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ey STANDING INSTRUCTION N3 301
=

2 ¥ SFLg 'H“.'t- ‘.'
The Delhi Scheduls of Rates 193‘9 has I::aan mads applicabla -_‘:'_5‘*

in DDA with effect from 1,7,1990 vide this cl_f'_f'i_ce Cirnulm: Nu.l Zﬁ!ﬁgﬁ,

dt‘z}-'?fgu. i

The following guide lines should be strictly followed for *
indiecating the amcunt & technical sanction end also the amount to be

put in the tender document,

1s The estimate shall be sanctioned for the cost on the basea
. : ™ i
of Schedule rstes, Plus
24 Cest Of items analysed on the merket ratess Plue
3. Extre cost on aucuunt “of :liffarnnca n'l" iaaua retes of the

stipulated materialé li.r‘nr 'the buait: i'atea of DSR 1989,

Yoo

Wt My 7S
The sbova amount should be technically sencticned and shell

be used in indicating the estimated cosh :put t@ terider in the tender

documants. T
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DeDeAe :

Gﬁﬂ}f'tdivﬂ L S an Ponieie ol wernn et aed plae boo opmognt ok
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f¢: v All Zonal €hief Enoinaers with 25 spare coples for t:irnulatinn o

among all concerneds

-~ CeEe(Q.Cs) DDA with 10 spere copies for circulatione

- CiEe(Elécts) DOA'with 25-spare. coies :for:circulationy i
4e CyEe(Dosign) DDA with 5 spere copies for circulation,
Se G»I"‘L, Te5eBaTe with 5 gpare copies for circulastion,
6. Djrector (Hort.) North & Scuth.with 18 spare ;popies for airwlati
;i Ddrector (Unrks) mth 5 gpare ::upies for circulation, '
= . o faeiog o ;
o - v g s SG0M 0 Juga,
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" of cdonsiderable time, The main reason for the delay was

DELHI DEVELOPMENT AU T[-IDHI"'E . i b o
(BI' s OFFICE)

1~10.m1(1n183g16306 ~ DATED: 18.9-90
*STAYDING INST HICTIONS No._302 *

Sub: Tenders for supply of material-
Negotiation Procedure,. .

Tt has been observed that the- tenders received
for supply of material for Stores/Works were not being
processed promptly. They are sent to WAB after a lapse

observed to be the time consumed in conducting negotiations
with the lowest firms. Te WAB has decided that all tenders
meant for supply of material for DDA stores should be
processed with uvtmost Sp-’-‘Ed and, sent to Secy.WAB 1:-1'«93:I‘u=.==r':a|]:rl;,ar
within a pariod of about two weeks from the dat2 or receipt .
of tenders with inf‘crm'* tion as per proceedure and 1in
préescribed format., T WAB also decided that no officer
would enter into negotiations of any kind with any supplier/
cont ractor without its prior approval henceforth, .' |
2. If tenders are very urgent, the time of fifteen days ;
shall be furtker r2dvend . . 3 |
3. It was also decided that for the comparison of teznﬁered e
rates with rmm .t rk2s, il ziever necessary, the market /
rates must be nzsessed from the whole-gsalers/manufacturers £
and not from the retailors and if the whole-salers donob
agree to supply material directly thmugh authori&eﬂ
reputed dealers/stocktists.
This issues with tha concurrence of Enzmear
Mlamber. :
(Lo .
(s.K.Baja;”"l-?Tﬁﬁﬂ

Equ II tID E-Mt KSG w. {I'IAB}Q

All Chief Engineers i/c

Chief Enzinssr(Elzecth.). : /
Chief Eneineer(QC). :

Chief Account Officer,

Copy forwarded to: : _
11 ro TO VC E( e

2, PS to M} for the infomation of the. latter,
3. P8 to
4, Dir.(Works).
5. ®0,I,II & IIT,
_ 6. File I‘IG.WILE 1(76)YPE. X111, '| o
. LB 1 “‘: wh M r Loy Bl o g £ w
7. OScoy, 1 e rand AL J

E.0. II to .M /Secy. (WAB).
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- " DELHI DEVELOPMENT AUTHGRITY

mﬂ:zwﬂﬂ0131/16651 : dt;2§.9.90

STANDING INSTRUCTION NO:3Q3

It has come to notice that.the measurements redorded in.

Y

the Measurement Books do not indicate the 'locations of flﬁt Noe,

Block No, etc. and the testechecks carried out, if any, have alse

no meaning es the checking of the measurements is not pqésiblé

without the requisite details,

1t is therefore, decided that block No. and flat No.(edhec)
shall he_marked on the layout plan before recording the Firs% méﬁé-l
urement Q,refaranca.shall be given in the measurement book accordingly.
The plan indicating flat Nn, etc. shall be issued by the E.Es under

his own signatures. The practice will ceme into force with immediate

effects
This issues with concurrence of Engineer Member.
D}fa:tnr Hurks)
5 D-Qpﬂo
Copy tot=
1. All Zonal Chief Engineers with 25 sperp Pgﬁ4§3”§nd.c;;
- (Elect,) with 10 spare copies. e g A :

24 CeEe(QeCs) with 10 spare copies.

3é - C.Ee(D & T) with 10 spare crpies.

