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F' KARNATAKA POWER TRANSMISSION CORPORATION LIMITED

Corporate Office, ‘Kavery Bhavan’,
Bangalore - 560 009

2 0 SEP 2004

© Date.....oooeeeens
Sub: Review of business processes in KPTCL offices- reg.

No. KPTCL/ B5SA /1707/2004-05
CIRCULAR

All officers are required to carryout periodical inspections/checks as
prescribed in the manuals and as per circular instructions issued from time to
time to verify and monitor the work of the offices in their
~ control/jutisdiction. Consequent to the delinking of distribution activities,
formation of ESCOMs and reorganization of offices in KPTCL several
changes have taken place in the work/business processes of the Corporation.

The Managing Director has desired that all Controlling Officers shall review
the work of the offices, branches, sections, stations, stores under their
control and jurjsdiction based on reasonable targets with reference to
relevant parameters such as volume of work, time required, output and
quality desired in each technical / accounts / establishment/ administrative
and other processes.

It is therefore directed that all officers of the rank of CEE/FA in KPTCL

shall compile a set of typical formats that can be used for review of the

business / work of their offices/staff at all levels under their jurisdiction and

‘ send a report to this office for perusal of the Managing Director before the
L last week of September 2004 without fail.

o Do

General Manager (Admn.&

To:

All Chief Engineers Electy, KPTCL
" The Financial Adviser (A&R)/ (IA), KPTCL, Bangalore
PS to MD/D(P)/D(T)/D(F), KPTCL for kind information.
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/KARNATAKA POWER TRANSMISSION CORPORATION LIMITED

Corporate Office, ‘Kavery Bhavan’,

No. KPTCL/ SA3/ 646 /2004-05 ' Banga|0ra - 560 009
CIRCULAR ? 0 SEP 2004
BLE. v

Sub:  Compulsory periodical inspection of subordinate offices —reg.

All officers are expected to review the work of their subordinates as prescribed in
the manuals and circular instructions issued from time to time on a periodical basis. It is
observed that consequent to formation of ESCOMSs and segregation of activities such

v vt inspections+/ checks are not being carried out systematically. The Managing Director
Lo desires that all Controlting Officers of KPTCL should visit/inspect offices /branches
/sections/ stations /stores under their jurisdiction to get first hand knowledge of the work
being carried out at all levels. Therefore, without prejudice to the instructions contained
under Chapter IX of the Accounts Manual Volume-H the following calendar of
inspections for all Controlling Officers are prescribed. The Monthly Inspection Report
shall be submitted to the concerned officer specified below indicating the time and dates
on which the offices were inspected and a brief description (in one page), of the findings

and progress noticed. :

Officers of the rank of: | Periodicity of inspection Monthly Inspection Report to be
of offices /branches submitted on or before 10 of every

Isections/ stations Istores month to:

, under their control

1 | Chief Engineer/ Financial | To complete inspection of Director (Transmission)/ Director

Adviser all units within one year {Finance)
2 | Superintending Engineer - | To complete inspection of Chief Engineer /Financial Adviser
IController all units within six months ' ' :
3 | Executive Engineer To complete inspection of Superintending Engineer /Controller
. /Deputy Controller ali units within three months | concerried
J 4 | Asst. Exec. Engineer / To complete inspection of Executive Engineer [Deputy Controlier
Accounts Officer all units within one month concerned

‘A separate file of all inspection reports shall be maintained in all offices for

verification and record. M‘(\/@M

General Manager (Admn. &
) KPT
To:
All Chief Engineers Electy, /Financial Advisers, KPTCL
All Superintending Engineers/ Controllers, KPTCL
All Executive Engineers/ Deputy Controllers KPTCL

PS to MD/D(P)/D(T)/D(F), KPTCL for kind information.
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KARNATAKA POWER TRANSMISSION CORPORATION LIMITED

Corporate Office, ‘Kavery Bhavan',
Bangalore - 560 009

F 9 NOV 2004

No.KPTCL/B5B/1028/04-05

OFFICIAL MEMORANDUM

Sub: Designating of Nodal Officers for MIS (Management
- Information System).
Ref- 1.0O.Note No.97 dated: 25.10.2004 of the MD, KPTCL.

