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CHAPTER III

SECTION I — BROAD FUNCTIONS AND SET-UP OF DIRECTORATE GENERAL
AND ITS SUBORDINATE OFFICES

3.1.1. General :

The Directorate General, All India Radio functions as an attached office of the Ministry of I&B. The
Director General has been declared as the ‘Head of Department’ and is of Additional Secretary’s rank.
He is responsible for the overall administration and supervision of the entire AIR network.

3.1.2. In the performance of his duties and functions, the Directorate General is assisted by the
Following Officers:-

A. Programme Side :

3.1.3. Thereis an Additional Director General and three Deputy Directors General in the Headquarters
and three Deputy Directors General in the regions. All these officers belong to the programme cadre of
All India Radio. The three Deputy Directors General in the Headquarters have been designated as (i)
DDG (Commercial); (ii) DDG {Inspection); and (iii} DDG (Programme, Planning & Development). The
headquarters of the regional DDGs are situated at Bombay (WR), Calcutta (ER)and Guwahati (NER).

3.1.4. The regional DDGs are expected to inspect, gnide, and control the stations within their
jurisdiction. A list of stations under each regional DDG is given in Appendix 1.

B. Technical Side :

3.1.5. In respect of technical matters of All India Radio, the Director General is assisted by the
Engineer-in-Chief and Chief Engineers posted in the headquarters and the zonal Chief Engineers. In
addition, there is a Planning and Development Unit in the Headquarters to assist the Director General in
respect of development Plan Schemes of All India Radio. In respect of Civil Construction activities, the
Director General is assisted by the Civil Constructions Wing, which is headed by a Chief Engineer. CCW
also caters the needs of Doordarshan.

C. Administrative matters :
3.1.6. A Dy. Director General{ Administration) assists and guides the Director General on all matters of

administration. Another DDG looks after the Engineering Administration of All India Radio. Besides,
there is a Director (Admn. and Finance) to assist DG in matters of administration and finance.

D. Matters relating to Security :

3.1.7. The Director General is assisted by a Deputy Director General (Security), Additional Deputy
Director General (Security) and a Dy.Director (Security) on matters connected with the security and
safety of AIR installations, transmitters, studios, offices, etc. The security needs of Doordarshan are also
tooked after by these officers.
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E. Matters relating to Audience Research : '

3.1.8. There is a Director Audience Research to assist the Director General in carrying out surveys of
audience research on the programmes broadcast by various stations on All India Radio.

3.1.9, Broad Duties of various Officers/Offices of the Directorate General :

The broad functions and -duties of the various officers of the Directorate General of AIR, and the
functions of P&D Unit, Civil Construction Wing, Staff Training School (Programmes), Audience
Research, Inspection Unit are given in the subsequent chapters.

3.1.10. Activities of Sub-ordinate Offices of AIR in Brief :

There are a number of subordinate offices of All India Radio performing distinct functions. The detailed
functions of all these subordinate offices are given in AIR Manual Vol. 111, Broad activities, in brief, are

given below:-
i) External Services Division :

The External Services Division of All India Radio broadcasts in 25 languages-17 foreign and 8 Indian
languages. These services are radiated for an aggregate duration of 56 hours daily and are projected to
over S0 countries. Our beam aerials are directed towards West Asia, Africa, the United Kingdom and
Europe, including Western parts of Russia in the West and to the East, North-East and South-East Asia,
South China, Australia and New Zealand. There is also service in Hindi for listeners in the Gulf countries.
AIR also covers border States of Pakistan, Bangaladesh, Bhutan, Nepal, Burma and Sri Lanka by means
of shortwave and high power medium wave transmitters.

ii) Chief Engineer’s Offices :

There are four Chief Engineers (SAG Level I) and eight Chief Engineers (SAG Level 1I) in charge of the
four zones namely North, East, South and West with headquarters at New Delhi, Calcutta, Madras and

Bombay respectively.
The Z onal offices are headed by the Chief Engineer (SAG Level I). He is responsible for the work relating
to projects and development of both Doordarshan and AIR. Of the two Chief Engineers (SAG Level II)

in each zone, one is responsible for the maintenance of the Al R Network in the Zone and the other for the
Doordarshan network in-the zone.

The Chief Engineers (SAG Level II) in each zone work under the supervision of Chief Engineer (SAG
Level I).

iii) Transcription & Programme Exchange Service :

This service looks after exchange of programmes among the station, and maintenance of an archival
library. The Director, Transcription & Programme Exchange Service is the Head.

iv) Research Department :

a) This office is located at Indraprastha Estate, Ring Road, New Delhi and is under the administrative
and technical control of the Chief Engineer (Research & Development) who is the head of the office.
The functions of this office broadly are:-
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1) Research and Development of equipment required by AIR and Doordarshan.
i) [nvestigation and studies relating to AIR and Doordarshan.

iii} Development of Prototype models of R&D equipment for limited use field trials in the
network of AIR & Doordarshan.

iv)  To participate and offer expert advice on behalf of AIR and Doordarshan inthe National and
International Study Group, Committees and Conferences.

v) Preparation of frequency schedules for AIR, SW Services.
vi)y  Collection and analysis of data on lonospheric parameters and publish them.

vii) Preparation of Documents for CCIR, ABU, CBA, etc., technical papers for publication in
Scientific/technical Journals and preparation of departmental Research Reports.

viii) Undertaking studies for the introduction of latest technology in the fields of Sound and TV
broadcasting.

b) This office also operates a Technical monitoring station at Todapur, New Delhi for technical
monitoring of National and International broadcast transmissions, measurement of field strengths
and other experimental activities.

v} Central Stores Office :

The Central Stores Office located at New Delhi with functions relating to procurement, stocking and
distribution of engineering stores required for the maintenance of technical equipment at All India Radio
Stations. The stocking of these are however, done only at AIR Centres. It has no jurisdiction over the
procurement and issue of Engineering stores and equipment required for execution of projects financed
from the capital budget. The head of office is the Station Engineer.

vi} Local Radio Stations :

Local Radio Station is a new concept of broadcasting in India. Each of the stations serving a small area is
basically utility oriented and reaches right into the heart of the community it is meant to serve. The
programme broadcast from the local stations are predominantly field based flexible and spontaneous
and serve as the mouth piece of the local community. Detailed working instructions for local Radio
Stations are given in APPENDIX IL.

vii) Staff Training Institute (Tech.) :

The Staff Training Institute (Tech.) is part of the Dte. since 1985, now functions at Kingsway, Delhiasa
Subordinate Office of AIR. The Institute organises training courses for the engineering staff of All India
Radio and Doordarshan from the level of Technician to the Superintending Engineer. It also conducts
Departmental Qualifying and Competitive Examinations. It is also responsible for publishing, revising
and updating the Manual on Safety Precautions, and sponsors candidates for training to various
organisations and training institutions in India and abroad in the field of broadcasting engineering,
coordination of plan works and expansion schemes connected with training institutes. The institute is
headed by a Chief Engineer who has been given the powers of the Head of the Department. However, the
Director, STI(T) functions as the Head of Office. A hostel is also attached to the Institute for outside
trainees and is situated adjacent to the Institute,

-

viii) CBS Centres & Vividh Bharati :

The Deputy Director General(Commercial) posted in the Headquarter looks after the functions of allthe
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CBS Centres, CSU and VB Service in Bombay. There are 15 main CBS Centres and 14 link stations. The
work relating to CBS is performed in two wings, i.e.Sales and Production. A separate independent office
known as Central Sales Unit looks after the sales work and is headed by a Director of Sales, belonging to
the programme cadre. The work of production has been entrusted to the stations. These centres also
broadcast commercials on primary channel at various stations in the country. The primary channel-
stations are divided into 6 groups for the purpose of rates. The rates are fixed on the basis of power of the
transmitter, the population reach and other related factors.

ix) Akashvani Group of Journals :

In order to give publicity and inform the listeners about the various programmes to be broadcast from
various AIR Stations, AIR publishes 4 journals. Akashvani Journals are published in English, Hindi and
Urdu, from Delhi. ‘Vanoli’ in Tamil is published from Madras. The Chief Editor, Akashvani Group of
Journals is the Head of Office for the journals published from Delhi, while station Director, AIR,
Madras is the ex-officio Editor for the ‘Vanoli’ Journal. All the four journals are priced publications and
are issued fortnightly.

x) Monitoring Service :

Situated at Aya Nagar, New Delhi is headed by the Director, Monitoring Service. 1t performs two major
functions namely (a) to feed material for incorporation in AIR News Bulletin; b) to provide various
reports for use by AIR Staff/Ministries/ Departments of the Government and its diplomatic missions
abroad. The service constantly feed the General News Room with news flashes and reports. A skeleton
Monitoring Unit also functions in the News Services Division itself for providing spot news for use in the
News bulletin. The Monitoring Service possesses recordings and transcriptions of the speeches made by
various dignatories on important occasions.

xi) Radio Stations :

There are at present 91 radio stations. Each of these radio stations functions as the subordinate office of
All India Radio. At all capital stations, the station Director is the Head of Office. The remaining AIR
Stations are headed either by a Station Director/ Asstt. Station Director or Superintending
Engineer/Station Engineer. A list of Radio Stations in the country, state-wise showing the languages
broadcast is given in Annexure-I to Chapter-IL

xii) News Services Division :

News Services Division is one of the largest Radio News Organisation, works round the clock and
broadcast 269 bulletins both in the home and external services. The bulleins are in 17 Indian languages
from Delhi. It is headed by Director, News Services and assisted by five Joint Directors. The bulletins
vary from region to region according to news interest.

xiii) High Power Transmifters :

The HPTs are independent transmitting installations headed by Superintending Engineers. These
stations are equipped with short wave/medium wave transmitters together with extensive aerial system
to serve the external, home and news services of All India Radio. The main functions of these centres is to
transmit the programmes produced at nearby studios and aiso from Delhi studios. Presently the seven
HPTs are at Khanpur (Delhi), Kingsway Camp (Dethi), Aligarh (U.P.), Malad (Bombay), Avadi
(Madras), Chinsurah (Calcutta), Rajkot and Alleppey.

The various categories of civil posts of Programme, Engineering and Administration including Central
Information Service are given in Annexure-I1I together with scale of pay.
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xiv} Television :

Television was inaugurated first as an experimental service in 1959 at Delhi mainly for viewing in tele-
clubs. The programme of educational television for the Delhi Schools was started in 1961. A daily general
service was started from 15th August, 1965 and it provides varied fare to the viewers, including magazine
and youth programmes, news commentary, news headlines, entertainment items, music, folk dances,
plays, features, discussion on topical subjects, interviews, Quiz programmes, programmes for women
and children, etc. Educative programmes on the pattern and methods of agriculture are aiso telecast for
the benefit of agriculturists twice a week. It started functioning at initial stage as apart of AIR. Nowitisa
separate Department. The various categories of Civil posts of Programme, Engineering and
Administration including Central Information Service are given in Appendix [II together with scale of”

pay.
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CHAPTER III

Section I — Duties of Various Officers and Sections of the Directorate (Excluding P&D
Unit and CCW)

S.No. Subject Paras
1. General 3.2.1
2. Director General 322
3. Duties of Officers belonging to Programme Discipline 323
4. Duties of Officers belonging to Engineering Discipline 324
5. Duties of Officers belonging to Admn. 325
6. Duties of Officers belonging to other disciplines. 3.2.6
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8. Tape Library 3.2.8
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10. Returns to be sent to the Ministry of 1&B 3.2.11
Annexures

IV. Detailed duties of Sections in the Directorate.
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CHAPTER III

Section 11 — Duties of Various Officers and Sections of the Directorate (Excluding P&D
Unit and CCW).

3.2.1. General :

In the Directorate General, All India Radio, a number of officers belonging to programme, engineering
and administrative cadre are posted. To cater to the needs of supervision, control, guidance and
administration of various stations/offices of All India Radio located throughout the country, a number
of Sections are in existence. Each of these officers and Sections perform distinct functions. In this
Chapter, broad duties of various posts and the Sections are enumerated. The functions of Sections and
the duties of various officers posted in P&D Unit CCW, Audience Research, Inspection Unit, Staff

“ Training School (Programmes), all of which are a part of the Directorate, are given in the subsequent
chapters.

3.2.2. Director General :

He functions as the Head of the Department and is responsible for the overall administration and
supervision of All India Radio network.

3.2.3. Duties of Officers belonging to Programme Discipline :
i} Additional Director General :

Additional Director General is the head of the Programme Division of All India Radio and is responsible
for the planning, development and production of programmes on AIR network. He directly supervises
the following functions:-

I. Programme Policy and Coordination including Language policy, Fixed Point Charts, Zoning, '
Anniversaries and Festivals, Religious broadcasts, Secularism. etc. )

2. Development Publicity and Compaigns.

3. News and Current Affairs including Elections and OBs.

4. National Programme of Talks and Discussions in Hindi and English.

5. Station Directors’ Conference.

6. Advisory Committees.

7. Parliamentary Consultative Committee meetings and State Information Ministers’ Conference.,
8. National Symposium of Poets and Literary Programmes.

9. Sanskrit Programmes

10. Asian Games.

11. Audience Research.

12. All service matters connected with PEXs and TREXs.

13. Any other matter connected with programmes of AIR not covered in the duties allocated in this

order.

h programmc policy and important cases including matters relating to ASDs and

Matters connected wi

above and cases of ap

gs of PEXs will be submitted to DG.

pointments, transfers and postin
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ii) Deputy Director General (Commercial) :

I
2.
3

oo s

iii)

: \.\-h_j.

Commercial Service including Vividh Bharati.
Transcription, Programmes Exchange and Archives.

Foreign relations including cultural agreements and protocols, Deputations abroad, Asian
Broadcasting Union, Commonwealth Broadcasting, etc.

Staff Training.

Library and Books.

Public Relations and Press Publicity inciuding Programme journals and Publications.
National Programme of Dramas and Features, '

External Services.

The issues involving change in the Headship of Stations under the rotational system, which hitherto
were referred to DDG(P). Thereafter, the files will be shown to Addl DG.

Deputy Director General (Inspection) ;

Inspection.

Planning and Development including Soft-ware Schemes, Opening of new Stations, Personnel
Pianning, SIU, etc.

Music, including National Programmes, Sangeet Sammelan, Auditions.

Educationai Broadcasts including Yuv Vani, Science Programmes, Farm Home and Family Weifare
and Industrial Programmes.

Acting as Member of the DPCs in respect of termination of probation, E.B., Confirmation of PEXs,
etc. where hitherto DDG(P) was the member.

DDG(1) and DDG(C} will wherever necessary send their proposals to Addl. DG, who may bring
important cases 1o the notice of DG.
{Authority: 3(15)/83.S! dated 4.83)

iv)

I

b2

fad

A

o o

10.

Deputy Director General (PP&D) :

implementation of all programme schemes under the NLF.

Formulation of software proposals under the NLF, financial implications, preparation of EFC
memo. ete.

Formulation of proposals for setting up new Radio stations including local stations.
Modernization and improvement of studio facilities.

Formulation of proposals for payment of fees to Casual Artist

Overall supervision of preparation of Budget and watching progress of expenditure under NLF.
Ensuring that consolidated progress report of Software & NLF schemes is prepared and submitted to
Ministry in time. '
All work relating to development/zoning of AIR stations.

Assessment of programme staff for Plan scheme.

Followup action of software and NLF schemes in operation and ensuring proper planning, execution

and supervision.
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11. Monitoring and examining the fixed points chart of the stations and data regarding Programme
composition at stations.

12. Akashvani Annual Awards. _
13. Examination of SFC memos and comments thereon.

v) Deputy Director General (Regional) :

I. To approve the appointments of Staff Artists on a basic fee upto Rs.700 (pre-revised).

2. To make transfer of staff artists upto and including the Producers within the FeREoL.

3. To make transfers of group ‘D’ and group ‘C” administrative and programme staft within the region,
4. Controlling Officer in respect of Station Directors in his region.

(Authority: Ministry of I & B No. 13{4)/70-B(A} dated 24th March, 1977)

vi) Director of Programmes (Policy) :

Language and Dialect Policy
Sanskrit and Urdu Programmes
Lessons in Hindi and non-Hindi languages

Suchna Aur Prasaran Hindi Samiti
(in respect of Programmes only)

News and current affairs including Agreements with news agencies and Monitoring Policy

el e

5

6. Programme Calendar

7. PRP Meetings

8. Festivals and anniversaries including i)ays/ Weeks

9. Obituary Programmes '

10. Election and party political broadcast

11. All National and International coverages except Sports

12. Religious broadcast

13. Regional/Zonal Coordination Meetings at Stations

14. Programme Advisory Committees

15. Station Directors Conference

16. Monthly Coordination Meetings (Media Heads)

17. Parliamentary Consultative Committee

18. Complaints/ Suggestions of a general nature

19. Intelligence Reports

20. Coordinations of programmes in all matters except development involving more than one DP
21. Inter-Media Publicity and Conference of State Information Ministers

22. Legal matters of general nature affecting programmes of more than one category.
23. Parliament Questions — Coordination thereof,
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vii} Director of Programmes (Music) :

Policy regarding Indian Music, Folk Music, Western Music, Devotional Music
Film music-policy, Screening and Screening Committees _
Auditions, Zonal Audition Committees and release of Foreign Exchange
Auditions, gradation and fixation of fees of Artists

Payment to music artists in excess of Station Director’s powers

Audition Rules, MAB, LAC and other committees - their constitution etc
Anniversaries of musicians, International Music Day

Copyright and neighbouring right (Music Programmes) including agreements with PPE, PRS, IPRS
and Gramophone companies and Royalty payments

9. Agreements with Film Producers and Royalty payment

10. AIR contracts pertaining to music including omnibus Royalty

11. National Programmes of Music and National Programmes of Regional and light music
12. Radio Sangeet Sammelan

13. Music Competitions

14. Tuesday/Friday hook-up concerts

15. National Anthem and signature tune and processing of fillers

16. Purchase, write-off and physical verification of musical instruments, gramophone records at
Stations. Implementation of software schemes pertaining to Music

17. Matters concerning archives (Music) and release of archival material through Gramophone
Company etc

18. Tape Transit Unit

Sl N

viii) Director of Programmes (Planning & Development) :

Perspective Planning Future Policies

All matters relating to Plan and NLF Schemes
NLF Budget

Reference Library of P-3 Section

Coordination of the work of DP (D) and PO(P)

woE

ix) Director of Programmes (Commercial) :

All matters relating to

1. Commercials on Vividh Bharati and Primary Channel (Phase I and )
Vividh Bharati Service

Central Advisory Board for CBS

External Services Division and Deputation abroad

Transcription and Programme Exchange Services

o W

x) Deputy Director (Liaison) :

Foreign relations including Cultural Agreements and protocols, deputations abroad, Asia-Pacific
Broadcasting Union, Commonwealth Broadcasting Association, International Competitions, Facilities
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to Foreign Broadcasting Organisations etc.

Financial Assistance to Artists/ Talkers/Playwrights etc.

xi) Director of Programmes (Public Relations) :

1.

hos W

Information and Public Relations including supply of information about AIR to members of the
public, Cabinet Summary/Monthly News letter etc.

Programme Journals and press publicity.
Press-clippings and press-relations.

Annual Report for Parliament and Budget Brief
AIR’s ANNUAL REPORT.

xii) Joint Director (Family Welfare) ;

1.
2.

Family Welfare Programmes
Women & Children

xiii) Planning Officer (Programmes) :

oW b=

Programme Budget
Non-lapsable Fund
Software Plan Schemes
Akashvani Annual Awards

xiv) Director of Programmes (Personnel) :

1.

All administrative matters relating to staff artists/ Artists/ and Group *C’ posts in the programme
cadre including analogous posts of Staff Artists converted into Govt. servants.

xv} Director (Farm & Home) :

1.

Maintaining active liaison in the Ministry of Agriculture, Rural Development and other Govt. and
Quasi-Govt. organisation regarding Farm & Home Programmes, -

Guiding the Stations where Farm & Home Units are established in designing and producing
programmes for promoting awareness and for motivating the people to adopt new techniques for
better way of life.

Designing and guiding Station Directors in determining the quantum of F & H material to be
broadcast in various programmes for special andience of the Stations especially for rural listeners.
Supervising production of model programmes and scripts at the Headquarters for circulation to the
various Stations for adoption in local languages.

Participating in training programmes conducted by the Mmlstry of Agricultural & Irrigation and
other Government and Quasi-Govt. organisation.

Supervising and developing syllabi and designing in service training programme of the employees of
AIR in the F & H Units.

Supervising of the Admn. and Technical matters in the Farm & Home Units at the Headquarters.

Any other work allotted from time to time.
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xvi) Joint Director (Farm & Home) :

1.

ok

To supervise the working of a cell at the Directorate General dealing with Farm & Home
Programmes.

To establish and supervise the working of Intensive Agricultural Broadcasting Units at the Stations.
To assist in conducting special training programmes for personnel engaged in Farm Broadcasting.
To guide and supervise the Group Listening in the States.

To issue instructions and give guidance to the Stations regarding radio support to various schemes
launched by Government of India and States for upliftment of rural people, specially for the poor,
like applied nutrition programmes and employment to landless labourers etc.

To issue instructions and give guidance to the Stations regarding radio support to the small industries
etc.

To examine the new item proposals for setting up Farm & Home Units at Stations year to year.
Overall supervision of all radio programmes projected to rural areas with emphasis on development
activity.

To examine draft replies, notes for supplementaries and background material for Parliament
Questions relating to subjects.

10. Any other work allotted from time to time.

xvii) Director of Programmes (Development) :

Sl AN

Development of AIR Stations including requirements of additional staff and facilities.
Changes in Programme composition including FPC from AIR Stations.

Zoning of AIR Stations

AIR-16 statements and data about programme composition of AIR Stations.

Visit of MIB/Secy. to Stations

Inauguration of AIR Stations/Transmitters etc.

Half yearly information regarding AIR Stations.

Review of staff position at existing AIR Stations.

xviii) Main Duties and Functions of Director (Sports) :

(a) Management, coordination and administration of Sports Cell in the Headquarters of Ail India

Radio, and overseeing work of Sports Cells in AIR Stations. This will include liaison with the
Engineering Wing of Directorate General regarding technical arrangements,

(b) Organisation of indepth coverage of sports events and programmes of different sports, national and

international, including periodical publicity, and advising stations on sports coverage.

(c) Advise Director General regarding general policies and guidelines which may be framed for sports.

(d) Coordination and Liaison with national and international organisations in the field of sports and the

concerned Ministries and Government agencies for a suitable coverage of sports events on AIR,

(¢) To organise panel discussions or magazine programmes on $ports as may be necessary.
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{(f) Todraw up and organise training programmes on all-India basis, for sports staff and commentators.

