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CENTRAL MARKS DEPARTMENT-2
Our Ref: CMD-2/G-38 23 03 2018

Subject: Half yearly Audit of Branch Offices by DDGRs

Please find enclosed a circular regarding the captioned subject.

(Aditya Das)
Sc. ‘C’ (CMD-2)
Head (CMD-2)

DDG (Certification)
Circulated to all Activity Heads and DDGRs through BIS intranet

Copy to: ITS for hosting on BIS Intranet



CENTRAL MARKS DEPARTMENT-2
Our Ref: CMD2/G-38/DDGR 23-Mar-18
Subject: Half yearly Audit of Branch Offices by DDGRs

1. This has reference to the above.

2. Reference is also invited to Office Order BIS/DGO(408)/2014 dt 13.08.2014 issued by
Administration Department, as per which DDGRs were requested to conduct inspection of BOs
under their jurisdiction twice a year and submit a report as per a prescribed format to DG within
one week of completion of inspection.

3. Asdesired by the Competent Authority, all Activity Heads and DDGRs are requested to examine
this format which addresses all activities i.e. Certification, Hallmarking, Enforcement, CAD,
Publicity, Administration and Finance ,and provide any comments/suggestions for modification
of the format.

4. Comments/Inputs may kindly be provided by 31 March 2018 please. These comments will be
discussed during the ROs/BOs meeting on 6 April 2018.

Aditya Das
Sc.C
Head CMD-2
DDG (Certification)

Circulated to All Activity Heads and DDGRs through BIS intranet
Copy to:
Head ITSD - with a request to host the circular on intranet and also examine the needful action

required for automating the proposed DDGR’s Audit Report once it is finalized, as desired by
CA.



ST / Srotell (408) /2014
IRAT 996 3

(e fawm)

13 3T 2014
PRI 3
I : & SUHEIMRY® & gNT 87 & I Bl @ 3fffse

W WER J g for @ fe el Sumeieue e eRiedl ¥ Wi w9 erl
GAREd &R @ foly FRIUTHS Fdadr SiifSe & %y 9¥ 4 HF J HH a IR &F 3 Il Hrferal Bl
amafdie fRerr v qer e & gof 8F & U6 TiE @ WIoR FRIRUd B 3 R Aol |

2. 83 SUNRISYd gRT 3Maftid e & SR Rt adst R S o WA

) WEIOF — A, WRellhd UfedT Ud debldd AT @ Siaid Y fbd T Y ATgel @l
S BT (3rgEY 11, 11w, 1)

i) WM — TAERY & dfSd e UAl @ wird del @rgaa—111)
i) IO — WX Y /Tara gl & S e (@ra—1V)

iv)  WHIVM — Texidd IS (SoM) Td Jexidd O 3IRH $71 (ROM) @ ST argeidl @l
ST BRAT (S-S, V)

V) THIOH — AseeERal & offed /R SR @ e (rgau-VI)
vi)  EIeMIhT — WuieR! 1 drgad ((rda-VII)

vii) ST — WOGRI @ Aifde FRE @ SE S G-V
viii) 3ME-BW PRIGA — Torl Feell Rraprad (3rgae—1 X)

iX) ME-W FRGH — AG B NG ITIAAT (@rEE-X)

X)  IE-BW PRIGH — ST TREV-GHIAN o) UgaN (rgdu—X1)

Xi)  E-HW PRIGH — STHIET WREV— THUAN TR e Friare (rgag—X11)
Xii) IME-BW FRIFA — TR (@rIee—X111)

Xiii) IME-HW IRIFA — fa 7@ fIaRo [@Frae—X1V)

xiv) foT & Hag Aol — o afddl Ud oEreRen ugf @t HifeRT (rgdu-X V)
xv) o @ Hag AW — ToC SIAMI @1 o W I T & T fageimor (Feu-X V1)



xvi) T @ Weg 99 - o€ affe ondRe sffee Rulel W wa whdermr &1 srgured
(ra—X V1)

xvii) o & g Amel — wifife it $fifse Ruet & ol @1 sue (@EEa-X Vi)
xviii) FERM® A — TG AWl @ e 8 wrd 43 (@rgau-XIX)

Xix) TRIE® AFel — FHH Td WA U d o AT @rdu-XX)

XX) WG Al — S FrtE of e @GrEe-XX1)

3 eIl ¥ oaeE-XXI © wem # e Rod @ @ Suetee gN uE W
AT v GIRIAS U RS SRR 8 Jed aUid Y U HMEUS (SWIdd He W i 9
IR XX Th) R fawqa Feien Rure wwga & 9 |

