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[Section 4(1) (b) (iii)] 

 

 

Procedure followed in decision –making process 

Flow Process Chart for decision-making 

There are various sort s of  decision making process involved in t he hospit al 

1)       Relat ed t o pat ient  management  

2)       Relat ed t o complaint s received 

3)       Relat ed t o let t ers or Orders received in Admin Branch 

4)       Relat ed t o Requirement s and purchase of  Drugs.  Surgical Mat erials or 

Equipment s for Pat ient s care.  

5)  Relat ed t o Maint enance of  Hospit al Bui ldings 

6)  Relat ed t o RTI Mat t ers   

 

1) 

 

Flow Process of Patient Treatment 

S.No Act ivi t y Level of  Act ion Target ed Time* 

1 To get  Regist rat ion and 

Treat ment  Card prepared :  Eit her 

in OPD or Casualt y (for urgent  

at t ent ion) 

Regist rat ion Clerk 2-5 Minut es 

2 Consult  Doct or Doct or (JR,  SR,  MO 

or Special ist ) 

2-15 Minut es 

3 Get  Medicine pharmacist  10-15 Minut es 

4 If  needed Advised Invest igat ions Lab.  Asst .  5 Minut es 

5 Collect ions of  samples (During 

Collect ion hours) 

Lab.  Tech.  Checked 

by Pat hologist  

5 Minut es 

6 Performance of  invest igat ions 

(Test s on Samples) 

Lab.  Asst .  5 Minut es t o 2 

Hours 

7 Report  of  Blood or Urine Test  X-Ray Tech.  Next  Day in 

rout ine cases 

8 X-Ray Regist rat ion X-Ray Tech.  5 Minut es 

9 Taking X-Ray Fi lm  10 Minut es t o 2 

Hours (IVP) et c.  

10 Developing X-Ray Fi lm  30 Minut es 

11 Report ing of  X-Ray   5 t o 15 Minut es 

12 Report  of  X-Ray X-Ray Tech.  Next  Day in 

rout ine cases 

13 Pat ient  Requires Expert  Opinion Special ist  5-10 Minut es 

14 Dressing Dresser 15 Minut es 

15 Advised Operat ion Surgical Special ist  10 Minut es 

16 Pre Anaest het ic check up Anaest het ist  10 t o 20 Minut es 

17 Admission Regist rat ion Clerk 15 Minut es 

18 Discharge f rom Hospit al Junior/  Senior 20-30 Minut es 
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Resident  

 

*Not e:  Time f rame may vary depending upon work load.  

 

2)      

 

Flow Process Related to Complaints received 

S.No Act ivi t y Level of  act ion Time f rame 

1 Receiving of  Complaint  at  diary 

Count er or Complaint  Box 

Diary Clerk Same Day 

2 Scrut iny of  Document s and 

marking t o respect ive branch 

Medical 

Superint endent  

Same Day 

3 Dispat ch t o dealing assist ant  Diary Dispat ch 

Clerk 

Same Day 

4 Dealing wit h mat t er and put t ing 

up not e for decision 

Dealing Assist ant  Same Day 

5 Asking explanat ion f rom 

respondent  

Grievance Of f icer 2 t o 3 Days 

6 Receiving Explanat ion Respondent  4 t o 7 Days 

7 Decision Making Medical 

Superint endent  

2 t o 3 Days 

8 Preparing of  let t er t o 

Communicat e t he decision 

t aken t o concerned 

Dealing Assist ant  1 t o 2 Days 

9 Signat ure on Let t er/  Order Head of  Of f ice Same Day 

10 Dispat ch of  order Diary Dispat ch 

Clerk 

Same Day 

 

*Not e:  Time f rame may vary depending upon work load.  

