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Department structure of Small Savings Department , Aurangabad :

Commisioner (SS)

SSO-1

SSO-2

SSO-3

A 4

Dy.Acct

Sr.clerk

Driver and Peon
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Small Savings Department

Evaluation of ADSS by Dy.Director

SR. Activity Description Plan
No.
1 | Administration
Clearing of Pending references All pendings on weekly basis
Record verification of SSO and all Of all staffs on Monthly
the staff basis
Writing of ACR Yearly
Grievances handling Weekly
2 | Development activities
1. Collection V/s. Target As per annual operating Plan
Co-ordination meetings
- Agents 6 Per Month
- Investor 6 Per Month
- H.O.D. 1 Per Month
- Postal Once per 3 Month
- Revenue Officers I Per Month
Tours 5 Days per month and 5
visits per tour
Bachat gram / Bachat colony 1 per Quarter per SSO
Visits to post office 5 per month
Visits to Various organizations 5 Per Month
Monitoring of Trainings As per training calender
3 Budget Activity
-  MES Once per month
- 8/9"™ monthly Once per month
- Annual Budget Annually
- Utilization of Dist. incentive | Annually

grant




- Distribution of
incentive

agent

Annually

- Surrender of Grants

Annually

Agency Work

Appointment

a. MPKBY

20 Per Month

b. SAS

20 Per month

c. PPF

05 Per month

Renewal of Agency

-MPKBY

-SAS

-PPF

Weeding of Agents

-MPKBY

-SAS

-PPF

Publicity plan

Implementation of Publicity plans as

given by the Directorate

POSB

10%

QTS AT,
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SMALL SAVINGS

Evaluation of SSO by ADSS

DEPARTMENT
SR. Activity Description Plan
No.

Administration
Maintenance of Records and Record updation on
Registers Quarterly basis
a. Agents
b. Payroll
c. Potential Market

Record verification of Agents Minimum 10

(MPKBY and SAS)on
monthly basis
Record verification PRSG Monthly 5
2 Development Target
Tour in the respective areas 8 per month.
(preferable in Rural areas)
Review of Agents Performance All agents Per Month
Bachat Gram/Colony Declaration Three Quarterly
Investor workshop in rural area Three per month
Collection Campaign Once in two month
Visit to Educational institutions 8 per month
Visit to Post office 10 per months
Visit to various organisations 10 per month
Training to Agents e.g. Induction training to new
*Marketing skill agents one per month and
*Personality Development Refreshment training to all
*Competitor benchmarking agents once in year
*Actual Work
3 Initiatives taken

Investors Workshop for focus
group

Once two month

- Implementation of new

marketing ideas




Identification of new potential
areas

- Initiative taken to improve
the performance of inactive
agents

- Weeding out inactive agents

Target achievement

No. of new RD account open

No. of new PPF Account

Appointment of Agent
a. MPKBY
b. SAS
c. PPF

Collection v/s Target

100 %

Per 10% increase

If POSB collection > 10% of gross
collection

Per % increase beyond 10%

Passing of Internal dept. Exam

QTS GATeh,

AU d



SMALL SAVINGS Evaluation of Dy. Accountant
DEPARTMENT by ADSS
SR. Activity Description Plan
No.
1 Salary bill preparation, submission to | Monthly

treasury and distribution.

2 Preparation of all type of expenditure | Within a week
bill e.g. TA/TTA/Special pay/MV
Fuel/Maintenance/Office
expenses/Telephone/Electricity
and its payment
3 Agent incentive preparation and | Yearly
distribution
4 District incentive proposals Yearly
5 MES preparation Monthly
6 8/9 Monthly Budget Preparation 8/9 Monthly
7 Annual Budget Preparation Yearly
8 Preservation and Maintenance of | On going process
Employees service book
9 Preservation of Agent incentive | Yearly
record
10 | Maintenance of SO files in respect of | On going process
Agents incentive/District
incentive/Income tax/Accounts
11 | Maintenance of vehicle history sheet | As and when required
and Insurance record Yearly
12 | Purchase of office/Printed stationery | As and when required
13 | Maintenance of Dead Stock Monthly
14 | Maintenance of Work sheet and | Daily updation and Weekly
reporting to ADSS reporting to ADSS
15 | Maintenance of Cash book and | Daily
trancsation
WETAS HATH, Aeuaad

2
-
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SMALL SAVINGS

Evaluation of Senior Clerk

DEPARTMENT by ADSS
SR. Activity Description Plan
No.
1. Administrative

Appointments proposals
submissions of agency

-MPKBY
-SAS
-PPF

As and when from receipt of
proposal scrutiny and
submission within 2 day

2 Renewal proposal of agency As and when from receipt of
-MPKBY proposal scrutiny and
-SAS submission within 1 day
-PPF

3 Cancellation agency proposal As and when from receipt of
-MPKBY proposal scrutiny and
-SAS submission within 1 day
-PPF

4 | Record keeping of Employees | On 25" of every month
leaves

5 Housekeeping Daily basis as per check list

6 Work sheet Daily updation and reporting to

ADSS on every Monday.

7 Maintenance of S. O. files in respect | As and when required
of Agency work

8 Movement Register On daily basis
Muster roll On daily basis at 10.15 a.m.
Late muster roll On daily basis at 11.00 a. m.

And reporting to ADSS.

9 Record keeping and follow of On monthly basis before 10th
monthly dairy of SSO every month

10 | Maintenance of various types As and when required
records in respect of agency

11 | Assist to ADSS to evaluate the On monthly basis.

performance of Clerk, Driver and
Peon

Qe S G, Aeqa<d



SMALL SAVINGS Evaluation of Clerk by

DEPARTMENT, ADSS
SR. Activity Description Plan
No.

1 Inward of all documents Noting of all inward
documents on same day in
inward register.

2 Outward of documents and Noting in outward register

Letters and sending on same day.

3 Typing of required documents Within half an hour from
Moment of assignment
given

4 Correspondence within section and | On same day

other organizations

5 Maintenance of stamp account On same day

6 Maintenance of stationary stock Availability of all stationery
at all the time

7 Maintenance of all types of | PRA, PRB, LAQ,

registers Lok Ayukt, Court, DO
Letters, TPR. weekly
8 Work sheet Main tainingon  daily

basis and reporting weekly
to ADSS through Senior
Clerk.
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SMALL SAVINGS

Evaluation of Driver by

DEPARTMENT, ADSS
SR. Activity Description Plan
No.
1 Maintenance of vehicle and Minor As and when required
repairs
2 Safe Vehicle Driving
Every day
3 Daily Vehicle Cleaning
Every day
4 Record keeping of vehicle movement | Every day
5 Special initiative taken other than his | Monthly

work

HETF dTelh Acaa<ld



SMALL SAVINGS

Evaluation of Peon by

DEPARTMENT, ADSS
SR. Activity Description Plan
No.
1. Office opening and Closing on time Opening at 9.30 a.m. and
closing after Staff Departure
2. Punctuality Up to Satisfaction level of
Superiors
Obedience Up to Satisfaction level of

Superiors

File movement

As and when required

Housekeeping

As per checklist

Delivery of Documents to Relevant

department/Concerns

On same day

Submission of Bills to Treasury and

Obtaining of cheques

Actual time required

Other work

As and When required
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