4. difee 1 wfra R orgdu—| & orfaR WM & 9 |
5. T TEIMQd, MALR & FFAIGT | N A o <& 2 |

gl /-

(399 FR)
SRS (See)
HeH: TN /01 /23 /2014

frfaRaa o uRanfera:
T & 41 T / sodio / 2modio / fodo / Sdewt Ta JRievT e, Figst



BIS/DGO (408)/2014

BUREAU OF INDIAN STANDARDS
(Administration Department )

13 August 2014

OFFICE ORDER

Subject: Audit of Branch Officesin the Region by DDGRs

The Competent Authority has decided that DDGRs shall conduct periodic
inspection of the BOs in the Region at least twice a year on the lines of Preventive
Vigilance Audit to ensure proper working of the Branch Offices and send the report
to DG within one week of completion of inspection.

2. Following parameters shall be checked during the periodic inspection by

DDGRs:
(i)

(i)
(iii)
(iv)

v)
(vi)
(vii)
(viii)
(ix)
)
(xi)
(xii)
(xiii)

(xiv)
(xv)
(xvi)
(xvii)
(xvii)
(xix)

(xx)

Certification — Examination of New Licenses granted under Normal, Simplified
Procedure and Tatkal Scheme (Annex- IIA, I1B, 11C)

Certification — Examination of Pending Applications for Renewals ((Annex-111)
Certification — Examination of Surrender/Expiration of Licence(Annex-1V)

Certification — Examination of Licences under Stoppage of Marking (SoM) and
Resumption of Marking (RoM) (Annex- VA, VB)

Certification — Examination of Surveillance visits of aLicensee (Annex-VI)
Hallmarking — Licensing of Jewellers (Annex-VIl)

Hallmar king — Examination of Market Surveillance of Jewellers ( Annex-VIII)
|-Care Programme — Complaint on Quality (Annex-I1X)

[-Care Programme — Educational Utilization of Standards (Annex-X)

|-Care Programme — Consumer Protection- Detection of Misuse (Annex-X1)
[-Care Programme — Consumer Protection-Legal Action-Misuse (Annex-XI1)
|-Care Programme — Publicity (Annex XIII)

|-Care Programme — Sales & Distribution (Annex-XIV)

Finance Related Matters — Monitoring of Books of Accounts & Accounting
System (Annex-XV)

Finance Related Matters — Analysis of Income & Expenditure vis-a-vis Budget
Estimates (Annex-XV1)

Finance Related Matters — Compliance to observations in Half yearly Internal
Audit Reports (Annex-XV1I)

Finance Related Matters — Compliance to Paras in the Statutory AG Audit
Reports(s) (Annex-XVII1)

Administrative Matters — Check List for Monitoring of Administration Matters
(Annex-XIX)

Administrative Matters — Monitoring of Procurement of Goods & Service
(Annex-XX)

Administrative M atters— Review of Hindi implementation (Annex-XXI)



3. Detailed review report on each of the parameters (Items No. i to xx above)
indicating the irregularities observed and suggestion for corrective and preventive
action, should be submitted by DDGs along with Inspection Report in the proformae
at Annex-11 to Annex-XXI.

4, Summary Report of the Audit to be given in Proformaat Annex-I.

5. This issues with the approval of DG BIS.

Sd/-
(Anuj Kumar)
DDG (Administration)
Ref: Admn/01/23/2014

Circulated to: All the departments at HQ/ ROs/BOs/ IOS/T&C & NITS



ANNEX-I

SUMMARY REPORT OF HALF-YEARLY AUDIT OF BO
NAME OF DDG: DATE(S) OF VISIT: PERIOD OF REVIEW:
Sl. Parameter Irregularities Names of 10/ Suggestions for Corrective/
No. Observed Dealing Asstt/UDC Preventive Action
1. Grant of Licence under Normal/Simplified Procedure/Tatkal
Scheme (as per Annex-lIA, 1B, 1IC)
1. Casel
2. Case?2
3. Case3
2. Pending Applications for Renewal (as per Annex-lil)
1. Casel
2. Case?2
3. Case3
3. Surrender/Expiration of Licence (as per Annex-1V)
1. Casel
2. Case?2
3. Case3
4, Stoppage of Marking/ Resumption of Marking (as per Annex-
VA, VB)
1. Casel
2. Case?2
3. Case3
5. Visit of Premises of a Licensee (as per Annex-VI)
1. Casel
2. Case?2
3. Case3
6. Hallmarking Certification Scheme
1. No. of Days taken in Grant of Licence (Annex-VIl)
2. Market surveillance of Jewellers (Annex-VIIl)
7. Implementation of i-care Programme
1. Complaint on Quality (Annex-IX)
2.  Educational Utilization of Standards (Annex-X)
3. Consumer Protection- Detection of Misuse
Annex-Xl)
4. Consumer Protection- Legal Action - Misuse
(Annex-XI1)
5.  Publicity (Annex-XIIl)
6. Sales & Distribution (Annex-X1V)
8. Financial / Accounts Matters:
1. Books of Accounts & Accounting Functions
(Annex-XV)
2. Analysis of Income & Expenditure vis-a-vis Budget
Estimates (Annex-XVI)
3. Observation in Half Yearly Internal Audit (Annex-XVII)
4. Compliance to Paras in Statutory AG Audit Reports
(Annex-XVIIl)
9. Administrative Matters:

1. Monitoring of Administration Matters (Annex-XIX)

2. Monitoring of Procurement of Goods & services
(Annex-XX)

3. Monitoring of Hindi Implementation (Annex-XXI)

RECOMMENDATIONS :

(Signature of DDG)




NAME OF THE BRANCH OFFICE (CODE):
NAME OF HEAD:

REVIEW PROFORMA — GRANT OF LICENCE (NORMAL PROCEDURE)

DATE(S) OF AUDIT:

PERIOD OF REVIEW:

ANNEX-1IA

Name of the | IS No. Date of Receipt First Scrutiny (Single Window) Second Scrutiny

Firm/Applicati of application in

bl Branch Office Whether the documents |Date of recording of |Return of application- [Reasons for return of Name of the Date of communication of addlI
of application are as per |application not recorded application- (clearly Dealing Officer information to be provided during
the check list and with recorded/not recorded) prelim inspection by the dealing officer
fees

(1) (2) (3) (4) (5) (6) (7) (8) (9)
TOTAL
Preliminary Inspection (PI) Grant of Licence Total No. of Deviation from time norms Remarks
days taken in

Date of |Communic [Date of|Date of Date of |Date of |Put up for Grant |Date of Date of Grant of In carrying out |In delivery of IR not put up to |In Grant/

Prelimina |ation of DV |receipt |submission |receipt b visit, |of Licence after |Grant of Payment of| Licence from |Preliminary sample to sample |BO in Time Rejection of

ry Reportto |of of IR to BO |of test |[if TR received and |Licence/ Marking the date of |Inspection cell application

Inspectio |the Sample report |required |applicant Rejection by |Fee by receipt of within Time after PI

n applicant, |by submits BO Applicant Application Norms

if any Sample compliance to (18)-(5)
Cell DV Report/2"™
visit
(10) (12) (12) (13) (14) (15) (16) (17) (18) (19) (20) (21) (22) (23) (24)
TOTAL
SUMMARY Time Norms for:

Average No. of Days taken in
GOL under Normal Procedure

= Total No. of Days taken in GOL (Col 19)

Total No. of Licences Granted (Col 1)

i) Scrutiny of Application: ...........
ii) Processing of Application (Normal/Simplified/Tatkal): .........cccc.......




ANNEX-1I1B
REVIEW PROFORMA — GRANT OF LICENCE (SIMPLIFIED PROCEDURE)

NAME OF THE BRANCH OFFICE (CODE): DATE(S) OF AUDIT: PERIOD OF REVIEW:

NAME OF HEAD:

Name of the | IS No. Date of Receipt First Scrutiny (Single Window) Second Scrutiny
Firm/Applicati of application in
on No. Branch Office Whether the documents of |Date of recording |Return of application- [Reasons for return of Name of the Date of communication of addl
application are as per the |of application not recorded application- (clearly Dealing Officer information to be provided during
check list along with fees & recorded/not recorded) verification visit by the dealing officer
complete Test Report
(1) (2) (3) (4) (5) (6) (7) (8) ()
TOTAL
Verification Visit Grant of Licence Total No. of | Verificatio Deviation from time norms Remarks
days taken | n Sample
in Grant of Test
Licence Report
Date of |Communic |Review |Date of Date of |Put up for Grant |Date of Date of from the |Review of In carrying In delivery of IR not put up In
Verificati |ation of DV |of Test [submission |2™ visit, |of Licence after |Grant of Payment date of |Test Report |out sample to toBOin Time | Grant/Rejec
on Visit [Reportto [Report [of IRto BO |if TR received and |Licence/ of receipt of Verification [sample cell tion of
the ' . required apphcgnt Rejection by [Marking Application VI.SIt within application
applicant, if submits BO Fee by (17)-(5) Time Norms after PI
any compliance to Applicant
DV Report/Znd
visit
(10) (11) (12) (13) (14) (15) (16) (17) (18) (19) (20) (21) (22) (23) (24)
TOTAL
SUMMARY Time Norm:s for:

Total No. of Days taken in GOL (Col 18)
Total No. of Licences Granted (Col 1)

Average No. of Days taken in =
GOL under Simplified Procedure

i) Scrutiny of Application: ...........
ii) Processing of Application (Normal/Simplified/Tatkal): .........ccccuu....