7 The following Officers are-hereby designated as Nodal Officers for MIS. They are responsible for .
obtaining statistics/information in their offices through interaction and co-ordination with the concerned
and arrange to furnish necessary information to the MIS Cell, KPTCL, Kaveri Bhavan, Bangalore as
required from time to time. The Heads of Office / Sections are required to facilitate monitor/supervise the
work of the Nodal Officers so that, all information desired by KPTCL, Corporate Office are furnished by
Nodal Officers to MIS Cell without detay. ‘

r?(l).- Name of the Office Name / Designation of trgﬁﬁf:rcer designated as Nodal
Sri.Henry Charles, '
1 Executive Director {Law and IR) Manager (Legal). in respect of legal matters.
: Sri.Chandrashekar Shetty,

Manager(IR) in respect of industrial Relations matters
Sri.G.Hanumantharayappa,
Asst. General Manager (AR)
Si.K.N.Kumar,
. 3. | General Manager (Technical) Srif\:ns.ggr;tvliixecuttve Engineer (Ele_c.)
Accounts Officer, in respect of Regulatory Affairs
Sri.M.Huligeswamy, .
Accounts Officer
5. | Financial Adviser (Internal Audit) S"f;:igfaiﬁ’igfoz’:tgeg&icer_
1 S, —o.gineer Elecy. (Training), Sni.Girish Kumar,
KTI Assistant Executive Engineer (Elec.)
Sri.K.G.Raghavendra Rao,
Technical Asst. to CEE (P & C)
Sri.Ravi,
7. { Chief Engineer Elecy. (P & C) Assistant Executive Engineer (Elec.) in respect of
Project Menitoring.
Smt.R.R.Lakshmi, )

Asst. Executive Engineer (Elec.) in respect of R&D.
Sri.imtiaz, k
Asst. Executive Engineer (Elec.)

Smt.S.Nagarathna,
Executive Engineer (Elec.) Designs.
Sri Hanumantharayappa,
< vecutive Engineer (Elec.)
. . S Md. i
11 Chief Engineer Elecy. (APR) | _:‘;Cztz‘fehg;gineer Elec)
Chief Engineer Elecy, Transmission | € « Mythili,
Zone, Bangalore sst. Executive Engineer (Elec.)

2. | General Manager (Admn. & HRD) .

4. | Financial Adviser {A&R)

8. | Chief Engineer Elecy., LDC

9. | Chief Engineer Elecy. (T & )

10/ Chief Engineer Elecy. (TA & QC)

12.




[ 13 Chief Engineer Elecy, Transmission Sri. Yogendra,

+ Zone, Mysore Executive Engineer (Office)
14 Chief Engineer Elecy, Transmission Sri.S.R.Mantri,

| Zone, Bagalkot Executive Engineer (Office)
15 Chief Engineer Elecy, Transmission 5ri.5.5.Kokatanur,

1 Zone, Gulbarga Executive Engineer (Office)

Sri.J.N.Banagar,

16 Company Secretary Assistant Secretary {Board)
17 Deputy Inspector General Sri.Narasimhamurthy,

| (Vigilance) Assistant Accounts Officer

Note: In case of any changes/difficulties, the respective Heads of Offices shall make suitable
alternative arrangements under intimation to all concerped.