(g) To recommend to DG AIR the composition of commentators’ teams to cover national and
international games and broadcast commentaries, occasionally, on national/aternational sports
events.

(h) To initiate action for composition/reconstitution of Sports Advisory Committees/Screening
Committees, and to act as Member-Secretary/ Convener of these Committees.

() To organise, in consultation with Audience Research Unit, listeners surveys for AIR sports
programimes.

xix) Director of Programmes (Spokenword) :

National Programme of Talks, Plays and features

Spokenword schedules, Kavi Sammelan and fees for talkers/drama artist/play arrangements,
National Symposiem of Poets.

Local announcements and weather bulletins.

Publicity Campaigns.

Memorial Lectures.

Special Audience programme — (i) Yuva-vani (i1) Industrial Workers (iii) Plantation Workers and
Troops and Consultative Panels thereof.

e RN

e

Directorate’s Books Library and matters relating to Libraries at Stations.
9. Matters concerning Archives (Spoken Word)

{Authority: 12-11/1/85-W5 dated 21/24.5.83)
xx)} Chief Producers/Dy. Chief Producers :

{a) To plan and produce special programmes.

(b) To supervise programmes planning of the stations relating to particular discipline and give guidelines
regarding them,

(¢) To plan and produce or supervise programmes on national hook-up.
xxi} Duties of the Director (Community Singing Cell) :

Creating awareness among the masses/youth/children regarding community singing movement.

2. Getting the coverage done of all the Community Singing Movement activities all over India on Radio
and TV and sending reports to the reievant Ministries.

fnd

Selection including vetting of lyrics for Community Singing Movement songs.

4. Getting the songs recorded for Community Singing Movement with the help of Regional
Composers/ Stations, other composers.

5. Selection of songs (with the help of outside musicians/composers) after recording, for All India
Broadcasts.

6. Recording of music lessons for the songs thus selected

7. Getting the notattons prepared of the songs and supplying them to Stations/Education
Departments/ NCERT / Ministry of Human Resources for getting them printed.

8. Scheduling of Community Singing Movement songs for broadcast from different Stations of AIR
and Vividh Bharati Service.
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9. Circulation of Community Singing Movement songs/lessons to all the Stations of All India Radio
10. Supply of Community Singing Movement songs to T.V.

11. To obtain suggestions from public/ musicians/press/A.L.R. Stations for inciusion of song in different
languages and from different regions in the Community Singing Movement.

12. Doing correspondence and other related administrative work in respect of all the above items of
work.

xxii) Asstt. Director of Programmes/ADPs/ASDs :

All these officers belong to the programme cadre of AIR and assist their respective Director of
Programmes in the performance of the duties listed above.

3.2.4. Duties of Officers Belonging to Engineering Discipline.
i) Engineer-in-Chief :

Engineer-in-Chief is the head of the Engineering Division and is responsible for all the engineering and
civil construction activities of All India Radio. He is the Chief Technical Adviser to the Min. of I&B in
matters relating to broadcasting and allied subjects.

jii) Chief Engineer (Maintenance) :

(a) Subjects relating to operation and maintenance of allsound broadcasting stations handled by E-1and
E-II Sections.

(b) Tape Recording Cell
(c) Central Stores
(d) Coordination between Directorate & Research
(e) Telecommunication Ceil
(f) All matters relating to frequency assignment, conferences etc. dealt with by E-3 Section.
(g) Engineering Staff matters of Asstt.Engineers and ASEs.
{Authority: DG AIR Office Order No. 7/49/ B2-S1I1 dated 4.10.85)

iii) Director of Engineering (Tape Recording) Assisted by 3 ADEs :

1. Drafting specifications for Tape Recorders, Tape Decks, Turn-tables and Tapes.

2. General control over the maintenance of Tape/Disc Recorders and Playback machines in AIR
network.

3. Procurement and issue of spares for the above machines in AIR network. Also to procure and issue
tapes to AIR Stations.

4, Processing of Akashvani Annual Awards for Technical Excellence.
5. Documentation works with L.S.I./E.B.U./A.B.U.

iv) Director, Frequency Assignment (To be assisted by two D eputy Directors & Four Asstt. Directors):

1. Assignment of frequencies for AIR Broadcasting Stations;
2. The work relating to the International Frequency Conferences and associated problems;
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3.

9.

Co-ordination of usage of frequencies with Department of Communications and other broadcasting
and telecommunication organisations;

Preparation of frequency plans for High Frequency Broadcasting and other services of AIR;
Finalisation and issue of wavelength schedules;

To keep liaison with and to attend to the activities of C.C.LR, IFRB, Commonwealth Broadcasting
Conference, Asian Broadcasting Union and European Broadcasting Union;

Community Listening.
Studies of the activities of various National Committees in which AIR’s Engineering Division i
concerned;

Collection and scrutiny of reception reports from target areas with a view to examine the
performances of AIR’s services;

10. ANl matters related to the use of domestic satellites for distribution of Radio Programmes.

v) Dy. Director (Frequency Assignment) ;

To assist the Director, Frequency Assignments in-

1.

JN!\_)

o

Coordination of frequencies with the Department of Communications and other broadcasting and
telecommunication organisations.

Scrutiny of frequency plans and operating schedules.

Keeping liaison with other sections of the Engineering division in matters relating to change of
operating frequencies and assignments of new frequencies.

Scrutiny of reception reports from target areas.
Preparation for ITU Radio Conferences.

vi) Dy. Director (Community Listening) :

v

To assist Director, Frequency Assignments in-

Technical liaison with J&K State Government relating to the community listening scheme in that
state.

Preparation of technical briefs for committees and conferences in respect of community listening and
proceedings of the ISI.

Preparation of answers to Parliament Questions relating to the above.
Satellite related matters.
Technical liaison with national and international organisations.

vii} Director Engineering (Headquarters) :

(Assisted by two Assistant Directors)

To assist the Chief Engineer (Maintenance) in Co-ordinating the work of the Engineering wing
relating to operation and maintenance;

Administrative duties relating to E-I1 and E-IT Branches of the Directorate;
Import Substitution and arranging procurement of valves/spares.
Amendments to Electricity Rules, Co-ordination with Central Electricity Authority.

Meetings and conferences pertaining to Engineering Wing.
Exhibitions-Participation by AIR.
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7. Revised Estimates and Budget Estimates of AIR Units under Engineering Heads (Rents Rates and
Taxes, Buildings and lands, power supply, machinery equipment tools and plants, Minor works).

8. Publication of Technical Review.

9. Hiring of office accommodation, leasing, fixation of rent, rates and taxes.

10. Replacement of vehicles tn AIR network.

IT. Airfreighting of Engineering Stores, purchase, transfer, disposal of Engineering stores.
12. Allotment of accommodation in Akashvani Bhavan.

Note: Duties of other Engineering Officers are given in the Chapter on P&D Unit.
3.2.5. Duties of Officers Belonging to Administration :

i) Dy. Director General (A dministration) :

He is responsible for the overall administration of the entire AIR network including budget, accounts
and vigilance. He has been declared as the Internal Financial Adviser.

ii) Dy. Director General (Engineering) :

He is responsible for the overall administration of officers belonging to Indian Broadcasting Engineers
Service, and other officers belonging to the engineering cadres, other than IBES officers.

iii) Director (Administration & Finance) :

Like DDG(A), Director (A&F) is also responsible for the overall administration of AIR. He assists
DDG({A) on ali administrative matters and has been declared as the Liaison Officer for purposes of S/C
and S/T rosters. For smooth functioning and direct line of control, the Dy. Director of Administration,
and the Sections have been divided and have been kept under the direct charge of DDG(A) or Dir.
(A&F). However, all files seeking DG's approval/ guidance on administrative matters are routed through
DDG(A). The aliocation of DDAs and the Sections undergo changes from time to time. However,
changes whenever taking place, are circulated to all concerned for guidance and compliance.

iv) Deputy Directors of Administration :

They function as the Branch Officers and directly supervise the functions of the Sections under their
charge. They assist Director (A&F)/ DDG(A) and other senior officers of Programme and Engineering
cadres, on all important administrative financial matters. All the posts of DD As are manned by officers
belonging to the CSS cadre. However, DDA(WL) is an ex-cadre ‘Selection’ post and among others, can
be held by an officer of the CSS cadre. '

v) Inspector of Accounts :

They are Branch Officers of Inspection Unit. The Inspector of Accounts (Headquarters) will deal with the
advice cases submitted by the various Branch Officers.
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vi) Duties of Deputy Director (OL) :

1.

10.

1t
12.

13.

To acquaint officers and staff of the concerned Department with the Government orders relating to
official Language and to help them in implementing the same.

To ensure proper implementation of the provisions of the official Language Act and Rules.

To ensure the implementation of the orders pertaining to Hindi Teaching Scheme and the Official
Language Policy of the Government of India in the Department and its subordinate offices.

To work as the Secretary of the Official Language Implementation Committee of the
Department/ Office to convene its meetings from time to time, to prepare the agenda and minutes of
the meetings and co-ordinate the action on the decision taken in these meetings.

To make suggestions from time to time for facilitating the progressive use of Hindi and to keep liaiso?
with the Official Language Department.

To prepare the Reference and Help Literature to arrange for the training in Hindi Workshops and to
assist the officers and staff in learning Hindi and in using Hindi in Official business.

To organize Noting-Drafting/Essay competitions to promote the progressive use of Hindi in the
Department.

To organize Hindi Workshop to remove hesitation of the staff to start doing their work in Hindi.
To make contacts with various Institution/Ministries/ Departments like Department of Official
Language, CTB, CHD, K.S8.H.P. etc.

To co-ordinate the work relating to Kendriya Hindi Samiti, Central Official Language
Implementation Committee, Hindi Salahakar Samiti. Parliamentary Committee on Official
Language.

If necessary, vetting of translation, done by the staff ti» by Translators/ Hindi Officer)

To give suggestions from time to time for the furtherance of the progressive use of Hindi for the
Official purposes.

Any other work relating to the progressive use of Hindi in the Deptt.; Office.

vii} Section Officer/Asstts/UDCs/LDCs :

The detailed duties of the Section Officers; Asstts./ UDCs/LDCs are the same as prescribed in the
Manual of Office Procedure.

viii} Duties of Senior Analyst :

l.

To examine proposals regarding Staff re-organisation, creation of posts and give recommendations
in this regard in respect of the Headquarters as well as AIR Stations/ Offices.

To study organisational structure, methods of work and procedures, staffing pattern with a view to
sugges. measures for reform, improvement in efficiency and economy of staff.

To evolve standards of performances and norms of work relating to jobs in All India Radio in
consultation with SIU.

To draw up cyclical programmes for conducting studies and inspection schedule for the inspection of
the various Sections at the Directorate,

To draw up Annual Action Plan of C&M activities.
Up dating the Manual of Office Procedures and organisational chart of All India Radio.

To arrange monthiy meeting under the chairmanship of Director General for reviewing pendency of
work and VIP references.
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8.

10,

To vet reports on work measurement and method studies and maintain liaison with the Internal
Work Study Units of the Ministry of 1&B and other Ministries.

To arrange supply of information relating to Q&M procedures required by the Ministry as well as
DP&AR.

Supervision of the Record Room of the Directorate General.

ix) Duties of Junior Analyst :

I

5.
6.

To assist the Senior Analyst in the examination of proposals for Staff re-organisation/ creation of
posts referred to the Work Study Unit both from the Directorate and Station/Offices under it.

To assist the Senior Analyst in the organisational structure, methods study, staffing pattern witha
view to suggest the reforms to improve efficiency and suggest an economy in staff.

To evolve standards of performance and norms of work relating to various jobs in the Directorate
General as well as at Stations.

To collect information relating to pending cases, VIP references and other information required by
DP&AR from time to time.

To supervise the work of the Internal Work Study Unit.
Any other matter which may be required by the Senior Analyst.

3.2.6. Officers Belonging to other Disciplines :

i) Dy. DG (Security) :

I.

To prescribe and enforce standards of security measures at all installations of AIR throughout India,
subject to essential local conditions,

To ensure by local visits that there is no lacuna in the security arrangements prescribed for each
station with reference to local conditions.

To ensure proper and economic utilisation of the large amounts that may be sanctioned by
Government for security measures.

To maintain close liaison with the Police organisations in the States and the Intelligence Bureau of
the Centre. .

To implement and enforee the system of personnel identification and control of entry at all prohibited
places, by imparting prescribed training.

To ensure proper maintenance of the fire fighting equipment at stations; drawing up fire orders and
holding periodical fire drills.

To guide and supervise training of the Watch and Ward staff of All India Radio and improving the
working of this force,

To encourage security-mindedness amongst employees through lectures and display.

To collect intelligence about attitudes and activities of employees, keep a watch over disgruntled
elements and prevent plans for sabotage and subversion at more vulnerable places.

it) Asstt. DG (Security) and :

iii) Dy. Director (Security) :

The Asstt. DG (Security) and Dy. Director (Security) will help DDG (Security) in carrying out the duties
assigned to them.
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iv) Invitation & Hospitality Officer :

I
2.

Supervision of arrangements for visitors to the Broadcasting House.

Reception of VIPs and foreign visitors specially connected with broadcasting etc. and showing them
round. This may also involve sometimes receiving the visitors at the airport or the railway station and
seeing them off.

Arranging for invitations, reception and other arrangements in connection with audience functions
organised by the Headquarters, the Delhi Staion. The External Services Division, Staff Training
School and any other A.1.LR. subordinate office at Delhi.

Arranging for entertainment, parties, lunches, etc. given officially by the headquarers or any of the
A.LR. subordinate offices at Delhi.

Attending to any duties specially assigned in connection with the various functions, festivals,
sammelans organised by AIR,

He will attend meetings of the Watch and Ward Committee as an ex-Officio member and will submit
such reports as may be required.

v) Senior and Junior Reception Officers :

To attend to all visitors to All India Radio.

vi) Caretaker :

i.

To'look after the general upkeep and safety of the buildings and stocks.

2. To assign duties to farashes, sweepers.

vii} Record Sorter :

Upkeep and sorting of old office records.

viii) Junior Orderly Officer :

To supervise and control the work of peons, farashes and sweepers inthe Directorate General and to look
after their regular attendance, uniform, smartness, duties, leave, etc. To look after the upkeep of
Akashvani Bhavan Building,

3.2.7. Duties and Functions of various Sections :

Brief description of work of the various Sections of the Directorate, excluding P&D Unit and CCW is
given in Annexure 1V. The functions of the Sections of P&D Unit and CCW are given in the respective
Chapter.

3.2.8. Tape Library :

A tape library has been established at the Directorate General. The Librarian is the custodian of tapes.
The procedure for the receipt, maintenance and issue of tapes at the Directorate Tape Library is
contained in Annexure V.
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3.2.9. Register of Returns :

Each Section should maintain a register of periodical returns separate pages being set apart for each
category of returns, e.g., annual, half yearly, quarterly, monthly, weekly, etc. These registers will contain
the list of returns submitted to the Ministry of Information and Broadcasting or other authorities directly
by the Section concerned, as well as the returns for which they have to supply material to other Branches,
They will also include returns which are due from subordinate offices. The Branch officers may
themselves check up by the 15th of every month and ensure that the returns are submitted in time,

3.2.10. A statement of returns (other than engineering) due in the Directorate from outside offices is
given in Annexure VI. The Engineering returns are shown in the relevant Chapter.

3.2.11. Annexure VII contains a statement of returns due from the Directorate to the Ministry of
Information and Broadcasting.
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CHAPTER 111

SECTION III — POWERS

3.3.1 The Director General, All India Radio, has been delegated administrative and financial powers in
cemmon with other “Heads of Depariments” under the Delegation of Financial Powers Rules, 1958,
Fundamental Rules, Supplementary Rules, General Financial Rules, etc. In addition, specific powers
have been delegated to him in view of the special nature of work in All India Radio. These are reproduced
in Annexure I of Appendix 1. The powers delegated to the Chief Engineer and Deputy Chief Engineer are
indicated in Annexure 2 and 3 respectively of Appendix 1.

3.3.2. While communicating sanctions to audit, the communication should be signed by the Director
General himself or it should be so worded as to convey that the Director General has sanctioned the
expenditure even though the communication may be signed by any other officer authorised by him to do
so. (c.f. Art. 60 of Audit Code and A.G.C.R. Memo TN-25-4-869 dated 12.6.5! addressed to D.G.,

A.LR)).

3.3.3. Withreferencee to Government of India decision{h) below Rule 39 of the General Financial R ules
(Revised and Enlarged) 1963, the Director General, All India Radio, has authorised the following
gazetted officers to sign on his behalf orders and sanctions emanating from the Directorate Generak:

i}  The Engineer-in-Chief

ii)) The Deputy Directors General

iiij) The Direcctor, Farm and Home

iv) The Joint Director, Farm and Home

v)  The Joint Director, Family Planning

(vi) The Director (Engineering)

(vii) The Deputy Directors of Administration
(viii) The Directors, Staff Training Institute (P)
(ix) The Deputy Development Officer {(Admn.)
(x} The Directors of Programmes

(xi) The Assistant Directors of Programmes
{xii) The Assistant Director (Engineering)
(xin) The Section Officers

All sanctions will be signed by the above mentioned officers on behalf of the Director General and the
designation of the officer will be given below his signature.

{Authority: DG AIR No. 14/1/69-B&A dated 19th April, 1969 and dated 4.6.69).

Note: Copies of the sanctions/ orders;indents issued in respect of the expenditure to be incurred from the budget grant of the
Directorate General should also be endorsed to Cash Section of the Directorate to facilitate control of expenditure.

(Authority: DG AIR, Memo. No. 9/16/69-Cash dated 4.12.69)

3.3.4. The Director General has authorised Section Officer, Cash Section of the Directorate and the
Section Officer, Cash Section of the Planning and Development Unit to sign pay bills of the Non-
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gazetted establishment and contingent, etc., Bills of the Directorate (including Staff Training School)
and Planning and Development Unit respectively. They perform the functions of the drawing and
disbursing ofticer. Under S.No. 54 of Appendix [3 of P & T Compilation of rRs and SRs, Vol. Ii, the
Director General has also declared these officers as “Controlling Officers” in respect of the travelling
allowance of the non-gazetted staff in these units.

The Director General has dectared one of the Deputy Directors of Administration as “Controlling
Officer” in respect of Travelling Aflowance bills of gazetted officers of the Directorate proper (including
Staff Training School) except those of the Deputy Directors General, Additional Chief Engineers and
Chief Engineer.

Deputy Development Officer (Administration} is the “Controlling Officer” in respect of Travelling
Allowance bills of ali gazetted officers in the Planning and Development Unit and the zonal Chief
Engincers. One of the Section Officers of the directorate proper has been declared as the “Controlling
Officer” in respect of other heads of subordinate offices of All India Radio.

3.3.5. Officers. who are not entitled to travel by air, should seek prior approval of the competent
authority, i.e., Director General, All India Radio, where power has been delegated to him for approving
air travel and Ministry of Information and Broadcasting in other cases. For this purpose, Engineering
Officers shouid obtain the approval of Chief Engineer and all other officers shouid obtain the approval of
Deputy Director General (Administration). A note should thereafter be sent to the Administrative
Branch concerned well in time giving full details of the proposed tour and also stating that the approval of
Chief Engineer;Deputy Director General (Administration} has been obtained. The Administrative
Branch concerned will then issue necessary formal sanction where Director General is competent or
obtain sanction from the Ministry, where necessary. The actual journey should be undertaken only after
receiving formal sanction of the competent authority. In emergent cases, however, they may undertake
the journey with the approval of the Director General without waiting for issue of formal sanction.

3.3.6. The Director General’s permission should be taken before an officer of the Directorate General
(including the Planning and Development Unit) goes on tour. The tour report should also be submitted
to the Director General in due course.

3.3.7. The sphere of duty of the Director General has, under S.R. 60, been declared the whole of the
Indian Republic and he is empowered to authorise any employee of All India Radio to proceed on duty 10
any part of it.

(Authority: Min. of 1&B letter No. 12(10;58-B(M) dated 11.5.1959. DG.ALR. enat. No. 9(1) B/ 56 dated 12.6.5%)
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SECTION IV — PLANNING & DEVELOPMENT UNIT

S.No. Subject Paras

1. General 34,12
2. Function . 343

3 Aims & Objectives 3.4. 45
4, Organisation & Duties 3.4.6-9
5. Administrative 34.10

6. Functions of various. Sections of P&D Unit 34.11-12
7. Drawing Section 34.13

8. Miscellaneous 34.14
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CHAPTER III

SECTION IV — PLANNING & DEVELOPMENT UNIT

3.4.1. General

‘The Planning & Development Unit is a part of the Directorate and is responsible for the planning and the
execution of hardware aspect of developmental activities of All India Radio under the Capital Head.

3.4.2. The Planning & Development Unit is under the charge of Chief Engineer (Development) who is
responsible to the Engineer-in-Chief.

3.4.3. Functions

Planning & Development unit prepares the Five Year Plans and decides the necessary hardware required
to fulfil the software requirements of the Plans. A system design of each project is prepared for the
smooth execution of the project by the Zonal Chief Engineer’s Office.

3.4.4. Aims & Objectives

The broad aims and objectives of the Planning & Development Unit are to carve out perspective plans for
giving positive thought towards setting up of new Radio Stations to meet the needs of almost every
potential listener in the country, both rural and urban areas.

3.4.5. The main aims and objectives are compietion of the spill over Plan Schemes; consolidation and
expansion of the existing Regional services by way of setting up of new radio stations in uncovered
area/pockets and upgrading the power of existing transmitters which are threatened with severe erosion
because of ever increasing interference from the transmission of neighbouring countries, and to meet the
demand of providing staff quarters at the existing stations where due to shortage of housing
accommodation staff is placed in a very difficult situation.

3.4.6. There are three Chief Engineers in Planning & Development Unit namely:-

a) Chief Engineer { Development)
b} Chief Engineer (MR)
¢} Chief Engineer (Project).

3.4.7. The broad duties of these Chief Engineers are as under:-
a) Chief Engineer (Development) :

i)  Planning & installation of Sound Broadcasting projects other than transmitters incl, shortwave
Transmitter projects which are handled by Chief Engineer (Project).

i) Modernisation & Replacement Scheme hitherto handled by Chief Engineer (MR).
iii) Preparation of annual plan to be funded from NLF.

iv}) Planning & Development Unit.

v)  Engineering staff matters from Station Engineer and above.

vi) Capital Budget, progress, estimates and projects concerning the above work.
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b) Chief Engineer (Modernisation & Renewal) :

i) Monitoring of all projects and coordination.

i) Purchase Cell.