Ga Director(Hort.) MNorth & South with 10 spere cnpias.

Sa GeMay IeSeBaTe with 3 spare copiesa

be All £.E.g (Elacte.) for strict compliance.

Ta All E«0s & A.Es of E«Ma's office.

Be C+V.0,./DDA,

9« . copy to guard file,

E¢D|-I to E.M
DaD4 A

*w
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Pe.re. 3.23 of‘ the Gcmmittee on Petrtion 11'! Ihe 101311
Repert of ‘8th Lok S.a.bhe. hae reeemmerd.ed as' beleu‘ 5 t

.22 't 1In the 1light of- genera.l eemyleinte ebeut . i
lack of drinking water facilities e.n:l ether eieie e,memtiee :
in-different eelem.es deeeleped by DDA, tne Gmmittee feel '_ >
that it may be stipulated in the DDA rulesfregulatiene thet =it

peeseeeien of a DDA flat will not be hanc[ied ever _te tlle

bu.?er unless the particular 1eeeliﬁy hee been preeiaed w:l.th
drlnlc:.ng water facility and ether eeeent’ial eivie amenitiee. :
e~ Sinilarly a ehpule.hen can be made the,t befere a built up GEs " ;';?4-_é
\ house is allowed to be eeeupied :E‘er residentiel PHI‘PG-J%: i e
"gDDA will ensure that water cenneetien ie inete.lled. e ' _. i |
: It is therefore en;eyed upen al.l eeneerned «::-Ji'i':l.ee::-s,,vr ¥ B
officials to ensure implementatien of the abeve recommerﬂatlene ; 3l
of the Coumittee, | E i O S
_ Jill the conc erned efi‘ieerefeffieiel of the | }

hnglneering D..ptt. 1e.re e.beei-dingly required to ieeue a. "I:'? & i d
= cheek-list (as per periorma emleeed) of all points - : ST

: 1nui~..a.ting the cempletienjexpected date of completion of.
all essential servi.es, bueh check-1ist shall be ‘sent by
the concerned Engineering Of:iceérs: alongwith the costing

details/ figures so that Commissioner(H) is auvare of the
expected date when the scheme would be ready in all ;I_'eepeete.'
This issues with the approval of E.H.;‘I?Iie. :

Dl},r}e'e'f'g:—r e"ksJ

52 D, D, A.

Co to:

‘J._pJrr All Zonal Chief Enginecrs with 25 spare copies” for _
circulatien among all concerned, 5

2« Commlssioner(Housing) with 5 spare cepiee for eimule.tien. o v

3. Chief dngineer(Elect,),bui with 10 -JPJ.I‘E eep...ee for S
circulstion.




Gﬂqﬁt ructioanOuS:.ng .._ T -.:I__,'E':'_':_'-':'.. '*-_'. _._"-1.:'.".".: :I : __
1v, Ng o B B ot : :

LA |
—

e

%,

i b e

itce of the ux.hmginear

~

Hnmu uP Lhia tkﬂ;muh }

No, Of flats
Bloﬂk Ho. 4

4

-

Pcv.:ket i‘lt;::.1 <y T
-Local1ty | ,' ¥rs
.Uate. of cowrpleti;m . 3

Ccmpletion/ ect ed date
of avallability of .
water supply

(to be a.g ava:l.lable
E:ﬁ the DS & SOEem s e e o

:'ﬁlternative.arraHEEmant f'

fan}’..

Cnmpletion,{'-' eoted date :
of availability of .
lectricity

-+ (Ko he made avallable ‘s
~_by:the DisU),

Whether sewerage worl:s i
is complet ed and if +s0,;

: :-da,te : 25 r

" OR

10,

e -

11.

'within

: Alternat].ue arrdnge::}ant

il motorahle road 2 Ih :
- ccnnacticn ava:l.lable" :

g shc-piing fdcilit}

Date:s \ g;_o_qgter ﬁ;gngture

pering tending b.n.,,i'rieer

= o

Div,

G
A
s

- signature.
-Eﬁc.Engj:heer
- Housing/

Construction "
No.

