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@rdgeruado 1

W W W W W U A

22020mINIAW] 30TV (WIdlem H®IYIEN0a]) aleb®]
a01G3 A @el a101GUIWMI Dalde elqy

District :

Block:

GramaPanchayath:

Name and Official designation of the Officer

Inspection
Date

Level of inspection: District/Block/GP (Strike out Not Applicable)

1. General Details Of The Work

a. Name of work and work code :

AS Amount Wage Amol

unt

Material Amount

Unskilled Persondays

2. Project Meeting & Site Diary

a. Whether Project meeting . -
conducted Yes |:| No |:| Date of Project Meeting:
b. List of officers attended the project meeting( Put v mark)
Assistant No. of
Secretary AE Overseer VEO No of mates appointed
Secretary workers

Any other officers(Specify)

c. Whether site diary is kept by the
mate and available for verification

Yes D No D

d. Whether the details of the project recorded
in the site diary

z
o

e. Is the estimate of the work available
at work site

Yes D No D

f. Is estimate in local language showing the
quantity of the work to be done amount
and quality of material to be used, number
of employement created etc.is available at
work site

)
8

g. Whether the work is executing as
per the estimate

Yes D No D

h. Do all workers have clear knowledge about
the quantity and outcome of the work

z
o

o | O OO0

3. Muster Roll

*BPO
aWhether Muster Roll available at b.Whether the Muster Roll available is *GPS
work site for verification Yes D No D properly signed and stamped by:

c. Whether workers present
r_ecorded the attendance with their Yes D No D d. Total Number of workers included in
signature Muster Roll
29
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e. No. of workers present at the time

of Inspection

f.Whetherany attendance columns have

correction/ overwriting/Tampering etc

Yes D

No

]

g. if Yes, Specify the name of workers with jobcard number:

4. Job Card

a.  Whether all Job
cards are kept with

the workers at work

site

Yes D No D

b.if No specify the name of
workers & job card number
in MR

c. Whether the Job
cards are Kept by
mate or any other

person d. Whether the Jobcards are recorded with all relevant Yes D
Yes D No D details of the work
No D
5. Mate
b. Whether the mate is

a. Name and Jobcard newly appointed by the GP

Number of Mate Secretary by an order or Yes D No D

work order
c.Whether the mate has been
trainined. Yes D No D d. If so by whom : KILA /BPO
e.Whether the mate is well aware of the work, its estimate
expected quantity and outcome of the work and rights of workers
(Put v mark) f. For how long the mate has
been incharge of the present
e q work | s Days
i)Fully Aware XPamaIIy iii)Not at all Aware
ware

6. Work site Facilities

a. a.lsdrinking water - o
made available Yes D No D b. Is provision for shade provided Yes D No D

c. c.ls first aid kit with  all d. d.if No, specify the items not

stipulated items  provided | Yes D No D provided
e. Whether Gloves and
Gumboots are needed in the f. if yes, whether they are provided

Yes No Yes No

work site D D D D

7. Proactive Disclosure

A. Has CIB erected with details such as : ( Put v mark)

Name of Work and Work code/Amount of the work/

B. Whether any items of work executed by any Yes D
agencies / Contractors other than Workers
No [ |

Amount of wage /Amount of material /Person days If yes, Specify:

8. Name and Designation of Officers Inspected the work site before this Inspection

Name, Designation

il

3.

& Office

28

4,

30
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9. Work File Inspection Report( This report is to be filled on verifying work file kept at GP)

1. Whether the File has a check list of file contents/

enclosure ( 22 prescribed items)

No

Yes D

2.if No
Specify

3. Whether the 7 registers properly kept are updated,

Yes
No

4.if No
Specify

5. Whetherthe Monthly Rozgar Divas is being Yes

observed in the GP

No

]
]
6.Whether the inspected works
]
]

is coverged with any other
scheme.

