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ORGANISATION OF CORPORATION OFFICES:

1. The executive authority of the Bangalore City Corporation is exercised by

the Commissioner, either directly or through the Officers subordinate to
him. The work of the Corporation is for the sake of administration divided
into the following Departments, each of which is under the control
supervision and management of the officer mentioned against it, subject
to the general control and supervision of the Commaissioner.

The business in each Department is carried on through several
recognized Sections. The ministerial head of each section, may be an
Accounts Superintendent, Manager, or Accountant. Each section is
further divided into compilations. Every compilation deals with a single
definite subject6. A caseworker is entrusted with one or more.
Compilations so as to divide the total amount of work in the section evenly
among the various caseworkers. Each section shall be given such
number of caseworkers who may be First Division or Second Division
Clerks, Typists and Class IV Staff as the volume of work in the Section
warrants. In every Department thee shall be a number of Stenographers
who may be either attached to Officers or to Sections. Stenographers
attached to Officers will also act as their Personal Assistants.

. The Administrative Control of the Bangalore City Corporation rests with
the Commissioner. The Commissioner is assisted in the discharge of his
work by an Administrative Officer and two Deputy Commissioner to whom
the Commissioner may delegate his powers and duties in accordance with
the provisions of the Corporation Act. Subject to such general or special
directions as the Commissioner may be delegate from time to time, officers
who are placed in charge of the administrative work, will attend to matters
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relating to appointments, postings, leave, disciplinary action etc., of the
Corporation Officials.

POWER AND DUTIES OF THE OFFICERS OF THE CORPORATION

. COMMISSIONER:

The Commissioner is the Chief Executive Officer of the Corporation and
he has to carry out the provisions of the Corporation Act subject to the
powers conferred by the Act on the Corporation or the Standing
Committee. He will have to give effect to every resolution passed by the
Corporation unless it is cancelled in whole or in part by the Government.
He can attend the meetings of the Corporation and any Standing
Committee and take part in the discussions as a matter of right and he is
also bound to attend any meeting of the Corporation or Standing
Committee is required, to do so by the Mayor. But he cannot take part in
the voting. He prescribes the duties of the Corporation establishment and
exercises supervision and control over their acts and proceedings. In case
of emergency he may direct the execution of any work or the doing of
which is necessary for the interests and safety of the public and in such
case he shall have to report forthwith the action so taken and the reasons
therefore to such other authority. He will have to see to the timely
preparation of the annual administration report and the budget estimates
of receipts and expenditure of the Corporation. He may delegate to the
holder of any Municipal Office any of his ordinary powers, duties or
functions subject to such limitations conditions and restrictions as
contemplated in the provisions of the Act and shall also be subject to his
control and revision.

. The Special / Additional / Deputy Commissioner and the
Administrative Officer deputise for the Commissioner and will exercise
such powers as the Commissioner delegates to him from time to time. As
annexure-II

. The official head of each Department or office(Assistant
commissioner (admin)) is responsible for the careful observance of the
rules and statutory provisions in the transaction of business in his
department. He exercises general supervision and control over the staff
members of the staff do the work allotted to them efficiently and
expeditiously. It is his duty to take efficient steps for the prompt dispatch
of business in his Department. He is required to propose a statement of
distribution of work in the office among the various officials and to have
the same circulated and recorded. He should see that persons who seek
replies from his office are able to get them promptly. He should visit
periodically the different sections of his office, inspect the tables of the
staff and see how the work is going on, in order to find out whether the
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papers are properly arranged and the work is carried on methodically and
the office is maintained tidily.

4. The ministerial staff in each department consists of Accounts
Superintendents, Managers, Stenographers, Typists Head Clerks, Head
Accountants, Accountants 1st Division Clerks, 2nd Division Clerks,
Attenders and Peons.

5. The Accounts Superintendent, Manager or the Accountant is an
officer who is incharge of a Section. He is primarily responsible for the
general efficiency of the Section in his charges and is directly responsible
to the officer under whom he works for the efficient and expeditious
dispatch of business at all stages. In the main his functions will consist of

(i) Distribution of work among his staff as evenly as possible.

(iij Training, helping and advising the staff in the section.

(iii) Ensuring prompt and efficient disposal of work in the section and
adoption of proper methods for progressing of cases.

(iv)] Timely submission of arrear statements and other periodical
returns.

(v)  Exercising general supervision over his section in regard to
dispatch of business.

(vij Ensuring that the caseworker maintains his personal registers
properly and up-to-date.

(vii) Ensuring that the caseworkers observes the instructions issued
in respect of maintenance of files and noting on the files.

(viii) Dealing personally with complicated cases.

(ix) Ensuring that whenever there is a transfer of a caseworker in his
section, a detailed charge list of all the pending papers is
prepared and full responsibility assumed by the incoming
officials.

(x) Inspecting the work of every case worker under him once a
month.

(xi) Maintaining of Reference Books and Office order file up-to-date.

(xii) Ensuring that indexing and recording work is done promptly and
properly7 and record files are sent to Central Records Section
promptly.

(xiii)) Maintaining order and discipline in the Section.

(xiv) Keeping the section neat and tidy.

6. A First Division/Second Division Clerk is called a caseworker and he
works under the orders of the head of the section and is responsible for
work entrusted to him. Each caseworker in a section is allotted a certain
number of subjects to deal with. His duties mainly are:



(i) to maintain case registers;

(ii) to arrange papers and cases, in order, state briefly the issues to
the decided, point out the deficiencies found in the
correspondence and quote the standing orders and precedants
applicable to the case.

