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OFFICE OF THE CONTROLLER OF DEFENCE ACCOUNTS
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File No: O&M/lnspn/35/CG DA I 2Ot9 lY ol'l Dated: L2.O7.zOLg

Subject

(MOST TMPORTANT CIRCULAR NO 35 DATED L2.O7.2OL8l

: REORIENTATION OF INSPECTION BY HQRS OFFICE, NEW DELHI: FIRST

CYCLE OF qUALITY TNSPECTION 2018-19: REGARDING.

For the purpose to enable the CDA to ensure the overall efficiency,

effectiveness and improvement of the office and to ensure the position and over all status of

the sections for a timely remedial actions Para 797 of OM Part ll Vol-l mandates inspections

of various section of the Main Office once in a year.

Z. The modalities of the inspection to be carried out has been envisaged in Para

797 to 803 of OM Part-ll Vol-|. However, since a paradigm shift has been taken place after

reorientation of whole process of inspection by the Hqrs Office, New Delhi as intimated vide

their letter No. 13125lCGDAll-CelulQ Dated t2.,:0.2o1.,, it is required to adopt a new

approach to the whole inspection process to achieve the objective as stated in Para 1 above,

along with a continual development process and Risk Management.

3. ln the new scenario it has been advised by the Hqrs Office, New Delhito carry

out "Quality Audit" quarterly, the frequency of which may however be reduced as per the

convenience. The new approach has been adopted to ascertain the degree of commitment

towards not only compliance but also continual improvement. The whole process of

inspection has been re-oriented with a system of Quality Audit through"Peer Audit" method

based on lnspection Questionnaire by Management Representative/ Quality Manager of the

organization, followed by an external inspection by Hqrs Office, New Delhi.Further in the

new 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.

Scheme of the Inspection

4. ln this regard it is intimated that the undersigned has been nominated by the

competent authority as Management Representative/ Quality Manager of CDA Guwahati for

Quality lnspection for the year 2018-19 and accordingly Quality inspection is to be carried

out as per the schedule as shown in Annexure-A. Accordingly it has been decided to

commence the first cycle of the Quality lnspection as per the Schedule appended in

Annexure-A1 with the Quality lnspection Team as shown in Annexure-B. The first cycle of

Quality lnspection may be carried out covering all transactions'of the sections from 02l21t4

and up to 31't March, 2018.The brief scheme of the inspection will be as follows:
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Compliance Audit:

5' The inspection team will be guided by the inspection manual/Questionnaire

and the inspection will aim at ascertaining, through judicious and careful sampling of various

items or work done in a particular section and whether,

1. The prescribed processes of audit and accounting had been followed correctlv

and efficiently vis-i-vis prescribed registers etc maintained properly and updated

regularly.

Z. Any recurring typical omissions/lapses of a particular type of work persist.

3. There is evidence of faulty supervision at various levels.

4. The points raised by the CGDA inspection Team in 2OL2 & 2OL4 are complied

with and are in Practice'

Adequacy Audit:

6. To ascertain the quality of the audit, improved performance and credibility the

inspection team will also require to examine the effectiveness of the procedures and

uncover the gaps/risks and to bring out the area to eliminate duplication of work,

simplification of methods and the areas of possibilities which can ensure quality through

value addition for the customer satisfaction and in that order to identify whether

any lacuna in the systems and procedure existing in a particular section and the

procedure running are sufficient to de-risk the organizational task.

there is an area where existing procedures and systems in vogue needs

reorientation and stream-lining and to submit proposals to CGDA for approval.

To restructure the various Groups for overall effectiveness.

Any lT projects is required to be integrated with various sections to generate

reports, sharing of PIS DATA etc in respect of office/staff of the organization ,

originally prepared by a different section to ascertain better time management

and accuracy in Data. ( Example the particulars of officers/ Staff as updated by

the Admin Sec may be used by the O&M Cell while nominating officials for

training etc.)

5. the existing modules of lT projects running can be modified in such a way to suit

the need of the task holder.

6. Suggestions regarding proper record management.

7. Any other points of value addition.

Methodology of lnspection

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-Al for the internal regular quality audit of the sections.

The lnspection Questionnaire have already been circulated vide this office letter

No.O&M/lnspn/35/CGDA/20L9lVol dated O2.O7.zOtB (uploaded on CDA

Guwahati web'-site). This Questionnaire may also be utilized for carrying out

necessary updation of all auditable documents. 
q
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Sections will submit Point-wise response to the lnspection Questionnaire of their

sections to the respective Team Leader of the Quality lnspection Team

concerned as shown in Annexure-B and the Team concerned will carry out the

inspection accordingly as per the time Schedule as appended in Annexure-A1.

Additional questions can be framed by the Team Leaders to bring out the areas

of risk, if any, that are not covered by the existing procedure.

The section concerned will put forth earnest efforts to settle the points raised by

the Quality lnspection Team in consultation with the Team Leader Concerned.

