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Visual Step-by-Step Guidelines for
FPS Inspection Module %

(
=

Annx. to GO no. dated  .08.2022

Step 1: Schedule of Inspection

1.1.The Inspecting Officer (Inspector/SCFS/RO etc.) will login to their account in
https://food.wb.gov.in/food portal and click on ‘Inspection’ on the left column.

- C & foodwb.gowv.in d/default.aspx Q 2 W = IB H

@ Billing report = & BIFS_MLD 2220 Blockinspector @ Logout

@ FPS Application PUBLIC DISTRIBUTION SYSTEM Home / Digital PDS

@ Vaccination Report Dashboard

@ Duare Ration
Go to MIS Portal

@ Covid Vaccination

@ Employee Covid Vaccination <

@ SKO Dealer to Beneficiary Mapptn

@ Administration <

@ Inspection -
= Schedule Inspection
* View Inspection Schedule

« Inspection Report
@ Report

@ utilities

Developed by Department Of Food & Supplies. Version 2.0

1.2.The Inspecting Officer will click on ‘Schedule Inspection’ and will enter details of the
Inspection, such as, Type of Inspection (Surprise/Normal), Name of the Dealer, date
and time of inspection. On clicking ‘Schedule Inspection’ after this, inspection ID will
be created.

€ > C @ foodwbgovin pector/InspectionSchedule aspx a & « » 0@ :
@ = & BIFS MLD 2220 Blockinspector Logout
Fix Inspection Schedule
@ vigilance Document Upload <
ype of Inspection Select Type— .
@ stock E ¥ Name of Dealer: Elemen oloct FBS - FPS Code:
lect Date dd-mm-y [=)
@ BDO Savapati MMy ‘
L= ~Select Slot- v
e lect Hour - Select Minutes -

Schedule Inspection

@ Billing report.
@ FPS Application

@ Vaccination Report

@ Covid Vaccination

@ Employee Covid Vaccination <

@ SKO Dealer to Beneficiary Mapptn

@ Administration <
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1.3.The created inspections and schedule of inspection can be checked from ‘View
Inspection Schedule’ under the Inspection tab. Month and year wise schedule can be

viewed from the tab.

<« > O @ foodwb.gov.in/food/Inspector/ViewlnspectionSchedule.aspx

Inspection Schedule
@ vigilance Document Upload
Select Month: Please Select Month

@ stock

Select Year: Please Select Year

@ BDO Savapati

@ Farmer Registration

@ Billing report

@ FPs Application

® vaccination Report

@ Duare Ration

@ Covid Vaccination

@ Employee Covid Vaccination <
@ SKO Dealer to Beneficiary Mappin

<
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1.4 From this ‘View Inspection Schedule’, inspection dates can be checked and it can be

rescheduled also.

& > C @ foodwb.govin/food/Inspector/ViewlnspectionSchedule.aspx

@ vigilance Document Upload

Inspection Schedule

Select Month: July

Stock
b4 Select Year: 2022

v

v

a e+ »00@ :

& BIFS_MLD_2220 Blockinspector

@Logout

IS _m

@ Farmer Registration KRISHNA RANI MANDAL

@ Billing report M/S MD KUNNU SHEIKH

@ Fps Application M/S MD KUNNU SHEIKH

M/S MD KUNNU SHEIKH
@ Vaccination Report

® o e M/S MD KUNNU SHEIKH
uare Ration

M/S MD KUNNU SHEIKH
@ cCovid Vaccination

M/S MD KUNNU SHEIKH

@ Employee Covid Vaccination

M/S MD KUNNU SHEIKH
@ SKO Dealer to Beneficiary Mappin

ROKEABIBI
@ Administration

MS BIKASH CHANDRA ROY
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Step 2: Entry and Submission of Enquiry
Report

2.1.After completion of inspection where the 10 will have completed the inspection report
in physical copy and get it signed by the FPS Dealer, now the report needs to be
entered through ‘Inspection Report’ menu; click on ‘create report’ to enter the report.