(iii) to be conversant with the laws, rules and regulations, standing
orders, circulars, precedants etc. relating to the subject entrusted
to him;

(iv) to ensure that the papers and files he is dealing with are
promptly submitted for orders and not delayed,;

(v)  to maintain all prescribed registers for the proper accountability
and disposal of the papers received and dealt with by him;

(vi)  to be well acquainted with the prescribed procedure.

(vii) to keep papers and files in tidy condition.

(viii) to ensure that reports/returns if any, are received/submitted in
appropriate time;

(ix) to maintain references books connected with his work amended
and up-to-date.

(x) To generally assist the Head of the Section in whatever manner
he may desire in the proper functioning of the section.

(xi) To prepare whenever there is a transfer of charge, a detailed
charge list of all the papers and cases pending with him with
reference to Special Registers case Registers, Periodical Registers
and handover complete charge of these records and registers to
his successor.

7. II Division Clerks are entrusted with the routine duties of maintaining
prescribed registers, dispatching, indexing and recording of files. In
addition, they should assist the caseworkers and the Head of the Section
in the preparation of statements and periodical returns, issue of
reminders and comparing fair copies.

8. A Stenographer is generally employed on Stenographic work. He may be
called upon whenever necessary, to assist in typing work. A Stenographer
attached to officers may also be required to act as Personal Assistant. The
principal duties and responsibilities of Personal Assistants-cum-
Stenographer are:

(i) Taking dictation in shorthand and its transcription in the best
manner possible;

(ii) Screening the telephone calls and visitors in a tactful manner;

(iii) Keeping and accurate list of engagements, meetings etc., and
reminding the officer in sufficient time for keeping them up;
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(iv) Preserving and maintaining in good order the confidential records
and other papers in the personal custody of the officer;

(v) Keeping a File Movement Registers in respect of files passed by his
officers to other offices;

(vi)Keeping track of the progress of the action taken by the officers
concerned on important matters as required by his officers;

(vii) Keeping track of the progress of the action taken by the officers
concerned on important matters as required by his officers;

(viii) Destroying by burning his stenographic record of confidential or
secret letters after the letter has been typed and issued;

(ix) Familiaring himself with the practice and procedure followed in
connection with the tours of officers;

(x) Generally assisting the officer in such manner as he may direct.

Typists should attend to typing work which should be characterized by
speed, accuracy, cleanliness and neatness. The typists will be held
personally responsible for any mistake or untidiness in fair copying.
Typists should also attend to comparing work when called upon to do so.
Typists should append their initials with date at the left hand bottom
corner of all fair copies typed by them. Each Typists is required to
maintain a work sheet to show the number fo papers of typed matter and
number of copies taken out each day.

10. The menial staff will be under the immediate control of heads of offices

11.

who are responsible for their proper distribution among the office staff
and officers. The menial servants shall carry out the duties allotted to
them by the Heads of Offices, officials and by officers to whom they are
attached.

The Jamedar, Daffedar or Head Peon in each office will exercise
supervision over the other person. He will attend office punctually and
see that the peons are detailed for the duties assigned to them. He must
also see that the office and officer’s rooms are properly swept and dusted
daily before office hours. While on duty, he should wear the uniform
supplied to him, and shall ensure that the peons attached to the officers
and office, keep their uniform tidy and that, while on duty, appear neatly
dressed and also wear the badges supplied to them.
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Classification of References.

1. The tappal received by the caseworker is of two types.
(a) References pertaining to matters pending in the officer and
(b) New references.
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If a reference pertains to a case which is already pending in the officer
he shall note the fact of its receipt against the subject already registered in
the case register and shall immediately keep it at the appropriate place in the
relevant case file.

2. The new references generally fall under three categories viz., those
relating to subjects common to the Department for which distinct registers
known as Special Registers are maintained, periodical returns, and those
of a iscellaneous kind. All the categories of references shall be entered
either in (i) the case register (ii) in a Special Register or (iii) in the
periodical Register.

References relating to periodical returns shall be kept in the file
concerning the particulars return. All notes initialed by the caseworkers
themselves have to be entered in the Case Registers.

Special Registers.

Special Registers are required to be maintained for particular items of
work in O.P. Form No. 5 if the following conditions are fulfilled.

(a) The number of cases started under a particular item is large; and
(b) The procedure to be adopted in the disposal of the case in uniform.

Each Head of the Department shall prescribe the Special Registers to be
maintained in his department and indicate the form and procedure to be
followed for their maintenance.

Periodical Register.

This shall be maintained in O.P. Form No. 19 for all the reports and
returns due to and from the caseworker. The actual receipt and dispatch of
the periodicals with their dates shall be noted in this register. A compilation
will
normally be allotted one page in this register.

Case Register.

This shall be maintained separately for each compilation in O.P. Form
No. 5. Since this register is to be kept for each compilation separately, the
subject matter should be clearly stated to bring out the exact description of
the case. Where references or cases are sent out in original mention shall be
made in the remarks column of this Register of the date of dispatch and of
the office to which it is sent.
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Case Registers shall be opened from the first of April of each year. The
pending cases shall be brought forward to the corresponding registers.

Each case shall be identified by the Department by a serial number in
the Case Register and the year in which the case has arisen.

Illustration:

GD/CR A-1/500/74/-75 means that the case relates to General
Department and bears the serial number 500 in the Case Register of 1974-75
maintained by caseworker No. 1 of Commissioner’s Office.

A Single application or a petition may refer to several disconnected
matters, the only connection among them being that these emanate from the
same source. The correct course in such a case is to take relevant extracts
from the application and start separate cases.
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