GENERAL MANAGER
(ADMN. & HRD)

—
11

The Executive Director (Law and {R), KPTCL, Bangalore.
The General Manager (Admn. & HRD), KPTCL, Bangalore
The General Manager (Tech.), KPTCL, Bangalore.
The Company Secretary, KPTCL, Bangalore.
The Deputy Inspector General (Vigilance), KPTCL, Bangalore.
The Financial Adviser (A & R), KPTCL, Bangalore.
The Financial Adviser {IA), KPTCL, Bangalore.
The Chief Engineer, Electy, (Training), KT, KPTCL, Bangalore.
The Chief Engineer, Electy, (P & C), KPTCL, Bangalore
" The Chief Engineer, Electy, LDC, KPTCL, Bangalore
The Chief Engineer, Electy, (T & P) KPTCL, Bangalore
The Chief Engineer, Electy, (T & QC), KPTCL, Bangalare
" The Chief Engineer, Electy, APR, KPTCL, Bangalore
. The Chief Engineer, Electy, Transmission Zone, KPTCL, Bangalore.
. The Chief Engineer, Electy, Transmission Zone, KPTCL, Mysore.
The Chief Engineer, Electy, Transmission Zone, KPTCL, Gulbarga.
" The Chief Engineer, Electy, Transmission Zone, KPTCL, Bagalkot
" The Conservator of Forests, KPTCL, Bangalore.
_ The Superintending Engineer, Elec., (RA), KPTCL, Bangalore.
The Superintending Engineer, Elec., (R & D), KPTCL, Bangalore.
. The Superintending Engineer, Elec., (P M), KPTCL, Bangalore.
_ The Deputy General Manager (Personnet), KPTCL, Kaveri Bhavan, Bangalore.
. The Deputy General Manager {Technical), KPTCL, Kaveri Bhavan, Bangalore.
. The PS to MD KPTCLID(P&IT)ID(T)ID(F),GM(A&HRD),GM(T), KPTCL, Kaveri Bhavan, Bangalore.
All the officers concerned.
. SA-lt Records
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Corporate Office,
Kaveri Bhavan,
Bangalore - 560 009
Date: 17.11.2004

No.KPTCL/BSA/1707/2004- 05

CIRCULAR

Sub;  Office Procedure and Business Review - reg

The Managing Director has observed that there is no clear responsibility of papers / files
received and no proper business review mechanism in the various centraf offices. In this
connection the following instructions are issued,

I. The raceipt, disposal and pendency periodicity of papers that has been received in every
section shall be compiled as business of the office and reviewed.  All tapal and files
addressed to the officers by designation shall be received, opened and acknowiedged by the

3 Current Section. However, tapals and files_addressed to officers_by name shali not be

« received. opened or acknowledged by the Current Section. Such communication shall be

received and acknowledged only by the personal staff/section of the officer concerned.

. fl. The tapals and files received by the current section shall be stamped with'office seal & date
< and registered in the 'General Tapal Receipt Register’ assigning a running setial number
commencing at the beginning of each financial year. The registered tapal shall be handed
over under acknowledgment to the personal section of the officer to whom it is addressed, for
markingfinstruction by the Head of Office to the concerned Section Heads. After marking of
tapal by the Head of Office the 1apal shall be returned to the current seclion for distribution to
the respective sections under acknowledgement from the concerned Junior Assistant of the
section entrusted with this work. .

I1l. The Junior Assistant shali place ali the tapals -and files received, before the section head for

- taking further course of action. After markingfinstruction by the concerned section heads the

Junior Assistant shall list all the tapal in a "Section Diary’ and distribute the same to the
concerned caseworkers under acknowledgement. -

IV. The concerned case workers shall maintain a separate ‘Case-worker wise Reglster’ where
every paper that is received is recorded and processed in a file or is otherwise filed. A
statement of pendency shall be recorded in the register of every caseworker at the end of

every month in the enclosed format.

V. Wherever the type papersffiles involve work/disposal of repetitivelrbutine nature, separate
'Subject-wise Registers’ shall be maintained by the caseworkers as desired by the Section

) Heads.