& > C @ foodwb.gov.in/food/Inspector/InspactionRegister_Inspector.aspx aQ = % » 0O 5 H

e

= & BIFS_MLD 2220 Blockinspector ®Logout

Inspection Calendar and Reports

@ vigilance Document Upload

Select Month: July ~
Stock
o Select Vear: v
@ BDO Savapati Inspection Id FPS Code FPS Name Inspection CreateReport | ViewReport | Status
Done By
'@ Farmer Registration
03/07/2022  0S:00  133200600014/122 133200600014  KRISHNA RANI BIFS_MLD_2220 ~ L] Inspection Scheduled
PM MANDAL
@ Billing report
31/07/2022  11:00 133200600001/121 133200600001  M/SMD KUNNU BIFS_MLD_2220 Y = Inspection Scheduled
@ FPS Application A SHEIKH
. Vaccination Report 31/07/2022 11:00 133200600001/120 133200800001 M/S MD KUNNU BIFS_MLD_2220 Y - Inspection Scheduled
Al SHEIKH
@ Duare Ration ; .
31/07/2022  11:00  133200600001/119 133200600001  M/SMDKUNNU BIFS_MLD_2220 ~ - Inspection Scheduled
A SHEIKH
@ Covid Vaccination
31/07/2022 11:00 133200600001/118 133200800001 M/S MD KUNNU BIFS_MLD_2220 Y - Inspection Scheduled
@ Employee Covid Vaccination Sl ELILT]
31/07/2022 1100 133200600001/117 133200600001  M/SMDKUNNU BIFS_MLD_2220 % - Inspection Report Submitted
@ SKO Dealer to Beneficiary Mappin AM SHEIKH
@ Administration 31/07/2022  11:00  133200600001/116 133200600001  M/SMDKUNNU BIFS_MLD_2220 ~ - Inspection Scheduled
Al SHEIKH

2.2.Check ‘Create Report’, to input the details of inspection.

/P DASHBOARD x | @ Welcometo: X | ® Whatsapp X | [I] Dep x| @D x @ hup X 4 Food&Supe X | @ WestBengal X | + ~ = x

€ > C @& foodwb.gov.in/food/Inspector/InspectionRegister_Inspector.aspx a =2 « » 0O G H

<

@ Vigilance Document Upload

= & BIFS_MLD 2220 Blockinspector B Logout

Inspection Calendar and Reports

Select Month: August ~

@ Stock
setect vears 2022 .

@ BDO Savapati Inspection Id FPS Code Inspection Create ew
Done By Report Report
@ Farmer Registration
28/08/2022  06:00  133200600006/001 133200600006  MD. BIFS_MLD_2220 AN -
PM BANU
SEIKH
@ FPS Application
@ Vaccination Report
@ Duare Ration
@ Covid Vaccination
@ Employee Covid Vaccination
Developed by Department Of Food & Supplies. Version 2.0
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2.3.Inspection Report Form will open from clicking the pencil icon under ‘Create Report’
against the relevant Inspection ID. It will open the page shown below.

The whole Inspection report is divided into 6 (six) parts. Part | consists of the date and
time of enquiry.

@ Vigilance Document Upload

= & BIFS_MLD_2220 Blockinspector #Logout

pE—

Fields marked with * are mandatory

@ Stock ection Report

FPS Name & Code” MD. BANU SEIKH-133200600006 Date of Inspection’

09/08/2022
@ BDO Savapati

Time of arrival of Enquiry Officer
@ Farmer Registration

Time of departure of Enquiry Officer”

@ Billing report

@ FPS Application

@ Vaccination Report
@ Duare Ration
@ Covid Vaccination

@ Employee Covid Vaccination

Developed by Department Of Food & Supplies. Version 2.0

2.4.In part 11, the display related entries need to be done.

€« > C @& foodwb.gov.in/food/Inspector/InspectionReport_new.aspx = w ®» D0 o H

2 & BIFS_MLD_2220 Blockinspector M Logout

INSPECTION

@ FPSVacancy REPORT

Fields marked with * are mandatory

@ FPs Application Disposal =
hether Board Displays above
@ Meeting Minutes/Reports information or not?

FPS Signboard*

Displayed v
@ Stock

Toll free no. for grievance redressal” Please Select

@ BDO Savapati FPS opening schedule*

Please Select

No. of category-wise tagged beneficiaries*

@ Farmer Registration Please Select

Scale-cum-rate board* Please Select
@ Billing report
Category-wise opening stock of commodities for the day* Please Select

@ Vaccination Report N I
P Sample of category-wise food grains Please Select

@ Duare Ration Publicity Materials* Please Select

Save and Next
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2.5. In Part 111, stock report needs to be entered. In order to start the entry of stock report,
item needs to be chosen. After that, all the entries such as ‘Opening Balance of the
month’, ‘Doorstep delivery received’, ‘Distributed to the Beneficiaries’, ‘e-PoS
balance’ needs to be mandatorily entered and saved. Furthermore, radio button of
either ‘yes’ or ‘no’ needs to be checked in case of ‘Whether physical weighment was
done’ option. As it can be seen from the below screenshot, it is to be reiterated that
the opening balance and/or doorstep delivery received i.e. anything related to stock in
the FPS needs to be taken from the FPS and judicious mind of the Inspecting Officer
needs to be applied in case of discrepancies and the cause of the same.

