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OFFICE MEMORANDUM

Subject:Workchart for MSME-DI Offices

In addition to the existing activities being performed by the MSME-DI offices, the
following activities would henceforth also be performed.

1. They shall be responsible for the grievances arising from the MSMEs in their areas. They
would ensure that the grievances are attended to properly and any person having
grievances or suggestions is spoken to as far as possible and is satisfied about his
query/grievance/suggestion.

2. MSME-DI office would visit atleast 20-30 enterprises per officer available in the office. For
example, if 5 officers are posted in one office, the target for visiting the enterprises per
month is 100.

3. The office would prepare a district level and state level industrial plan every year in the
months of April and May and these reports should invariably be uploaded eve.rymonth on
the website of DC (MSME).

4. MSME-DI officers are to ensure that the data regarding all MSMEs existing in their
directorate is entered into the MSME Data Bank. To start with it should be ensured that the
data of all those enterprises which have benefited from any MSME scheme is entered in the
Data Bank.

5. MSME-Dls shall list all the clusters and should also prepare an Annual Report on the
working of the clusters in their jurisdiction. This report should be prepared in June/July
every year and should be uploaded on the website by August every year.

6. MSME-Dls should organize atleast one session on MSME schemes in association with one
industry organization every month.

7. MSME-Dls will try to encourage opening of atleast 10 new enterprises in their area every
month and the data of these enterprises will be uploaded on the website of DC (MSME).

8. MSME-Dls will give a monthly report on the industrial climate in their jurisdiction outlining
major areas of concern. This activity is to be completed by the 5th of every month and
communicated to the % DC (MSME).



9. MSME-Dls should ensure atleast two meetings of the State Coordination Committee (State
Level Advisory Board) every year.

10. MSME-Dls would hold meetings with KVIC, Coir Board, NSIC and other Central
Government agencies related to development of MSMEs in the State to discuss matters
concerning MSMEs once every quarter.

11. MSME-Dls should prepare a list of all the schemes of the State Government pertaining to
the MSME Sector and upload the same on the Dis website and update the same as and
when changes in the scheme take place. It should also list the best practices of MSME
Sector Schemes of the State and the innovative practices which the State has adopted to
facilitate ease of doing business, on its website.

12. MSME-Dls should prepare a note on the functioning and cases pending with MSEFCs in
the State atleast once in two months and send the same to the 010 DC (MSME).

13. MSME-Dls will send a monthly report to the % DC (MSME) highlighting the progress and
status on all the above activities.

This issues with the approval of Secretary (MSME).

~ ,..-
(Santanu Mitra)

Additional Development Commissioner

Heads of all MSME-Dls

Heads of all Br. MSME-Dls

Copy to:-

1. PS to Hon'ble Minister, MSME/PS to Hon'ble MoS, MSME
2. PPS to Secretary (MSME)/JS (SME)/JS(ARI)
3. PA to AS&DC
4. Director, SENET with a request to upload this OM on the website.