The entire process of the inspection will be completed as per the schedule as

shown in Annexure-A1. Commencement and completion of Quality lnspection

and submission of reports as per the prescribed schedules will be the

responsibility of the lnspection Team Leaders.

Thereafter the Quality inspection report will be put up to the Apex Management

Committee for review where un-resolved points of the Quality lnspection will be

put up for review, in which Quality Control Officer would be the Ex-Officio

Secretary and other members of the Apex Committee would be nominated by

the CDA in due course before the Apex Management review.

The mandatory agenda points for discussion in the management review

committee will be

a. Results of inspection carried out and resolution of issues brought out therein.

b. Customer satisfaction and feedback based on question and answer response,

the number, type of complaints received during the period and those

resolved.

c. "Corrective" action points. Correction action means not only correction of
objected issues but also to ensure that these do not recur.

d. Preventative Management issues.

The outcome of the Management Committee would be put up before the CDA.

Frequency of future audit in respect of individual sections will be decided

(whether to continue quarterly or to reduce the frequency) with the approval of
CDA based on the findings of the Management Committee.

It is pertinent to mention here that the frequency of external lnspection by Hqrs

Office, New Delhiwill be enhanced in case the number of observations exceeds

10 in respect of the organization as a whole and in getting declared the status as

"U nsatisfactory".

An opening meeting will be conducted where ground rules would be explained

by the Quality Manager to the Team Leaders and section Officer-in-Charge for
completion of the entire process in a time bound manner.

lnspection Report:

7. The quality inspection report will be submitted in a time bound manner and the date

fixed for the same shall be. strictly adhered to. The report will be prepared in three parts

2.

3.

4.

6.

7.

8.

9.
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The First part will highlight about the general status of the section vis-i-vis the

strength of section, optimum utilization of man power and the improvement

required etc.

The second part will contain instances of grave irregularities, failure of

audit/accounting system which have wide repercussions, defalcation of cash or

any other issue, which in the opinion of the Controller, may be of immediate

interest/ or which merit immediate attention.

The Third part will include all other procedural discrepancies/defects.

8. All stakeholders are requested to put their whole hearted efforts to maintain the

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

bound manner.

9. TADA is authorized for out station officers.

L0. The contents of this circular are to be got noted by all concerned for strict

compliance.

L1.. 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).

Enclo : 1) Annexure-A

2)Annexure-Al

3)Annexure-B s4l_
(Dr. K. Lalbiakchhunga,lDAS)

Quality Manager

Distribution:

1. All GOs/SAOs/AOs of MO

2. All Sections of MO

3. Allthe Team Leaders/ AAOs

Engaged in lnspection Team

Along with Annexure-A, 41 & B

1.

2.

3.

4.

5.

6.

7.

8.

9.

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

o/i-c AN-r1 (TADA)

O/i-C EDP Section

Guard file.

Spare copies (5 copies)

PS/PA to cDAIt.CDA

For kind information and necessary action.

With a request for uploading on the CDA

Guwahati Web-site.

(*

(s.PAUL)

Accounts Officer (O&M Cell)
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Annexure-A

Schedule of Quality lnspection to be conducted before lnspection of CGDA Team

Quality lnspection for 2Ot9-2O will be notified accordingly in the month of April 2019 accordingly

((P
Accounts Office(O&M)

sl
No

Item 1't Cycle 2no Cycle

t Questionnaire to be forwarded by O&M
Cell

L" week of July L" week of November

2 Submission of response to questionnaire

by the sections to the Quality lnspection
Team

3'o week of July 3'o week of November

3 Commencement of Quality lnspection by

the nominated teams
1" week of August L't week of December

4 Completion of Quality lnspection 3'o week of August 3'o week of December

5 Submission of report by the Quality
lnspection Teams

4'n week of August 4'n week of December

6 Meeting of Apex Management Committee
for review

2no week of
September

2no week of January/19

7 Submission of final Quality Audit Report to
the CDA

4n week of
September

4'n week of January/19



Annexure-A1

Schedule of 1-'t Cycle of Quality lnspection to be conducted

SI

No

Item L't Cycle Date by which to be

completed

L Questionnaire to be forwarded by O&M
Cell

1't week of July 06.07.2018

2 Submission of response to questionnaire

by the sections to the Quality lnspection
Team

3'o week of July 23.07.20L8

3 Commencement of Quality lnspection by

the nominated teams
l-'t week of August 03.08.2018

4 Completion of Quality lnspection 3'oweek of August 23.08.2018

5 Submission of report by the Quality
lnspection Teams

4'n week of August 31.08.2018

6 Meeting of Apex Management Committee
for review

2ndweek of
September

14.09.2018

7 Submission of final Quality Audit Report to
the CDA

4'n week of
September

27.O9.20L8

\sP
Accounts Office(O&M)



z
o
o

!^, !.,r :-zs-r
3e4>>o
EBl
-tn9ilt
O'=UD
-=x5O ioFro
E r3tsqoHfrdcL=0q
-. i1i A

E-t= d
'JJ oo;
Baqa *, =ii'E - €
=r=o=2o *
9.5 P E'{Eg i
o f..< i[
o=5=4.L8 a

E;6 *
=. o., J it
mqF= S

€s .BP g
;q p
o J' tr
,9 0,
d'm 'i
5pe :
-<-rI 6(D'to,o3g
rOE=
o.o-
3
o)

oxo
d.
vt
(D

(D.

