


of corruption. Effective Supervision at all levels would thwart any attempt at mischief

and ensure that efficient service is available at each point of delivery.

In this context, it would be worth reminding ourselves that it is not the case that we
do not have proper procedures and practices. Nor is it that there exists any ambiguity
regarding the duties and responsibilities of each post in the organization. The Manual of
Accounting Procedure-Part-I (General) lays down the duties and responsibilities of the
various functionaries and the same are well defined. These are further supplemented by
various administrative instructions for regulating the work flow and optimizing
performance. This is especially the case as regards the functioning of the Compliance and
Recovery wings of the Organization. There have been instructions issued time to time on
the subject including exercise of quasi-judicial powers under section 7A of the Act and
section 14B of the Act. Therefore it is self evident that the system has not failed us but
rather it is we who have failed the system.

With a view to ensure greater involvement and accountability of the various

supervisory authorities the following measures are directed to be taken at all relevant levels:
A.) COMPLIANCE:-

1) 7A/7B Proceedings:
The contents of the circular No.RRC/28(31)07/53677-53777 dated 17.10.07 are

reiterated for strict compliance. Enquiries under Section 7A are often seen as

opportunities for indulging in malpractices and it is for the authorities specified in
the said circular to carry out supervisory checks in letter and spirit. Any laxity on
this count by any of the supervisory officers shall not be countenanced and
appropriate action shall be initiated. It is often seen that scrutiny of orders is done in
a routine manner without making serious efforts to pin-point irregularities and take
necessary corrective action. At the other end of the spectrum, it is seen that some
officers embark on an avoidable dissection of the orders passed, at times even
imputing motives where none exist, reducing the entire exercise to a fault-finding
mission. This should not be persisted with and the scrutiny exercise shall be
undertaken with objectivity and sincerity so that the twin purposes behind the
same, that is, bringing about qualitative improvement and identifying irregularities
are served.

The assessing officer is a quasi judicial authority who has to pass a speaking
and reasoned order. Most of the time, the orders passed u/s 7A/7B/14B are not

speaking and therefore are quashed whenever challenged before a Court of Law.



Thus, passing a deficient order without due application of mind indirectly benefits
the employer. The Court, prima-facie finding it not sustainable as per law, quashes it
or remands it back for re-hearing or grants stay till further orders. Even when a 7A
proceeding is closed without any assessment of dues or is dropped, it has to be done
by a speaking order only. The assessing officer has to deal with all the factual and
legal contentions and pass a speaking order with due justification even while
disposing an appeal or review application u/s 7B. Further, the instructions issued
vide order no. Coord/5(16)/2009/Misc./3380/5683 dated 01.12.2009 are reiterated for

strict compliance.

ii) Coverage:

iii)

The officers manning the Enforcement sections and the OIC shall closely
monitor the receipt and disposal of coverage applications without giving room for
applicants to allege harassment. Exhaustive circulars are available on the subject and
the same should be followed meticulously. Also the practice seen at some offices of
all coverage applications being approved only at the level of the OIC should be
stopped forthwith. It is seen that this function i.e. allotment of code numbers to
Establishments attract the largest number of complaints and grievances and
therefore, OICs should ensure that proper systems are put in place to prevent such
complaints. ACCs, Zones shall also while visiting offices under their jurisdiction pay

special attention to this aspect and shall issue directions wherever necessary.

Inspection:
Detailed instructions regarding the duties of the Enforcement Officer have

been issued vide CPFC’s circular No.Coord/11(61)2005/Adm.Ins./Cir./Part/2163
dated30-04-2009 and the same are to be meticulously followed. Also, it is felt that
there is a need to bring about qualitative improvements in the Inspection Reports
submitted by the Enforcement Officer. It is often seen that the EO’s report merely
contains a summary of the remittances made by the employers along with the
particulars reflected in Form-12-A. This report is often relied upon by the
assessing officers, while passing the 7A orders. Such reports remain silent about
the nature of the records scrutinized and their relevance for the 7A inquiry.
Submission of such non-committal reports, whether motivated or not, has the
effect of weakening the functioning of the entire compliance machinery and the
quality and methodology adopted during inspections have drawn flak from

various quarters including the Central Vigilance Commission.