 

3 

 

Flow Process Related to Admin Branch 

S.No.  Act ivi t y Level of  act ion Time f rame 

1 Receiving of  Let t er at  Diary 

Count er  

Diary Clerk Same Day 

2 Scrut iny of  Document s and 

marking t o respect ive branch 

Medical 

Superint endent  

Same Day 

3 Marking t o specif ic Dealing 

Assist ant  

Of f ice 

Superint endent  

Same Day 

4 Receiving by Dealing Assist ant  Clerk Next  Day 

5 Dealing wit h mat t er and put t ing 

up not e for decision 

Dealing Assist ant  1 t o 2 Days 

6 Checking not e for fact ual 

accuracy 

Of f ice 

Superint endent  

Same Day 

7 Suggest ing appropriat e act ion Head of  Of f ice Same Day 

8 Agreeing wit h decision or 

discussing alt ernat e act ion 

Medical 

Superint endent  

1 t o 2 Days 
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9 Preparing of  let t er t o 

Communicat e t he decision 

t aken t o concerned 

Dealing Assist ant  1 t o 2 Days 

10 Signat ure on Let t er/  Order Head of  Of f ice Same Day 

11 Dispat ch of  order Diary Dispat ch 

Clerk 

Same Day 

 

*Not e:  Time f rame may vary depending upon work load.  

 

4) Flow Process Related to Requirement and purchase of Drugs,  Surgical 

Material or Equipments for Patients care.  

 

S.  No Act ivi t y Level of  act ion Time f rame 

1 Receiving  of  Requirement  of  

mat erial f rom doct ors or ot her 

sect ions 

Diary Clerk Same Day 

2 Scrut iny of  Document s and 

marking t o respect ive branch 

Medical 

Supdt . / DMS 

Same Day 

3 Dispat ch t o specif ic st ores 

caret aker 

Diary Dispat ch 

Clerk 

Same Day 

4 Receiving by st ore keeper St ore keeper Same Day 

5 Checking of  St ock Posit ion and 

calculat ing previous years 

consumpt ion  

St ore keeper Same Day 

6 Checking not e for fact ual 

accuracy & need for 

requirement  

M.O. I/ C of  

concerned st ores  

1 Day 

7 Dispat ch t o D/ A-Purchase M.O. I/ C of  

concerned st ores 

Same day 

8 Checking if  approved rat es are 

avai lable which can be eit her 

of  t his hospit al or DHS or any 

ot her hospit al of  Govt .  of  

N.C.T.  i f  yes t hen go t o st ep 

no.  11  

D/ A-Purchase 1-2 Days 

9 If  no rat es are avai lable t hen 

check urgency f rom concerned 

person and t ake permission of  

Medical Superint endent  for 

St ep No.  10 

D/ A-Purchase 1 day 

10 Urgent  Requirement s t o be 

procured t hrough Local 

Purchase wit hin l imit  of  Rs.  

15000/  

D/ A-Purchase Upt o 2 days  

11 Put t ing up not e for 

procurement  

D/ A-Purchase Same Day 

12 Overal l  checking of  Purchase 1 t o 4 Days 
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requirement  and rat es et c.  Commit t ee 

13 Checking for ful l  observance of  

CODAL FORMALITIES for 

expendit ure f rom Government s 

fund and avai labi l i t y of  funds  

Assist ant  Account  

Of f icer (Nominee 

of  Finance 

Depart ment ) 