1ii)} Computer, data and information system.

iv}) Co-ordination with Directorate in respect of Staff Training Courses.

v)  Staff matters of all non-gazetted engineering staff dealt with by SIV Section.

¢) Chief Engineer (Project) :

i) Magawatt Project for National Channel and all Shortwave transmitters including High power,
Shortwave transmitters for external Services at Bangalore.

ii} Work relating to CEB, ISI as referred to by E-3 to P&D Unit.
iii) Technical Library and Drawing Section of P&D Unit.

(Authority: 7(49)/82-SIII dated 4.10.85)

3.4.8. With the work load of VII Plan Projects, the work of Chief Engineers has been reorganised and
broadly consists of the following:-

A. Chief Engineer (Development)
Transmitters, M.W. FM and Studios

B. Chief Engineer (MR)
Estimates, Purchase

C. Chief Engineer (Projects)
Megawatt MW as well as SW projects and SW projects of VI Plan.

3.4.9. The Chief Engineers in P&D Unit are assisted by the officers of the cadre of Director
{Engineering). The broad duties of various Directors of Engineering are as under:-

a) Director Engineering (TR) :

Planning and design of MW and FM transmitters, BRSU.

b) Director Engineering (ST) :

Planning and design of studios, staff quarters, Additional Office accommodation.
¢} Director Engineering (MR) :

Planning & design of TR./ST projects Projects under modernisation scheme.

d) Director Engineering (P) :

To arrange for Directorate Purchase item for project.
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e) Director Engineering (E) :

To control budget/expenditure on Plan Projects. Scheme approval.
) Director (Project) :

Planning & Design of Megawatt and SW Project.

g) Director (Coord) :

Coordination work in P&D Unit.

3.4.10. Dy. Dev. Officer (Admn.) :

The administrative work of Planning & Development Unit is looked after by Dy. Development Officer
(Admn.). He has also been declared as the internal financial adviser of P&D Unit for the approval and
sanction of Detailed Technical Estimates, CCW Estimates etc. as per CPWA Code.

3.4.11. DDO(A) is assisted by the following four sections :
i} Development (Budget I) :

Capital Budget, Appropriation Accounts, New item proposals, Matters relating to formation of new
offices, Audit objections, Administrative and Audit inspection reports, half yearly financial stock taking
statements. work-charged establishment. Interpretation of rules relating to CPWA&D Code. Public
Accounts Committee and Estimate committee’s reports relating to Capital Grant, Delegation of Powers
to P&D Unit and Regional Offices, Issue of sanction for write off of stores etc.

ii) Development (Budget II) :

1. Creation of posts under Plan Schemes.
Procurement of Vehicles under Plan for new stations and Zonal Chief Engineers.
Procurement of Office Furniture, Typewriters under Plan for new Stations.
Recurring/ Non-Recurring Expenditure for incorporating in E.F.C./P.1.B. Notes.
Delegation of powers to Zonal Chief Engineers.
New Item Proposals.

Write Off of losses of stores at installations.

(iii) Development (Cash) :

All work relating to payment and recoveries in P&D Unit-Preparation of Budget Estimates and Revised
Estimates for P&D Unit and its attached cells - Audit objections/Reports of Monthly statement of
Expenditure - Reconciliation of Accounts with the AGCR — Routine staff matters relating to
Ministerial and Class IV staff — Telephones including House-Keeping jobs — Grant of H.B.A, — Motor
Car/Cycle Advances, Medical re-imbursement and Continuance/Conversion of temporary posts in the
P&D Unit and its attached cells including 4 Zonal Chief Engineers’ offices.
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(iv) D(S) Cell :

All staff and administrative matters relating to Drawing Cadre and Sr. Carpenters and Work Charge
staff of Zonal (CE’s) Offices.

In addition, there are seven more sections to assist the Engineers posted in P&D Unit. The broad
functions of these units are as under:-

(v) Development M&C Section :

1.

10.
11.

Five Year Plans — Fermulation, modification etc. including S&T Plans.
Annual Plans — Formulation, revision etc. including S&T Plans.
Action Plan - Preparation thereof.

Acquisition of sites/Building from the State Governments/Union Territories and from Private
parties through the land Acquisition Officer under the provisions Land Acquisition. Execution of
Deeds of Lease/Transfer orders ete. for the land. Renting of buildings for AIR projects.

Arranging and obtaining SACFA clearance from the Ministry of Communications - WPC Wing
and Regional Advisory Committees.

Monitoring of projects of AIR Schemes in all the 4 Zones.

Handling of correspondence received from the Public/State Govts./ VIPs/MPs etc. in relation to
development of Broadcasting in India.

Briefing notes for Minister and Senior Officers.
Action regarding the commissioning of AIR Schemes after their Completion.

Creation/Continuance of temporary Installation Posts in the four zones of All India Radio on 6
monthly basis,

Handling of Parliament Questions in regard to the Development of Broadcasting in the country.
O&M Returns.
Misc. matters relating to the above subjects.

Note: Procurement of and sanction for non-exchange telephone lines and PABX etc. is now being
dealt with in Telcom Cell which is under the charge of Director Engineering (Telecom).

(vi) Development (Estimates) :

Ll

6.

Estimates for all capital plan projects.

Additional facilities,

Estimates for all Modernisation & Renewal Projects,
Additional Security — Works.

Estimates for all up-gradation projects — E.F.C, memo. Preliminary Estimates, Civil Estimates —
Detailed Estimates and Deviation proposals to sanctioned estimates — Power Supply Estimates,
Tariff Agreements etc. — Tender for departmental Works and Approval acceptances of Tender for
Erection of Masts and Air Conditicning

SFC Approval in the Directorate — Issuing of sanctions.

(vii) Development (Studio Design) :

Planning of Studio facilities, office accommodation and staff quarters, installation drawings,
specifications and technical scrutiny of tenders relating to studio projects. Non-departmental
consultations regarding acoustics and constructions of Sound Recording studios.
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(viii) Development (Transmitter Design) Section :

1.

I
12

Planning for the domestic radio services of the country using MW, SW and FM transmitters and
deciding the type of transmitter, their powers, locations etc.

Planning for the external Services of All India Radio.

Planning and system design for the various transmitter projects to come up in the network.
Planning and system design for the receiving facilities to be installed at various centres of AIR.
Preparation of detailed project report, design notes, installation drawings for the execution of
various transmitters and receiving facilities projects.

Evolving type designs, laying down standards and specifications for the various systems, equipments
and materials required for transmitter projects.

Induction of latest technology in AIR network and studios connected with the same on the topics
relevant to transmitker projects, such as transmitter equipment, speech in put equipment aerials,
power supply equipment, air-conditioning equipment, automation remote control, etc.

Studies and comments on relevant documents pertaining to the topics handled by the Transmitter
Design Section received from various organisations, such as IS1, CCIR, ABU, ete.

Problems of broadcast coverage and reception/field strength surveys.

. Being an apex body, the section is consulted on all matters connected with transmitter projects by the

different sections in the Directorate dealing with purchase, estimation, monitoring frequency
planning, studio design etc.

Interaction with the Research Department and Staff Training Institute.

Dialogue with industry on indigenisation efforts for the development of the required equipment and
hardware.

(ix) Development (Purchase) :

1.

Purchase and supply equipment needed for AIR projects including those under modernisation and
renewal, foreign exchange requirement and insurance of equipments.

Control of Suspense Stock of Zonal Chief Engineers.
Promoting indigenous manufacture of equipment and material needed for AIR.
Audit objection and Parliament Questions relating to the subjects mentioned above,

Telecom Cell :

Planning of Telecom facilities like Studio-Transmitter links, Inter-Station links, Telephones and
Telephene lines etc. for new projects.

Maintenance and Co-ordination of all telecom fecilities in AIR network.

Planning of Radio networking for special broadcast.

Radio Networking through INSAT.

Planning for FM /Microwave links,

Co-ordination with P&T, WPC, DOE authorities.

Preparation of proposal, getting Govt. sanction, scrutiny of DTE and monitoring of progress.
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(xi) Project Cell :

1.

Planning, Formulation, Design and Monitoring of various schemes for superpower Medium
Wave/Short Wave Transmitters.

Co-ordination with other units of Diirectorate, Zonal Ofﬁces and CCW.
Control of revenue budget of the cell.

(xii) Modernisation and Renewal Cell ;

1.

S S ol

Forward Planning and formuiation of proposals for Modernisation/ Renewal of equipments in AIR
net work.

Utilisation of non-lapsable Fund as per the guidelines laid by the Govt. from time to time.
Preparation of proposals for various renewal schemes and getting Govt. approval.
Scrutiny of DTEs/DS and monitoring of progress of all the Schemes.

Control of capital Non-Plan budget.

Various House Keeping jobs connected with the working of the Cell and control of revenue NLF
budget for the Cell.

Co-ordination with STHT), Zonal Offices and CCW.

3.4.13. Drawing Section :

There is ailso a Drawing Section in the Planning and Development Unit under the charge of Chief
Draftsman. In carrying out the assigned duties, the Chief Draftsman 18 assisted by Draftsman Grade 1
and Draftsman Grade 11, Tracers, Ferro-Printer etc. Their broad duties are as under:-

i) Draftsman Grade I :

Same as Draftsman Grade I1. He is expected to handle more complex design drawings.

ii} Draftsman Grade I :

a)

b)
c)
d)
e)

Preparation of preliminary estimate and final drawings as required under the guidance of the design
engineers.

Modifications and completion of drawings as directed.

Any other drawing/tracing work as may be given by superior Officers.
Preparation of charts and tables as required.

Any other work assigned by the Chief Draftsman/in-charge of Drawing Section.

iii) Tracer :

a)
b)
c)
d)
e)

Tracing original or approved drawing on paper or cloth.

Preparation of simple sketches and schematics under the guidance of engineers.
Preparation of charts and diagrams as may be required.

Ferro/ammonia printing.

Any other work assigned by the Chief Draftsman/in-charge of Drawing Office.
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iv) Ferro Printer :

Ferro/ammonia printing,

Operation of photostat machine and making copies.

Maintenance of records of tracing and drawings.

Cutting and folding of prints.

Compilation of reference drawings of completed projects.

Any other work assigned by the Chief Draftsman/in-charge of Drawing Office.

3.4.14 Miscellaneous

The organisation chart of P&D Unit is given in Annexure 1 of Chapter HI of this volume.
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CHAPTER II1

SECTION V — CIVIL CONSTRUCTION WING

3.5.1. Introductory :

The Civil Construction Wing came into existance in 1971-72 and become fully operational in 1972-73,
Prior to this, CPWD was handling all the Civil Works pertaining to various units of Ministry of
Information & Broadcasting. The construction of buildings for new projects and maintenance of existing
buildings of All India Radio and Doordarshan and other media units. under the Ministry of I&B, are
now carried out by Civil Construction Wing, All India Radio.

3.5.2. Civil Construction Wing, was initially headed by a Chief Engineer (equivalent to Zonal Engineer
of CPWD). The post was subsequently upgraded to Chief En gineer level because of tremendous increase
in activities of CCW and its strengthening to take up increased work load.

3.5.3. Chief Engineer (Civil) has been declared as the Head of the Department for the purpose of
Delegation of Financial Powers Rules 1978 and Fundamental and Supplementary Rules and enjoys
financial powers equivalent to D.G.(Works) CPWD.

3.5.4. The organisational set up of C.C.W. has been generally based on the pattern of C.P.W.D. /P&T
Civil Wing. There is, however, variation as regards cadre of ministerial staff of G.C.S. and Central
Secretariat services as compared to CPWD /P&T Civil Wing. The cadre controlling authority in respect
of Central Secretariat Services at C.C.W. Headquarters is vested in several sections of the Directorate
and in respect of G.C.S. cadres with the Station Directors of the respective zones. As against this, there s
a separate ministerial cadre for construction wing in CP.W.D. and P&T Civil Wing.

3.5.5. Applicability of CPWD Rules :

The Civil Construction Wing is working generally on the pattern of C.P.W.D. The rules contained in
C.P.W.D. Account Code, C.P.W.D. Department Code and C.P.W.D. Manuals and subsidiary
instructions issued by competent authorities, under these rules, from time to time, apply to the Civil
Construction Wing,

3.5.6. Organisation :
C.C.W. is a part of the Directorate General, All India Radio and is headed by a Chief Engineer (Civil).

3.5.7. At the Headquarters of Civil Construction Wing, Chief Engineer (Civil) is assisted by
Superintending Surveyer of Works, Senior Architects, Engineer Officers, Financial Advisor and other
complementary staff working under them. All estimates, plans and tenders document exceeding the
power of SE and requiring CE’s approval are required to be attended in CCW(HQ) by SSW Unit on the
basis of design and drawings of the senior Architect’s Unit. For execution of Civil Works, Chief
Engineer(Civil) is assisted by Superintending Engineer (Civil) and (Electrical) in the field.

3.5.8. There are 3 to 5 divisions under the control of each superintending Engineer, as per approved
pattern of C.P.W.D./P&T.

3.5.9. The organisational set up of Civil Consruction Wing is given in the chart, as per Annexure I.
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3.5.10. The Administrative Wing ot CCW at the Headquarters consists of four sections. The subjects
being dealt with by these sections and the organisational chart of this wing is given in Annexure II.

3.5.11. Architectural Units :

Architectural Units are under the administrative control of Chief Engineer (Civil). The two P&D Units of
DG: Doordarshan and DG: AIR and other media units submit their technical and administrative
requirements to the Sr. Architects, who after due consideration of the technical information/data from
the circle offices produce the design of spaces and buildings. The SSW Unit/Circle offices provide the
structural design for such buildings/structures. Though the SAs are under overall control of Chief
Engineer, they are afforded ampie freedom in their professional work. The Sr. Architects also supervise
buiidings under construction periodically and record mandatory completion certificates.

3.5.12. Duties and Responsibilities :

Since Civil Construction Wing, All India Radio is working basically on the pattern of C.P.W.D., the
duties and responsibilities of staff working in the organisation are the same as laid down in Section —I1
of C.P.W.D. Code and Chapter-3 and Chapter-8 of C.P.W.D. Manual Volume-l. However, there have
been certain differences as regards internal delegation of powers to various officers of Civil Construction
Wing, Headquarters as per DG: AIR Order No.A-179 with latest instructions from time to time.

3.5.13. The Superintending Engincers and Executive Engineers are responsible for implementation of
policies, construction programmes as laid down by Chief Engineer (Civil) and are required to maintain
laison with the office of Chief Engineer(C) in regard to execution of works, technical matters and other
administrative matters. The budgetary control of divisions under each circle rests with respective
Superintending Engineer who in turn is accountable to Civil Construction Wing Headquarters. The
Executive Engineers are responsible for the correct compilation of works, accounts etc. through Junior
Accounts Officers and they have to account for the expenditure of various projects to the satisfaction of
the audit.

3.5.14. Office Superintendents, Head Clerks and J.A.Os are incharge of Sections. The Superintendent
controls the office establishment of circle, while the Head Clerk and JAQ are incharge of Administration
and Accounts Branches respectively in Divisional Office.

3.5.15. In order to ensure proper coordination in respect of Administrative and establishment matters

of JEs, Ministerial GCS cadre, drawings staff, Group ')’ staff of subordinate offices and SSW Unnits,
SSWs of CCW(HQ) have been declared as S.E.(Coordination).

3.5.16. Deposit Works :

In addition, C.C. Wingis occasionally required to execute works of other Ministries also as deposit work.

3.5.17. Work Charge Establishment :

Broadly speaking workcharged establishment means that establishment whose pay, allowances etc. are
directly chargeable to “Works™. Workcharged staff is employed on the actual execution of a specific
work. sub-works of a specific work etc. The cost of workcharged establishment is invariably shown as a
separate sub-head of the estimate for a work. In other respects, the workcharged staff is quite comparable
to the regular Govt. servants. The workcharged establishment exists in CCW field offices only. For the
recruitment, pay scale and other rules C.P.W.D. Manual Vol.IIl is applicable to them.
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3.5.18. Subordinate Offices of CCW :

C.C.W. has 24 subordinate offices as on 1.3.1986. 19 of these offices are on the civil side and the
remaining five are Electrical Offices. The details of these subordinate offices are givenin Annexure VIII,

3.5.19. Legend :

The legend to the various abbreviations used in the Chapter and the map is given in Annexure IX.
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CHAPTER 11

SECTION VI — AUDIENCE RESEARCH UNIT

3.6.1. Introductory :

The history of broadcasting in India goes back to the Year 1927. The importance of Audience Research
was realised from the very inception of broadcasting. It, however, took nearly three decades time to
establish a well coordinated and cohesive organisation.

3.6.2. Functions of Audience Research Unit :

The Audience Research is a functional activity providing basic data for feedback, ready reference and
analysis to programme planners on various aspects pertaining to audience composition, its habits, tastes,
preferences, exposure, extent of coverage, impact of the programmes, etc.. This forms the basis for
determining the necessary remedial actions related to programme policies and their qualitative aspects.
In brief, the functions of audience research can be summarised as follows:-

i)  To provide quantitative or qualitative feedback for policy formulations and improvements in the
programines.

ii) To find out audience size, reach, coverage, etc. for individual programmes as well as general
transmission of a station.

iii) To provide a research base to developmental broadcasting.

3.6.3. Modus Operandi :

The research needs are first determined by the respective broadcasting AIR Stations which forward them
to the headquarters. Considering the fact that resources are not unlimited, the priorities for research have
to be determined based on the requirements and needs of individual AIR Stations. Sometimes, the
Audience Research Units undertake similar studies simultancously at several centres/stations. This is
generally done to ensure comparability of data in different regions at a particular point of time.

3.6.4. Organisation and Structure of Audience Research :

The structure consists of a Director, Audience Research at the Headquarters supported by one Deputy
Director, Audience Research. At the field level, at AIR Stations, the units are headed by Audience
Research Officers and supporting staff. At present, there are 20 such Audience Research Units stationed
at different AIR Stations all around the country. Besides, there are four Regional Mobile Units headed
by Deputy Director Audience Research, to supervise and coordinate the activities of audience research
zonewise. They are stationed at four Zonal AIR Stations, viz., Delhi, Bombay, Calcutta and Madras. In
addition, there is a Unit at CSU, Bombay to coordinate the CBS Surveys headed by Deputy Director,
Audience Research. There are fixed norms of staff for each A.R. Unit at AIR Stations, Regional Mobile
Units at four Zonal AIR Stations and CSU, Bombay, including Hqrs. Unit at the Directorate General,
All India Radio.

3.6.5. Duties and Responsibilities :

The responsibility of the headquarter staff is to coordinate research for the entire country and provide
technical supervision. The responsibility of Deputy Director, Audience Research at the Regional Mobile
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Units is to supervise and coordinate the audience research activities in their respective zones, under
guidance of the Direcior Audience Research. The main duties attached to each category of posts in
Audience Research Unit at the Hqrs., as well as at Regional Mobile Units, Central Sales Unit, and AIR
Stations are as under:-

MAIN DUTIES OF AUDIENCE RESEARCH STAFF
1. HEADQUARTERS
1) Director, Audience Research :
He is responsible for guiding and coordinating the entire audience research activities at various AIR
Stations of AIR, in the country, which includes identifying areas of enquiry, study designs,
questionnaires.

Deputy Director, Audience Research :

He assists the Director Audience Research in organising and supervising the audience research
activities in the country.

Audience Research Gfificer :

To conduct systematic study/surveys from time to time of the public’s listening habits and reactions
and in particular to study how broadcasting can be made a more effective medium of mass
communication, which includes quantitative and qualitative studies of various programmes
broadcast by AIR.

Statistical Officer :

Collection; Maintenance of the statistics relating to Radio/ Television sets in the country, inclading
manufacture and sale of Radio and Television sets.

Collection and maintenance of other statistical data regarding growth of Radio/ TV in India/aborad.
Statistical scrutiny and support for audience research work at the Hyrs.

Statistician :

Planning and supervision of the Data Processing of various audience research surveys/studies
undertaken by AIR Units from time to time. Besides, evolve tabulation plan, coding schemes and
dummy tables for analysis of data of these surveys.

Senior Cartographer :

Prepare charts, graphs and diagrams for: (a) being incorporated in Audience Resecarch Reports and
(b) for displaying purposes.

Supervisor :

Assist for bringing out consolidated Audience Research Reports, Research manuals, annotated
bibliographics. Besides, assist to monitors the activities of Audience Research Unit at AIR Stations,
at the Headquarters.
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8)

Statistical Assistant:

To operate the Data Processing Machines for tabulation of data relating to the field surveys/ studies
conducted by the various Audience Research Units at AIR Stations. Besides, assist in table research
as and when required. '

Machine Operator;
To transfer the basic data from original documents;/ questionnaires on punch cards with punch card

Machine and verify them on verifying machine. Besides, operate the Data Processing Machine as and
when required, and coding, editing, etc. of filled-in questionnaires.

10) Statistical Computer :

Compute percentages, averages, indices, etc. in respect of data generate by surveys undertaken by
Audience Research Units. Besides, maintain all the data required in audience research.

. REGIONAL MOBILE UNITS AT ZONAL AIR STATIONS :

Deputy Director Audience Research :

Coordinate and supervise in organising the audience research activities in the respective zones, under
guidance of Director Audience Research. Also require to undertake studies/surveys in their zone as
and when required, including preparation of their reports.

Senior Investigator :

Assist Dy. Director Audience Research in the fuctioning of Mobile Unit and in the field
surveys/studies in the zone which includes, scrutiny of filled in questionnaires, quality control
through supervision and checks inthe field, manual tabulation, selection and collection of sample for
surveys, enumeration of radio households, preparation of tables to facilitate report writing, etc. Also
required to organise and supervise the entire field survey work, including report writing as and when
required.

Statistical Computer :

Compute percentages, averages, indices, etc. in respect of audience research data generate from the
surveys in the zones. Besides, maintain all the data required in the Unit. Also assist in the functioning
of DDAR, at the Regional Mobile Units. '

Tabulator Clerk :

Typing work of the Unit, including the typing of audience Research reports. Besides, manual
tabulations, computing the percentages, etc. in respect of data collected from the survey.

. AUDIENCE RESEARCH UNITS AT AIR STATIONS :

Audience Research Officer :

To conduct systematic study/surveys from time to time of the public’s listening habits and reactions
and in particular to study how broadcasting can be made a more effective medium of mass
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communication, which includes quantitative and qualitative studies of various programines
broadcast by AIR.

2) Investigator ;
Assists the Audience Research Officer in Sample collection; supervision and monitoring of the field
work; scrutiny of filled~in questionnaires, quality control, supervise checks in the field; manual
tabulations, compilation of statistics required for audience research, etc.
Statistical Computor :
Compute percentages, averages, indices, etc. in respect of audience research data generate from the
surveys conducted at the Station. Besides, maintain all the data required in the Unit, Also assist ARO
at the Station in other work.