7. If yes specify

Yes D
No D

8.Name of Officers & Department involved in
the implementation of the Project other than

GP  Officers

9. The serial number of
the work in the AAP

10. Has proper demand for the work
kept in the file

Yes D No D

11.Has the work provided within 15 days
demand

z <
o Q

12 Whether the work is individual
beneficiary oriented

Yes D No D

13. Whether the beneficiary
selected by Grama Sabha

z <
o Q

14. Has the beneficiary list
properly attested by GP is kept with
MGNREGS file

Yes D No D

15.Whether the previous MR was closed
by AE within 3 days

z <
o Q

16. Whether the MR is
authenticated by the mate

Yes D No D

17. Whether the MR has been
counter certified by two workers
With their Names, Jobcard numbers &
signatures

)
8

O O O

4
o

18. Is the payment process
of Muster Rolls made within T+8 at
GP level

Yes D No D

19.1f no, Name of Officer who
is responsible for the delay and
number of days of delay

20. Any Other suggection/ recommentation to impove the

quality of work, file system etc.

21. Whether the copy of this inspection report has given to the : ( Put v mark)

GPS /BPO /JPC/DPC

*BPO—> Block Programme Officer *GPS—> Grama Panchayath Secretary ( Attach additional
sheet w.r.t the details of observations and corrective meassures taken)

Signature of the officer
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Initials of Accredited
Engineer/Overseer

Date
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Initials of Accredited
Engineer/Overseer

Date

aqud c0o8)o
NITWE |G GO6
8o W1.e.63.86
218 2051w @1
ol

Initials of Date Entry
Operator

Date
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o2audo2FMmow] Initials of Accredited
CORIUS 3oaIG Engineer/Overseer
mlodes elEla]

olo®] Date

9alse ooaudeaagl | Initials of AE/AEE
Mo ag)o.eniano

29 GOaIMS)o
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Initials of Secretary

Date
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Initials of Data Entry
Operator

Date

enile] ag)9y@ &av
(5018 avad
afloenals @loo)

Initials of Secretary

Date

GQI®Mo MTIH1W
»loml

Initials of Secretary

Date

GENIOBEGRIDE)
0l¢jods eaITd®
ol

Initials of Data Entry
Operator

Date

WwoQo ag)ad(sl
Mmsomle ®loo]

Initials of Data Entry
Operator

Date
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STANDARD CONTENTS OF A
CASE RECORD/WORKFILE

Document to
be placed in the
Case Record/
Work File

Description of the document

The Case Record/Work File is to be bound in a hard paper cover to
organize the relevant documents related to the project/work. The
cover of the Case Record/Work File should be used to keep summary
information about the project/work viz Name of the work, location
1 Cover Page (Village, GP. Block, District, State, GPS Location), Work Category,
Work Start Date, Estimated timeline for completion of work, Work
End Date, Estimated Cost (Mentioning Convergence Fund, if any),
Actual Expenditure, Date of Social Audit. PIA details, the work code
of the asset and date of geo tagging of the asset.

The first page in the Case Record/Work File is the page of contents,
Checklist of Docu- which includes the checklist of documents to be kept inside the
2 ments Case Record/Work File. All the documents are to be properly sort-
ed with reference to the relevant page numbers. This will be the
reference point for all documents in the Case Record/Work File.

The copy of the approved list highlighting the work (for which the

3 iggz:g:ﬁgagﬁa& Case Recort/Work File is being opened) along with a copy of the
Projects Gram Sabha resolution should be kept in the Case Record/Work

File for reference.

34 2a00ERIMNITW] AU lw(MIaTlem s)ru)oﬂelgocﬂ alBL® Gmem’lg(ﬂotﬁ' mo@(gcmm



Copy of Techni-
4 cal Estimate and
Design

For each project/work, preparation of the technical estimate is
mandatory. Based on the Technical Estimate of the Work, Technical
and Administrative Sanction will be obtained from the competent
authority and each Case Record/Work File shall include the technical
cost estimate of the project/work. Amodel technical estimate will
include the following:

a.

Cover page of the estimate: This will be the abstract of the
cost estimate indicating the total estimate, labour estimate,
material estimate and expected days for completion of the work.

Project report: The project report is a feasibility report of the
project/work. This provides physical, economic, social and
environmental feasibility of the work. It includes the process
of workimplementation and expected benefits to community/
individual beneficiary.