1Day 

14 Administ rat ive Approval and 

Expendit ure sanct ion for 

purchase of  required it em  

Medical 

Superint endent  

Same Day 

15 Preparing of  Supply Order t o 

Firm  

D/ A-Purchase 1 t o 2 Days 

16 Signat ure of  Supply order Purchase Of f icer Same Day 

17 Dispat ch of  Order Diary Dispat ch 

Clerk 

1Day 

18 Time t aken by supplier Supplier/ Vendor 1 day t o 3 mont hs-

as per t ender 

condit ions 

19 Receiving of  Mat erial Supply in 

st ores  

St ore keeper 

concerned 

1Day 

20 Verifying t hat  Mat erial is as 

per Supply Order 

Inspect ion 

Commit t ee along-

wit h M.O. I/ C 

st ores wit h help of  

Requisit ioning 

Doct or,  i f  required  

1-2 Days 

21 Ent ering mat erial in st ock 

regist er 

St ore keeper 

concerned 

1-2 Days 

22 Verifying on body of  bil l  St ore keeper 

concerned 

1-2 Days wit hin t he 

dat e of  receipt  

23 Check al l  Ent ries and verifying 

bi l l  

M.O. I/ C of  

concerned st ores 

Same Day 

24 Bil l  sent  t o Purchase Dept t .  D/ A-Purchase 1 day 

25 Put t ing up bi l l  on f i le and 

verif icat ion 

D/ A-Purchase and 

Purchase Of f icer 

1 day 

26 Cross Check by Account s 

funct ionary 

Assist ant  Account  

Of f icer 

1-2 Days 

25 Verif icat ion of  not e DMS Same Day 

26 Issue of  Expendit ure Sanct ion HOO 1Day 

28 Preparat ion of  Cont ingency Bil l  Clerk  Same Day 

28 Checking and signing of  Bi l l  Assist ant  Account  

Of f icer (DDO) 

Same Day 

28 Submission t o Pay and 

Account s Of f ice for 

Preparat ion of  Cheque 

Cashier 

 

On f ixed Days 

29 Receiving of  Cheque f rom 

P.A.O 

Cashier Af t er 2 t o 3 Days 

30 Issue Of  Cheque  t o Supplier Cashier Wit hin a Week 

31 Payment  Through ECS PAO As Per RBI 
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Guidelines 

 

*Not e:  Time f rame may vary depending upon work load.  

 

5) Flow Process Related to Maintenance of Hospital Building 

 

S.  No Act ivi t y Level of  act ion Time f rame 

1 Receiving of  Demand for Repair 

or Addit ion or Alt erat ion in 

bui lding f rom various in charges 

Diary Clerk Same Day 

2 Scrut iny of  Document s and 

marking t o respect ive branch 

MS/ DMS Same Day 

3 Marking t o (PWD) MS/  DMS Same Day 

4 Marking t o Caret aker of  clerk 

Dealing wit h PWD of  hospit al 

Nodal Of f icer 

(PWD) 

1Day 

5 Put s up on f i le wit h not e Dealing Clerk 1-2 Days 

6 Take decision for t ype of  work 

required 

MS/ DMS  1-2 Days 

7 Taking Approval for t he work MS/ DMS 1 Day 

8 Approval  and Sanct ion of  t he 

work 

Medical 

Superint endent  

Same day  

9 Sanct ion Order for Work 

execut ion is prepared 

Clerk 1-2 Days 

10 Signing of  Sanct ion Order for PE HOO 1 Day 

11 Dispat ch t o A.E.   PWD Elect  or 

Civi l 

Dispat ch Clerk Same Day 

12 Pet t y repair and maint enance 

works 

Concerned area 

incharge t hrough 

complaint  book 

Same day 

 

*Not e:  Time f rame may vary depending upon work load and nat ure of  work.  

 

6) 

 

Flow Process Related to RTI Matter 

S.  No Act ivi t y Level of  act ion Time f rame 

1 RTI Applicat ions Diary Clerk Same Day 

2 Marking t o APIO MS 1 Day 

3 Scrut iny of  Applicat ions & 

sending t o PIO 

APIO 1 t o 2 Days 

4 Marking t o various Of f icers 

(Deemed PIO)/ Transferred out  

PIO 1 t o 2 Days 

5 Submission of  repl ies Various Of f icers 

(Deemed PIO) 

3 t o 5 Days 

6 Scrut iny/ Consolidat ion of  

repl ies & sending t o APIO for 

f inal reply 

PIO 1 t o 2 Days 
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7 Preparat ion of  f inal Reply & 

sending t o PIO for f inal sign.  

APIO 1 t o 2 Days 

8 Final Scrut iny/ sign & sending t o 

APIO for Dispat ch 

PIO Same Day 

9 Reply Dispat ched t o Applicant  APIO 1 Day 

 

*Not e:  Time f rame may vary depending upon work load.  