VI. Review shall be done in every section/branch of the office by the Head of the Office on the
40th or 11th of every month. i

The MD., / Directors would focus on whether periodical review is being done by the Section
Heads/ Heads of Offices and the pendency statement at the Section levels.

anager (Ad\n:‘k. &HRD)
KPTCL :

To: ]
The Executive Director (Law &IR), KPTCL Bangalore
The Company Secretary, KPTCL, Bangalore :
The Depuly Inspectar General of Police {Vigilance), KPTCL., Bangglore
The Conservator of Forests, KPTCL, Bangalore
The Financial Adviser (A&RY({|A), KPTCL, Bangalore
All Chief Engineers Electy KPTCL :
Copy for information and guidance to: -
PS to MD., D(P&IT), D(T), D(F), KPTCL, Bangalore
PS to General Manager (Admn. & HRD)/(Technical), KPTCL
All Officers of Corporate Office, KPTCL, Bangalore
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Karnatzka Power Transmission Corporation Limited
Statement of Pendency -
Name of Office:
Name of Section:
Name of the Case worker
Month:
Papers *x Pendency
Q ,
8 0 = 2 - 8
ks 0 ol 2] o
E 5| % £ =l ea
c - = [} L= © .
. _ -:% = K=} < = 2 -5"3 23 Remarks (if
Subject o 3 5 25 2 . 25 & % any) of the
= - g2 @ B E B BEl BoO Section Head
= & o 2 S~ SE ol 232
o ™ = @ W c = 2@ = o Q. ©
2 B 5 < & £ 8 2 E g8t 2%
(=) r = ¥ jus] D = ) 2 < [ . T
Total

* Papers attended shail meah when a paper has been put up to the Section Head

** Pendency shall be calculated from the date on which the paper was first received in the currrent section

Signature of the Case workér

‘REVIEWED'

Signature of the Head of the Section




KARNATAKA POWER TRANSMISSION CORPORATION LIMITED

Corporate Office,
Kaveri Bhavan,
Bangalore - 560 009

Date: 03.12.2004

No.KPTCL/B5A/1707/2004- 05

To: )

The Executive Director (Law &IR), KPTCL Bangalore

The Company Secretary, KPTCL, Bangalore

The Financial Adviser (A&R) / (1A}, KPTCL, Bangalore

The Chief Engineer Electy (APR) / {TA&QC)/ (P&C)/ (T&P)/ (LDCY {Training), KPTCL, Bangalore
The Deputy Inspector General of Police (Vigilance), KPTCL, Bangalore :

The Conservator of Forests, KPTCL, Bangalore

Alt Chief Engineers Electy, (Transmission), KPTCL

Sirs,
Sub: Business Statistics- reg

The Managing Director desires to review the business of all central offices of the Corporation. In

this connection all heads of offices are requested to furnish the required information relating to their

~ .. Tespective offices..as at the end. of October 2004.in_format-A and format-B as.specified below befare ..
11.00 AM on Wednesday, 8" of December 2004 without fail.

Format- A
Month: November 2004 Name of Office:................
Papers ** Pendenc
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* Papers attended shall mean when a paper has been put up to the Section Head
** Pendency shall be calcuiated from the date on which the paper was first received in the current section of the office.

Format- B
Month: November 2004 Name of Office............ ... ... .. ...
Cases ** Cases Pending
5 5 9
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* A case disposed shall mean when a specific request/proposal received from any personfoffice is processed & final

decision communicated.
** Cases Pending shall be calculated from the date on which the case was first received in the current section of the office.

faithfully,

Copy for information and immediate necessary action to:
PS to General Manager (Admn. & HRD), KPTCL
PS to General Manager (Technical), KPTCL Bangalore
All Officers of Corporate Office, KPTCL, Bangalore




KARNATAKA POWER TRANSMISSIO TION LIMITED

Corporate Office,
Kaveri Bhavan,
Bangalore - 560 009

Date: 16.02.2003

To:

The Chief Engineer Electy(Transmission)
Bangalore/Mysore/Bagalkote/Guibarga
KPTCL