The Enforcement Officers are vested with adequate powers under Section-13
of the Act to access records and documents necessary for computation of the
dues/liability of the establishments. To bring in greater transparency in the
submission of inspection report, it is directed that the EO while submitting his
inspection report shall clearly mention the particulars of the records and
documents seen by him. The details shall mandatorily find a place in the
inspection report and the assessing officer while issuing the 7A orders shall
scrutinize the inspection report and satisfy himself that the EO has inspected all
the relevant records while submitting the report. As a general rule, the EO should
verify the attendance and wages registers and co-relate the same with balance-sheet
or Profit &Loss A/c wherever applicable to ensure that evasion is not left
undetected. Cross-verification should also be made with statutory returns filed
with other departments. However different cases may require different inputs and
the Assessing Officer should, as mentioned earlier fully satisfy himself regarding the
quality and acceptability of the EQ’s report before concluding a case. Also where
there are reasonable grounds to suspect the veracity of the documents or records
produced by the establishment, the EO shall cross verify the same from other
sources and make a specific mention in this regard in the Inspection Report.

An inspection proforma to be used mandatorily by EOs while conducting
inspection is appended as Annexure-A. A copy of Part-Il which contains the
instructions given to the employer by the inspecting EO should invariably be
submitted with inspection report.

APFC/RPFC II/RPFC I as the case may be shall scrutinize the inspection
reports whenever received from the EOs and satisfy himself that the EO has
prepared the same with due diligence. The APFC/RPFC II/RPFC I may, if he feels
necessary, require a fresh report from the same EO or he may constitute a fresh
squad of EOs for inspection. In case such subsequent inspection brings to light
evasion in respect of an establishment which is already inspected by the
jurisdictional EO, necessary punitive action should be taken against such inspector.
However, before doing so the controlling officer should objectively assess the lapses
on the part of such EO and come to reasoned conclusion regarding the culpability or
otherwise of the EO concerned.

It is also noticed that in many cases there is a long gap between submission of
the inspection report and action on the part of the office in initiating action wherever
called for, against the establishment. To obviate such avoidable delays, a jurisdiction

wise register of inspection may be maintained in the compliance section, which



B.)

C)

would contain the date of inspection by the EO, date of submission of inspection
report by the EO, the date of action subsequently initiated by the office and the
results thereof. Non submission of inspection report after inspection is a serious
issue which may lead to manipulation on the part of the establishment during this
period. Therefore, the EOs should necessarily submit the Inquiry Report after
inspecting the establishments on the first office day. There have also been instances
where in spite of getting their tour programmes approved, EOs have not conducted
inspections. On such instances coming to their notice the controlling officer should
immediately call for the explanation of the EO concerned and take appropriate
action.

It has also been noticed that in many cases there is an avoidable delay in the
first inspection of the establishment post-coverage. Such delays in conducting the
initial inspection almost invariably lead to default in compliance on the part of the
Establishments and therefore, it should be ensured that every newly covered

establishment is subjected to inspection within a reasonable period of time.

RECOVERY:-

Prompt action is required to be taken by the Recovery Officer for realizing the
outstanding arrears due from establishments. It is seen that cases are legion where
appropriate recovery measures have not been taken in spite of the passage of
considerable time. Non initiation of appropriate timely action can very well be
construed to be actuated by ill- motive and such erring recovery officers shall be
proceeded against. There should be continuous monitoring of the progress made by
the RPFC-II/OIC, SRO or RPFC (C&R) RO on a month to month basis and at the end
of the financial year they shall record a certificate in the recovery register of the
office concerned that all files having arrears of more than one lakh have been
scrutinized and appropriate directions wherever necessary have been given.

Recovery dossier containing all the relevant details including status of legal
issues if any, in r/o each defaulting establishment should be maintained and it
should be ensured that the Recovery Dossiers of establishments which have more
than Rs.25 lakhs and Rs.10 lakhs as outstanding arrear dues are scrutinized by the
ACC (Zones) and RC-I (Regions) respectively on a quarterly basis.