NAME OF THE BRANCH OFFICE (CODE):
NAME OF HEAD:

REVIEW PROFORMA — GRANT OF LICENCE (TATKAL SCHEME)

DATE(S) OF AUDIT:

PERIOD OF REVIEW:

ANNEX-IIC

First Scrutiny (Single Window)

Second Scrutiny

Name of the | IS No. Date of Receipt

Firm/Applicati of application in

on No. Branch Office Whether the documents of |Date of recording |Return of application- [Reasons for return of Name of the Date of communication of addl

application are as per the |of application not recorded application- (clearly Dealing Officer information to be provided during
check list and with fees recorded/not recorded) Preliminary inspection by the dealing
officer
(1) (2) (3) (4) (5) (6) (7) (8) ()
TOTAL
Preliminary Inspection (PI) Grant of Licence Total No. of Deviation from time norms Amount of | Remarks
days taken Tatkal Fee

Date of |Communic|Date of |Date of Date of |Date of |Put up for Grant |Date of Date of in Grant of |In carrying In delivery |IR not put up |In Grant/ refunded/

Prelimin |ation of receipt |submissio |receipt 2 visit, |of Licence after |Grant of Payment of| Licence |out of sample [to BO in Time |Rejection of adjusted

ary DV Report |of nof IRto |oftest |if TR received and |Licence/  [Marking from the |Preliminary [tosample application against

Inspectio |to the Sample |BO report |required [applicant Rejection |Fee by date of |Inspection cell after PI Marking

n .appllcant, by SmeIFS by BO Applicant receipt of within Time Fee

if any Sample compliance to Aoplication Norms
Cell DV Report/2™ PP
visit (18)-(5)
(10) (11) (12) (13) (14) (15) (16) (17) (18) (19) (20) (21) (22) (23) (24) (25)
TOTAL
Time Norms for:

SUMMARY : ; Peation.
Average No. of Days takenin = Total No. of Days taken in GOL (Col 19) I) ScrUtmy_Of Appllcat_lon_' """""" . .
GOL under Tatkal Scheme Total No. of Licences Granted (Col 1) ii) Processing of Application (Normal/Simplified/Tatkal): ........ccoccueeeene




REVIEW PROFORMA — PENDING APPLICATIONS FOR RENEWAL

ANNEX-1II

NAME OF THE BRANCH OFFICE (CODE): DATE(S) OF AUDIT: PERIOD OF REVIEW:

NAME OF HEAD:

Licence Number Name of the IS No. Date of Receiving of Name of Date of putting up Date of approval by Issue of Renewal Remarks

Firm Renewal Application at | Scrutiny/Dealing | of renewal Head of BO Licence
Counter Officer
(1) (2) (3) (4) (5) (6) (7) (8) (9)
TOTAL TOTAL
SUMMARY

Percentage of Renewals =

Of Licences Processed

Total No. of Renewals Processed(Col 8)

Total No. of Renewal applications Received (Col 4)



NAME OF THE BRANCH OFFICE (CODE):

NAME OF HEAD:

REVIEW PROFORMA — SURRENDER/EXPIRATION OF LICENCE (EXCLUDING CASES UNDER SOM)

DATE(S) OF AUDIT:

PERIOD OF REVIEW:

ANNEX-IV

Licence No. |Name of the IS No. Name of Suggestions for Corrective Date of Whether the Date of Orders of Reasons for
Firm Dealing and/or Preventive Action. cancellation concurrence of the |Hearing Cancellation/ cancellation/
Officer/I0 Other steps taken to notice/Non- CA taken for Expiry expiry
persuade the licensee to renewal cum cancellation/expiry
continue with the Licence expiry notice of licence
(1) (2) (3) (4) (5) (6) (7) (8) (9) (10)
TOTAL
SUMMARY

Total No. of Licences Cancelled/Expiry

= Total No. of Licences (Col 1)




ANNEX-VA

PROFORMA FOR MONITORING OF STOPPAGE OF MARKING (SoM) CASES IN BO

NAME OF THE BRANCH OFFICE (CODE): DATE(S) OF AUDIT: PERIOD OF REVIEW:
NAME OF HEAD: No. of licences in Branch: No of licences under SoM/Deferred:
(excluding due to non receipt of RA/MF)