Tabulator Clerk :

Typing work of the Unit, including the typing of audience research reports. Manual tabulations,
computing the percentages, etc. in respect of data collected from the surveys.

Sorter :

Sort out the filled in questionnaires of Mail/Panel and Field Surveys. Sort out listeners’ mail.
Maintain the reports of audience research surveys, etc.

. CENTRAL SALES UNIT, BOMBAY :
Deputy Director Audience Research :
Coordinate and supervise in organising the audience research activities pertaining to CBS Surveys,
etc. under guidance of Director Audience Research, Also require to undertake studies /surveys as and
when required including preparation of their reports.

Statistical Assistant :

Assist DDAR, CSU, Bombay in coordinating and supervising the entire audience research work
pertaining to CBS.

Tabulator Clerk :

Typing work of the Unit, including the typing of audience research reports. Besides, manual
tabulation, computing of percentages, etc. in respect of CBS Surveys, etc.
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SECTION VII — STAFF TRAINING INSTITUTE (PROGRAMMES)

S.No.  Subject Paras

1. Introduction 3.7.1-2

2. Sphere of Activities 3.7.3

3. Contents of Various Courses 374

4. Personnel Invited for Training 3.7.5-8

5. Training Abroad 3.7.9-10
6. Hostel Facilities 3.7.11-12
7. Grant of Honorarium to Lecturers 3.7.13-18
8. Procedure for Payment of Honorarium to Lecturers 3.7.19-24
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CHAPTER HI

SECTION VII — STAFF TRAINING INSTITUTE (PROGRAMME)

3.7.1. Introduction:

The Staff Training Institute of Programmes is the training wing of Directorate General of All India
Radio situated in recently built training complex at Kingsway Camp, Delhi. This Institute unlike Staff
Training Institute {(Technical) is functioning as a part of Directorate General of All India Radio.

3.7.2. STI (P} is headed by a Director of the cadre of Station Director. The other members of the
programme faculty are one Deputy Director, two Asstt. Station Directors known as AD Training and
Instructor of Programmes, one Producer and two Production Assistants. The faculty of Administrative
Training is looked after by a Deputy Director of Administrative Training. The administrative staff
working in STI (P) comprises one Assistant, one Accountant, three Stenographers, Librarian, two
LDCs, one Driver, one Daftary and four Peons.

3.7.3. Sphere of Activities:

Staff Training Institute of Programme deals with training of programme planners, executives and
personnel belonging to the administrative staff. There are two regional training centres also located at
Hyderabad (South Zone) and Shillong (East and North-east Zone). The regional centres are controlled
by Staff Training Institute of Programmes, New Delhi for coordinaton of various training programmes.
The main Institute at Delhi is responsible for training of in-service personnel working in various stations
of All India Radio. This Institute imparts training to programmers of foreign countries also under
UNDP programme. During 1986 two programme officers from Bhutan and one from the Fiji
Broadcasting Corporation were trained in programme management and broadcast skills.

3.7.4. Contents of various courses:

(a) Basic Course:— This course is considered to be the foundation course for new entrants. They are made
aware of the problems of society (social, cultural, political, etc.) as they concern the mass media in general
and radio in particular so that an understanding of the role of radio in the development of society,
dissemination of information and providing entertainment could grow. The trainees are also familiarised
with various programme formats like talks, interviews, discussions, dramas, features, music, etc, as also
how to select and utilise the formats for the communication of a particular message. In the advanced
programme training courses, the training is given in depth so that they may understand the requirements
and the dimensions of various methods of programme production for determining programme contents.

(b) Basic course is of 30 days duration. During this period besides class room lectures, the programme
officers are sent in groups with portable recorders to manage out-broadcasts, interviews and material for
radio documentaries. The participants are also given on-the-job training in the studios of Staff Training
Institute. In order to impart training in an effective manner 16mm educational films on broadcasting are
shown in the class room. For this, a 16mm projector is installed in the class room itself. Many lectures are
supported by slide shows which are arranged from different educational Institutes. The trainees are also
taken to the studios of Doordarshan where video recording of functions of satellite and other
communication systems is played back.

{¢) Developmental Information Programmes;— Different workshops, seminars and short term courses of
one week to two weeks’ duration are conducted throughout the year. These short term courses are run for
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updating the knowhow of the programmers both in terms of the message and the disciplines and formats
of broadcasting to keep them aware of the latest developments in broadcast technologies in terms of
hardware and software. These short term courses of one week to two weeks include production of target
audience programmes, Seminars on programme management, specialised job of running commentaries,
etc.

(d) In view of the Prime Minister’s instructions to inculcate a sense of new administrative culture in the
minds of programme planners and broadcasters, one week courses on different themes of administration
and planning are organised. Seminars on the themes of national integration, family welfare, ete. ar:

arranged to help the programmers to adopt interesting formats to develop the interest of the audience i:

the programmes so that the role of radio is made more meaningful.

3.7.5. Personnel Invited for Training ;

The STI (P)invites all categories of staff to undergo training at least once a year. In view of the induction
of fresh entrants and the revolutionary changes in the world of communication the need and the
importance of practical and on-the-job training to make the fresh entrants conversant with the media and
the use of the sophisticated equipment, has been strongly felt. The direct entrants inciude TREXs, PEXs,
ASDs, SDs, Farm Radio Reporters, Science Officers, Extension Officers for family welfare
programmes, Production Assistants, Announcers, Comperes and Script Writers, etc. in various cadres.
All these categories of staff are associated with the programme that goes on the air. The fresh recruits are
taught to plan, produce, monitor and evaluate the programmes, so that the communication through
radio becomes interesting and effective,

3.7.6. At present the Staff Training Institute of Programmes trains at least 450-500 programme officers
every year, This includes the following categories of staff: —

i) Station Directors — responsible for supervision and guidance of all the programme activities as
well as station management.

ii) Asstt. Station Directors — responsible for vetting the schedules and assisting the Station Director,

ili)  Programme Executives, Producers — responsible for executing the various schedules of
programmes. )

iv)  Editorial staff — responsible for script writing of various themes with different formats.
v) Transmission Executives — responsible for the supervision of the broadcast as it goes on air.

vi)  Announcers and Comperes — responsible for presenting all types of programme: on the
microphone. :

3.7.7. Besides the above mentioned categories of programme staff, Farm Radio Officers, Extension
Officers (family welfare), Field Reporters, Production Assistants, Science Officers are also trained in their
disciplines and specialised courses are conducted from time to time for these categories of staff for a
duration of 1-2 weeks.

3.7.8. Seminars and courses are also conducted at different stations of All India Radio keeping in view
the requirements of various regional stations. Such courses are conducted in the languages of the
respective stations.
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3.7.9. Training Abroad:

AIR receives training offers from various European and Asian countries. The Staff Training Institute of
Programmes selects programme officers for these courses keeping in view the special interest and the
talent of the individual programmer. Staff Training Institute of Programmes also sends its teaching staff
to diferent countries where they are trained as trainers.

3.7.10. Combined courses of Station Directors and Station Engineers are also organised in order to
achieve the goal of close coordination and cooperation amongst the technical and the programme staff.

3.7.11. Hostel Facilities:

The participants are given hostel facilities in a newly constructed three-storeyed hostel building at
Kingsway Camp.

Further details regaraing Hostel facilities may be seen in the Chapter on Staff Training Institute
(Technical), in AIR MANUAL VOLUME I (Part I1I).

3.7.12. The Deputy Director (Administrative Training) arranges training/refresher courses for
administrative staff of AIR & Doordarshan periodically for the categories of S1. A.O. & A.O./Head
Clerks/Accountants & Sr. Storekeepers/ CGI & II separately. The lectures mainly include the subjects
pertaining to recruitment of staff by Head Office, maintenance of Roster, O&M Procedure, Budget,
reconciliation, submission of expenditure statements, preparation of proforma Accounts, Service Book
entries, Leave rules, Pension, TA; DA rules to various categories of staff, Artists & committee members,
disciplinary proceedings, conduct rules, confirmation of staff, fixation of pay, preparation of capitaland
revenue accounts, control over expenditure, behaviour management, etc. The duration of the course at
present ranges from 6 to 8 days. The courses are held at Delhi at Staff Training Institute {P), Kingsway
and at outstations also to avoid inconvenience to staff in coming to Delhi and away from Headquarters
for longer duration. For this the assistance of officers of local Govt. offices are obtained for delivering
lectures of common interest. Honorarium as prescribed is also paid to the lecturers as authorised by the
Ministry of 1&B,U.0.No.10/5/85-B&A(FAC) dt. 10.10.85.

3.7.13. Grant of Honorarium to Lecturers:

Honorarium may be paid to officials and non-officials for delivering lectures in the Staff Training
Institute (P), All India Radio at the rates indicated below:—

i} Non-official experts:

First Lecture Rs. 250/- (Rupees two hundred fifty only)
Second and subsequent lectures
on the same subject Rs. 150/- (Rupees one hundred fifty only)

ii) Officials (including AIR officials):

(Normally officers of the status of SD, DD(E), SE, Dy. Director, Dy. Chief Producers and above should
be booked for talks).

First Lecture; Rs. 100/- (Rupees one hundred only)

Second and subsequent lectures
on the same subiect Rs. 60/- (Rupees sixty only)
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3.7.14. Training courses for Programme, — Administrative staff conducted atregional Centres
or other stations/ offices outside Delhi (in case Senior Officers are not available).

i} Officials (including AIR officials) of the status of Asstt. Station Director, AD(E), ASE, Sr. Producers:

First Lecture: Rs. 75/- (Rupees Seventy five only).

Second and subsequent lectures
on the same subject. Rs. 50/- (Rupees fifty only).

ii) Official of the status of Programme Executives, Asstt. Engineers, Producers, Sr.
Accountant, Accountant, Head Clerk and Sr. Storekeeper, Inspector of Accounts, Sr.
Administrative Officer, Administrative Officer and Section Officer :

First Lecture Rs. 50/- (Rupees fifty only)
Second and subsequent lectures
on the same subject Rs. 30/- (Rupees thirty only)

3.7.15. Speakers belonging to the categories specified in para | (i) & (ii) even when invited to deliver
Jectures in the training courses held outside Delhi will be entitled to the fee mentioned therein. Similarly
those falling in categories stated in para 2 who are booked for talks in the courses at Delhi shall be paid at
the rates prescribed in para 2 (i) & (i1).

3.7.16. The payment of honorarium to officials is subject to a ceiling of Rs. 1,000/-. The ceiling has been
enhanced. Please see Chapter on STI (T)-AIR Vol.IlI, for each individual per year as per the provisions
of FR 46(b). This limit will also apply in case of Staff Artists but the remuneration thus paid to them will
not count for purpose of ceiling of 25 per cent emoluments for extra remuneration for extra work.

3.7.17. TA/DA will be admissible to those who are invited from outside in addition to the
fee/honorarium at the rates specified above.

3.7.18. No remuneration will be payable to the Staff of Staff Training Institute (Programmes) for
delivering lectures.

{Authority: Ministry of I&B U.O.No.10/5/85-B&A(FAC) dt.18.9.85).
3.7.19. Procedure for Payment of Honorarium to Lecturers :

The lectures in the Staff Training Institute (Programmes) delievered by :
i} Non-Officials (including retired Govt. servants), and

i) Officials —
a) Gazetted Officers.
b) Non-Gazetted Officers (including Staff Artists).

3.7.20. As soon as a session of the Institute s over, the Institute issues the requisite sanctions for
payment of hororaria to Gazetted Officers of AIR and endorse copies to the P&AO(IRLA), Ministry of
1&B, AGCR Building, New Delhi for making payment direct to the concerned lecturer. In respect of
Gazetted Offficers of other departments who are not covered by the IRLA scheme, sanctions will be
endorsed to the offices concerned for arranging payment, if the amount of honorarium exceeds Rs. 250/~
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3.7.21. In the case of non-officials in Delhi/New Delhi who are to be paid upto Rs.250/- in each case,
copies of the sanctions will be endorsed to the Cash Branch of the Directorate for arranging payment. In
respect of all others, the sanctions will be endorsed to Cash Branch of the P&D Unit or the Heads of the
offices concerned, as the case may be who will arrange to draw and disburse the amount. Copies of all
sanctions will be endorsed to the Cash Branch for keeping a watch over the adjustment of the
expenditure.

3.7.22. Staff Training Institute (Programme) & (Technical) coordinate their proposals for inviting
lecturers and ensure that the financial limits prescribed by Government are not exceeded without proper
sanction.

3.7.23. The expenditure is debited to the major head “286-A-Broadcasting:A-1 AIR A-1(3) Research
and Training A-1 (3) (5) PP & SS (Payment to Lecturers).

3.7.24. The Director, Staff Training Institute, AIR, New Delhi has been authorised to incur expenditure
upto Rs. 500/~ per annum on the entertainment of trainees of the Staff Training Institute of AIR, visitors
to the Institute and artists etc. attending the Seminars subject to the following conditions:-

i} That there is budget provision for expenditure on entertainment.

i}  The ex;penditurc will not exceed Re. 1.50/- per head on tea or reception and Rs. 7.50/- per head
on lunch or dinner.

{Authority: Min. of I&B letter No, 12/2/61-B{M), dt. 5.12.63, DG: AIR endt. No.%(4) B/58, dated 18.12.63)
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CHAPTER III

SECTION VIII — INSPECTION UNIT

Sl. No. Subject Paras
1. Introduction 18.1-6
. Organisation 3.8.7-12
3. Functions 3.8.13-22
Annexures
X. Questionnaire on Cash & Accounts
XL Questionnaire on Stores
XII. Questionnaire on Admn.
XIIL. Questionnaire on Programme
XIV. Questionnaire on Chief Engineer’s Office Civil Wing

XV, Questionnaire on CSU
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CHAPTER 111

SECTION VIII — INSPECTION UNIT

3.8.1. Introductory :

Tn exercise of the powers conferred upon him, the President, after consultation with the Comptrolier &
Auditor General of India, has relieved the latter from the responsibility for compiling the accounts of the
Union Government (Civil) in stages, as on Ist April, 1976, Ist July,1976 and 1st October, 1976. With the
issue of Presidential notifications and as on Ist June, 1980, the C & AG stands relieved of the
responsibility for compiling the accounts of Central Civil Ministries/Departments, with some
exceptions.

3.8.2. An organisation functioning under the Controller General of Accounts has been created in the
Department of Expenditure of the Ministry of Finance. He will provide necessary directions in
accounting matters to the Ministries/ Departments and will issue general instructions about the system
and form of accounts and procedures for accounting of receipts and payments. In the scheme of
Departmentalisation of Accounts, the Secretary of the Ministry/Department concerned shall be the
Chief Accounting Authority for the Ministry/ Department, and he will discharge his functions through
and with the assistance of the Financial Adviser of the Ministry/Department. The Internal Audit
Organisation will work directly under the Chief Accounting Authority or Financial Adviser of the
Ministry/ Department concerned.

3.8.3. According to para 12.7.1 of Civil Account Manual, (Ist edition, 1981), the Departmental
authorities are primarily responsible to see that all revenue or other debts due to Government are
correctly and promptly assessed, realised and credited to Government account. The Internal Audit will
ascertain “the nature of checks exercised by the Departmental authorities to ensure prompt detection and
investigation of irregularities, leakage or loss of revenue due to double refunds, refunds with reference to
fraudulent and forged vouchers/challans or other types of omissions or commissions in the process of
levy/collection of taxes or in ordering refunds™.

3.8.4. Audit/Check conducted by the Audit Dcpartment;’l’.rincipal Accounts office is based on
accounts rendered by the various offices in the forms prescribed. The major portion of the original
records, viz., the initial accounts and other books or papers on which the accounts so rendered are based,
are retained in the offices where they originate. To enable him to assure himself of the accuracy of the
original data on which the accounts and his audit work are based, the Principal Accounts Officer
attached to the 1&B Ministry periodicaily inspects the offices concerned. With regard to Proforma
Accounts maintained by the Station, audit is conducted by the Civil Audit.

3.8.5. It devolves, however, on every Controlling Officer that, in the discharge of his ultimate
responsibilities for the administration of an appropriation or part of an appropriation placed at his
disposal, he must satisfy himself not only that adequate provisions exist within the departmental
organisation for systematic internal checks calculated to prevent and detect errors and irregularities in
the financial proceedings of his subordinate officers, and to guard against waste and loss of public money
and stores, but also that the prescribed checks are effectively applied. The fact that the accounts are
audited/checked by the Principal Accounts Officer/Indian Audit Department does not in any may
reduce his responsibility for such internal checks in view, inter alia, of the limited scope of the audit of

‘Principal Accounts Officer/Indian Audit Department, as stated in the previous paragraphs (c.f.

Government of India’s decision (2) below para 7 of GFRs {(1963).
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3.8.6.. The necessity for regular and effective internal Departmental inspection, therefore, arises from
the above responsibilities and obligations of the Director General, All India Radio, as the Head of the
Department.

3.8.7. Organisation:

In the discharge of the responsibilities mentioned in previous paragraphs, the Director General is assisted
by a Deputy Director General (Inspection) and the following staff:

Inspector of Accounts
Asstt. Station Director
Stenographer
Accountant
UDC/LDC

Dattry

3.8.8. The team consisting of one Inspector of Accounts, One Asstt. Station Director, three Accoun-
tants, a Stenographer and a clerk will be detailed for Inspection of one ortwo S.ations; Offices at a time.
The Inspector of Accounts and the staff in the Touring Section should be periodically rotated. The ASD
in the Inspection Unit may also be exchanged with his counter-part in the Department periodically.

3.8.9. When one team is on tour, the remaining members of the Unit will be looking after the work at
Headgquarters, which includes keeping AIR Manuai up-to-date, and dealing with the cases referred to the
Inspection Unit for advice by the Branch Officers of the Directorate. Follow-up action on the Inspections
conducted is also to be attended to by staff at Headquarters.

3.8.10. The DDG (Inspection) is in supervisory charge of the Inspection Unit. He will also personally
deal with important problems of the station, e.g., contacting the State Governments, working of the
vartous AIR Advisory Committees, public relations, staff position, etc. etc. The DDG need not be
continuously on tour with the touring section. However, he will so arrange his tours as to be in touch
with the Touring Section and the Inspection section at the Headquarters.

3.8.11. The dutics of two Inspectors of Accounts at Headquarters will be broadly as under:—

One will deal with the cases referred to the Inspection Unit for advice by the Branch Officers of the
Directorate. He wiil also keep the AIR Manual up-to-date, and look after the regularity & punctuality in
attendance of staff, the general discipline in the unit.

3.8.12. The other Inspector of Accounts will look after the remaining items of work of the Headquarters
section, viz., audit reports, outstanding audit objections, physical verification of stores, maintenance of
prescribed registers, ete. in respect of all AIR Stations and Offices.

3.8.13. Functions:
A. Touring Section:

Each Radio Station/Office is inspected according to a programme approved by the Director General.
Advance notice will be given Lo the station/ office to be inspected to enable and latter to collect and keep
the records etc. ready. Normally, the period of inspection should be 6 to 8 working days. As far as possible,
two stations/offices may be scheduled for inspection in one spell, so that the team is not away from
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Headquarters for more than two to threc weeks. A Register should be maintained to indicate the dates of
inspection of each Station/ Office, and the names of the members of the Inspecting team. The programme
of inspection for each calander year will be drawn with reference to this register.

a) Cash & Accounts, Establishment, General Administration & Stores.

i) The touring section should conduct a test-check of the cash and stock transactions and also of the
proforma accounts of each of the radio stations and offices, and inspect service records, special roster and
other administrative records. The illustrative questionnaire drawn up in this connection for the guidance
of the Inspector of Accounts is given in Annexures X to XV. :

3.8.14. The one month accounts to be test-checked (vide item 5 of Annexure 1) wili be selected by the
D.D.G. and the information kept confidential by the Touring Section and not intimated to the office
cancerned in advance.

i) The Touring Section will have to ensure, during its inspection, that the accounting etc. procedure laid
down in this Manual in respect of AIR Stations and Offices (¢.g., Chief Engineers’ Offices, C.C.W_,
Central Stores, etc.) is actually introduced in toto and is being properly followed.

B. Programmes :

3.8.15. The inspection of programme side of the working of the radio station is also one of the functions
of the Touring Section. The Section should examine critically to ensure that no undesirable practices
exist in hooking casual artists or in the employment of staff artists. It should see that all artists are fully
and properly engaged and that the directions issued by the Directorate are properly acted upon. The
party should also examine the Station’s work in respect of programme planning, public relations, etc. The
illustrative questionnaire drawn up in this connection for the gnidance of the Assistant Station Director
(Inspection) is given in Annexure.

3.8.16. The questionnaires included in Annexures to this chapter are illustrative, and should not be
deemed to be exhaustive. The inspecting officer should not confine himself to these questionnaires, but
should, in additien, study the special problems of the stations or offices visited, and assist them with his
guidance and advice.

3.8.17. The TouringSection may also be entrusted by the Ministry of I&B or D.G. with the investigation
of a particular aspect of a problem relating to a station (as a result of Parliament question or a complaint
in the Press or by the publicetc.). A record of such investigations ordered by the Ministry of I&B. or D.G.
should be kept in a separate register to be maintained by the Headquarters sections.

3.8.18. Unless the investigation is so urgent as to require immediate attention, it should be taken up by
the Touring Section during its next normal inspection. The register mentioned above should be
scrutinised for outstanding problems whenever the inspection of a station/ office is taken up.

3.8.19. During inspection, comments in the form of Action Notes on each point should be given to the
Head of Office. As far as possible, replies to these notes should be issued by the Station on the spot, after
rectifying the defects pointed out. Inany case, it should be ensured by the Station/ Office that replies to all
Action notes are issued within a fortnight of the completion of inspection. A copy of the complete set of
Action Notes will be sent to the Regional DDG concerned, while one set will be retained by the Inspecting
Unit as office copy, in which suitable indications will be made of replies received and settlement of cach
action note,
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3.8.20. After examining the replies received, an Inspection Report should be prepared and submitted te
DG. This report should contain all the major points, including those which might have been settled after
the issue of Action Notes.

3.8.21. Inspection Section at Headquarters:

Following are the main functions of this section;

Ensuring receipt of replies to the various paras of the Inspection Report from Stations/ Offices of
AIR and their disposal, maintenance of suitable register for this purpose; referring the cases to
other branches of the Directorate, taking orders of DG/ Ministry, wherever necessary.

Examining, coordinating and vetting the replies of individual stations and offices to the audit
reports of the respective Audit/Pay & Accounts Offices; obtaining periodical statements of
outstanding Audit Objections, with a view to watch and ensure their clearance and furnishing
periodical statements of outstanding audit objections to the Ministry, maintenance of register for
this purpose.

