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SECTION-II
INSPECTIONS

PROGRAMME OF INSPECTION

For The Purpose Of Inspection All stations including Good Sheds/Sidings, City Booking
Offices, CTI Offices, etc., are grouped into 'A' Class and 'B' Class according to the man-
days allowed for the inspection. Stations, which require four man days and above for
inspection have been classified as 'A' Class and others as 'B' Class(with 2 to 3 days scale
time), JTBS, Post Offices etc,. are classified as 'C' Class(one day scale time) and Weigh
Bridges are classified as 'D'(one day scale time). At certain railways where supply and
replenishment of ticket stocks is centralized, a post of DCM(Buffer Stock), is provided to
regulate requirements.

SCHEDULE OF INSPECTIONS

'‘A'class stations are required to be inspected once in every four months i.e., First
Round- April to July, Second Round- August to November and Third Round-December to
March. i.e. three inspections in a financial year. However it should be ensured that in
each quarter's period few transaction of each quarter are coveredinthatinspection.

'B' Class stations are required to be inspected once in six months viz., half year ending
30th September & 31st March. i.e., twoinspectionsin a financial year.

'C' class stations are required to be inspected every alternate monthi.e., sixinspections
inafinancial year.

'D' class stations are required to be inspected every month i.e., twelve inspectionsin a
financial year.

Train halts should be inspected along with the stations concerned.

DCM Buffer Stock (as per practice prevailing on each individual Zonal Railway, like SCR)
will beinspected oncein every four months as'A' class station.

ORDER OF INSPECTIONS

The section TIA is solely responsible for regulating the inspection of the stations in
his/her section strictly in accordance with the scheduled programme and all possible
efforts should be made to avoid arrears. TIAs, however, should arrange their visits to
stations with due regard to economy of time spent in travelling. In the event of
inspection in a section falling into arrears, office should be appraised well in advance for
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relief. Inspection of 'A' Class stations should take precedence over 'B' Class stations but
JTBS, Post Offices etc,. Classified as 'C' class must be inspected on every alternate
month.

Section TIAs should feel their responsibilities and always endeavor to keep the
inspection work on their sections current.

Inspection of 'B','C' and 'D'class stations should be strictly adhered to and in no case
they should be surrendered by section TIAs.

Inspectors should keep their programme confidential and the date on which it is
proposed to visit a station should not be made known to the station staff.

The broken and select period of inspection are the days which a TIA should consider for
checking of complete transactions. The broken period is that 10 days' period which is
not completed, and dates of this period which are checked by TIA are called broken
days. The broken day's period would cover the day of reaching of TIA at that station for
starting inspection and three preceding days. Ordinarily the inspection at any “A” class
station should not be taken up by TIA, before 13,23 and 3rd day of any month.

The select period of inspection is that period (01-10/11-20/21-31) which a TIA should
consider for checking of transactions and the balance sheet of which is already
submitted to Traffic Accounts Office. For purpose of select date, one date out of this
select period will be considered. All transactions in broken and select period should be
checked as 100% and 10% respectively, unless specifically mentioned in this manual.

TIAs should confine themselves to the examination of the accounts and are prohibited
from undertaking responsibility in connection with the compilations, collection of cash,
issue of tickets or other allied works, which are recognised to be the legitimate duties of
the Traffic/Commercial staff.

COMMENCEMENT OF INSPECTION

The nature and object of check exercised by the TIA on station accounts demands that
his visits to the station should contain an element of surprise. He should therefore, take
special precautions to see that the date of inspection is kept secret. In order to maintain
the above element the TIA should arrange their date of inspections atirregular intervals
so that station staff may not anticipate the date of next visit. Care should also be taken
not to allow too long an interval between inspections. The TIA should on no account
give intimation to the station staff in any form of the dates of their impending visits
either onregularoron surprise inspections.
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It is important that the station staff may not have any opportunity to manipulate their
books or cash balances if they get to know about expected inspection, that even when
an Inspector arrives at a station during the night he should start his inspection
immediately on arrival and check the cash and close the books, irrespective of the time
required for this purpose.

It is therefore obvious that the TIA should arrange his time of arrival at a station for
inspection in such a manner that he will be able to complete all the preliminary work in
verifying cash and inventory of parcels/Goods and closing the books at a stretch.

Theinspectionsin large stations may be commenced on a Sunday if warranted.
BREAK OF INSPECTION

TIA should not ordinarily leave the inspection of a station incomplete when proceeding
on leave or take up the inspection of other stations in the section before completing the
inspection on hand. The inspection taken once should be completed at astretch and the
reports submitted within the prescribed time. However, with prior approval of AFA/SI,
the break of inspectionis permitted in the following cases.

When the TIA has to render assistance to another TIA in the opening of the inspection of
major stations involving jointinspection.

When the assisting TIAs have not completed their portion of work in jointinspection.

When Accounts Office has allotted a special duty to the TIA with instructions to do it
immediately.

To witness auction proceedings.

To conduct train check (on run) and inspect stations coming under monthly/bimonthly
schedule.

When break of inspection is unavoidable due to any unforeseen or unavoidable reasons
beyond his control. (A detailed report should be submitted for regularization).
Whenever there is a break of inspection in case of joint inspections, the closing of
inspections should be so scheduled by all TIAs that they are closed jointly and
verification of Cash on handis done at asingle stretch.

ARREARS INSPECTION

It should be ensured that all inspections are taken up whenever they are due. In order to
complete the cycle of inspections before 31st March each year, inspectors should
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