This needs to be done for all or any of the items the Enquiry Officer has inspected
into. In case category-wise food grains have not been found to be kept separately, a
separate acknowledgement at the bottom is given for the Inspector to click and
confirm that the items were not found in different stack.

€ - (C @& foodwbgovin/food/Inspector/InspectionReport_new.aspx Q @ & » O G H
¥ REPORT Fields marked with * are mandatory
Stock (in Qtl.) Details at the Time of Inspection
@ FPS Vacancy .
LFood Grain Please select Item
@ FPS Application Disposal 2.Category Please select category

3.0pening balance for the month as per eP0S

@ Meeting Minutes/Reports

4.Doorstep delivery received

@ Stock 5.Total Stock (3+4)

. 6.Distributed to Beneficiaries e
@ BDOSavapati < ||
T.eP0S balance

@ Farmer Registration 8.Physical Stock in shop at the time of inspection

® T 9.Whether physical verification on weighment done O¥es ONo

10.Difference between ePOS balance and physical balance(7-8)

@ Vaccination Report “

@ Duare Ration

Whether necessary arrangements of equipment and personnel for physical verification/weighment of stock was done by the Dealer * Yes ONo
5 Ar OYes O
@ Covid Vaccination

Reason for difference between eP0OS balance and physical balance *

2.6.After all item entries are done, the three queries will need to be answered before
clicking on ‘Save and Next’.

0.Difference between ePOS balance and physical balance(1-8)

@ Vaccination Report “

@ Duare Ration

Whether necessary arrangements of equipment and personnel for physical verification/weighment of stock was done by the Dealer * ¥esONo

@ Covid Vaccination

Reason for difference between ePOS balance and physical balance *
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2.7.In the Part IV of the report, findings against the ‘Record Maintenance’ section will be
entered.

€« > € @& foodwb.govin/food/Inspector/InspectionReport_new.aspx e %« » D ° H

E & BIFS_MLD_2220 Blockinspector M Logout

INSPECTION | rospeniog W seostendog [ sepsipendog |

@ FPSVacancy REPORT

Fields marked with * are mandatory

Record Maintenance

. Meeting Minutes/Reports Whether ePOS generated recipt is issued or not *

@ FPs Application Disposal

Please Select A

Inspection Book *

@ Stock Please Select

Complaint Book * Please Select

@ BDO Savapati

Whether calibrated weighing devices being used * Please Select

® rarmer Registration “

@ Billing report
@ Vaccination Report
@ Duare Ration

Developed by Department Of Food & Supplies. Version 2.0

2.8.In the Part V of the report, findings against ‘Storage Conditions’ section will be
entered.

€ > (€ @& foodwh.govin/food/Inspector/InspectionReport_new.aspx = & » I e H

& BIFS MLD 2220 Blockinspector ®Logout

INsPECTION

FPS Vacan
. o4 REPORT Fields marked with * are mandatory

Storage Co

. Meeting Minuta".,'Reporls Whether shed for queue of beneficiaries available *

@ FPS Application Disposal

Please Select v

Size of office/sale counter: *

@ Stock Please Select

Size of godown: *

@ BDO Savapati
Enter Length Enter Breadth Enter Height

@ Farmer Registration

Whether FIFO is being maintained for delivery * Please Select

@ Billing report

Whether food grains are maintained cleanly and hygienically * _Please Select-

@ Vaccination Report

Whether sample collected *

@ Duare Ration Please Select
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2.9.In Part VI of the report, Miscellaneous Details as shown below will be entered.

@ E——

Fields marked with *are mandatory

Miscellaneous

@ vigilance Document Upload

Stock
L] Whether distribution was going on during inspection ™ Please Select v
[ J:00s} Savapati Feedback of beneficiaries Name: DRC No.: ~Select Feedback— v
@ Farmer Registration Name: DRC No.: ~Select Feedback- v
@ Billing report Name: DRC No.: ~Select Feadback-- v
@ FPS Application Name: DRC No.:
B - -Select Feedback- v
@ Vaccination Report Name: DRC No.:
i " ~Select Feedback- v
@ Duare Ration
Name: DRC No.: —Select Feedback— v
Covid Vaccinati
O Gl Last inspection: Name of official: Designation of official: Date of inspection:
dd-mm-yyyy u]
@ Employee Covid Vaccination ¢ .
Whether corresponds to current finding Please Select v

@ SKO Dealer to Beneficiary Mappin

Overall opinion of the Inspecting Officer
@ Administrat a pectn
ministration

2.10. After saving Part VI, Upload Document part will be shown on the screen
where documents as collected by the Enquiry Officer will be uploaded. After
successful upload, ‘Save & Preview’ option will need to be clicked.