o.
]A
at-.o
no)

f,
oxc
o
I

@

o o @
o
q,

3

F

t1o

E
6)
lt1

th

T'
0,

-{o
a)

lp
o
Vt
c)g

3
I

r)
CL

(1
o

le
0
1,r\
oa

m
I

=
v
tn
o
..!

F
|t,o
(.!

gr
g6'
6':,

3=.oJ.
6gor
=tlCLE
EO'6=
o.<
CL

=?
-I-od
.^o
m91>J(1 t1
'- 7'*s
9 v,

ga
@

tJ1

=.

-l-

-o)
6

-o)

la

o

VI
J

=,Pz
o)
N

3
o-
o)
\a
U1
I

o

VI)
=.

o
6-

6)
o
tn)
Vt-
o

oo
3
o
q,
CLo

tt1 lr1 u1 lJ1
J5==a. 

=. =. =.>p>^
a)

.=y3H',
==Q-cEfC,II A J
tDoEo)s{3s
PF EA
BTBB

-oo

lr't Llt vt
ff=
f. =. =.o7\o
€'-{ol! tJ1 5
=='oil6. 

=
AJJ

urlx

dBP
-ei 6

o

.Jt A Vt

=. -1. =.'o!(,
oJ-4

=*;f =.-oo)ao)
OJ=EPtnSO)-o)l
E;-bo='>f>

PO

o

tJt ar1 (
)JJ

=. =. =.<I: 6too,lr)
? trt()xo,

=x=o)

J1 
=.o>g

o -o.l

>o

o

AA?U1 U1 .J1

-->----q-a-i"je;;;
E3 E ovul
E=. q + e 5g
j-Pef:
E E* t9r
fi-e yr+ tsPgt*tlog

EEFEfid'b Es

,a v| <-/, a,r'l tJr (a
J J J J ) )

=. =. =. =. =. =.xzkxEp6)
t'.',*3@(1
g tr t iE +
COJ-:l-O)

-=9{-4., t-tA a' t> o)is s =;-lQ -*'- E S-F

.rH*gEE
BSHF fir- {oo @
Oo!(x(^, O) UJ

"Fts@o)cntsr.o {(o

U)A=VtlrrV\
--> -qa--qigEes
=-po,)@o)+3FH3+i3S-r_r;
e 3F eeg

*tHHHf
11) @ IJI;E B
55

vt vt vr vt lr-t th
J ) J J J )

=. =. =. =. =. =.r=6>@6'; E',E_ < a;_JAJ.r)@c.-:ro=(D
a.Jt-^=e

=>>oi;'i ED

iEElkf,
hHkf;lriil ffi il Hg

P
@
UJ
5
Ctr
@
G)lo

th
I
CL

CL

q,
f
CL

)
g.

at
zI



3e.cL()
,]A

i ttt6g
bg
Pz
'1,
.U)
m
I
P(n
E
(1
3
'o

r.l>9z)rp.Lg.L
.+<
Asrg
5-<
GILO, -+l

s,;
=O

ta
o
(.!
f.
o
=
o

{
=rt)
.ct
trg

(n
5
=.o
oE
o)

7os
o

o
0,
3
oq,
ELo

v1
J

=,x
@
J
o,

oq
OJq
o,

-3.

o

=d
o)

(1
:t
o)
7Sa
o,q
o
I*s

o

?taU1>5JtA 
=. -1,lrzrp*ox

-=lJ)ao)

q$B
--'>o>L
Bo

?AV1
S--
0r-
9;;
= 

cp='
E 

-O)o)

oPT
o-'J
*>o,

f"B
J.Oo
JD

o

a=(/tl
->---qaa;?;;
igSn
J--=Iisrr-S 90tn--

SH:F
N:HE
S Hg

a
J
o)
U\

;
c
Vt

o))
tJ)

@
u)
N)ots{
F

U1
J

=.!
it
g
o

t1

co(,
N)o(,
(x
UJ

tn
I
CL{.
CL

F
)
g.

r)
z
o

.Jt l./1 V\ lt1 <tt llr
J ) ) ) J J

=. =. =. =. =. =.KPr)9g.o
= 

E.]E E 
=f-o)r-rXe.ts.-tsf;;6iB:-=s;rsSS

iEtxxx
tsHHS8S
R6U
s
ts

p
c
o)

+