Licence No. Name of IS No. No. of other Licences |Date of Stop Date of Reasons for Was the stop marking |Whether timely Whether adequate
Licensee held by the Licensee |Marking Communicatio [Stop Marking |justified? (Indicate approval from publicity given to
n Clause No. of OMPC/ DDGR obtained? ensure that public is
other guidelines aware of stop
referred) marking.
(1) (2) 3) (4) (5) (6) (7) (8) (9) (10)
TOTAL
SUMMARY

Total No. of Licences put under Stop Marking = Total No. of Licences (Col 1)



ANNEX-VB

PROFORMA FOR MONITORING OF RESUMPTION (RoM)/CANCELLATION CASES IN BO

NAME OF THE BRANCH OFFICE (CODE):
NAME OF HEAD:

PERIOD OF REVIEW:
No of licences processed for RoM:

DATE(S) OF AUDIT:
No. of licences in Branch:

Steps taken for Resumption of Marking Steps taken for Cancellation, if required Total No. of
Whether Whether sufficient |Date of Receipt of [Date of factory Whether RoM |Whether Date of Submission Date of Date of Cancellation/ | Days taken
adequate follow |Guidance provided |Compliance Report|visit carried out for|permitted after |timely action | delivery of | of case to cancellation | Hearing Expiry of in processing
up being done to [to Licensee to from Licensee verification of factory visit taken on Sampleto | DDGR for notice/Non- | by DDGR | Licence by RoM
ensure timely comply to the Corrective actions |and sample for |receipt of Sample Cell | cancellation/ | renewal cum DDGR
corrective action |requirements for and Factory Independent  |IR/TR to expiry of expiry notice (16-5)
by Licensee. RoM . Testing Testing drawn |[promptly licence
for long allow RoM under SOM
duration tests, |and Date of
if any RoM.
(12) (12) (13) (14) (15) (16) (17) (18) (19) (20) (21) (22)
TOTAL
SUMMARY

Average No. Days taken in Processing RoM =

Total No. of Days taken in RoM (Col 22)

Total No. of Licences (Col 1)




NAME OF THE BRANCH OFFICE (CODE):

NAME OF HEAD:

REVIEW PROFORMA — SURVEILLANCE VISIT OF PREMISES OF A LICENSEE

DATE(S) OF AUDIT:

PERIOD OF REVIEW:

ANNEX-VI

Licence |Name |[IS Date Nature of Licence Actions required during surveillance visit Subsequent actions
Numbe |of the [No. |of after the visit
r Firm Visit [Star |Normal |Marginal |Verificatio |Verificatio |Collection |Stock |Verificatio |Verificati|Verificatio|Drawl |Factory|Depositi |Issue of |Discussion [Submissio |lrregularities
n of n of of Position |n of Raw  |on of n of of Testing |on of DV with Top nofIRto |Observed &
Pending |Production |Customer Materials/ |Test Calibratio |Sample Sample |Report, |managemen (BO Suggestions
Actions Details details & Componen |Records [n for FT at if any ton Test for
since last |despatch ts &IT sample Reports on Corrective
visit and of ISI Mark Cell previous and/or
maintenan |Goods sample & Preventive
ce of test STI/Standard Action
records
(1) (2) [ 3| (4 (5) (6) (7) (8) (9) (10) (11) (12) | (13) (14) (15) 16 [ (7 (18)




ANNEX-VII

REVIEW PROFORMA FOR LICENSING OF JEWELLERS

NAME OF THE BRANCH OFFICE (CODE): DATE(S) OF AUDIT: PERIOD OF REVIEW:
NAME OF HEAD:

Temp. Name of Product Date of Name of Application Scrutiny If application | Date of No. of Date of No of days Whether Remarks
Application the Gold/Silver/ | Recording of | dealing returned, | Grantof (days taken| signing of taken in Licence

Number Jeweller Both Application Single- |Whether ID| Whether | Whether |[whether clear| Licence |in grantof| agreement | signingthe granted/

Window | Proofvalid | Address fee paid reasons licence Agreement | Agreement

Officer proof valid recorded Signed within
(8) - (4) (10) - (8) time norms
(1) (2) (3) (4) (5) (6a) (6b) (6¢) (7 (8) (9) (10) (11) (12) (13)
TOTAL TOTAL

Time Norms for:

SUMMARY ) ) i) Scrutiny of Application: ...........
Average No. of Days taken in = Total No. of Days taken in GOL (Col 9)

GOL to Jewellers under Hallmarking Total No. of Licences Granted (Col 1) ") Grant of Licence: ...........ccu.uc.