Scrutinising the Annual Reports of stations/ offices and to communicate the relevant paras/ points
to the other branches of the Directorate, wherever necessary.

Scrutinising annual physical verification reports on the various kinds of stores, etc. at the
subordinate offices of AIR.

Obtaining from the heads of Stations and Offices annual certificates regarding proper
maintenance of all the prescribed registers.

Issuing correction slips to the AIR Manual and keeping it up-to-date.

Dealing with cases referred to the Inspection Unit for opinion and advice by Branch Officers of the
Directorate. The exact point of doubt, is to be specifically stated by the Branch Officer. While
referring the cases for advice, the concerned Branch Officer will ensure that all references, relevant
instructions, previous precedent(s), if any, and his considered views are given. (Authority D.G.
(Authority: D.G. AIR Memo. No. 6(31)-1U dt. 8.3.57 and 5(1)6/79-1U dt. 21/22.12.81).

Submitting every year to DG an inspection report containing the more important irregularities
detected and rectified and improvements effected during the year as a result of the inspection of
Radio Stations and Offices. A copy of this report will be submitted by D.G. to the Government

- 3.8.22. Keeping the Manual up-to-date:

Approval of D.G. should be obtained before issuing any correction to the Manual, who will, inter alia,
ensure that the correction is based on orders of competent authority. The following are some of the
instances which may necessitate the issue of a correction to A.LLR. Manual:

i)

Amendment to and issue of any orders on Statutory Rules like Conduct Rules, Leave Rules,etc.
will have to be taken into account and corrections issued to the relevant paras of the Manual,
wherever necessary.
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1)

i11)

As a result of study of procedures during inspection and/or correspondence with the audit
department, the procedures laid down in the Manual may be further modified, necessitating a
correction to the Manual

Some of the circular letters, Memoranda etc., issued by the various branches of the Directorate
General may have to be incoporated in the Manual. For this purpose, all branches in the
Directorate General should furnish to the Inspection Section at headquarters copies of all
circulars, letters etc, issued by them.
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Annexure I

(See Paragraph 3.1.4)

STATIONS UNDER REGIONAL DDGs

Eastern

North-Eastern

Western

Gangtok
Calcutta
Siliguri
Kurseong
Port Blair
Jeypore
Cuttack
Sambalpur

Shillong
Tura
Guwahati
Dibrugarh
Silchar
Agartala
Imphal
Kohima
Tezu
Tawang
Passighant
Itanagar
Aizwal

Bombay
Panaji
Ratnagiri
Pune
Sholapur
Ahmedabad
Rajkot
Bhuj
Vadodara
Bhopal
Indore
Jabalpur
Ambikapur
Chattarpur
Raipur
Jagdalpur
Rewa
Gwalior
Nagpur
Aurangabad
Parbhani
Jalgaon

Note: For programme matters, Agartala and Silchar are a part of both Eastern and North-Eastern region; Eastern Region on
account of language or broadcast and North-Eastern Region administeratively and for contents of programmes.
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Annexure Il

(Please see paragraph 3.1.10 (vi) )

WORKING INSTRUCTION FOR A LOCAL RADIO STATION

Concept:

Local Radio is a new concept in broadeasting in India. Each of the Stations serving a small area, will be
basically utility service and reach right into the heart of the Community which will use the microphone to
reflect and enrich its life and artistic expressions. What distinguishes local radio from the regional net
work will be its down to earth, intimate and uninhabited approach, programmes will be area-specific.
They will be flexible and spontaneous to enable the station to function as the mouth-piece of the local
community, It will demolish the division between the broadcaster and the audience. Local authorities,
police, emergency services, adult educationist. schools, transporters farm scientists.entertainers will all
look up to the local radio for a sustained community service. Its accent will be on handling the local
problems extensively, local news and views and local talent and it will be available to a broad spectrum of
the local people. Comprising predominently field-based programmes, it will adopt a down-to-earth
character and establish a two-way communication system between the listeners and the Extension
Agencies of various Government Departments. Local events and functions, games and sports,
exhibitions and fairs, meetings and debates — cultural or literary, will find ample coverage. Its “ Access™
programmes will provide opportunities to distinct groups in the community to present their own
programmes affording scope for the articulation of local talent and views. 1t will organise a number of
“Helpline™ services to the listeners-— in employment. education, housing, Jaw and even family problems.
The local aspirations will find fulfilment through the tocal radio.

Working Instructions:

1) Flexibility in programming being the main characteristic of local radio, the station may take the
Fixed Point Chart as a broad guideline and make deviations as and when required. Directorate may
be approached only when changes involving staff and funds are made. There will be no need to refer
to the Headquarters for effective changes in the FPC. Instead of preparation of quarterly schedules
the station may prepare fortnightly plans.

The station’s main emphasis may be field-based programmes. It must be their objective to cover every
village in the district by turn. Inadequacy of staff for OBs could be overcome by casual bookings. The
station may use Cassettee Recorders which could be replemished by local purchases.

The station may devote broadcast effort mainly to programmes of farming, rural development,

heaith, family welfare and education. The agencies engaged in these fields may be tapped for supply .
of materials, scripts and recordings. Programmes of education could be supplemented by obtaining

recordings from neighbouring stations in the state and DTPES.

Programmes may be presented in the local dialect language by engaging, if required, casual comperes
who may present the programme in a breezy, chatty conversational style.

The station may make provision for programmes of Special Audience like women, chiidren, youth,
labour farmers, etc., and groups, associations, organisations, engaged in their welfare may be
encouraged to produce and present programmes.




79 SR s e

(6) ez faeell & Wol QUM ST F TAT TF THMEIL FRTA F T B TAGHAT § W HT SAWT A &
foot T wapaT 21 feedt S W feya S, Uo =0 feedt e qeifea @ o & awd &) T i s v
AN S 7 ql Eensd & i 7 & sud fawto @ 9 wad &

()mﬁﬁtuwﬁ%w@ﬂmw&rﬁﬁmﬁwﬁmaﬁwwﬁﬁ%ﬁﬁu
atvard for Tarim Wear Rl 9¢ A@ng T @

(8) st 1 e iz At B & s et /PR, e b (et A & A W a §
e R s T W e SN

WA
B — i tae-aOfs FE B A A & S A AFAT FATH B & S B B g g e aw f-
% st &R ofr, & Fraffa w5 g@ar 2)

e Tifa Fa B 3d IS F ouatad @ & 9

TEQTT HATHIT & ATHA W, %aaﬁ'tﬁr%m% foas fam IR Sefle ITREITAR e o HelvaeTs | srpete
wreT FEN BN

aty wEram | g 8 fedreT SR Sud Afye g A F 9 @ AR ava W/ wo o of e
FAT) AT W 3 B TEm Sl & fptar @ sie & s Aty 3% 25/-%9a yiatew @ feaner & faar
10| AiEen FrER a7 F=u B Y A A SAFAAL B G B A & AT FATE FTATEL S JAHA |
=% W UTd B @ & — F FE A W A @

T Thaw

‘e FEE @ FAg st WA W BIgE PiE w@T T8 T8 BN 58 s @ fag i o @A
ST

aredr, g i ot B AT sireie T aier @ RS F T B # KW T WY S A a0 B
T W= eT H ATPreTaroN 1 fyepeaw gl afvwd @ 811 09 wae ik Femer F wa B9 9% fear s
qt I8 I SfaE W & Sy

AAEHT |qATAAT

FE TF AATANE TATEH 399 o477 Gl g1 39 et § wgeaqut safsad @9 o 5 fafwe sia @
yfafaitre & 9 — faren, iy, faear den, J=raa 9egin, 99 IO, e i wgvod, afew, gar s
AT FEATO A AiepioF US| gemg B fw B @ 98 & sl

warad

HEF B8 SIS HAST T RS B mwﬁm%ﬁﬁﬁﬁwmhm? g
W B7F 9 AR qE Enm)

faeig faeoft an ag faaeeft, foed WA @t aren aftaferr &, S7a Grese fEdr o Rraof 2 993 &
FALAFAT A6 & T d% g fqa fadtw v F w6f wF T 8




AIR MANUAL M

6) Thestation may relay only one news bulletin in the local language originating from Delhi and another
from State capital. Stations situated in the Hindi zone may take one Central Hindinews builetin. No
other news bulletin is compulsory nor recommended.

The station will not relay any programme from Delhi/State capital except the broadcast of the
President and Prime Minister. Mandatory relays wiil not apply to local radio stations.

The stations will be free to indent programmes from other stations/ DTPES and use them at their
discretion keeping in view listeners’ interest in such programmes.

Payments:

Fee: The scale of fee payable to unauditioned artists will be on par with the fee scale for Yuva Vani
Artists, Station will be free to fix the fee at any point within the fee range.

The scale of fee payable to auditioned artist will be in accordance with their Grade,

In case of eminent personalities station may offer a higher fee after getting the approval from regional
DDG or Directorate General. '

‘The Stations may make in addition, payment towards TA /DA if the distance from the Headquarters is 8
kms. and above. TA will be only second class rail fare and DA at a flat rate of Rs. 25/ - per day. No fee will
be payable for escorts of women artists or children. Artistes/ Talkers who are at present receiving a higher
fee will continue to get this.

Audition:

There will be no audition except informal screening in respect of access programmes. No fee will be
charged for the screening.

Applications for formal auditions for classical, light music, etc. may be referred to the parent station
which will be the nearest fulfledged station of AIR within the State or Union Territory. Such auditioned
artistes, when engaged, will be paid their basic fee.

Advisory Committees:

The Station may have an informal Advisory Panel. It may comprise important persons representing
different interests like education, agriculture, extension services, panchayats, cooperation, small
industries, health and hygiene, women, youth and social welfare and cultural organisations. No
consultancy fee is payable.

A dministration:

The Assistant Station Director will be the Head of Office and Local Station will remain outside the
purview of the rotational principle followed in the matter of declaring Head of Office,

No statements except financial statements or statements involving payments need to be sent unless
specifically asked for.
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Annexure I11

(Please see paragraph 3.1.10 (xiii) )

Number of Posts (Civilian) by Designation and Scales of Pay

S.N.  Designation in full Scale of Pay

Programme

Director General 7,600/~ fixed

Additional Director General 5900-200-6700

Deputy Director General 5100-150-5700

Station Director (Selection Grade)* 3700-1254700

Director Audience Research ~do-

Director (Farm and Home) -do-

Joint Director (Farm and Home) 3000-100-3500-125-5000
Joint Director (Family Welfare) ~-do-

Station Director ** 3000-100-3500-125-4500
Deputy Director Audience Research -do-

Assistant Station Director@ 2200-75-2800-EB-100-4000
Invitation and Hospitality Officer 2000-60-2300-EB-75-3200-100-3500.
Farm Radio Officer (Home)(for female) -do-

i A el S

These posts carry the designations in DG AIR as Director Programme (Policy)/ DP(Commercia)/ DP(Personnel)/ Director STI(P),
etc.

In the Headquarters, the posts of S.Dv.are known by various designations such as Director Programme (SW/DP(M)/DP(D); DD/
(L}; DP{Per)/Dy. Dvirector STI(P). The posts of DP(Per and DIXL) are Ex-cadre posts.

The posts of A.8.D. in Headquarters are known as ADP(Policy) /APO/AD(T)/IP(STI(P) etc.
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Engineering

. Engineer-in-Chief

2. Chief Engineer

3. Director (Engineering)

4.  Director (Engineering)

5. Superintending Surveyor of Works

6.  Superintending Engineer

7. Senior Architect

8.  Additional Director Engineering

9. Deputy Director (Engineering)

10. Engineering Officer to Chief Engineer (Civil)

11. Surveyor of Works

12.  Executive Engineer

13.  Architect

14.  Assistant Director (Engineering)

15. Assistant Engineer (Civil)

16. Chief Draftsman

17. Assistant Engineer (ASW Elect,)

18. Assistant Architect

19.  Assistant Surveyor of Works

20. Engineering Asstt. to Superintending Engineer
(Cvil)

21. Senior Engineering Assistant

22. Senior Cartographer

23. Research Assistant

24. Architect Asstt. Grade [

25. Draftsman Grade I (Senior)

26. Supervisor

27. Sectional Officer (Civil)

28. Sectional Officer (Electrical)

29. Assistant Architect Grade 11

30. Celotex, Cutter and Decorator

31. Senior Technictan

32. Draftsman Grade ! (Junior)

33, Statistical Computer

34. Technician

35. Tracer

36. Draftsman Grade 111

81

7300-100-7600

5100-150-5700

-do-

3700-125-4700-150-5000

-do-

-do-

-do-

-do-

3000-100-3500-125-4500

-do-

-do- -.
~-do- .'
-do- .

2200-75-2800-EB-100-404) :
2000-60-2300-EB-75-3200-100-3500

-do-

-do-

-do-

~do-

-do-

1640-60-2600-EB-75-2900
-do-

-do-

-do-
1400-40-1800-EB-50-2300
~do-

~do-

-do-

~do-
1320-30-1560-EB-40-2040
-do-
1200-30-1560-EB-40-2040
-do-
1200-30~1440-EB-30-1800
975-25-1150-EB-30-1540
-do-
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37. Machine Operator

38.

O %R N

Motor Driver

Administration

Deputy Director General (Administration)
Deputy Director General(Security)
Director (Admtnistration & Finance)
Deputy Development Officer
Deputy Director of Administration
Assistant Director (Security)
Deputy Director (Welfare)

Dy. Director.(OL)

Deputy Director(Admn. & Training)
Senior Analyst

Deputy Director{(Security)
Financial Adviser

Inspector of Accounts

Section Officer

Statistical Officer

Junior Analyst

Private Secretary

Senior Personal Assistant

Personal Assistant (Selection Grade)
Statistician

Senior Hindi Translator

Assistant

Personal Assistant

Accountant

Statistical Assistant

Senior Reception Officer

Junior Hindi Translator

Senior Librarian

Caretaker

Upper Division Clerk

Stenographer Grade D

Junior Reception Officer

Junior Librarian

Lower Division Clerk

950-20-1150-EB-25-1500
950-20-1150-EB-25-1400

5100-150-5700 {+ Rs. 300 Special Pay p.m.)

5100-150-5700

-do-
3000-100-3500-125-4500
_do-

-do-

~-do-

-do-

~-do-

~-do-

-do-

-do-
2375-75-3200-EB-100-3500
2000-60-2300-EB-75-3200-100-3500
-do-

-do-

~-do-
2000-60-2300-EB-75-3200
-do-
1640-60-2600-EB-75-2900
1640-60-2600-EB-75-2900
1400-40-1600-50-2300-EB-60-2600
~-do-
1400-40-1800-EB-50-2300
~-do-

-do-

_do_
1350-30-1440-40-1800-EB-50-2200
~do-
1200-30-1560-EB-40-2040
-do-

-do-

-do-
950-20-1150-EB-25-1500
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35.
36.
37
38.
39.
40,
41.
42.
43,
4.
45,
46.
47.
48.
49.

Telephone Operator

Gestetner Operator (Senior)

Ferro Printer
Head Security Guard

Junior Gestetner Operator

Helper

Record Sorter

Daftri (Selection Grade)
Daftri (Ordinary Grade)
Head Sweeper

Jamadar

Security Guard

Farash

Safaiwala

Peon

~do-
950-20-1150-EB-25-1400
825-15-900-EB-20-1200
-do-
800-15-10P0-EB-20-1150
~do-

-do-

_do_
775-12-955-EB-14-1025 -
-do-

-do-
750-12-870-EB-14-940
-do-

_do..

-do-
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Annexure HT

Number of posts (Civilians) by Designation and Scale of Pay existing in the
Ministry/Deptt. in the Govt. of India (including attached and Subordinate Offices) of All
India Radio

S.. Designation in full

Scale of Pay

O 0 NN LR W N =

Programme

Deputy Director General

Station Director (Selection Grade)*
Director of Sales

Director, External Services Division
Additional Director, E.S.D.
Station Director

Talk Officer

Supervisor

Deputy Director of Sales

Deputy Director **

Deputy Director Audience Research
Assistant Station Director

Sports Programme Organiser
Translator-cum-Announcer

(Foreign Language Unit)

Monitor Foreign Language
Programme Executive (Selection Grade)
Assistant Transcription Officer
Programme Executive

Extension Officer

Farm Radio Officer

5100-150-5700
3700-125-4700-150-5000
-do-

~-do-

-do-
3000-100-3500-125-4500
~-do-

-do-

-do-

~do-

-do-
2200-75-2800-EB-100-4000
-do-

~-do-

-do-
=-do-
-do-
2000-60-2300-EB-75-3200-100-3500
-do-
-do-

Selection Grade posts have not been identified. The Stations where Selection Grade SDs posts are AIR New Delhi/E.$.D./Lucknow/
Calcutta/Port  Blair/Transcription and Programme Exchange Service/Cuttack/Bombay/Kohima/Central Sales Unit/CBS

Madras/Pune/Panaji/ Madras and Rajkot.

The posts of Station Directors in E.S.D, and Vividh Bharati Services, Bombay have been designated as Deputy Director.

Assistant Business Manager
Assistant Editor
Producer Folk Music

2000-60-2300-EB-75-3200-100-3500
-do-
~do-
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24, Senior Investigator

25. Assistant Editor

26. Transmission Executive (Selection Grade)
27. Assistant Persian

28. Field Reporter

29. Publicity Assistant

30. Farm Radio Reporter
31. Announcer

32. Transmission Executive
33. Sub-Editor

34. Production Assistant

35. Investigator

36. Asstt. Foreign Language
37. Field Assistant

38. Instrument Repairer

39. Studio Executive

Engineering

Chief Engineer

Director (Engineering)

Superintending Engineer

Station Engineer

Executive Engineer

Assistant Research Engineer

Deputy Director (Engineering)

Surveyor of Works

Assistant Station Engineer

Assistant Director (Engineering)
Audience Research Officer

Assistant Director Engineer (Installation)
Research Officer

Assistant Engineer

Assistant Surveyor of Works
Engineering Assistant to Supdt. Engineer
(Civil Construction Wing)

Producer Education Broadcast

W 00 O e

— — o f— — f—
SR e

Yt
|

]

1640-60-2600-EB-75-2900

-do-

-do-

1600-50-2300-EB-60-2660
1400-40-1600-50-2300-EB-60-2600
-do-

-do-

2000-60-2300-EB-75-3200
1400-40-1600-50-2300-EB-60-2600
-do-

-do- '
1400-40-1800-EB-50-2300

-do-
1350-30-1440-40-1800-EB-50-2200
1320-30-1560-EB-4G-2040
1200-30-1560-EB-40-2040

5100-150-5700
3700-125-4700-150-5000
-do-
3000-100-3500-125-4500
-do-

-do-

-do-

-do-
2200-75-2800-EB-100-4000
-do-

-do-

-do-

-do-
2000-60-2300-EB-75-3200-100-3500
-do-

-do-
-do-
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19

20.
21
22.
PAN
24.
25,
26.

27.
28,

29,
30.
3l
32.
33
34
35,

16.

37,
38.
39
40.
4],
42,
43,

Call o

el B

gfirs Tifardl aems
Tl wemes

T sl
IITEE 12-1
Fhres Tolifae
AFAET TETE
FPINT FRTF
TETESd AT qIEAEAR

i FFfE
A3 FeT site

Hedt grfmr
qOF HreX AFTaE
e FFAIfTRE
T TFATYTIT

Hiex #afire
TP (T
(T §2)
(F&F= E)
WETHT U=2-111

Hiex FgATC
e FAT

foae

FT ga

THET MR
AFR AT 2T
qET qWEE
STFTeTATI farde

TAR AEF
s HAEETan
fis Arfvefar

IAETF (AT
91 TATT)

e Afgwrly

1640-60-2600-%.9-75-2900

1400-40- 1600-50-2300-
23 .-60-2600

1400-40-1800-% 3 .- 50-2300
—ad -
1350-30-1440-1800-
7.3.-50-2200
1320-30-1560-%.T.40- 2040

1320-30-1560-8.9 .-
40-2040

1200-30-1440-% 3.~ 30- 1800
- -

- -

1150-25-1500
975-25-1150&.3 .- 30-1540
- -
950-20-1150-25-1400
— T —
800-45-10102.9.-20-1150
- - -
—F® -

5100-150-5700
3700-125-4700-150-5000
- = -

- —
3000-100-3500-125-4500

TP AT Fraw g
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18.
19.
20.
21.
22,
23.
24,
25.
26.
27
28.
29.
30.
3.
32.
33.
M.
35.
36.
kYR
38.
39.
40,
41,
42.

Senior Engineering Assistant
Engineering Assistant
Foreman

Sectional Officer

Draftsman Grade |

Junior Engineer

Technical Asstt.

Workshop Asstt.

Assistant Transport Supervisor
Senior Technician

Celotex Cutter and Decorator
Radio Technician

Head Motor Mechanic

Mast Technician

Diesel Technician

Technician

Motor Mechanic

Carpenter (Selection Grade)
Motor Driver {Selection Grade)
Draftsman Grade I11

Tracer

Painter

Motor Driver

Motor Cleaner

Helper

Liftman

Ceniral Information Service

Director of News

Joint Director of News
Chief Editor

Air Special Correspondent
News Editor

Senior Correspondent
Director of Monitoring

Deputy Director, News Services Division

Reference Officer

1640-60-2600-EB-75-2900

1400-40-1600-50-2300-EB-60-2600

-do-
-do-
~-do-
-do-
1400-40-1800-EB-50-2300
-do-

1350-30-1440-40-1800-EB-50-2200

1320-30-1560-EB-40-2040
~do-

-do-

~do-

-do-

-do-
1200-30-1440-EB-30-1800
-do-

~do-~

1150-25-1500
975-25-1150-EB-30-1540
~-do-

950-20-1150-25-1400

-do-
800-15-1010-EB-20-1150
-do-

-do-

5100-150-5700
3700-125-4700-150-5000
-do-

-do-
3000-100-3500-125-4500
-do-

-do-

-do-

~-do-




- = -
2200-75-2800-2.9.
100-4000

~ 7 -

— wh -
2200-75-2800-2 .,
100-4000

- T —
2000-60-2300-= 3 -
75-3200-100-3500

-

- @ -
2000-60-2300-7.3.-
75-3200-100-3500

1400-40-1600-50-2300-
Z.9.-60-2600

3000-100-3500-125-4500

- —

- q-g]- -
2375-75-3200-2.9.- 100-3500
2200-75-2800-% .- 100-4000

2000-60-2300-2.9.~
75-3200-100-3500

— Tl -
2000-60-2300-
7.8&.-75-3200

1640-60-2600-%.3.-75-2900
- & —

1400-40- 1600-50-2300-

7.9.-60-2600

- & —
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10.
11.
12,
13.
14.
15.
16.
17.
18.
19,
20.

l.
2.
3.
4.
5.
6.
7.
8.
9.
10.
i1.
12,
13.
14,
I5.
16.
17.
18.

