein it was
mandated to complete two cycles of internal inspection of the various section of the Main
Office CDA Guwahati for the purpose to enable the CDA to ensure the overall efficiency,
effectiveness and improvement of the office and timely remedial actions.

2. The modalities of the inspection to be carried out have been outlined in the
ibid circular 36 dated 1'2.07.2018. Further in the nerv approach, it has been internalized the
inspection itself as a control mechanism and to ensure that the officers and staff of the
office are fully involved in the activity of inspection.

3. ln this regard it is intimated that the undersigned has been nominated by the
competent authority as Management Representative/ euality Manager of CDA Guwahati for
Quality lnspection for the year 201"8-19 and accordingly second cycle of euality inspection ls
to be carried out as per the schedule as shown in Annexure-A1 with the euality lnspection
Team as shown in Annexure-B. The thrust area of the inspection in the present cycle will be
to see whether appropriate remedial actions have been taken up by the sections against the
points observed in the first cycle and to ascertain that the polnts raised by the CGDA
inspection team in 2aD & 201,4 are complied with and are in practice.

4. The inspection team wiil be guided by the inspection manuar/euestionnaire
and on this accountthis office circular No.36 dated 12.07.2018 is hereby referred to.

5. The complete methodology of the inspection is again brought to the notice of
all concerned for ready reference.

1. lnspection Manual/ drill in questionnaire form as prepared for each section
of the Main office by Hqrs office, New Delhi will be used as per the
scheduled date proposed in Annexure-A1 for the internal regular quality
audit of the sections. The lnspection euestionnaire have already been
circulated vide this office tetter No.o&M/tnspn/35/cGDA/2019/vol- dated
14.12.201,8 (uploaded on CDA Guwahati web-site). This euestionnaire may



also be utilized for
documents.

out necessary updation of all auditable

2, Sections will submit point_wise response to the lnspection euestionnaire oftheir sections to the respective Team Leader of the euality lnspection Teamconcerned as shown in Annexure-B and the Team concerned wi, carry outthe inspection accordingly as per the time schedule as appended inAnnexure-AL. Additional questions can be framed by the Team Leaders to

::I1#: "e 
areas of risk' if anv, that are not covered bv the existing

The section concerned wilr put forih earnest efforts to settre the points raisedby the Quarity rnspection Team in consultation with the Team Leaderconcerned.

The entire process of the inspection wi, be compreted as per the schedure asshown in Annexure-A1. Commencement and compretion of second cycreQuality rnspection and submission of reports as per the prescribed schedureswiil be the responsibirity of the rnspection Team Leaders.
Thereafter the Quarity inspection report wi, be put up to the ApexManagement committee for review where un-resorved points of the Quaritylnspection wili be put up,for review.
The mandatory agenda points for discussion in the management reviewcommittee will be

a' Resurts of inspection carried out and resolution of issues brought out therein.b' customer satisfaction and feedback based on question .nd an-sw*, response,the number, type of compraints received during the period and thoseresolved.

c' "corrective" action points. correction action means not onry correction ofobjected issues but also to ensure that these do not recur.d. Preventative Managementissues.
The outcome of the Management committee wourd be put up before thecDA' Frequency of future audit in respect of individuar sections wi, bedecided (whether to continue quarterly or to reduce the frequency) with theapprovar of cDA based on the findings of the Management committee.It is pertinent to mention here that the frequency of external lnspection byHqrs office, New Delhi wilr be enhanced in case the number of observationsexceeds 10 in respect of the organization as a whore and in getting decraredthe status as ,,Unsatisfactory,,.

6' The quality inspection report will be submitted in a time bound manner andthe date fixed for the same shall be strictly adhered to. The report wiil be prepared in threeparts

1" The First part will highlight about the generalstatus of the section vis-i-vis thestrength of section, optimum utilization of man power and the irrrou.run, 
-

required etc.
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The second part will contain instances of 5ra,,,6 lrregularities, failure of

audit/accounting sYstem which have wide rece':c-ssions, defalcation of cash or

any other issue, which in the opinion of the ccr:rc;ler, may be of immediate

interest/ or which merit immediate attentiol'

The Third part will include all other procedurai clscre'pancies/defects.

All stakeholders are requested to put their r,vhole hearted efforts to maintain

the schedule so that the various process of the quality Inspection can be completed in a

time bound manner"

g. The contents of this circular are to be got noted by all concerned for strict

compliance.

9" The receipt of the circular may be acknowledged personally by the officer-in-

Charge of the sections to Officer-in-charge of O&M Cell (By Name)'

7.

Enclo :

Distribution:

10.

11. ..

L[
1.2.

13.

1.4.

1)Annexure-A1

2) Annexure-B

All GOs/SAOs/AOs of MO

AllSections of MO

LAO(A) Narangi

LAO(A)Guwahati

LAO 222 ABOD

AO GE Guwahati

ALAO 313 CoY ASC

AAO BSO Narengi

All the Team Leaders/ AAOs

engaged in lnsPection Team

O/i-C AN-l (A&C) Section

O/i-C EDP Section

Guard file.

Spare copies (3 coPies)

PS to CDA

s,t/-
(Dr. K. Lalbia*chhunga,lDAS)

QualitY Manager

Along with Annexure- A1 & B.

The Officer-in-charge of the sections/Sub-

offices are requested to spare their AAO/SA

whenever required by the Team Leaders.

For kind information.

With a request for uploading on the CDA

GuwahatiWeb-site.

I *{\\z\$'\/
(s.PAUL)

o&M Cell)
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Accounts Officer {
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Annexure-A1

Schedule of 2"d Cycle of Q:; :. r:::::ion to be conducted

q-P
Accounts Officer(O&M)

Date by which to be

Questionnaire to be forwarded by O&M ' i1^;eek oi
Cell December
Submission of response to questionnTre -:;i[ week of
by the sections to the euality lnspection , December

Commencement of Quality lnspection by

Completion of Quality lnspection lJidweek of

Submission of report Oy tt,u euaiity 1 +F *.et oi
lnspectiol'r Teams 

1 January/2019
31.01.2019

Meeting of Apex Management Comrnittee
February/2019

Submission of final Quality Audit Report to

SI

No

1 14.12.2018

2 28.L2,2018

3 1" week of
Jan ua ryl2019

03.01.2019

4 18.01.2019

5

5 15.02.2019

7 3'" week of
Feb rua rvl2019

22.O?..2019

:::
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