ANNEX-VIII

REVIEW PROFORMA FOR MARKET SURVEILLANCE OF JEWELLERS

NAME OF THE BRANCH OFFICE (CODE): DATE(S) OF AUDIT: PERIOD OF REVIEW:
NAME OF HEAD:

Licence Name of Inspection Date of |Noof days| Test |Credit Note| Penal Actionand
Number | the Jewe- Receipt of | taken for | Res-ult | Rectified to | recovery of Penalty,
ller Test receipt of value in Rs, if any
Name of Date of Drawal of sample Observation on other matters Report in Test if reqd
I0/BIS Repre- |Inspection BO Report Against Against
sentative Fineness / |[Name of |[Date of |Credit Display Records |Cash Jeweller |Centre
size of Lab Receipt [note Require- memo
sample by issued for |ments issued
taken Referral |valuein (12) - (4)
Lab Rs.
(1) (2) (3) (4) (5) (6) 7 (8) (9) (10) (11) (12) (13) (14) (15) (16) (17)
TOTAL TOTAL

Time Norms for:

SUMMARY i) Submission of Test Reports: ...........

Average No. of Days taken in = Total No. of Days taken in Receipt of Test reports (Col 13)
Receipt of Test reports Total No. of Licences (Col 1)




NAME OF THE BRANCH OFFICE (CODE):

NAME OF HEAD:

REVIEW PROFORMA — IMPLEMENTATION OF I-CARE PROGRAMME

(Complaint on Quality)

DATE(S) OF AUDIT:

PERIOD OF REVIEW:

ANNEX-IX

No. of Complaints Pending from the date of Recording

Activity No. of Complaints Received No. of No. of Complaints Investigated | No. of Complaints | No. of Complaints
Acknowledge- Closed Reopened on
ment sent request of
Complaints Complaints Complainant End |Licensee End Complainant More than 2 Months |Between 2-3 Between 3-4
related to ISI related to Testing at BO Months at RO  |Months at i-
Marked of Public Samples CARE Deptt
Products/BIS
Services
(1) (2) (3) (4) (5) (6) (7) (8) (9) (10) (11)

Product

Hallmarking

Service

Others

TOTAL




NAME OF THE BRANCH OFFICE (CODE):

NAME OF HEAD:

REVIEW PROFORMA — IMPLEMENTATION OF I-CARE PROGRAMME

(Educational Utilization of Standards)

DATE(S) OF AUDIT:

ANNEX-X

PERIOD OF REVIEW:

No. of Education No. of Request No. of Education No. of Educational No. of %age of Total No. of Standards Feedback/Perception
Institutions under | Received from these |Institutions Contacted Utilization of Institutions Institutions Purchased by
BO Institutions by BIS Standards Covered under Covered these Institutions
Programmes EUS Students Perception |No. of ISS considered
Conducted & Feedback of for Adoption in
Programme Curriculum Projects
(1) (2) (3) (4) (5) (6) (7) (8) (9)

TOTAL




NAME OF THE BRANCH OFFICE (CODE):
NAME OF HEAD:

REVIEW PROFORMA — IMPLEMENTATION OF I-CARE PROGRAMME

(Consumer protection — Detection of Misuse)

DATE(S) OF AUDIT:

PERIOD OF REVIEW:

ANNEX-XI

No. of Leads | No. of Surveys for No. of Misuse No. of Complaints No. of Violation of QC No. of Investigations No. of Search & Seizure Operations Carried Out
Received Misuse Carried Detected Reopened on request of Orders detected Carried Out
out/Misuse Complainant
detected by BIS Successful Unsuccessful Total
(1) (2) (3) (4) (5) (6) (7 (8) (9)

TOTAL




REVIEW PROFORMA — IMPLEMENTATION OF I-CARE PROGRAMME
(Consumer protection — Legal action - Misuse)

ANNEX-XII

NAME OF THE BRANCH OFFICE (CODE): DATE(S) OF AUDIT: PERIOD OF REVIEW:
NAME OF HEAD:

No. of Court | No. of Court No. of Court No. of Court Cases | No. of Court Cases No. of Court Cases No. of Press Release |No. of Claims for Reward| No. of Cases No. of
Casesin |Cases Launched | Cases Closed Pending decided in favour decided against BIS Issued Eligible for Rewards
progress of BIS Reward given

(1) (2) (3) (4) (5) (6) (7) (8) (9) (10)

