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STANDING ORDER NO. 06/2020

Subject: SOP for Central Registration Unit (CRU) of Commiissionerate-reg.

Attention of all officers and staff is invited to the implementation of e-Office in the
Goa Commissionerate. The project for implementation of e-Office across all Zones and
Directorates of the CBIC has been taken up on a Mission Mode by the Board in order to

bring more transparency, efficiency. accountability and expeditiously decision-making
process.

2. To operationalise the e-Office system, @ Central Registration Unit (CRU) is created on
the Ground Floor of the Custom House, Marmagoad, Goa. Henceforth, all the
corespondence from outside department and within department shall be received in
the said CRU. It shall be supervised by Administration Section. The following officers had
been posted to the CRU:

(i) Shri Mukesh Kumar Singh, Examiner

(ii) Shri William Sequira, TA

(iii) Shri Rosario D' Silva, Driver Grade-l|

(iv)  Shri Sohan S.Kanoji, LDC

3. Officers of the CRU shall discharge their functions, as detailed in the Appendix 5.2
of the Central Secretariat Manual of Office Procedure (CSMOP), 2019 wherein specific
instructions are provided with tasks in the e-Office environment. The same is attached for
information. Inspector (Examiner), CRU will be the login authority, responsible for

uploading the scanned incoming DAK, as per the guidelines in Appendix 5.3 of CSMOP,
2019.

4. In camying out the functions and responsibilities of the CRU, Inspector (Examiner) will
be the supervisory authority and other officers will actively assist him. In addition, Inspector
(Examiner), CRU will also supervise the scanning and uploading of files, identified by the
Nodal Officer of the e-Office Local implementation Committee of the Commissionerate.

5. This issue with the approval of Commissioner of Customs.

Gg Avl20
(Pradnyasheel Jumle)
Joint Commissioner

Custom House, Goa
F. No. 01/06/2020- Admn

Date:0¢10.2020

Copy to:
(i) The Chief Commissioner of CGST & Customs, Pune Zone.

(i}  All the officers and staff of the Custom House, Goa.
(i)  Notice Board
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Functions of CRU

APPENDIX 5.2.
(Box-e.5.5.)

Gentral Registration

consisting o

Unit! (CRU) means a section or unit within a department
f functionaries like resident clerk and night duty clerk (data entry |

operator). The unit is entrusted with the responsibility of receiving, registering
and converting physical Daks Into elsctronic receipts, and distributing /
marking and sending them.

2. CRU “Process Flow'":

a. Receipt of DAKs: The physical DAK for the
department is received.

b. Scanning: The physical DAKs recelved is

scanned & saved as pdi document. All
papers of a single dak must be scanned and
saved in a single document. Cases wherein
voluminous books, papers eic. are sent as
annexure, the sender may be requested 1o
send a soft copy or indicate public website
link from where the book, etc. may be
downloaded.

¢. Registration:

. The scanned copy of the Dak is uploaded
in the system along with its detalls (meta-
data), if the processing of Receipt is
completely electronic.

il. If the processing on a Receipt Is to be
done In physical form, the registration is
to be done using eFile. Scanning of the
physical copy is not mandatory.

However, in order to provide ease of access &
avoid any loss of letter at a later point of
time, the dak should be scanned and
uploaded during registration.

iii. It Dak recelved is in the form of e-mail,
following actions can be taken as per the
processing nature in eOffice-

« Electronic processing in eOffice: the
mail can be converted into PDFs for
further processing.

« Physical processing in eoffice: a8

LA R bl LS




SRR e
i

s

print-out is to be taken.

# In both the processes, the meta-data has to be
entered and registrationrecelpt number
generated by the system, which Is In seriatim
for the entire Ministry/Depariment.

Storage of physical Daks after scanning: After scanning

and registration, the physical Daks along with

registration/receipt number is to be sent to the respective
sections. This Is done so as to retrieve and refer to, if
required.

Distribution of Receipt: The receipt may be forwarded to

the concemed section. Disputed Receipts are to be dealt

with as prescribed in this Manual (para 6.9.)

Sirengthening of CRU

The CRU is considered as the backbone for successful &
sustainable implementation process of eOffice in the
organization. Therefore, following aspects of a CRU must
be looked into —
& Human Resources: The unit must be equipped
with technically skilled man-power with
computer proficiancy.

b. Infrastructure: The unit would be dealing with
heavy volume of Daks each containing multiple
pages, on a daily basis; thus it is very important
to equip the unit with “Good quality” High-speed
ADF Scanners & new-generation computer
systems well connected over network for
efficient productivity for the organization.
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