€& > (C @& foodwb.govin/food/Inspector/inspectionReport_new.aspx Qr ¥ & 0O o :

INSFEL IV KEFURG

~
i Fields marked with * are mandatary

@ oads
@ vigilance Document Upload Weighment Chart Choose File | Nofile chosen

Stock i y iminany
® stocl Received copy of preliminary report G e chosen

® BDO Savapati

Seizure List Chaose File | Nofile chesen

@ Farmer Registration

@ Billing report Receipt of sample ChooseFile | Nofile chosen

@ Frs Application

Pictures ChooseFile | Nofile chosen

@ Vaccination Report

® buare ation | i

INSTRUCTIONS

@ Covid Vaccination
LFile type should be..pdf or Jjpg or jpez

_ _ 2.File size should be less than 100kb
® Employee Covid Vaccination ¢
3.Jf more than ane document of the same type needs to be uploaded,it should be cambined and uploaded as a single document. For example: If one wants to upload 1 Weighment Chart of Rice and

anather of Wheat. Both the pdf/image must be combined into a single file.
@ SKO Dealer to Beneficiary Mapptn

@ Administration

Developed by Department Of Food & Supplies. Version 2.0
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2.11. When ‘Preview’ is clicked, a new tab will open where the whole inspection
report will be available. At the end of the preview tab, option will come for the
Enquiry Officer to share few parts of or whole report with the enquired upon FPS.
After that, by clicking ‘Submit’, the inspection report would be submitted and will be
sent to the concerned Licensing Authority.

& 3 C & foodwbgovin/food/inspector/inspectionReport_View.aspx =+ » 0O ﬂ :

Last inspection: Name of official: Designation of official: Date of inspection:
par inh 28/08/2022

Whether corresponds to current finding No

Overall opinion of the Inspecting Officer

Part-VI: Uploads -

Step 3: Processing of the report by the
Licensing Authority

3.1.Licensing Authority will login to their account in https://food.wb.gov.in/food portal
and click on ‘Inspection’ in the left column and click on ‘Inspection Report’. The
below-shown page will be shown on the screen. The licensing authority will click the
screen button under ‘View Report’ column.

Inspection Calendar and Reports
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3.2.By clicking the ‘View Report’, the full report can be viewed and at the bottom of the
page, a drop down of actions that can be taken will be seen. The licensing authority
needs to examine the report and take appropriate action by choosing options from the
dropdown and click ‘continue’. There are multiple options that the licensing authority
can choose from such as :
3.2.1. Remedial Instructions
3.2.2. Show Cause Order
3.2.3. Termination Notice
3.2.4. Show Cause & Suspension Notice
3.2.5. Close Case

The Licensing Authority will use her/his judgement to take appropriate action, from
the above, based on the report and will only close case after a reply is received from
Dealer regarding compliance. For instance,

If it is seen in the report that there are only minor discrepancies and irregularities such
as conditions related to display or record maintenance ( apart from e-PoS generated
bill ) or storage conditions ( in case of godown size and conditions) the licensing
authority could use the option of remedial instructions to provide for remedies and
only after receiving written compliance from the dealer should close the case.

Furthermore, in cases where there are gross mismatch between the e-PoS stock and
physical stock the licensing authorities can, based on the degree of irregularities, issue
‘Show cause Order’ or ‘Show cause & Suspension Notice’ and only after deliberation
and giving the concerned dealer a chance to explain her/himself through personal
hearing and/or written submission, should the licensing authority be issuing
Termination Notice.

Only after compliance from dealer and/or compliance from Inspector in case of
business reduction volume and termination and shifting of e-PoS and physical stock to
the tagged FPS would the licensing authority close the case.

<« @ foodwb.gowinffood/inspector/inspectionReport_View_SCFS.asp a = « » 00
(<]
@ FPS License Generation
@ vigilance Document Upload
@ Stock
@ Billing report
@ PS5 Vacancy
Part-Vi: Uploads
@ FPS Status Reconciliation
@ Dealer Bill Claim
@ Create User FPS
@ FPS Application
@ vaccination Report

@ Duare Ration

@ Employee Covid Vaccination
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3.3.The action taken by the licensing authority will show up on the next page. In case of
show cause notice, the below-shown page will be shown and the details like Memo
No. and contravention of relevant articles of PDS orders and then click on ‘Save and
Preview’ and then click ‘Send’. This will take the relevant notice to the login of the
Dealer.