TOTAL




REVIEW PROFORMA — IMPLEMENTATION OF I-CARE PROGRAMME

ANNEX-XIII

(Publicity)
NAME OF THE BRANCH OFFICE (CODE): DATE(S) OF AUDIT: PERIOD OF REVIEW:
NAME OF HEAD:
RO/BO No. of Stake Publicity Participation Publicity
Holders at Exhibition Expenditure
Contacted Print Media (No. of Advertisements/Press release for) Audio Visual Media during the
Month (Total
First Licence | Stop Marking | Detection of Mandatory BIS Activities No. of No. of No. of Expenditure)
for ISS Misuse Certification Programmes | Advertisements Hoardings
(1) (2) 3) (4) (5) (6) (7) (8) E)] (10) (11) (12)

TOTAL




NAME OF THE BRANCH OFFICE (CODE):
NAME OF HEAD:

REVIEW PROFORMA — IMPLEMENTATION OF I-CARE PROGRAMME

(Sales and Distribution)

DATE(S) OF AUDIT:

PERIOD OF REVIEW:

ANNEX-XIV

RO/BO Hard copy Sale E-Sales Hard Copy through | Retrocession | Commission | Total No. of hard Copy of | Operation of | No. of standards printed No. of standards
Portal from ISO/IEC & standards available in |sales counter from Outside printed in-house
Procurement Stock as per sales
Quantity | Revenue | Quantity | Revenue | Quantity | Revenue Permanent | Other sale | Guidelines No. of No. of No. of No. of
(Rs.) (Rs.) (Rs.) Sale (Yes/No) Standards Copies Standards Copies
(1) (2) (3) (4) (5) (6) (7) (8) (9) (10)

TOTAL




ANNEX-XV

REVIEW PROFORMA — MONITORING OF BOOKS OF ACCOUNTS & ACCOUNTING FUNCTIONS

NAME OF THE BRANCH OFFICE (CODE): DATE(S) OF AUDIT:
NAME OF HEAD:

PERIOD OF REVIEW:

Sl. No. Items to be checked Observation Suggestions for Corrective
and/or Preventive Action
(1) (2) (3) (4)
1. All Income & Expenditure have been accounted for in Books of Accounts
2. All payments made as per sanctions and statutory provisions followed
3. The expenditure made by the branch is as per Budget allocated. Reasons for any
excess/underutilization of Budget
4, Trial Balance upto last month prepared by the branch as per the proforma prescribed. All
items in the Trial Balance have been authenticated. Inter Account with other ROs/BOs/HQ
have been reconciled. All the Current Assets/Current Liabilities Account as per last Trial
Balance reconcile with the party wise ledger/list
5. The funds were transferred to HQ as per the instructions relating to transfer of funds
6. The daily collection of marking fee, sale of standards, cash sales and other receipts have been
deposited in the bank within next working day
7. Bank Reconciliation of all the Bank accounts have been finalized upto last month
8. Actions have been taken to recover/write off certification dues
9. Service Tax has been timely paid to Govt. during the current year after adjustment of Cenvat
Credit. Whether Service Tax Returns have been filed by due dates?
10. | The income tax deducted from contractors/parties has been timely deposited, whether return
has been filed by due dates and TDS certificates have been issued by due dates
11. | The TDS Certificates have been obtained from all parties which deducted tax at source from

payment made to BO during last quarter




REVIEW PROFORMA — ANALYSIS OF INCOME & EXPENDITURE VIS-A-VIS BUDGET ESTIMATES

NAME OF THE BRANCH OFFICE (CODE):
NAME OF HEAD:

DATE(S) OF AUDIT:

PERIOD OF REVIEW:

ANNEX-XVI

Sl. Account Head Expected Actuals for the | Actuals for the % Actual Over Actuals for the % Increase over | Suggestions for
No. period under Review period under Expected same period of last last year corrective
(i.e. proportionate BE) Review (3-4/4x100) Financial Year (4-6/6x100) Action, if any

(1) (2) 3) (4) (5) (6) (7) (8)

1. |Income
1.1 Product Certification
1.2 Gold Hallmarking
1.3 System Certification
1.4 Training Fee
1.5 Sales of Indian Standards
1.6 Other Income

Total (1)

2. |Expenses
2.1 Staff Benefits(Medical/ Staff Welfare/ LTC
2.2 Travelling Expenses
2.3 Testing
2.4 Publicity
2.5 i-CARE Expenses
2.6 Office Expenses (Entire Group)
2.7 Repairs & Maintenance (Entire Group)
2.8 Training Expenses (in case of NITS)
2.9 Other Expenses (all remaining)

Total (2)
3. |Capital Expenses




ANNEX-XVII

REVIEW PROFORMA — COMPLIANCE TO OBSERVATIONS IN HALF YEARLY INTERNAL AUDIT REPORT(s)

NAME OF THE BRANCH OFFICE (CODE): DATE(S) OF AUDIT: PERIOD OF REVIEW:

NAME OF HEAD:

Internal Audit Observation No.