Detailed estimate: This will include the detailed description
and calculation of the quantity of work in terms of dimension
and cost of each item of work based on analysis of rate.

Analysis of rate: The Analysis of Rate is calculation of cost of
each item of a project/work, about the prevailing Schedule of
Rates (SoRs) of the State. It should also include the amount
of royalty to be paid.

Lead and Lift Statement: The lead statement reflects the unit
cost of each material showing the lead, source of procurement,
basic cost, carriage cost and royalty cost. Beyond an accept-
able lead/lift distance/height, the lead and lift statement also
shows the additional labour required for transporting materials/
earth excavation.

Material statement: The material statement includes the
quantity and types of materials required for construction of
the project/work based on the approved rate under the SoRs.

Labour abstract: The labour abstract s the projection of labour
requirement forimplementation of the project/work. It provides
the number and categories of labour required for the project/
work, such as skilled, semi-skilled and unskilled labour. This
should be in an optimum combination of all types of labour to
avoid over or under employment of the labour.

Drawings and design: Prior to the preparation of technical
estimate, a design of the project/work should be done to cal-
culate dimensions of each item of work. The dimensions of
each item of work are transformed into engineering drawing,
which is a graphical language that communicates the ideas
and information from the designer to implementer. This will
ensure the structural stability of the asset.

Survey data: This is the primary and secondary data collected
for the preparation of the technical estimate, based on which
the design and drawing of the project/work will be prepared.
This should be annexed to the technical estimate to validate the
calculations made for the preparation of the technical estimate.
Besides, the location of the asset should also be indicated in
amap with adjoining/nearby structures.

The technical estimate should also include the cost of standardized
Citizen Information Board.
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Technical Sanction

The Technical Sanction is an appraisal and approval of the estimat-
ed cost of the project/work. This includes estimated cost of both
labour and material component of the project/work. The technical
approvalis accorded by the Technical Staff such as Junior Engineer,
Assistant Engineer, Executive Engineer, Superintendent Engineer
etc. The technical sanction should also include the total estimated
volume of work, labour and material component in reference to
the Schedule of Rate (SoR)

Administrative/
Financial Sanction

The administrative sanctionis the approval of work by the competent
authority, adhering to the prevailing financial rules of the State.
Foradministrative sanction following documents are prerequisite
and should be kept in the Case Record/Work File.

a. Copy of the Resolution of Gram Sabha, where the project has
been sanctioned.

b. Copy of approved shelf of projects by the delegated authority.
c. Copy of approved technical estimate of the work.

Convergence
Funds/Inputs, if any

Convergence from other schemes or departments includes as-
sistance as part of work execution to enhance durability or post
completion for livelihood support, as the case may be. In respect of
the project/work, in which funds are dovetailed from other schemes
to meet the cost of an identifiable part of the project, a complete
project proposal including all project activities and budget will be
a part of Case Record/Work File.

Demand Application
Form

In adherence to the provisions under the Act, two application
forms are prepared to be used by the MGNREGA wage seekers to
apply for employment under MGNREGA. These application forms
are different for the individual households and group of workers
applying together. The copies of the application form received from
the households will be maintained in the Case Record/Work File.

Work Allocation
Form

Onreceipt of application for employment from the MGNREGA work-
ers, the PO will allocate work to these workers within 15 days from
the date of receipt of the application. The work allocation notice
includes the details of the project such as its location, name of the
work, number of days of employment to be provided etc.

10

Copy of filled
e-Muster Rolls

The e-MR with proper serial number are to be maintained at the
worksite for recording of attendance of the workers. No kachha
MR (a document which is not authorized orissued by the PO) can
be used at the worksite for recording attendance. The copies of
the filled in e-Muster Rolls for each muster period of the work,
duly verified and certified by the competent authority should
be placed within the Case Record/Work File. In case of any State
maintaining paper Muster Roll, the copies of these Muster Rolls
should be kept within the Case Record/Work File. The recording
of attendance of the semi-skilled and skilled workers are done in
a paper muster roll. The payment to the semi-skilled and skilled
workers are to be made based on the measurement of the outturn
of work, as per SoRs and to be billed separately for payment under
material component.

