Manual 3
Procedure followed in decision – making process

(Section 4 (1) (b) (iii))

       The procedure can be described both in narrative form and through Flow Process Chart. In narrative form the stages through which a proposal passes, the levels sat which it gets examined and the final authority to which it has to go for approval may be explained.

    The Flow Process Charts can give a comprehensive process as may be seen from the following illustration of preparing a food card.

Approval of layout plans as required under Factories Act

	Sl.No.
	Activity
	Level of action
	Time frame

	1
	2
	3
	4

	01.
	To receive application / correspondence and put a diary number
	Junior Grade Diarist
	Same day

	02.
	To mark application to concerned Inspector / Asst. Director of Factories & Boilers
	Junior Assistant / Senior Assistant / Section officers
	Three days

	03.
	To visit premises of applicant / factory and verify the facts, if required
	Zonal Inspector / Asst. Director of Factories & Boilers
	Seven days

	04.
	To prepare Inspection Report and submit to the Director of Factories & Boilers
	Zonal Inspector / Asst. Director of Factories & Boilers
	Fifteen days

	05.
	To approve / reject application for approval of plan under Factories Act.
	Directorate of Factories & Boilers
	Fifteen days


Registration and Grant of licence, renewal of licence, recognition of competent person and renewal thereof as required under Factories Act.

	Sl.No.
	Activity
	Level of action
	Time frame

	1
	2
	3
	4

	01.
	To receive application (Form No.2) / correspondence and put a diary number
	Junior Grade Diarist
	Same day

	02.
	To mark application for processing to concerned inspector / Asst. Director of Factories & Boilers
	Junior Assistant / Senior Assistant / Section officers
	Three days

	03.
	To examine the papers for registration and grant of licence / renewal of licence, recognition of competent person / renewal thereof 
	Asst. Director of Factories & Boilers / Deputy Director of Factories & Boilers / Joint Director of Factories & Boilers
	Ten days

	04.
	To approve / reject application for above captioned items under Factories Act.
	Directorate of Factories & Boilers
	Three days


Approval of plan for manufacture of boilers and pressure parts and steam pipe lines under Indian Boilers Act-

	Sl.No.
	Activity
	Level of action
	Time frame

	1
	2
	3
	4

	01.
	To receive application / correspondence and put a diary number
	Junior Grade Diarist
	Same day

	02.
	To mark application to concerned Inspector / Asst. Director of Factories & Boilers
	Junior Assistant / Senior Assistant / Section officers
	Three days

	03.
	To examine the papers / plans for manufacture of boilers, steam pipelines, pressure parts and stage inspection under manufacturer
	Asst. Director of Factories & Boilers / Deputy Director of Factories & Boilers / Joint Director of Factories & Boilers
	Ten days

	04.
	To approve / reject application for approval of plan for manufacture of boilers, steam pipelines and pressure parts under Indian Boilers Act. 
	Directorate of Factories & Boilers
	Three days


Approval of Welder’s test, grant of certificate and revalidation thereof; recognition to act as Erector / Manufacturer / Repairer and Renewal thereof 

	Sl.No.
	Activity
	Level of action
	Time frame

	1
	2
	3
	4

	01.
	To receive application / correspondence and put a diary number
	Junior Grade Diarist
	Same day

	02.
	To mark application to concerned Inspector / Asst. Director of Factories & Boilers
	Junior Assistant / Senior Assistant / Section officers
	Three days

	03.
	To examine the papers, Inspection of premises and verify the fact, if required 
	Asst. Director of Factories & Boilers / Deputy Director of Factories & Boilers / Joint Director of Factories & Boilers
	Ten days

	04.
	To approve / reject application for the captioned items
	Directorate of Factories & Boilers
	Three days