Sirs,

Sub: Furnishing data to _C_entrél Offices & MIS Cell - reg

During inspection and review of the Transmission offices the MD found
that the information given to the Central offices and MIS Cell in respect of several
planning and finance parameters does not tally with the factual position in the
field. This has been viewed as negligence on the part of the officers compiling
and reporting important information. It has therefore been directed that the
concerned heads of offices shall check and ensure that the data is accurate and
reliable in all respects before sending the same to the Central Offices or the MIS
Cell. The MD has directed that all Heads of Offices shall be held directly
responsible for the veracity of the reports given by their office and disciplinary
action shall be taken on them if any inaccurate or incomplete information is
furnished.

The following officers have been authorized to visit the offices periodically
and report any inconsistencies for taking further necessary action.

Dy.General Managér(TechnicaI)
Dy.General Manager(Personnel)

Yours faithfully,

o

Genl. Manoajger (Admn. & HRD})
KPTCL

Copy to:

The Executive Director (Law &IR), KPTCL Bangalore

The Chief Engr. Electy (APR) / (TA&QC) (P&C) (T&P)! (LDCY (Trg.), KPTCL
The Financial Adviser (A&R) / (1A}, KPTCL, Bangalore

The Company Secretary, KPTCL., Bangalore

The Deputy Inspector General of Police (Vigilance), KPTCL, Bangalore

The Conservator of Forests, KPTCL, Bangalore

PS to Director MD/(P&IT)/(Trans.)(Finance) KPTCL for kind info.

PS to General Manager (Admn. & HRD)/(Technical), KPTCL Bangalore
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KARI\!ATAKA POWER TRANSMISSION CORPORATION LIMITED

CORPORATE OFFICE,
‘Kaveri Bhavan’,
Bangalora-560 009.

No.: KPTCI/BSA/1707/2004-05 03‘823MAR?3ﬂ5
Encl.: As in lctter,

To:

The Executive Director (Law & IR), KPTCL, Bangalore,
. The General Manager (Technical), KPTCL, Bangalore,
The Company Secretary, KPTCL, Bangalore,
‘Ihe Financial Adviser (A & R)/(Internal Audit), KPTCL, Bangglore,
The Chief Engineer, Electy, @ & CY/(T & PYAPR/TA & QCALDC/KTI, KPTCL.
The Chief Engineer, Electy., Transmission Zone, Bangalore/Mysorc/Bagalkote/Gulbarga,
' The Deputy Inspector General of Police (V. igilance), KPTCL, Bangalore,
The Conscrvalor of Forest, KPTCL, Bangalore, _

"Sub.: Offico Procedure Manual — Reg.

HRROR K

As desired by the Managing Director, KPICL, a copy of office procedure manual is

enclosed herewith for your information and needful action.

(Admn. & HRD)

Copv for information to:

The PS to Managing Director/Director (P & ITY Director (Finance)/ Director
(Transmission), KPTCL, Bangalore.
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No. KPTCL/B5A/1707/2004-05

"KARNATAKA POWER TRANSMISSION CORPORATION LIMITEP

CORPORATE OFFICE,
‘Kaveri Bhavan’,
Bangalore-560 009.

OFFICIAL MEMORANDUM

Sub: Nodal Officer for maintaining centralized
record section at Kaveri Bhavan. KPTCL.

While reviewing business statistics for the month of February 20035 in the meeting
held on 10.03.2005, Managing Director instructed to inspect each branch/section and
follow the centralized records section in entire Kaveri Bhavan, KPTCL. In this
connection it was instructed to follow Office procedure Manual and introduce the
procedure in the said manual for proper follow up action and also desired to designate an
Officer as Nodal Officer to look into the matter of introducing centralized record system
for entire Corporate Office including all other branches/ sections in Kaveri Bhavan. The
Nodal Officer is responsible to visit each section and interact with the heads of the
Officer and follow the procedure in Corporate Office with regard to allocating unique file
number for opening of files with note sheets on the left side of the file and
correspondence letters on the night side of the file, processing of files for decisions,
communication of decision/ orders, disposal of cases, closing of files, indexing and
record keeping of files. Maintenance of General Tapal Register.