Editor

Correspondent

Assistant Director of Monitoring
Assistant News Editor
Assistant Editor Vani

News Reporter

Correspondent

News Reporter/Correspondent
Assistant News Editor
Reporter Monitoring

Monitor (English)

Administration

Deputy Director of Administration
Deputy Director Accounts
Cost Accounts Officer
Accounts Officer

Security Officer

Hindi Officer

Senior Administrative Officer
Administrative Officers
Divisional Accountant
Stenographer (Selection Grade)
Senior Accountant

Statistician

Security Officer

Public Relation Officer

SAS Accountant

Junior Accounts Officers
Reference Assistant

Asstt./ Copiest

-do-

2200-75-2800-EB-100-4000

-do-

~do-

-do-

-do-
2000-60-2300-EB-75-3200-100-3500
-do-

~-do-
2000-60-2300-EB-75-3200-100-3500
1400-40-1600-50-2300-E B-60-2600

3000-100-3500-125-4500

-do-

-do-

2375-75-3200-EB-100-3500
2200-75-2800-EB-100-4000
2000-60-23060-EB-75-3200-100-3500
-do-

2000-60-2300-EB-75-3200
1640-60-2600-EB-75-2900

~-do-

~do-

-do-

1600-50-2300-EB-60-2660

-do-

1640-60-2600-EB-75-2900

-do-
1400-40-1600-50-2300-EB-60-2600
-do-




88 | TN FaT [0F

19. e 1400-40-1800-2.7 - 50-2300 . &
20. g fofres - @ - |
21, Fiee @R AT — T -
22. afees sy - T -
23. et waTe® - T -
24, frwT TS - T -
25. W G ~ T -
26. afer qETaT - afr —
27. T - a8 -
28, Fiwes v staerd

(FRF IT) - afr -
29, et - T -
30. FARF 1350-30-1440-40- 1800-

7.4.-50-2200
31. afres wrgEta - T@ -
32, o e 1320-30-1560-2.3.40-2040
33 Fes ArgRia 1200-30-1560-8.3.-40-2040
34, whrs @ fraT - T -
33, Fe st — -
36. FrkFT afey - ® -
37, faftF - — af -
38. fe=dt smayfeas - aft -
39. At FFgET - 98 - t
40, FAS T P - af -
41, g - -
42, WEIFT $ig-11 - T -
43, T FIRATEAT — 8 -
44 HAAED - —
45, L TFT 1200-30- 14402 %~ 30-1800
46. EAE A T — o —
47. w9E (Freie) 1150-25-1500
48. fafes d=-11 950-20-1150-2.3.25-1500
49. T 2T — adr —
50. AT FTF - | -
51. THEE ey - @ -
52, 9 9 RS 950-20-1150-8.4.- 25-1500
53. vt - & -
54. T T GHAE - T -
(+ 20;/- =T fydg ¥e=)

55, FEET 950-20-1150-2 3. 25-1500
56. argfre (o) - T —

57. qfaes aeas — T -
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19. Accountant ) 1400-40-1800-EB-50-2300
20. Head Clerks ) -do-
21. Senior Storekeeper -do-
22. Senior Stenographer -do-
23. Hindi Translator -do-
24. Sales Assistant -do-
25. Divisional Accountant -do-
26. Statistical Asstt. ~do-
27. Receptionist -do-
28. Junior Reception Officer (Selection Grade) -do
29. Reviser -do-
30. Caretaker ) 1350-30-1440-40-1800-EB-50-2200
31. Senior Librarian -do-
32. Security Officer 1320-30-1560-EB-40-2040
33, Junior Librarian 1200-30-1560-EB-40-2040
34. Junior Storekeeper -do-
35. Junior Stenographer -do-
36. Programme Secretary ~do-
37. Clerk Grade -do-
38. Hindi Stenographer -do-
39, Statistical Computer ~do-
40. Junior Reception Officer -do-
41. Copist -do-
42. Draftsman Grade 11 -do-
43. Telephone Supervisor -do-
44. Translator ~-do-
45. Caretaker 1200-30-1440-EB-30-1800
46. Assistant Security Officer -do-~
47. Carpenter 1150-25-1500
48. Clerk Grade Il 950-20-1150-EB-25-1500
49. Language Typist -do- 4
50. Tabulator Clerk -do-
oo pe o
o AN R {0-
k 52. Diesel Engine Driver _do-
53. Copyist '
54. Dark Room Assistant -do-
(Plus special pay Rs. 20/- p-m.) do-
55. Computer -do-
56. Typist (Persian) —do-

57. Transport Assistant
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38.

59,

60,
6F.
62.
63
64,
65
66.
67.

68,

69.
70.

71.

72.
73.
4.
75.
76.
77.
78.
79.

80.

ates eemre s
Yo T T

e afoa
wfemy wfeme
o3z e
TR (FAFTT )
fed méx

wefeq e

e T

o e furedy/aard
E/AATHR (AT )
IaR T FHETY

e e

=

950-20-1150-25-1400

8251590023 - 01200

-
800-15-1010-230-20-1150

775-12-9552.3.- 14-1025
750-12-8702.3 .- 14-940
- & -

HFTSET P EaF
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58.
59.
60,
61.
62.
63.
64,
65.
66.
67.
68.
69.
70.
71.

72.
73.
74.
75.
76.
77.
78.
79.
80.

Senior Gestetner Operator
Head Security Guard
Ferro Printer

Library Attendent
Studio Attendent
Gestetner Operator
Daftri (Selection Grade)
Record Sorter

Daftri

Sorter

Khalasi

Studio Guard

Gestetner Operator
Security Guard/Mali/Safaiwala/Peon
(Selection Grade)

Head Sweeper

Security Guard

Peon

Mali

Farash

Safaiwala

Qilman

Chowkidar-do-
Majdoor

950-20-1150-25-1400
825-15-900-EB-20-1200
-do-
800-15-1010-EB-20-1150
-do-

-do-

-do-

~do-
775-12-955-EB-14-1025
~-do-

~do-~

-do-

_do_

~-do-

~-do-
750-12-870-EB-14-940
-do-
-do-
~-do-
-do-
-do-

-do-




qATTE —1V

(¥ T 3.2.7)
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Annexure-IV

(See Paragraph 3.2.7.)

Brief Description of Work Alloted to Sections of Directorate General : All India Radio

Division Brief Description of Work

Officer

Branch
Officer

S1. Name of the
No. Section

1 2 3 4

Admn. & General DDA DDG(A) Sanction of various kinds of advances, allocation

Section (A&G)

Audience
Research Sec.
(ARS)

Budget & Accounts DDA

Section (B&A)

4. Cash Section (CS)

Community
Singing

Engg. I (E-D

Director,
Audience
Research

DDG{A)

DDA Director
(A&F)

DPp DDG(I)

DE(HQ) CEM)

of funds for Festival Advance/other
conveyance/Govt. transport/ TA, OTA, LTC,
Departmental accommeodation, etc.

Complaints/suggestions/ requests made by public
and Press relating to Audience Research, Budget
Estimate, financial sanctions relating to A.R.
Listeners correspondence statement (AIR-P-44)
— Purchasing/ hiring of data processing
machines/ inspection report on audience
research work of AIR Stations. All
establishment matters relating to Group A, B, C
& D staff connected with Audience Research
work/ Units.

Appropriation of Accounts (Recurring Grants),
Budget Estimates/ Revised Estimate, Re-
appropriation, Supplementary Grants,
Accounts Returns, Reconciliation of Accounts,
Delegation of powers of DG and various heads
of stations/offices of AIR — Proforma
Accounts and Parhament Question relating to
Budget and Expenditure, Pt. Advances and
Misc. financial matters, etc.

All accounts matters such as payment of pay and
allowances and contingencies, audit objections
of HQ staff and STI(P), Preparation of budget
of HQ, maintenance of G.P.F. Accounts of
Group ‘D>’ staff and reconciliation of
expenditure and receipts figures of the HQ.
Issue of Exchange orders for Air journey and
payment.

Selection of lyrics/ composition and recording
of community singing songs, Music Lessons, ete.

Electricity, annual Admn./ Technical reports,
Electrical installations, meetings and
conferences of Engg. Wings, paintings of Mast
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10.

a1

fafa-11

A TINAA
(dfrg.)

(wrig.)

g
(HEaTeT)

)

Fravre wifad
{vEmrerT )

>

FufaeTs
(Tr=rvTT)

wan Fréas

e ST
(=)

&g TR
(zm)

fraers (yomaa
7 fawr)

frers (romRa

g fae

Ee b e
{frdveror)

STFTYTRTIY Fras Yeas

qIE| wIe AT afar # i)
Fafera v B RFTT O A
Frprerantt w1 .o . ow,

3 o T IRl

¥ HET, AT TR/ TR
FEOT, WA WA F
TqTq # AHeT) =y fogrd

¥ yoeA @ &/t It 3
AT AT Farm

P Friifga T /a2 A/
T qeATt A7 Frrar aur ’
Ay e 20 anfn

wig T sreEd W |-
wEra /At wfga sRfmfor
e, Fl W |- e/
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o fram 9x 9 @A
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@, it @ sty wyifa
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AT/ WEd T
Ry wwRer Sl YRy,
At geiem, 0 q@al,

(i) Py @ grafaa sraters =t
T aTz AFFAT/EN e wEFaT

T 97 WA fawm, HE T @ AT,
el #r whw @ @ ® @,
e, Taf, ArdEw, TEAOLE,
fRremerm & e i Pofew

a1 fael @ Q| FE

(i) =, SyEd F =lg H A
a1 s fafay w, Saidareey #
TiFaal § FOT wafad ITERT

T Fafama/frm =
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TrfAE T FEEw H g
F Frfreror, Prfrer foard,
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DE(HQ)

DE(HQ)

General Admn. DDA

(GA)

10. Hindi Unit (HU) DD(OL)

11. Inspection Unit
(1Y)

CE(M)

Dir(A&F)

DDG(I)

N

and Aerials. Hiring of office accommodation,
PABX of Akashvani, Compilation of
Telephone Directory of etc./Stations, Water
Cooler/ Air-Conditioner, allotment of
accommodation in Akashvani Bhavan.
Expenditure reports operation and
maintenance. RE/BE of AIR Wings under
minor Works, Power Supply and Rent and
Taxes and Telephone.

Maintenance of Plants & Equipments, Engg.
stores including volves, Cars
maintenance/disposal. Expenditure on AIR
cars/ hiring of taxies. RE/BE under Machinery
equipment, tools and Plants, transport,
suspense stock and other maintenance heads of
Central Stores and Technical Stores. Transfer,
write off of stores.

Frequency Assignment and management, Inter-
national Conferences, Group Workshop,
Seminar, Symposium, Operation of Radio Net
Work Scheme through domestic Sattelite,
Reception report, Field Strength Measurement
reports and Community Listening Scheme.

i) BE/RE of contingencies pertaining to
Directorate and all other general subjects such
as verification of stores, purchase and
maintenance of account of stationery,
furniture, consumable, livery, cycle,
typewriters, shifting of telephones in Dte. and
passing of bills, etc.

ii) Sanction of purchase of livery, stationery and
other miscellaneous maiters, office equipments
exceeding the powers of the Heads of Offices.

Implementation of Official Language
Acts/Rules, translation, Hindi teaching
scheme, material for meetings, inspection of
stations/ offices of AIR regarding progressive
use of Hindi and follow up actions.

i) Administrative and programme inspections
of AIR stations/ offices, inspection reports,
action notes and fellow up action, watch on
audit objections/Internal Check Organisation,
updating of AIR Manual, monitoring of




JFTLAT RGP

TS 9T qAC TEMAT, AFTEr
Aqad B qT-Z-3T FA, srgEl
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wie # Poaiel gur saisaRerat
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#F Hifa, gaar v yamwo R
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i2. Programme I
Section(P-I)

13.  Programme II DP DDG(I)

Section {P-1I)

Programme 111 DDG(I)

Section (P-IIT)

Programme 1V DDG(C)

Section (P-IV)

physical verification reports of AIR
stations/ nffices and annual repori by the
Heads of Offices.

ii) Advice to the sections in the Directorate on
administrative and financial matters.

Policy regarding Spoken Word Programmes/
Language Policy — Soochna Aur Prasaran
Committee, Urdu Programme and Kashmir
Publicity. Religious Broadcasts, Obituary
Programmes, Anniversaries etc. Programme
review, Planning coordination and Programme
Calendar, News Division matters including
Newsreels commentaries and Monitoring — O.B.
coverage — Talks including National
Programme of Talks, Book Reviews — Schedule
of Talks. Election and Party Political
broadcast. All National and International
Coverages except sports — Weather Builetins
— Memorial Lectures, etc.

Audition, Gradation and Fixation of fees of
Artists (Casual & Regular), Agreement
pertaining to Music with Film Recording
Companies. General policy relating to Music —
payment of Honorarium to Government
servant, Music Artists, Screening Committees
for film, non-film and Sangeet Sammelan and
Music competition — Purchase and write off
including physical verification of musical
instruments and records/tapes — Invited
Audience Concerts, sanctions for payment to
artists beyond Station Directors’ Powers.

Sports coverage, Sports Advisory/Screening
Committees, Zonal/Regional Co-ordination
Committees, etc. Fixed Point Charts, Foreign -
Exchange, AIR-16 Statement, Akashvani
Annual Awards.

Commercial Broadcasting Service, CBS Diary,
Revenue figures from CBS and Primary
Channel, Complaints from advertising
agencies, Agreements and payment of PPE,
ESD, Grant of Accreditation status to
agencies, Questionnaire from KBV, ABU, CBA,
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16. Programme V DP
Section (P-V}

Programme VI Dir(F&H) DDG(C)

Section (P-VI)  (F.W.)

Programme DP
Planning & Devolop-
ment Cell (PP&DC)

Receipt & Issue
Section (R&])

Staff 1A Section
(5.1A)

Staff IB Section
(S.IB)

Staff 1l Section
(8.11)

DDG(D)

DDG(A)
Dir(A&F)

Dir(A&F)

Dir.(A&F)

etc. and International Competitions.

Publicity and Press relations, filing of all
publicity reports etc. Press clippings,
Programme Advisory Committees - Purchase
and write off of Books - Directorate’s book
Library - Publication of Broadcast material -
Intelligence Reports, National Symposium of
Poets, Preparation of background material for
Propaganda — Programme Journals, Station
Directors Conference, Conference of State
Minister of Information, Monthly
Coordination meetings (Media Heads) —
Coordination of work between different
branches concerning Parliamentary
Consuitative Committee meetings —
Coordmation of Parliament Questions relating
to Programme Division, IMPCC meetings,
Financial Assistance to distinguished artists,
etc. Annual Report, Budget Brief, Cabinet
Summary, Monthly Newsletter and

communal Harmeny and National Integration.

Programmes of Rural/ Women/Children/Indus-
trial/ Farm and Home/Troops/Forces/ Drama/
Plays and Fealures (including National
Programme), Audience, Science, Yuva Vani/

Family Welfare, etc. School/ University/ Publicity/
Special/Science broadcasts,

Non-Lapsable Funds and Software Development
Programme, Monthly Reconciliation of Non-
Lapsable Funds and Software schemes,
Development/ Inauguration/ Zoning of AIR
Stations and Reference Programme Library,
ete.

Receipt/Despatch of Dak/Dak distribution,
cyclostyling, photo copy machine and teleprinter.

All establishment/administrative matters
refating to Programme Officer (ASD and above).

All rstablishment/administrative matters
relating to officers below ASD such as of PEX,
FRO, EO.

i) All establishment/administrative matters
relating to the administrative staff such as DDA,
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Staff [1 Section
(S.11D)

Staff IV A Section
(S.1V A)

Staff IV B Section DDA
(S.1V-B)

Staff V Section
(5.V)

Staff VI Section
(S.VD)

Staff VII Section
(S.VI1D)

DP(Per)

Staff VIIH Section
(S-VIII)

Staff Coordination DDA
Section (Scor)

DP(Per)

DDG(E)

DDG(E)

DDG(E)

Dir(A&F)

Dir.(A&F)

DDG(A)

DDG(A)

DDG(A)
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IA. Sr. AO, AO, HC/AC, SSK, CH.I/SK/CG.IL

ii} Conduction examination for Group ‘D’ staff
for appointment as CG.IL

Al establishment/ administrative matters
relating to the Engineering Officers — ASE & above.

All establishment/ administrative matters
relating to Non-Gazetted Engineering staff such
as SEA, EA, Sr. Tech., Tech., Mast Tech., helper
and khalasis.

All establishment/ administrative matters
relating to Group ‘B’ engineering officers
such as Assistant Engineers.

Al establishment/ Administrative matters
relating to Headquarters staff. Allotment

of quarters in BH complex and General Pool
accommodation.

All establishment/ administrative matters of
AIR Stations; Offices relating to the post

of CIS staff, Hindi Officer/Hindi translator,
Reporter (Monitoring), Sr. Stenographer,
Stenographer, Motor Drivers, Group ‘D’
Staft (excluding Helper/Khalasis).

All establishment/ administrative matters
relating to non-gazetted Prog. Staff such as
Transmission Executive. Farm Radio Reporter,
Field Reporter, Asstt. Editors of various
disciplines etc.

All establishment administrative matters
relating to Staff Artist/ Artist.

Continuation/ creation of temporary post in
DG, AIR, Stations/Offices, conversion of
temporary posts into permanent,deputation of
various schemes (India and abroad), AIR
Officers’ visit to international meetings, sports
coverage, VIP visits, SIU/IWSEU reports,
monthly summary for the cabinet, coordination
of parliament questions, circulation of orders
received from various Ministries/ Departments
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31. Security Cell DD(S) DDG(S)
32. Vigilance Section) DDA DDG(A)

33. Welfare Section DD(WL) DDG(A)
(WL)
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and all other items involving coordination of
work on staff matters.

Security management of AIR/Doordarshan
installation/ offices, Haison with State Law and
Order Officers, posting of armed guard at
Directorate/ AIR Stations, AIR /Doordarshan
instaliations, identity cards/surprise security
checks, etc.

Complaints regarding corruption, lack of
integrity, favouritism and nepotism in
appointments, neglect of familites and
institution of disciplinary proceedings against
Group B, C & D staff of Directorate and
Group ‘B’ staff of AIR Stations/Offices
Property returns/CRs of officers of AIR
stations/ offices and instructions regarding
CRs.

AIR Employees Welfare Funds, CGHS
scheme, Reimbursement of medical expenses,

Tuition fee, CEA and grants-in-aid, |
Ifarmation Consulative Comite’s meeing
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Annexure V

(See Paragraph 3.2.8)

PROCEDURE FOR THE RECEIPT, MAINTENANCE AND ISSUE OF TAPES AT THE
- DIRECTORATE TAPES LIBRARY

The following procedure is laid down for the receipt, maintenance and issue of tapes at the Directorate
tapes Library.

Receipt

(a) Internal Tapes :

All post parcels, containing recordings for the Directorate General will be received by the Tapes Library,
Recordings which are air-freighted will be collected by the Tapes Library from the cargo office of the
IAC. Heavy consignment coming by rail will be cleared by the GA Section as and when they receive an
intimation to this effect from the Tapes Library. After collecting them from the Railway delivery office,
the GA Section will hand them over to the Tapes Library.

(b) External Tapes:

All invoices for the collection of tapes coming from abroad and addressed to the Programme Officers of
the Directorate will be passed on to the Tapes Library by the Officer concerned. After entering them in their
registers, the Tapes Library will pass on the invoices to the Transcription Officer who after completing
the formalities regarding clearance at the custom office will arrange to collect the tapes and send them to
the Tapes Library for further action by them.

(c) Tapes sent by hand:

Sometimes tapes, addressed to Programme Officers at the Directorate are sent by hand by the local
offices of foreign diplomatic missions and broadcasting organisations and other institutions. As far as
possible, the bearer of the Tape should be directed to deliver itto the Tapes Library. However, ifatapeis
received by an officer personally, it should be sent to the Tapes Library without the least delay so that the
latter enters it in their Receipt Register and issue to the officer concerned in the normal manner.

(d) Procedure for despatch of tapes by Stations/Offices:

(i) All parcels containing tape recordings, required to be sent to the Directorate should be addressed by
name to the Transmission Executive incharge Tapes Library.

(i) Alltape recordings should invariably be accompanied by the proforma (Enclosure I) which should be
properly filled in. :

(iii) All tape recordings of auditions (for music, announcements, commentaries, etc. should invariably
be sent in sealed covers. While the parcel should be addressed as in the manner indicated at (i) above,
information on the following points should be given on the sealed cover inside the parcel:—

(a) Name of the Station sending the recordings.
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(b) Total No.of tapes enclosed in the cover.

(c) Tape No. (e.g. VUM/1751, CTB 003462, etc.).
(d) Nature of tape recordings (e.g. Announcers’ auditions, Hindustani/Karnatak Music auditions, etc.)

The sealed cover containing the recordings will not be opened by the Tapes Library, but will be kept in the
Library (after the details of the recording as given on it, have been entered in the Receipt Register) till
asked by the Central Music Unit/concerned programme officers of the Directorate.

The receipt of tapes from the Station/Offices will be acknowledged by the Transmission Executive,
Tapes Library. He will also sign the form CTB (2) (AIR-A 75) in respect of all CTB tapes received in the
Tapes Library. .

{e) Account of all tapes received at the Directorate will be maintained in separate “Tapes Receipt
Register” (Enclosure II} under the following categories. The tapes should also be kept in separate
cupboards.

(i} Tapes containing recordings of audition tests.

(ii) Tapes received from abroad and local offices of foreign diplomatic missions/ broadcasting
organisations and other institutions.

(iii) Tapes other than those at (i) above, received from Stations/ Offices.
(iv} Tapes mentioned at (II) below.

I1. Oid Tapes

All these tapes which are being taken over from Programme Officers/Branches at the Directorate
received by them before the Tapes Library came into being, will be entered in a separate register as, firstly,
most of them would perhaps no longer be required at the Directorate, secondly, in some cases full details
regarding them (e.g., their date and source of receipt) are not available. Action on the disposal of all such
tapes will be taken by the Tapes Library in consultation with the Programme Officers/Branches
concerned. Their diSposal.will be shown in the same register. Programme Branches concerned will give
clear and specific instructions in writing to the Tapes Library regarding the disposal of Jld tapes. If a tape
18 to be sent/returned to a Station/Office; outside organisation, specific instructions will be given to this
effect. The Tapes Library will not take any action on the disposal of tapes in the absence of such
instructions from the Branch concerned.