€ > C @& foodwb.govin/food/Inspector/ShowCauseNotice Form.aspx a = & » 0 E H

@ Show Cause Notice

@ FPS License Generation

@ vigilanca Document Upload
GOVERNMENT OF WEST BENGAL

@ Sstock DEPARTMENT OF FOOD & SUPPLIES
- Officer of the Sub-Divisional C: foning Officer, Food & Suppli
@ Billing report
pem obc. Dot 02/08/2022 00:00:00
@ FPSVacancy
e 133200600006/002 Cezellerns 09/08/2022 00:00:00
@ FPS Status Reconciliation
EB= Sude 133200800006 PRSI MD. BANU SEIKH
@ Dealer Bill Claim
o,
@ Create User FPS
MD. BANU SEIKH
@ FPs Application sub: Show cause notice

This s to inform you that in the inspection under reference the following irregularities have been found:
@ Vaccination Report

@ Duare Ration
@ Employee Covid Vactination <

@ smosspE— %

Step 4: Reply by FPS Dealer

4.1.Dealer will login to his account in the portal and will click on ‘Inspection’ in the
left menu and select ‘Inspection Report’. In that, he will choose the month and
year and inspection reports will show in the following manner. He will click on
‘show cause notice issued/other action that has been taken by the Licensing
Authority’.

€ > C @ foodwb.gowin/food/Inspector/inspectionRagister_Dealer.aspx a @ +« » 00

Inspection Calendar and Reports

th August
i 01 28/08/2022 06100 PM

00/08/2022 04130 PM BIFS_MLD_2220 w
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4.2.The show cause notice sent by the licensing authority will be shown in the page in
the following manner. The Dealer will upload his reply/clarification regarding the
same by clicking ‘upload’ and click ‘send’ which will send the reply to the
licensing authority.

€ > € @ foodwbgowin/food/Inspector/InspectionRegister_Dealer.aspx a e « »00 :
i Inspection Calendar and Reports

Inspection ID: 133200600006/002 Inspection Date 03/08/2022

Inspection Time 04:30PM Conducted By BIFS_MLD_2220

@ Stodk

@ Duare Ration
Notice Served :

@ Advise List

@ Covid Vaccination -

@ Inspection

@ Licence

@ NFsA

@ MIS Report

@ uiilities
@ Claim Bills

@ Vehicle Subsidy

Reply by Dealer : | choose File | Nofile chosen

Step 5: Action to be taken by Licensing
Authority

5.1. The Licensing Authority will login to his supply chain account and click on
‘Inspection Report” to check the status of the ongoing inspections. To move
forward with one of the active inspections, click on the Status against the relevant
inspection ID.

€« > C @ foodwb.gov.in/food/Inspector/InspectionRegister_SCFS.aspx a = v » 0O 0
@ FPS License Generation

Inspection Calendar and Reports

Selact Month: August -

Vigilance Document Upload
e B Setact vear: 2022 ~ [ search |

@ Stock

@ Billing report

ORI “nm“mmmm_
= | ———

@ FPS Status Reconciliation 28/08/2022  ©06:00  133200600006/001 133200600006  MD.BANU  BIFS_MLD_2220 ~
PM SEIKH
@ Dealer Bill Claim § 2
09/08/2022 04:30 133200600006/002 133200600008 MD. BANU BIFS_MLD_2220 ~ - w
P SEIKH

[ ] er FPS

@ FPS Application

@ Vaccination Report

1 by Department Of Food & Supplies.
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5.2.The licensing authgrity can see the reply of the dealer and then will send e-notice
for hearing or any other action that she/he may deem fit by entering the details as
shown below.

S Ao ow w0 @

Officor of the Sub Divisional Controlter/Rationing Officer, Food & Supplies

SCFS Malda Sadar

”

W vaccination Repurt

5.3.After hearing is complete, the licensing authority can login in the same page and
issue final order from the action dropdown. In the final order, detailed deliberation
will be made in the irregularities detected portion and what actions were taken by
the Dealer would need to be made. Furthermore, after proper adjudication, why a
certain action would be taken would be appropriate and the ensuing action would
have to entered.

5.4. A detailed MIS report has also been given at the login of the Licensing
Authorities and higher officials of the Department

#4609 09 08 0000

Additional Secreb

b\

a Xﬂd)
to the Govt. of West Bengal