Hence, Sri Ananda Krishna G. S., Manager (Corporate Supporting Services &

Sports) is designated as Nodal Officer for this Task. He is responsible to inspect each
section and record section for introducing centralized record section and submit the action

report to the undersigned on or before 5t April 2005.
GENERAL AGER

(ADMN. & HRD)

The Executive Director (Law & IR), KPTCL, Bangalore
The Chief Engineer, Electy.,(P&C)/(T&P) /APR/TA&QC/ LDC/Training, KPTCL, Bangalore
The Dy. Inspector General of Police (Vigilance), KPTCL, Bangalore
The Conservator of Forests, KPTCL, Bangalore
The Financial Adviser (A&R)/Internal Audit, KPTCL, Bangalore
The Company Secretary, KPTCL, Bangalore
The PS to Managing Director/ Director {P & IT) Director (Finance)/ Director (Transmission)/
General Manager (A & HRD)/General Manager (Technical), KFTCL, Bangalore.
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No. KPTCL/B5A/1707/2004-05

The Chief Engineer (Elec.)
KTI, KPTCL,
A R Circle, Bangalore.

Madam,

Sub: Business statistics- Officer Procedure
As per instructions issued by the MD from time to time this office has taken
immediate action and issued circulars and OMs for implementation of Office
Procedure/Maintenance of files, which are already sent to your office for

further needful.
- Cir Ltr. dated 04.09.2004 Business Statistics ]
- Circular dated 20.09.2004 Review of business processes in KPTCL Offices
- OM dated 20.10.2004 Work allocation
- Cir Ltr. dated 16.11.2004 Business Statistics
- Circular dated 17.11.2004 Office Procedure and Business Review
- Cir Ltr. dated 03.12.2004 Business Statistics
- Cir Ltr. dated 12.01.2005 Business Review Meeting
- Cir Lir. dated 09.02.2005 Business Review Meeting
- Cir Ltr. dated 16.02.2005 Furnishing data to Central offices & MIS Cell
- Cir Ltr. dated 20.09.2004 Review of business processes in KPTCL offices

- Proceedings dated 17.01.2005 | Business Review of Central Offices
~ Proceedings dated 10.02.2005 | Business Review of Central Offices |
- Proceedings dated 10.03.2005 | Business Review of Central Offices

- Cir Ltr. dated 23.03.2005 Office Procedure manual
- OM dated 24.03.2005 Nodal Officer for maintaining Centralised Records,
Section

- Cir Ltr. dated 6.4.2005 Office Procedure manual




\.

Inspite of all these instructions/circulars, various offices are not following
office procedures. In view of the continued non- compliance by the offices, MD
instructed to constitute the Teams to visit all Units/ Offices to follow the Office
procedure and maintenance of files in a systematic manner and also arrange
workshops for AEEs/Aos/AAQOs and the subordinate staff’ of Zonal Office &
SEEs Offices.

In this connection, you are requested to arrange workshops for
AEEs/Aos/AAQs and the subordinate staff of Zonal Office & SEEs Offices and
constitute the teams to visit all offices of KPTCL for implementation of Office

Procedure/Maintenance of files.
GENERAL NAGER

(ADMN. & HRD)

“yale



Telex : 845-2435 KEBIN -
Grams : KEPTRANS

KARNATAKA POWER TRANSMISSION CORPORATION LIMITED

Corporate Office, 'Kavery Bhavan',

No. KPTCL/B5A/1707/2004-05 Bangalore - 560 009
. B.6 JUN 2005
: Date.......c.ccocveenenn.