ACCOUNTS:-

Compilation of annual accounts, settlement of all types of claims within the

stipulated time-limit, ensuring early preparation of dispatch of cheques/effecting



electronic transfer to the members are all activities which are of immense
significance, if we, as an organization are to fulfill the mandate given to us.
Prompt, transparent and efficient service should be made available to the
subscribers and for this, APFC(a/cs) and RPFC(F&A) shall be responsible. They may
conduct surprise checks of the a/c sections of the office and verify the pendency with
each dealing assistant. They shall also take necessary steps to ensure that there is
no queue-jumping or piecemeal objection while returning claim applications. At
the end of every month, APFC(a/cs) shall submit a report summarizing the
supervisory activities undertaken by him during the month to RPFC-II(SRO) or
RPFC, F&A (RO) as the case may be. They shall in turn, suggest remedial actions or
render advice wherever felt-necessary. Wherever it is found that the officials have
failed to stick to the timeline prescribed, appropriate action should be initiated.
ACC, Zones shall also ensure that strict monitoring of the service delivery activities
is done without any laxity on the part of any of the officers in the ROs and SROs

under his control.

D.) GRIEVANCE HANDLING:

It has been noticed that a major source of discontent among our subscribers is

the perceived apathy on the part of our offices when dealing with grievances or
complaints. In this respect the instructions contained in circulars No.
CSD/IV/CPFC/Circulars/2009/75216-75406 dated 07.01.2009 and No. Vig. XXV
(10)2001/6216 dated 27.1.2009 should be unfailingly followed. The officer-in-charge
of ROs and SROs should pay special attention to this pivotal work area and take all
necessary steps to ensure that no grievance is left unattended. The zonal ACCs
while undertaking review of the functioning of the offices under them shall also
focus on this priority area and give necessary directions wherever necessary.
Whenever a serious grievance or complaint is received the OIC shall personally
intervene and after redressing the complaint, shall refer the case to the Zonal

Vigilance Directorate, if in his opinion a vigilance angle emerges.

E.) HR ACTIVITIES

There should be utmost fairness and transparency in the matter of transfer
and posting of officials of all levels in the ROs & SROs. Officials involved in serious
offences/criminal cases should not be posted in sensitive tasks. The formal
identification of posts as sensitive or non-sensitive has been made vide order
no.HRD/4(1)2010/Misc/Circulars/Pt-1/291 dated 23-07-2010. Therefore, all the OICs
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EMPLOYEES’ PROVIDENT FUND ORGANISATION
RO/SRO

FORM OF INSPECTION REPORT
TO BE SUBMITTED BY THE ENFORCEMENT OFFICER
FOR EACH UNEXEMPTED FACTORY/ESTABLISHMENT VISITED

PART-A

DETAILS OF ESTABLISHMENT

Code NO:---------mmmmmmmm oo

Name and address of the Factory/establishment

Head Office ;--------mmmmmmmmmeeemm - -

Branches:------=====mmmmmmmmmmm e

Name, Designation and Address of the owner/Proprietor/CMD/Person responsible for
affairs of the establishment (Attach copy of latest Form -5A)---------------m-mmmmmmm -

Bank details of the establishment:

i). Name of the Bank/s and address of the Branch/s

i). All Account Nos.

PART-B

INSPECTION DETAILS:

Name of the EQ: =m=mm e

Date of present inspection: -----------------

Date of last inspection--

Name of the EO who conducted the last inspection: ---- -
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Compliance towards previous inspection:

Whether all the irregularities or discrepancies pointed out during earlier inspections have
been rectified. If not, issues outstanding with reasons and actions proposed:-

PART-C

DETAILS OF RECORDS INSPECTED:

Records scrutinized by the EO:-

SI No | Name of the Record | If examined, write If yes, period If No, state
specifically, involved reasons for not
YES/NO examining the
same
1 Attendance Registers
2 Wages/Salary
Registers
3 Balance Sheets/PL
Account
4 Cash Books
5 Ledgers
6 Vouchers
7 Any other record
PART-D
1. Wages/Salary:
NAME OF THE RECORD | SALARY/WAGES PAID REASONS FOR
OR PAYABLE VARIATION, if any.