36
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Copy of Measure-
ment Book

Each workis measured by an authorized technical person to calcu-
late the volume of work done. Based on the volume of work done,
the expenditure towards labour and material are calculated. The
measurement should be done for each muster period within a
project/work. All measurement of work done should be recored in
measurement book (MB) by the technical person, duly authorized
and issued by competent authority. The measurement should be
taken within 3 days from the closure of the MR. Appropriate check
measurement norms should be adopted by States to ensure that
the output and quality of works are done as per the technical and
financial estimate. In case of execution of works by the line de-
partments, the official from the line department who has accorded
technical sanction should conduct check measurement after the
work is completed. The photocopies of the filled in pages of the
Measurement Book/print copy of the e-MB (from MIS) pertain-
ing to a particular muster period should be kept inside the Case
Record/Work File.

12

Material Procure-
ment Document and
Usage

The quantity of materials required for a project/work should be
part of the technical estimate of the work. The procurement of
materials is to be made by authorized person, adhering to the
prevailing procurement/financial guidelines of the State. The
procurement processes at each stage of procurement should
be documented and kept in the Case Record/Work File. These
documents are quotation call notice, copy of quotation received,
comparative statement, approval of rate, purchase order etc. The
payment to the contractors/suppliers of the material should be
made against a valid tax bill and quantity of work calculated in
the Measurement Book.

13

Copy of Wage List

The Wage List is generated after the measurement of work for a
particular muster period for payment of wages. The copy of the
wage list should be kept in the Case Record/Work File.

Copies of Wage and
Material Payment
FTOs

The copies of FTOs generated for wage and material payment
for each muster period of the work needs to be kept in the Case
Record/ Work File. This would enable the implementing officials
to know the issues pertaining to the wage and material payments
made under the work.

Material Vouchers
and Bills

For payment to the suppliers/contractors, who have supplied re-
quired materials for the work, bills have to be prepared, indicating
the quantity of materials used, per unit price and total amount
payable. For the preparation of the bill, material supply vouchers are
to be submitted by the suppliers/contractors. The copies of these
vouchers and bills should be kept within the Case Record/Work File.

Copies of Receipts
of Royalty Paid

Copies of receipts of the royalties paid to Government (for example
tax paid to the local revenue authority for collection of sand, stone
etc.) should be kept inside the Case Record/Work File. These costs
are to be included in the technical estimate of the project/work.
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Photograph of the
Project/Work at
three stages-before,
during and after

For proper verification and validation of the project/work imple-
mented, photograph of the project/work should be taken in three
stages. First photograph should be taken before initiation of work,
second should be taken during the implementation and the final
photograph should be taken after the completion of the work.
Each photograph should be taken from the same angle and land
mark with the date printed over it. While taking the photograph it
should also be ensured that the Citizen Information Board for the
project/work is also included in the photograph.

18

Work Completion
Certificate

After the completion of the project/work the GRS/Mate/any other
official should submit a work completion certificate to the Pro-
gramme Officer duly certified by the Technical Personnel. The work
completion certificate includes the basic information about the
work, its code, actual work start and end date, actual expenditure
on wage and material components, date of social audit when the
asset was audited.

Muster Roll Move-
ment Slip

Timely payment of Wages within 15 days of closure of Muster Roll
is an entitlement of MGNREGA workers. Muster Roll Movement Slip
will track the process from generation of muster roll to the final
payment with the specific dates and the Official/Officer responsible.
This will enable to track and highlight the process which delays
the wage payments.

20

Geo-tagged photo-
graph of the Asset
(at least one stage)

Ministry has mandated geo tagging of all MGNREGA assets at three
stages. Beginning of the work, mid-way and on work completion.
At least one Geo-tagged photograph of the MGNREGA asset has
to be attached in Case Record/Work File.

21

Copy of Social Audit
Report of the work

Social Audit of works undertaken under MGNREGA are mandatory.
Currently Social Audits are conducted at the Gram Panchayat for
all the works implemented under MGNREGA for a particular period.
The report of Social Audit, if conducted needs to be placed in the
Case Record/Work File pertaining to the work for which the Case
Record/Work File is prepared.

22

Other State Specific
Documents
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