The Financial Adviser (A&R)/(IA), KPTCL, Bangalore

The Chief Enginecer Electy (APRTA&QC)(P&CY(T&P)/(LDCY
(KTI, KPTCL, Bangalore)

The Deputy Inspector General of Police (Vigilance), KPTCL., Bangalore
The Conservator of Forests, KPTCL, Bangalore

All Chief Engineers Electy, Transmission Zones, KPTCL

Sub: Compliance Report on maintenance of circular files and
“adoption of Office procedure.
"' Ref: This Office Circular dated 04.09.2004
' This Office Circular dated 20.9.2004
This Office Circular dated 20.9.2004
This Office OM dated 20.10.2004
This Office Circular dated 16.11.2004
This Office Circular dated 17.11.2004
This Office Circular dated 03.12.2004
This Office Circular dated 12.01.2005
This Office Circular dated 09.02.2005
This Office Circular dated 16.02.2005
This Office Circular dated 23.03.2005
This Office OM dated 24.03.2005
This Office Circular dated 6.4.2005
% % % ¥
Inspite of several oral and Circular instructions issued from time to time, it is
regretted to note that several Heads of Offices/CEEs have failed to maintain
Circulars files, Corporate Order files, Government Order files and adopt office
procedure in their working system. This has been viewed seriously by the Managing
Director. {copy of the MD’s Note dated 13.6.2005 is herewith enclosed)

In this connection, all the Heads of Offices/ CEEs are required to furnish
certificates for having maintained Circular files, Corporate Order files and
Government Order files in the following format on or before 21.6.2003
without fail.



FORMAT:-
Year Whether circular files am
maintained

1980-1985 Yes/No

1985-1990 Yes/No

1990-1995 - Yes/No

1995-2000 : Yes/No

2000-2005 Yes/No
Signature of the Hexd ‘of Office

{

Yours faithfu lly/
o ek
General Manager(A&HRD)
Coply ko:-

b
1. Private Secretary g0 MD, Director (P&IT), girector (Law), Director
(Finance), Director {Technical), General Manager (A &HRD) /(Tech)
-#Company Secretary.
2 Al Managers, Corporate Office, KPTCL
3. SA-2 Records, KPTCL, K averi Bhavan, Bangalore.
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The Chief Engineer(Efe.), Transmission Zone, KPTCL, Tumkur. )
The Chief Engineer(Ele.), Transmission Zone, KPTCL, Mysore.

The ChieFEngineer(Ele.), Transmission Zone, KPTCL, Hassan.

The Chief Engineer(Ele.), Transmission Zone, KPTCL, Bagalkot.

The Chief Engineer(Ele.), Transmission Zone, KPTCL, Gulbarga.
Sir/Madam,

Subject: Business Statistics-Reg

The Managing Director desires to review the business statistics of all Zonal offices of
the Corporation. In this connection, all Heads of offices are requested. to furnish the
required information in the prescribed formats ‘A’ & ‘B’ after consolidating all the
Accounting units of your Zonal office before 9"’_ofevery month without fail.

Format- A
Month: Name of Office ........
f____ Papers * Pendency —’
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* Papers attended shall mean when a paper has been put up to the Section Head
** Pendency shall be calculated from the date on which the paper was first received in the current
section of the office.

Format -B

Month: Name of Office........
Cases ** Cases Pending
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* A case disposed shall mean when a specific request/ proposal received from any person/office is

processed & final decision communicated.
** Cases Pending shall be calculated from the date on which the case was first received in the current
section of the office.



The Heads of Zonal Offices shall collect the Business Statistics Statements of all
Divisions/Circles of their respective offices before 4" of every month, consolidate and
submit the same before 9" of every month.

The Business Statistics statement for the month of Aug' 2007 submitted by Chief
Cngineer (Elec), Transmission Zone, KPTCL., Bangalore is enclosed for your reference to
prepare Business Statistics Statements of your Zone.

Yours sincerely,

e \J;{\J\‘\“@
Genera anager

(A & HRD)

Copy to:

The PS to MD, KPTCL, Bangalore.