IIL. Issue of Tapesto Officers/Branches

After a tape has been reccived in the Tapes Library and entered in its Receipt Register, the Librarian will
send an intimation about its receipt to the Programme otficer/Branch concerned as per Intimation Slip
{Enclosure [I7). If the tape is required to be issued immediately to the Officer/ Branch concerned, this will
be done by the Tapes Library, otherwise, it will be kept in the Library to be issued as and when required
and requisitioned. (However, the Tapes Library will, at monthly intervals, remind in writing the
Programme Officer/Branch concerned about the tapes received from them and kept in the Library in
case no action has been initiated by them on the tapes till then). W hile requisitioning a tape, its Receipt
Register No,, as given in column (h) of the Intimation Slip, should invariably be quoted.
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As soon as a tape is issued, the issue should be entered in the “Tapes Issue Register” (Enclosure 1V)
against the Officer concerned; separate pages should be allotted to the various Programme
Officers/Branches. When receiving a tape, the Officer/Branch concerned will indicate in the relevant
column in the Tapes Issue Register, the probable date of return of the tape of the Library so that the
Officer/Branch concerned may be reminded at the appropriate time regarding the return of the tape. The
tapes will be issued only to those persons who are authorised to collect them by the Programme Officer or
Section Officer of the Branch concerned.

IV. Return of Tapes to the Library

After taking action on a tape, the Programme Officer /Branch concerned will return it to the Tapes
Library, giving instructions in“writing regarding its disposal etc. if the tape is required to be kept in the
Library permanently or for a specific period, the Tapes Library will do so. In case the tape is to be
returned/sent to a Station/outside organisation, necessary further action will be taken by the Tapes
Library.

In case of tapes required to be retained permanently in the Tapes Library, these may be accounted forina
Register in form AIR-A6. Suitable cross reference may be given in the “Tapes Receipt Register”.

V. Return of tapes to the Stations, etc.

The Tapes Library will be responsible for the packing of tapes required to be returned/sent to
Stations/ Offices. It will pass on the parcel, with the complete address of the addressee, on the ‘Register
for the Despatch of Tapes’ to the R & I Section, Directorate General which will be responsible for
despatching it by post or air-freighting it, as the case may be. The R & I Section will sign the Register in
token of its having received the parcel. The relevant correspondence with the Station/ Office concerned in
connection with the return of tapes will be done by the Tapes Library. (The letters will issue under the
signature of Trex Tapes Library). A copy of the letter forwarding tapes will be sent by the Tapes Library to
the Programme Officer/Branch concerned for information. Any other correspondence with the
Stations/ Offices regarding the tapes returned/ sent to them by the Tapes Library will be done by the
Programme Branches concerned.

V1. Physical Verification

Cent per cent physical verification of the tapes on hand should be done at the end of each financial year by
the Transmission Executive incharge of Tapes Library himseif who should record a certificate in the
relevant register showing the result of verification, prepare a list of discrepancies, if any, and put themup
to the verifying officer with a note explaining the discrepancies. The verifying officer who may be
nominated by the Director General should carry out a sample check by physically verifying about 109 of
the tapes, make a note to that effect in the relevant register and pass orders/ make recommendations

regarding settlement of discrepancies. "
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Enclosure—IIl To Annexure v

Tapes Library
Dated

Intimation Slip Regarding Tapes Received
(See Paragraph 11D
Directorate General : All India Radio
The undermentioned tape recordings have been received at the Directorate Tapes Library.

2. Kindly indicate in the ‘Remarks’ column of the Intimation Slip if the recordings may be issued
immediately or kept in the library to be issued as and when required and requisitioned.

3. While requisitioning a tape, its Receipt Register number, as per column (2), may be quoted to facilitate
its location in the Tapes Library.

4. This Intimation Slip may kindly be retained by the Officer/Branch concerned, and its office copy
signed in token of having received the Intimation Slip.

Sl Receipt Register Source of Tape No. Programme Remarks f
No. Number and date Receipt .
of receipt
1 ' 2 3 4 5 6

J

Transmission Executive
Tapes Library
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Weekly

Annexure VI

(See paragraph 3.2.10.)

List of Returns due in the Directorate from Stations/Offices of AIR

Sk Description Due Dealing From which Office/
No. of Return Date Branch  Station Due
1 Progress report of 3rd/4th week D(M&C) Zonal Chief

Plan Projects. of every month. Engineers.
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Monthly
Sl Description Due Dealing From which Office/
No. of Return Date Branch  Station Due
. Progress report of 2nd week of D(M&C)  Executive Engineers (CCW)
Plan Projects. every month.
2. Progress report of -do- D(M&C) Installation Officers,
AIR Works.
3. Progress report on Ist week of -do- CER&D
Planning performance & every month.
other miscellaneous
Engineers matters.
4. Progress report on AIR 2nd week of -do- Regional Chief
Schemes costing every month. Engineer.
Rs. 2 crores & above.
5. Expenditure statement Sth of every D(B-1)  All concerned
on planning project month. AIR Stations/ Units,
schemes.
6.  Expediture statement S5th of every D(B-1)  Regional CE's/
under 4221 ; Capital month. Financial Officers CCW.
sections Demand No. 53,
7. Reconciliation statements 20th of - do - - do -
under 4221/Capital every month.
sections Demand No. 53,
8. Reconciliation expenditure -do - - do - All Units of AIR.
statement under 2221/
Broadcasting (Plan Revenue),
9. Expenditure statement 5th of B&A All Units of AIR.
(Recurring). every month.
10.  Expenditure statement - do - B&A -do-
(Family Welfare)
11. Reconciled figures 15th of B&A From All Units of AIR.
on expenditure every month.
{(Recurring).
12. Revenue Receipts 5th of every - do - - do -
month.
13. Statement of Liabili- Sth of every B&A - do -
lities (From October month.
to March).
14. Sale of air time in Ist week of P-4 CBS Centres.

respect of spots booked
by CBS Centres.

every month

e N i st U, b, -
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15. Sale of air-time in Ist week of P-4
respect of Sponsored every month,
Programmes booked by
CBS Centres,

{
16. Sale promotion Reports in - do - - do - - do -
respect of CBS Centres.

17. Total number of Advertise- - do - -do -
ment broadcast by CBS Centres.

18. False Exaggerated Advertise- - do - - do - - do -
ments broadcast by i
CBS Centres.

19.  List of Agencies Registered -do- - do - - do -
by CBS Centres.

20. Statement of Revenue Earned - do - - do - CSU, Bombay.
from Advertisements on CBS.

CBS Centres.

- do -

21. Statement of Revenue Earned -do - -do- CBS, Delhi.
from Advertisements on
Primary Channe] Phase-I.

e em—— R P

22, Statement of Revenue Earned - do - - do - AIR Stations.
from Advertisements on

Primary Channel Phase-II.

23. Progress expenditure 5th of P-3 - do -
statement under NLF, every month.

24. Expenditure Progress report -do - P-3 - do -
on Software schemes,

i b o bl b e Ml .

25. Statement of GPF accounts - do - Cash AIR Stations/Offices.
of Group ‘I» Staff,
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Quarterly
S Description Due Dealing  From which Office/
No. of Return Date Branch  Station Due
I.  Progress report of AIR 2nd week of D(M&C) CE(CCwW).
Project (Civil & Electrical) every April, July
Oct. & Jan.
2. Statement of expenditure on 5th Jan./April, B&A From All Units of AIR,
various types of allowances, July & Oct.
3. Booking of expenditure Ist week of April, E-I1 Zonal Chief Engineer
under PRG. ' July, Oct. & Jan.
4. VSD Report in the following ~-do - E-l1 -do -
month of the quarter.
5.  Working of AIR Stations. - do - E-Il - do -~
6. Fade out of songs at Ist week of April, P-4 CBS Centres.
CBS Centres. July, Oct. & Jan.
7. Implementation of CEP Reports. - do - P-4 DES/DTPES/STI(P)/STI(T)/
SD,AIR,Delhi/Scor Section.
8. Statistics on the Composi- 15th of April P-3 All AIR Stations.
tion of Programme(AIR-16) July,Oct. & Jan.
9. Payment of Royalty to - do - P-2 All Units of AIR.
individual Film Producers.
10. Payment of Royalty to - do - P-2 - do -
S.LF.C.C. Film Production.
I1. Payment of Royalty to -do - P-2 -do -
E.LM.P.A. Film Production.
12.  Statement of Gramophone Records, ~do - P-2 - do -

Sides broadcast by AIR Stations
under P.P.E. agreement, '

o A - b ke e e i

A Lt s A St e i

|
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13.

14.

15.

16.

17.

18.

Progress report of
L.A.C. Audition

Drama Schedules.

Progress Report made
in the use of Hindi

Music Schedules,

Statement of Statistics of
Western music for calculating
Payment of Royalty of

PRS London.

Statement of GPF account
of Group ‘D’ Staff.

15th of April,
July, Oct. & Jan.

One month in advance
of the quarter,

5th Jan., April,
July & Oect.

Jan., April,
July & Oct.

15th April,
July, Oct.&
Jan,

~do -

P-3

P-5

Hindi Unit

P-2

P-2

Cash

106
All AIR Stations.

- do -
All Units of AIR

(including Dte.)
All AIR Stations.

From Stations broad-
casting Western Music.

All Stations/Offices.
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Half-Yearly

Sl. Description
No. of Return

Due
Date

Dealing From which Office/

Branch Station Due

1. Statement of Relatives of AIR
Staff booked for talent
broadcast.

15th Jan.
& July.

P-1 All Units of AIR.

-

o AT i AR sl kbl TR

M M = e b, R oo et 1 Sl il s, e

e, e 4 7chms

y
1
i
!_
i
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Annuat
S.N. Description Due Dealing From which office/
of return date branch  station due
1. Expenditure statement under RRF 15th April D(B-1) Zonal Chief Engineer.
2.  Expenditure statement under NLF. Ist May -do - Zonal Chief Engineer (CCW)
3.  Budget/Revised Estimates 7th August B&A All Units of AIR.
{Recurring).
4. Proforma Accounts. 30th June - do - - do -
5. Final Statement of Expenditure.  After the close of - do - -do -
accounts by PAO,
6. Report on physical verification 31st May I.U. All Stations of AIR,
of Stores.
7. Statement showing sanctioned 15th April SCOR -do -
posts at various Stations/
Offices of AIR.
8.  Yearly statement showing number 15th April -do - - do -
of vacant post in respect of
Group ‘C’ & ‘D’ at AIR/
Stations/ Offices.
9. Incumbency statement in respect - do - S-VII - do -
of Staff Artist being converting
into Government servants.
10. Incumbency statement in respect -do - S-VII - do -
of Staff Artists.
1l.  Report on Breakdown regarding Ist week of E-I1 Zonal Chief Engineer,
location of major spares. January.
12.  Administrative Report 15th May E-I -do -
(Engineering).
13. Location of Major spares. Ist week of Jan. E-II -do -
14. Administrative Report by 31st of Jan. LU All AIR Stations/ Offices.

the Head of Office.

every year.
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15,

16,

17.

18.

19.

List of Music Tajent (Casual
Music artists} on the Rolls
of Station.

Statement of weeding out
of music artists.

Property Returns of Group
of Group A & B Officers.

Certificates regarding Service
verification in the Service Books.

Statement of interest due on
GPF of Group ‘I staff.

31st Jan.

3ist Jan.

- do -

31st July

31st May

P-2

P-2

Vigilance

Cash

109
All Stations of AIR.

All Stations of AIR.

All Stations/Offices of AIR.

-do -
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Annexure-VII
(See Paragraph 3.2.11)

OUTGOING RETURNS

Returns to be Submitted by the Directorate to the Ministry of Information & Broadcasting.

S.N. Description Date of Desling From whom sent
of Returns Submission Branch  (Branch)
WEEKLY
- NIL —-
FORTNIGHTLY

1. Cabinet Summary on the activities 17th of the month P-5 Sec.  Min.of I&B
of AIR-1-15 and 16 to end of month. & 2nd of the month (1.P.M.C)

MONTHLY RETURNS,

1. Monthly statement on National By 10th of P-5 Sec. -do-
Integration & Communal Harmony next month

A o3t i . sl bbbl b

2. Annual Plan Action Report to By 4th of the P-5 Sec. -do-
Cabinet Sectt.(National Integration) following month.

3. Cabinet Summary on the By 3rd of the P-5 Sec. -do-
| activities of AIR month following the :
i one to which it i

relates. !

: 4.  Monthly report regarding utilisation 4th of every E-IIT Sec. Min. of I&B i
of foreign exchange. month. i

§

5. Monthly expenditure statement 15th of each B&A Sec. Deptt. of LW.C., )
* under 281 and 286 month, Min. of I&B ’

6.  Monthly reconciliation statement - do - -do - - do - !

7.  Monthly revenue receipt statement - do- -do- -do - i

8. DG, AIR Cases pending in the 8th of every IWSU B(A), B(P) and B(Dj} !

Ministry of [&B for over a month. month. Secs. of Min. of I&B ;

9.  Monthly Expenditure statement 15th of every D(B-I) Min. of 1&B {

under 486-COB-AAL-AIR month, (B(P) Section).

[FIESPr——
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10. Monthly Expenditure statement 15th of every - do - - do -
Plan Revenue month.
11. Monthly report regarding 3rd week of P-6 Sec.  Min. of I&B
20 point programmes. the month
12. Monthly report regarding - do - - do - - do -
untouchabilities.
13. Monthly report regarding - do - -do - ~do -
Prohibition. 1
14. Monthly return regarding - do - -do - - do - i
Multi Media. |
|
15. Monthly return regarding - do - -do - -do - J
F.W. Programmes. .
i
16. Monthly return regarding - do - -do - - do -
Environmental Programmes.
17. Statement of Plan Project showing  15th of every D(M&C) Sec. - do - !
Physical and Financial Programmes. month. ‘-
18. Details of Project provided 3rd of every - do - - do - '
for in annual plan scheme costing month
: more than Rs. 2 crores,
19. Review of pending cases - 7th of every (Vig. Sec.) Min. of 1&B i
Monthly progress report. month. (Vig. Sec.). i
] K
_r
| QUARTERLY RETURNS i
; 1. Quarterly return regarding 7th of March, Vig. Sec. Min.of 1&B ;
. Vigilance and Complaints Cases.  June, Sept.& Dec. (Vig. Sec) 1
:i_
; !
: 2. Qrtly return regarding 15th of the - do - -do - |
P Officers under suspension. guarter. i
3. Qrtly return regarding award of -do - - do - - do - !
Ashok Chakra, shaurya chakraetc.
| 4. Qrtly return regarding 15th of each - do - ~do -

review under FR-56(j) following month.
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5. Qrtly return regarding examination 10th of the - do - -do -
of works by Chief Technical following month.
Examiners Organisation. (being
sent by CCW direct),

6. C.E.P. Report Quarterly P-4 Sec. IPMC Sec. of Min. of I&B
7. Qrtly return of allowances 30th of B&A Sec. Min. of I&B
category-wise. each quarter
8.  Project Commissioned/ likely Ist week of D(M&C) Sec. Min. of 1&B i
to be commissioned (Qrtly.) each qrtr. 1
|
9.  Qrtly statement of Plan Projects — 15th of March, -do - -do - ‘
Physical & Financial Progress. June, Sept. & Dec. - do - - do- i
i

\ HALF YEARLY RETURNS

1. Half yearly report on National Ist July & P-58ec. -do-
Integration & Communal Harmony Ist Jan.
| (Jan. to June and July to Dec.)

2. Authorised strength, actual -do - S-I11 Sec.  Min. of I&B
strength and the re-schedules etc. (B(D) Sec.)
of Group-A since half-year state-
ment for computerisation of data.

3. Half yearly return regarding I5th of the Vig. Sec. Min.of I&B
public complaints having no following month. (Vig.Sec.)
angle. (31st March & 30th October)

B e R —

ANNUAL RETURNS

1.  Annual return regarding revised 31st Oct. of B&A Sec. Min. of I&B.
and Budget Estirnates. each year.

R ey o BN

©
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Annexure-VII

(See Paragraph 3.5.18.)

Names of Subordinate Offices of CCW as on 1.3.86

Civil Offices g
1. Superintending Engineer (Civil) Bombay ‘
2. Superintending Engineer (Civil) Calcutta
3. Superintending Engineer (Civil) Madras ;
4, Superintending Engineer (Civil) New Delhi ;
5. Executive Engineer (Civil) Ahmedabad '
6. Executive Engineer (Civil) Bangalore ;
7. Executive Engineer (Civil) Bombay 1
8. Executive Engineer (Civil) Calcutta 1
9.  Executive Engineer (Civil) Chandigarh 1
10.  Executive Engineer (Civil) Guwahati
11. Executive Engineer (Civil) Hyderabad i
12.  Executive Engineer (Civil) Itanagar !
13.  Executive Engineer (Civil) Lucknow !
14, Executive Engineer (Civil) Madras ;
15.  Executive Engineer (Civil) Nagpur
16.  Executive Engineer (Civil) New Delhi-] .
17.  Executive Engineer (Civil) New Delhi-II 1
18.  Executive Engineer (Civil) Patna .
19.  Executive Engineer (Civil) Shillong
Electrical Offices {
& Superintending Engineer (Electrical) New Delhi i
2. Executive Engineer (Electrical) Bombay §
KR Executive Engineer (Electrical) Calcutta
4. Executive Engineer (Electrical) Madras
5, Executive Engineer (Electrical) New Delhi i
|
;

_!
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Legend

C.E.(C)
S.S.W.
S.A.
S.E(C)
S.E.(E)
E.E.(C)
E.E.(E)
S.W.(C)
S.W.(E)
F.A.
E.O.
ARCH
Dy.ARCH.
ASW(C)
ASW(E)
A.E.(C)
A.E.(E)
E.A.

Annexure-1X

{See Paragraph 3.5.19.}

Chief Engineer (Civil) (Level one)
Superintending Surveyor of Works
Senior Architect

Superintending Engineer (Civil)
Superintending Engineer (Electrical)
Executive Engineer (Civil)

Executive Engineer (Electrical)

Surveyor of Works (Civil)

Surveyor of Works (Electrical)

Financial Advisor to Chief Engineer (Civil)
Engineer Officer of Chief Engineer (Civil)
Architect

Deputy Architect

Assistant Surveyor of Works (Civil)
Assistant Surveyor of Works (Electrical)
Assistant Engineer {(Civil)

Assistant Engineer (Electrical)

Engineer Assistant
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Annexure X

(See Paragraph 3.8.13 (1)
CASH & ACCOUNTS

1. Custody of Cash, Stamps, etc.
i) Are there proper arrangements for the safe custody and conveyance of cash etc.?
ii)  Are there suitable arrangements in the duty room for the safe custody of cheques, cash and stamps?

iii)  See whether there is proper arrangement for bringing of and disbursement of cash on the pay day
— armed escorts, cash counter, ¢tc.

iv)  Tosee that all the connected records such as register of cheques, register of receipt books, register
of Money Orders, cheque-writer’s register all other accounts register are maintained pro-

perly.

V) Whether proper accounts are maintained for ordinary/service stamps.

vi)  Isthe reconciliation of cheques made with cheques cashed at Bank up-to-date? Is adequate action
taken regarding time-barred cheques?

2. Physical Verification of Cash:

Balance of Cash in hand as per Cash Book (s), Non-Govt. money, Cheque books, receipt books, stock of
service stamps available with Cashier, are to be physically verified and certificate given by Inspector of
Accounts.

3. Imprest:

Whether advance given from Imprest are adjusted promptly, whether recoupment is done regularly.
4. Security Furnished by the Cashier/Cash Peon:

i) Has the Cashier/Cash Peon furnished the requisite security?

i)  Are the Securities kept under safe custody and are in correct form?

5. Scrutiny of Monthly Accounts and Cash Books etc. :

The checking of the accounts for the period should consist of general scrutiny of the transactions; those of

one month being subjected to a detailed check. But wherever the Accountant has reason to suspect a
serious irregularity, he is expected to go into such detailed examination as may be considered necessary.
The checking of receipts should embrace all the transactions within three months, one month before, and
one month after the month marked.

Conduct the following detailed checks and record the results carefully:
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i)

ii)

1ii)

Xi)

Check receipts from counterfoils of cheques and receipts and see that they are promptly credited in
the cash book and that miscellaneous receipts are promptly paid into Bank without any delay.

Check payments with Vouchers, Bilis, etc. as regards payments into Bank with challans.

In regard to payments made by cheques, money orders or demand-drafts, it should be seen that the
relevant entries are initialled in pencil at the time of despetch etc. and subsequently initialled in ink
on receipt of acknowledgements.

Investigate cancelled and outstanding cheques.

See if cash is verified on the last working day of each month and the balance is certified by
Disbursing Officer. Also see if surprise counts of cash are conducted by the Disbursing Officer as
often as possible during the course of the month and at least six times in a year by another officer
next below the Head of Office, where he himself is not the Disbursing Officer.

Take one month’s accounts with vouchers and compare with records.

Trace receipts from the Bill Register and payments from the acquittances of the payees.

Check Pay and T.A./L.T.C./ Medical Bills; Tuition Fees; Q. T.A., etc. paid during the month.

See that the amounts of the cheques noted in the Bill Registerare credited in the Cash Rook on the
dates of their drawal/receipt from PAQ,

See that there is no delay between the dates of issue of the cheques for obtaining drafts and the
dates on which the drafts are actually obtained and despatched, from a reference to register of bank
drafts.

Whether the subsidiary register 1ndlcat1ng break-up of expenditure under various detailed heads is
maintained properly.

6. Payments to staff:

i)
i1)

1)

Scrutinise Events Register/ Pay Bill Register, and see that prompt action is taken on all events.
To scrutinise the undisbursed pay and allowances register.

To see whether the Register of Arrear Claims is maintained and prompt action taken in every case.

7. Payments to Casual Artists/Staff Artists/Artists:

Is proper check maintained against delays in payments to Casual Artists/Staff Artists; Artists?

(a) See that every entry in the log book is attested by the Duty Officer. (b) See that the Artists ledger
(b) See that the Artists ledger is maintained & reconciled with the cash book every month.

See that the amounts paid to individual artists or to groups of artists in asingle month or during the
year are not in excess of the sanctioned limits and that excesses, if any, are duly reported to the
Directorate for sanction by reference to artists ledger.
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iv}  Isthere a proper system of co-ordination and counter-check between contract, log book, pay order
book and disbursement?

v) To see that the recordings kept for future use are utilised and there is no undue blocking of
recorded materials without use.

vi)  See that the limit for incurring expenditure on Royalties is not exceeded.