Internal Audit Observation
(in brief)

Reasons for non compliance/
non completion of action

Observation

Suggestion if any

(1)

(2)

(3)

(4)

(8)




REVIEW PROFORMA — COMPLIANCE TO PARAS IN THE STATUTORY AG AUDIT REPORT(s)

NAME OF THE BRANCH OFFICE (CODE):

NAME OF HEAD:

DATE(S) OF AUDIT:

PERIOD OF REVIEW:

ANNEX-XVIII

Audit Para No.

Year of Audit to which
Para relates

Subject of the para

Whether reply was given

Whether action has been
taken/completed as suggested
by Audit

Suggestion, if any

(1)

()

(3)

(4)

(8)




NAME OF THE BRANCH OFFICE (CODE):

ANNEX-XIX

REVIEW PROFORMA — CHECK LIST FOR MONITORING OF ADMINISTRATION MATTERS

NAME OF HEAD:

DATE(S) OF AUDIT:

PERIOD OF REVIEW:

Sl. No. Items to be checked Observation Suggestions for Corrective and/or
Preventive Action
(1) (2) 3) (4)
1. Analysis of man-power requirement vis-a-vis the functions performed
- Man-power planning/Deployment of persons as per Job description
- Problem Area:
2. Review of APRs
3. Review of Leave of Officers & Staff
4, Review of Procurement of Goods & Services as per GFR
5. Engagement of contractual workers/agencies
- Approval of Tender Document by Competent Authority
- Attendance Record being maintained
- Payment is being made as per State/Central Govt norms
- EPF, ESI facility being provided
6. Store & Inventory Management
- Record of Procurement of goods being maintained
- Record of item issued to section/officer being maintained
- Maintenance of Asset Register
7. Record Room & Weeding out

- Record room is functioning
- No. of files in the Record Room
- Weeding out of records




8. Maintenance of Files and Records as per Office Procedure
- Maintenance of Files Index Register
9. R&I Activities
- Proper registers have been maintained for receipt & issue of Dak
10. | Condemnation and Disposal of Items
- Whether condemned by meeting
- Whether written off from Asset Register
- Whether written off from Accounts
11. | Meeting with Officers & Staff representatives
12. | Observations given in the last C&AG Audit Report and compliance thereof
13. | Observations given in the last Internal Audit Report and compliance thereof




REVIEW PROFORMA — MONITORING OF PROCUREMENT OF GOODS & SERVICES

ANNEX-XX

NAME OF THE BRANCH OFFICE (CODE): DATE(S) OF AUDIT: PERIOD OF REVIEW:
NAME OF HEAD:
Sl. Nature of Name | Whether Tender Evaluation Whether Estimated |Whether bids| Whether bids | Whether purchase of Whether
No. | goods/services | of the | tender was tender cost of invited in invited goods/services is |implementation is as per
procured party created published on goods single/two through approved by tender
using model |Eligibility |Terms & Penalty |Other Criteria | CPP Portal, bid limited competent authority
tender |Criteria |Conditions |Clause  |to meetthe |BIS website & tender/open
document |Checked |Checked |Checked |Requirements local tender
newspaper enquiry

(1) (2) (3) (4) (5) (6) (7) (8) () (10) (11) (12) (13) (14)




ANNEX-XXI
REVIEW PROFORMA - HINDI IMPLEMENTATION

NAME OF THE BRANCH OFFICE (CODE): DATE(S) OF AUDIT: PERIOD OF REVIEW:
NAME OF HEAD:

Correspondence |Compliance| To reply To reply Noting in Hindi in Files oLic Hindi Hindi Standards To participate Training
Region wise of rule3(3)| Lettersin Letters in Region wise Fortnight | workshops | translated in a in TOLIC
Hindi for Hindi for Celebration year
A B C Letters Letters A B C Hindi Steno- | Typing
received in | received in Language | graphy
Hindi English
(1) 2) | 3) | (4) (5) (6) (7) (8) () (10) (11) (12) (13) (14) (15) (16) (17) (18)
. h . . h 12 Standards .
Target |100%|100%| 65% | 100% 100% 100% 75% | 50% | 30% |Oneineach ) Onceina | Oneineach | v .\ Oncein 6 100% | 100% | 100%
Quarter Year Quarter months

each Translator