Please state specifically the
reason for accepting
wages/salary attracting EPF
liability

Wages/Salary Register

Balance Sheet/PL Account

Form-12 A (R)

Form - 6A (R)
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2. Dues:

MONTH | SALARY/ A/C.-1 A/C.2 | AIC.10 | AIC.21 | AIC.22
WAGES

EMPLOYEE | EMPLOYER

3. Payment/Remittance:

MONTH | DT. OF PAYMT DETAILS OF REMITTANCE

A/C.-l A/C.2 | AIC.10 | A/IC.21 | AIC.22

EMPLOYEE | EMPLOYER

4. Residual due from the Establishment after scrutiny of all records noted above

(2-3):

DETAILS OF ACTUAL DUES FOR THE PERIOD--------zm=xc-- O —

A/C-I AIC2 AIC.10 AIC21 | AIC22 | TOTAL

EMPLOYEE EMPLOYER

Whether deductions have been made at the correct rate:- e

If no, state the amount of arrears, if any in this regard. ---------=-======mmmm o e
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PART-E

EMPLOYMENT STRENTH

NO. OF EMPLOYEES:

Name of the Record NO. OF EMPLOYEES Reason for

variation, if
any
Entitled Excluded
Regular Contract | Regular Contract

Wages/Salary

Register

Attendance Register

Form-12 A (R) NA NA

Form — 6A (R) NA NA

Head Count (If

required)

Details of Excluded Employees:

Number of
employees drawing
more than Rs.
6500/-

No. of apprentices

PART-F

Details of Default/Non-compliance

1. NO.OFEMPLOYEES FOR WHICH DEFAULT/NON-COMPLIANCE IS

NOTICED:

NO. OF EMPLOYEES

REGULAR

CONTRACT

TOTAL

DESCRIBE IN DETAIL THE BASIS
FOR IDENTIFICATION OF SUCH
DEFAULT/NON-COMPLIANCE,

ALONG WITH DOCUMENTARY

EVIDENCE
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2. DUES FOR EMPLOYEES WHO HAVE NOT BEEN ENROLLED UNDER THE EPF

ACT & SCHEME:
SL | NAME DT. OF SALARY/WAGES
JOINING
JIFIMAMJ|J|A|S|O|N|D
A|lE|A|P|A|U|U|U|E|C|O|E
N B|IR|IR|Y|N|L|G|P|T|V]|C

r>»—0-

Whether the establishment has deducted EPF from the salary of employees and not deposited the

Same:

If yes, whether action under 406/409 has been taken immediately after inspection and FIR lodged
in Police Station: mention Police Station with address and FIR no.:

If No, reason for not initiating action may be explained:-

PART-G

COMPLIANCE TOWARDS SUBMISSION OF RETURNS:

NAME OF THE | PERIOD UP TO

RETURNS

WHICH
SUBMITTED

PERIOD UP TO
WHICH
SCRUTINISED BY
EO

Reasons for
non-

submission as
clarified by the
establishment

FORM-12 A (R)

FORM-5/10

FORM-6A(R )/3A (R)

FORM-5A

FORM-2 (R)

FORM-9

Whether submitted
or not
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Write specifically discrepancies/irregularities noticed in the matter of returns:

In case of non-submission of Returns, Whether prosecution proposal has been submitted:-

If no, reasons for non-submission of Prosecution proposal:

Whether the declarations under P-34 have been obtained in r/o all new entrants and those
not enrolled for membership in case of newly covered units:---- --
PART-H

General Information:

Status of Annual Statement of Accounts:

a). Year up to which issued: - -

b). Whether any short/excess remittance intimated to the establishment:-----------

C). Account wise details of short remittances and date of remittance:-

DETAILS OF SHORT REMITTANCE FOR THE PERIOD---------=--=-=----
TO -
A/C.-1 AIC2 [AIC [AIC21 [AIC22[TO
10 TA
L
EMPLOYEE | EMPLOYE
R

DUES
DT. OF

REMITTANCE,
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| IF ANY | | | |

d). Details of Complaint regarding non receipt of annual statement of account, if
any, from the member:------------mmm oo

Whether any members/representatives of the Workers Union of the factory/establishment
were contacted. If yes-

a). A brief description of the points discussed
b). Names of the Union.
c). Names of the office bearers.

Any complaints from the members of the fund regarding the cases pending with the
RO/SRO (Cases relating to the deficiency in the service area may be cited).

Any other important point which the inspector desires to bring to the notice of the RPFC.

Place:

Date:
[Enforcement Officer]