8. Control of Expenditure:
i) Is the prescribed system for control of expenditure being followed?

ii) Review the following registers:(a)Liability register (b) Register of Book Debits (c) Register of
Expenditure on Pay and Allowances (d) Register of Appropriation.

iii)  Is the system of reconciliation of departmental figures of expenditure and receipts with the
accounts office figures satisfactory?

9. G.P.F. Accounts of Group ‘D’ Staff : -

i) To see that GPF Accounts of Group ‘D’ staff are maintained properly and also to see that the
various registers prescribed, i.e., the General Index Register, Ledger and Broad-sheet are
maintained properly and posted regularly every month.

i)  Tosee that nomination forms have been obtained from the Group ‘D’ staff and also that the annual
statement of accounts (pass-books) are issued to the Group ‘D’ staff soon after the close to the year.

10. Advances and Recoveries:

To see that the various advances granted are being recovered promptly from the staff,

11. Fixed Assets:

i) To see that the balances shown under various categories of assets in the register of fixed assets
agree with the balances shown in the proforma accounts. :

ii) To see that the register of fixed assets is maintained in the prescribed form.

iij)  Tosee that the assets created from revenue and assets purchased from Renewal Reserve Fund are
also entered in the register of fixed assets maintained separately.

12. Proforma Accounts:

i} To see that the proforma accounts of the station have been audited and the observations attended
to.

i) To see that all the connected registers, i.e., Journal, Ledger, register of Proforma Liabilities, are
maintained properly.
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13. Library:

To see whether the stock register of books and the register of books issued are maintained and whether
the library is functioning properly.

14. Quarters:

See whether any member of the staff or outsider is occupying any portion of the premises of the Radio
Station, Receiving Centres or Transmitter and if so, whether necessary recoveries on account of rent,
electricity and water charges is being made from him and the register of quarters maintained.

15. Telephone and Trunk Calls:

To see that the various registers prescribed in the book “House Keeping Jobs’ are maintained.

16. Transport:

To see that the recovery of transport charges is being made, wherever necessary.

17. Audit Objections:

To see that adequate attention is paid for the settlement of outstanding audit objections.

To see that the statement of outstanding audit objections is sent to the Directorate regularly and also the
register of audit objections and retrenchments and register of audit objections are maintained and
reviewed.

18. Registers:

To see that all the registers prescribed in AIR Manual, House Keeping Jobs and then account codes etc.
are maintained.
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Annexure XT

{See Paragraph 3.8.13 (i)

STORES

1. Security;

Has the Storekeeper furnished security? Have the instructions for the security of stores godown been
implemented properly?

2. Imprest Stores:
Has the procedure for issue of stores in emergencies been implemented?

a) Has the imprest stores been provided for at the Control Room, Transmitter and Receiving Centre?

b} Has the box with glass front been provided for, to enabie Engineers to take out essential articles of
stores during emergencies?

¢) Are duplicate keys of almirahs kept in separate paper covers under seal of storekeeper?
3. Maximum and Minimum Limits :

Has the Engineering Head fixed the maximum and minimum requirements of each item of stores? What
steps have been taken to dispose of stores which are in excess of the maximum? Are adequate steps taken
to ensure that actual stock does not go below the minimum?

4. Requisitions:

Take the “Requisitions for stores” relating to the month marked for checking, with entries in SIB,
Register of Fixed Assets, Register of defective stores. Register of unserviceable stores, and Register of
loan of stores.

5. Storage of Articles:

See whether inflammable materials, such as oils, paints, etc. are stored separately from the rest of the
equipment. Packages containing heavy materials should not be arranged on top of those containing light
and fragile equipment.

6. Stores Ledger:

One month’s transactions should be subjected to detailed check:—
i) Check Stores Received Book with purchase order.

i)  Check entries of receipt in the stores ledger from the SRB.
iii)  Check issue entries in the SIB.
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iv)  See that stores are issued on proper authority.
v) Test-check totals of balances.

vi)  See whether the stores are verified periodically, scrutinise the verification report and see that
excesses/shortages are adjusted under proper sanctions.

vil)  Are the balances of items of stores received and {or issued during the month drawn up at the close

of every month by the Storekeeper and compared with the corresponding balances in the stores
ledger maintained by the Accountant?

viii)  Are the balances of all items of store shown in the two sets of ledgers reconciled every six months?
ix}  To see that the register of consumable stores and empties are maintained properly.
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Annexure X1I

(See Paragraph 3.8.13(ii))

ADMINISTRATION
{Including Establishment & General Administration),

1. Staff:

Has the Head of Office taken timely action for filling up of vacant posts.

2. Allocation of Duties: Co-ordination of Work :
Is the allocation of administrative duties among the various officers/sections satisfactory? Are they

sufficiently well-defined to avoid confusion, overlapping and delays? Is there proper co-ordination
between Administration, Programme and Engineering sections to ensure prompt disposal of work?

3. Group ‘D’ Staff:

Is the Group ‘D’ staff smartly turned out, disciplined and properly supervised?

4. Service Books:

i) Is a systematic periodic check exercised over completion of service books and leave accounts? A
test check of 109 of service books and leave accounts should be conducted to see that they are
maintained properly.

1) To see that the annual verification of services of staff is also done.
5. Medical Examination/V erification of Antecedents:
Is prompt action taken for the medical examination of new ¢ntrants and verification of their antecedents?

6. Oath of Allegiance;

To see that the Oath of Allegiance has been administered to all the members of the staff working in the
office,

7. Special Roster:
To see that special roster is maintained in accordance with rules.
8. Confidential Reports:

Test-check of confidential reports should be conducted to see that they are written in due time and
extracts of adverse remarks communicated to the members of staff, wherever necessary.
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9. Confirmation:

To see whether the cases of quasi-permanency are reviewed and action taken. Also if confirmation cases
are dealt with promptly,

10. Training:

Has training been imparted to all members of the staff?

11. Office Accommodation:

Is the office accommodation sufficient? Are any additions or modifications necessary or desirable?
12. Security Arrangement :

Look into security arrangements at the various centres and provisions of first-aid facilities.

13. Casual/Staff Artists/ Artists, Contracts :

Review all the contracts with staff artists, Artists, and casual artists (for the month marked) and record
the results.

14. Agreements/Contracts:

i) Scrutinise the agreements with caterers, cycle-stand contractors, etc. and see whether the terms are
implemented properly.

it} Scrutinise the agreements with the electricity authorities for supply of power to receiving centre,
transmitter, studios, etc.

i)  See that register of valuable documents is maintained properly and the documents are physically
verified every year.

15. Uniforms:

Is the procedure for making uniforms and supply to eligible staff satisfactory and are the relevant registers
maintained properly?

16. Orders/Circulars:

Are the orders and circulars issued by the Directorate properly maintained? Are they circulated to the
staff concerned?

17. Knowledge of Rules, Procedure :

Are the members of the administrative and accounts staff conversani with the rules and procedure,
financial powers of the Head of the Office and D.G.?

Are the reference books kept up-to-date?

Are there sufficients sets of reference books with various sections?
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18. Visitors:

Do proper arrangements exist at the Station to receive the visitors?
19. Recruitment:

Whether the machinery and procedure for recruitment have been in conformity with Rules/Orders. To
test check recruitments made for the last three years.

20. 01d Records:
Are old files, vouchers, etc. kept arranged neatly and are old records destroyed periodically?
21. O&M Procedure:

Is the limited O&M procedure regarding maintenance of diary registers and preparation of arrears
statements followed? '

22. Administrative Inspection Reports:

See that the points raised in the last Administrative Inspection Reports have been properly examined and
suggestions elc. implemented, where necessary. Review the register of administrative inspection report,

23. DDG will interview members of staff and staff artists to ascertain whether they have any grievances
and report what action should be taken on them.

24. DDG will meet men of literature and culture as well as music artists and note their general reaction.
25. Use of Hindi:

Examine the extent to which the orders relating to the use of Hindi as official language are being
implemented and what difficulties, if any, are there in this regard. It may be mentioned if there are any
instances where members of the staff have been discouraged from using Hindi.

26. Physical Verification of Various Stores :

See that annual physical verification of various stores is conducted and report submitted to the
Directorate in time,
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Annexure X1l

(See Paragraph 3.8.13 (ii))

PROGRAMMES

1. Staff Position:

a) Review and distribution of work of Programme Officers and *Artists’.
b) Sanctioned strength of Programme Staff and action taken by Station to fill up vacant posts, if any.

2. Programme Planning and Coordination:

a} A list of registers prescribed for and especially maintained by the Programme Sections.

b) Fixed Point Charts of the Station approved by DG along with statistical information of each
programme.

¢) Maintenance of Programme Plans and proposal registers etc.

d) A review of programmes as broadcast during the year, their planning and coordination.

¢} Guard File containing DG’s policy directives regarding programmes issued from time to time.
f) Maintenance of talkers directories.

g) Index Cards and Frequency Registers for bookings of talkers and artists.

h) Register of planning 01_' film and non-film songs.

i) It may be specifically mentioned if an effective machinery exists for issue of contracts in time and
prompt payments. The programme Head of the Station should indicate if he has been able to exercise
proper vigilance and contro] over the bookings, payments, etc.

1) Inthe case of deviations from the scheduled programmes, the substitute arrangements are authorised
by Programme Head of the Station.

k} Checking of commercial spots at randum for duration.

* (Examine the deviations register. Ensure whether register is scrutinised regularly by the Programme
Head of the Station personally. The register should indicate the names of persons responsible for
deviation and action taken to guard against their recurrence.)

3. Publication of Programmes :

a) Whether the time-table circulated by the Editors of Radio publications for despatch of programmes
schedules for publication is strictly followed?

b) For the purpose of billing the details in respect of titles of programmes, names of authors/ artists,
duration of each item, etc. are invariably furnished,

¢) The number of reminders received from the Editors for late receipt of programme schedules, may be
mentioned,

d) The number of press changes sent and whether those were included or not.
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4. Production of Programmes :

a} Whether a fixed plan exists for adequate rehearsals of each broadcast programme.
b) Whether proper supervision is maintained to ensure preparations for broadcasts.

¢) List of outstanding programmes including invited audience programmes and sports commentaries
originated by the Station.

d) Contribution of Programme Officers.
e) Register of recordings for future broadcasts to be maintained in the Duty Room.
f} Information of despatch of VVIP recordings to Directorate along with date of despatch.

5. Transmission Arrangements :

a) Review of announcers’ diaries and action taken on technical fault reports,

b) Coverage of primary and secondary service area by the transmitter on the basis of Field Strength
Survey Report.

¢) Review of Panel of Casual announcers/comperes booked on assignment basis in general as well as
special audience programmes.

6. Library of Tapes and Recordings:

a) Adequacy of space provided for library of studio tapes and recordings, transcription service
recordings and gramophone records.

b) Periodical indenting of gramophone records, indexing and the system for the issue of records.

c) Total number of primary quota/CTB tapes and to review arrangements to release the locked up
tapes.

d) Register of photographs.
1. Contribution to National Programmes :

The stations’ contribution to the National Programmes may be reviewed under the following sub-heads
a) Talks/Discussions,

b} Music,

c) Plays, features, documentaries, etc.

8. Contribution to Vividh Bharati ;

a) The quota fixed for the stations’ contribution to Vividh Bharati programmes.
a) How far has this quota been completed and whether it is considered adequate ?
b) Any special difficulties faced by the station in fulfilling its quota.

9. Programme Exchange :

a) The number of scripts and recordings supplied to the Progaramme Exchange Unit.
b) The use made of material available in Programme Exchange Unit Bulletins.
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10. Submission of Statement Returns :

a)} The machinery devised to ensure that all statements and returns due for submission are sent in time.
b} Any such statement or returns which may be considered redundant. ‘
¢} Regular despatch of weekly intelligence summaries.

d) Register of Parliament Questions.

€) Annual Inspection Report by the Head of Office.

f) Timely despatch of yearly statement regarding the bookings of relatives in programmes.

11. Control of Expenditure :

a} The system devised for exercising effective control over expenditure in each programme unit.
b) The budget grant for the year under review and its adequacy or otherwise.

¢) Belated payments and review of arrangements for prompt payments of royaities and subsequent
broadcast fee to Casual Talkers and Artists.

12. Advisory Committees :

a) The number of Advisory Committees/ LAC attached to the station and their work may be reviewed.

b) Any suggestions either for increasing or decreasing the frequency of the meetings of these
Committees.

¢} Record of meetings with humour artists.
d) Record of minutes of SD's Conference, Zonal Coordination Meetings and P.R.P.

€) Maintenance of action calendar by Programme Head of the Station for future events with their target
dates.

13. Listener Research :

a) The average number of listeners’ letters received in the month and the action taken on the suggestions
contained therein.

b) Number of questionnaires, BR Cards and other organised surveys undertaken during the year may be
mentioned.

c) The action taken on the Listener Research reports may be indicated.

14. State of Pubiic Relations ;

a) Publicity received in the local and State Press for the stations’ programmes.

b) The number of newspapers and journals which bring out a periodical review of stations’ programmes
and their general reactions to the broadcasts.

¢} Disposal of press criticism,
d) Liaison with the State Government departments. ‘

) Special out-of-the-studio programmes arranged during the year and the response of the public to
such ventures.
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15. Complaints from Public :

a) Examine whether adequate arrangements like fixing of complaint Box exist at Stations/ Offices for
dealing with complaints from the public expeditiously.

b) Amenities and reception arrangements to talkers and artists.
¢) See whether the transport facilities are satisfactory.

d) Are the vehicles maintained properly? Check the provisions of spare tyres and tubes, and record of
life of tyres in actual use.

16. Log Book for Motor Car ;

a) Test check one month’s entries regarding mileage and scrutinise the purpose for which it is used.
b) Scrutinise if any officer in receipt of conveyance allowance has been shown as having used the car.

¢) Seethat officers below the rank of Assistant Station Director used the car only with the permission of
the Station Director or the Assistant Station Director.

d) Scrutinise the mileage per litre of Petrol/Diesel and comment where necessary.

¢) Isthe system of authorising the use of cars and for making entries in the log book adequate? Does it
ensure efficiency and at the same time economy and proper control and check by competent
authority?

f) Are the Station vehicles inspected by the head of office and is the scheduled maintenance carried out
regutlarly?

17. Use of Hindi :

Examine the extent to which the orders relating to the use of Hindi are being implemented and what
difficulties, if any, are there in this regard. It may be mentioned if there are any instances where members
of the staff have been discouraged from using Hindi.
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Annexure XIV

(See Paragraph 3.8.13 (i)

INTERNAL INSPECTION ON CHIEF ENGINEER AND CIVIL WING

1. Asregards the Accounting of recurring grant, the Internal Inspection Draft for Chief Engineer Offices

and Civil Wing, the Draft remains the same as of the stations of AIR except that GA.A.57 (Or now

converted to GA-27) Contingent Cash Book which is not being maintained there,
2. Regarding Administration Wing, the Draft remains the same as of the other stations/ offices of AIR.

3. Regarding CPWD System of Accounting i.e. Capital Budget in Chief Engineer Office & Civil Wing,
the following Draft for Internal Inspection is suggested:-—-

a) Estimate sanctioned for each Project with the authority of sanctioning authority.

b) Work Register of sach Project to be checked whether maintained properly in the prescribed
proforma with upto-date progressive total. :

¢) Adjustments entries Register maintained in the prescribed proforma.
d) Stores purchased files & purchases made through a proper procedure as prescribed,

€} Muster Roll Register of each Project,

f) Imprest Register of each Project for temporary imprest sanctioned to 1.0. of that Project.
g) Cash Book CPW-2 maintained in a proper form.

h) Monthly Accounts of all the Projects with Project-wise schedule Packets and other documents as
prescribed are sent to P&A concerned in time.

1) Capital Proforma of each Project is prepared every year & sent to concerned offices for acceptance.

1) SRB/SIB & Stores Ledgers for Capital items of stores maintained properly & recounted every month
as prescribed under the rules.

k) Audit objections Register for Audit Objections for Capital Accounts is maintained separately,

I} Proper Accounts of the Cheques Books-CPW-2 is maintained for cheques issued to Suppliers by
Chief Engineer under his own power.

m) Inspection of each project conducted by Chief Engineer with report there upon.
n) Physical verification of Fixed Assets items,
0) Defective Stores Registers.
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Annexure XV

(See Paragraph 3.8.13 (i)

1. Accreditation/Recognition/Registration:

a)

Whether regulation for accreditation/ recognition/registration of advertising agencies is being made
as per instructions contained in Annexure-3 to Chapter X VI,

Whether the agencies which are granted accreditation have executed agreement in the prescribed
form Annexure-5 and signed by the competent authority.

Whether the form of Bank guarantee is duly completed by the recognised agencies, after their
approval for accreditation but before extension of credit facilities in the prescribed form Annexure-6.

2. Contracts with Advertisers :

a)

b)

Whether individual advertisers, accredited agencies, recognised agencies and registered agencies
have applied for allotment of time in the prescribed form with terms and conditions as indicated in
Annexure-10 and accepted by the competent authority,

Whether in the case of individual advertisers and recognised and registered agencies and canvassors,
who are not eligible for credit facilities, necessary suitable amendment for payment required in
advance is duly incorporated in the contract.

3. Scheduling :

a)

b}

Whether a monthly schedule of advertisement accepted for broadcast prepared in triplicate in
Annexure-12 and second copy is sent to the Bill Section promptly for preparing the bills.

Whether the changes carried out in the above Schedules duly authenticated are intimated to Bill
Section immediately.

4. Bill Section :

a)

b)

c)

d)

Whether productwise montly schedule of spots broadcast is prepared for each station in Annexure-
13.

Whether the bills (in Annexure-14) are sent to the accredited agencies in time as per time schedule
prescribed for the purpose and the due date of payment is indicated in the Bills by means of Rubber
stamps so that the payment is received by the prescribed due date.

Whether 25% of the entries in the Schedules are checked with the certificate of broadcast received on
the daily Production Sheets in order to ensure that the items included in the monthly schedules have
actually been broadcast. :

Whether in the case of recognised/ registered agencies/advertisers, who are not eligible for credit
facilities, the bills are sent in advance so that payment can be received within a fortnight before the
commencement of the first broadcast.
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e) Whether the correct procedure regarding preparation of bills and checking as indicated in para
16.7.14 is being followed.

fy Itisto be ensured that the cross reference to the bills is given on the monthly schedule of spots and
attested by the Officer signing the bills.

5. Bill Register :

a) Whether separate sets of Bill Register (Annexure-15) are maintained for each station. One register is

required to be maintained for accredited agencies and another for the remaining parties.

b} Whether all bills prepared productwise are entered in the relevant register according to the
agents/advertisers so that the information about the bills issued to an individual agent/advertiser
during the month is available,

¢) Whether totals are worked out at the end of each month for each agent, advertiser for making posting
in the Agent’s Ledger. '

d) Whether at the end of each month an abstract of outstanding bills is prepared and reviewed by the
Head of Office and appropriate action is taken for realising the outstanding dues.

.€) Whether a summary of total revenue billed for is prepared at the end of each month and reconciled

with the analysis of sales as worked out in the summary of Productions sheets (Annexure 16).

f)  Whether the totals of all the bill registers for the month are duly reconciled with the subsidiary Cash
Book (Annexure 17) at the end of each month.

g) Whether references of cheques/drafts received through separate Diary Registers are recorded in the
Bill Register,

6. Advertisers Ledger :

a) Whether the advertisers ledger is maintained in the prescribed form in Annexure 18 in alphabetical
order for each station. ’

b) Whether the total discount as admissible to each advertiser is worked out at the end of each year.

7. Agent’s Ledger:

a) The ledger is required to be maintained in the prescribed form (Annexure-20) to ascertain the total
business given by each advertiser/agency during the course of the year for all stations.

b) The posting is required to be made from the bill register as stated above.

¢) Asand when payments are received, necessary entries are required to be made in this led ger and cross
reference to Cash Book to be given.

d) Atthe end of each financial year and at regular intervals, the amount due to or from the agencies are
required to be got confirmed by them.
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8. Summary of Production Sheets :

a)

b)

The summary is required to be prepared every month in Annexure 16 with reference to certified
copies of Production sheets (AIR-P-57). The cost worked out in this sheet is required to be reconciled
with the total revenue billed for according to Bill Register.

This is required to be reviewed by the Head of the Office every month to ensure that there is no loss of
revenue.

9. Advertising Journals :

a)

b)

10.

b)

11.

a)

b)

The advertising journal is required to be maintained in Annexure 21, and to be posted monthwise
with reference to accepted contracts. The amounts due are required to be worked out and indicated in
this register.

The total gross revenue due as per contracts is required to be compared with the total gross revenue as
shown in the Bill Register, to serve as a check against loss of revenue due to any under billing.

Subsidiary Cash Book :
Subsidiary cash book is required to be maintained in the prescribed form Annexure 17.

Entries are required to be made daily in the order in which cheques/ drafts are received with necessary
cross references of Advertisers’ Ledger in Col. 7. Every entry in this Cash Book is required to be
checked and attested by Accountant and D.D.O. This register should be closed daily and progressive
balances of unrealised cheques worked out.

All amounts received should be remitted promptly into the Bank and not later than the next to the
day of receipt. The date of realisation of cheque should be indicated in Col. 8 with reference to
receipted challan of the Bank under initials of the D.D.O. It is to be ensured that proper watch is
excercised on prompt and final remittance.

In case cheque is dishonoured, the proper procedure of writing back the entries as laid down is to be
followed.

At the end of each month, the entries made in this Cash Book, are required to be totalled and
reconciled with the amounts incorporated in the main cash book (TR-4) of the Office. A certificate of
reconciliation in this regard as well as a certificate of reconciliation with the bills register should be
recorded by the D.D.O. at the end of each month.

Issue of Receipts for Advertisement Money :

Receipts for the advertisement money received from agencies/ advertisers are required to be issued in
form Annexure-22. Receipts are to be prepared in duplicate by Carbon process checked by
Accountant and signed by D.D.O.

The usual procedure for the safe custody of receipt books and office copies is required to be followed
as being followed in the case of Receipt Books (TR-5) vide para 5.10.2.
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12. Reconciliation of Receipts:

The total revenue realised and remitted into the bank is required to be reconciled every month with the
figures appearing in the books of P.A.Q. For this purpose, a statement showing the amount realised and
remitted during the month is prepared with reference to the cash book and sent to P.A.Q. for verification
and return.

13. Proforma Accounts;

Same procedure is to be followed as in the case of AIR Stations. The revenue realised by Commercial
service is to be accounted for under a separate head in the ‘Revenue Accounts’.

Note: The Annexures quoted herein are prescribed forms given in Chapter XVI of AIR Manual,
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