!

e

T g

|
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- It isy thereforo, enjoined upon all the officer

._'_' :Iﬂ

bl [ " } 5 s P‘Q-_

Clause~2 should qF taken very seriously and the works, specialf -{i&}ﬁﬁ
: : b - LA

. ! . o e 4
residential buildings got cnnplated-in all raspecta-up to the Hﬁﬁr 2
o ahg

copt &f white uﬁshlng take the properties under their pUSEBSSlDﬂ

'.match & ward and cluse the chtract as qulnkly as pcssihla. In ce
i . %
all the occuphnts are not Expnctcd to come, thmh thay can clusa tha

¥i o

contract «in such a manner taking thn fittings Etct.if_ﬂEEd be and
prepare a few daductiuﬂlitem statnmant; for inFn@plgte items. 'Hﬂmeuar;
gsuch items will be of a'very small magnitudo and there should be no
difficulty, Theso iﬂstrunt;uns should be followed strictly hereafter
gnd procestation of contractors not allowed on one pretext or the

|M\NJ\

aother s

PR ITT 1“
; Enelfecr Mambﬂx
BiDelts
"Copy tot=
Te All Zonal Chief Engineers with 25 spare copies for circulation
amonn all coneorned,
%e CaEs(0.Ce) DDA with 10 spare copics for circulation, -
3 C.Ee(Doglon) with 5 spare copics for circulation, .
da CoEe(Electricnl) DDA with 10 spare copies for circulation.
Se GeMey I454BeTa with 3 sparc copies for eirculation,
(- ARll EsDs & AsEgy, E.Me's offico.

(o

{/ ;"‘_{‘_1‘ "'!-_-*-o--"

E.D.—I to E.H’"
Du.Dufa

)%



n0:EM(10) B3/17566 ' 5 dte 17410490

STANDING INSTRUCTION NOsQs

b

The instructions were issued vide this office circuiﬁ£ Na;2é?
issved under reference NG.EH1{10)53f205ﬁd dt.25.11 89 that atlugst,zﬁﬁr
o' the tests of the mntnrials ‘ba got done by-thn Exechtiun Enwinﬂoﬂ" ‘n.
the outsidae gout; laburatnrins like Quality Control Labqratnrté; of DDA
CPWD laboratories, National Test Hnusa;tNFL ato, in addgtiun of getting

the meterials tested in the labnraturin; sot up by the Zonosa

It hns beon brought to tho nttico of the undersigned that these

instructions ere not strictly being followed by the finld units/offices.

It has boen further noticed that the samples of finz aggregates
like course sand etce arc very reorely sent by the field unit;‘ta the ebove
lsboratories for testinge As per tho above requirementa ~25% ﬁf suﬁh
samples must be got tested by the 1. 2ld units from the leboratories othor

than field/Zonal laboretories.

.1t is once again omphasiscd that the above instructions must .

be followed vory strictly feiling which action shall be takon egainst

&

Dirnctuffﬁ#;:;T‘fflu

the Befaulting officors/officials,

] D-D-.ﬁl s
Copy tote
Te All Zoenal Chiaf Engineers with 15 spare copics for citculation
among all concernods
o
24 CeE.(QC) DDA with 10 spare copivs for circulction,
3 CeEs(Elucts) ODA with 25 sparc copins for circulatior,
4a CeEe(Dosign) DDA with 5 sparo ecoples for circulationd
e GeMe I.5.B.T. with 5 sparo coplus for circulrtion,
Ga Direcctor (Hort,) North & South with 10 sperc copilus Fﬁr_
circulation.
b -
e AR

E.D.;l LU Celis
DeDa s



DELHI CEVELORMENT AUIHUHLIT
ENGINEER MEMBER'S OFFICE

0s EM1(10) B3/ 17567 de 17,1090

Sr.ﬁ.[”al: L oo . di i A |,' Ni!"!m

It has been repnrted by C.E.(QC) Cell that in a few cases
Executive Engineers did not adhere to the inspection ascheduls and
on sgveral occassions, records were not made availatle to the U«Ce

I:ﬂ‘ll in ti me g

This not only leoads to inconvenkenco to the inspecting
officers but also rosults in avoidable wssteof time.

All Exceutive Engineeors aro therefore, directed to ensure
thet tho records arc made available immediatoly whenever required Ey

: E.E-(EC}/U;E. Call, They should alse adhcro to the prﬁgrammes and

chsure that they precsont thqmsnlues at the sppointec place in time
and if due to some very unavoidable reessons it is not pﬂssih&P to keop
the appointment, CeEe/S+Ee/E.Ee of Q.Ce Coll should be informed well
in ﬂdunﬂﬂﬂ.‘ Exocutive Enginesrs should elso Co~oporate with 0+Cs- Call
aidd rondir nocossery nssistance fec a;aninatipn of records avd gibke
inspecetions

All these instructions may plsésﬂ also be brought to the

notiec of a1l concerncd for strict oompliznces

4

h\.__’-“'r_- E
Directo Works)
DeDsAa
Copy tote
Ta All Zonel Chief Enginacrs with 15 spare copies for circulaetion
amonn nll concernods 2
% r.F.(QC) DDA with 10 spare copios for circulstion.
N c.C.(Eloct.) DDA with 25 spero copius for circulation
&e CoEe(Dasign) DDA with 5 spare mpics for circulation.
G GeMs - I1454BeTe with 5 sparc copius for circulation,
fa Directﬂr{Hnrt.} Morth é Sputh with 10 sparc coples.
i B —-

-

Ewla=I to Eslle

~ n A
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_ENGINEER MEMBER'S Uritic

rJD:E:ﬂ1(;|nr)33f,gﬁ\q/ X dt. 31.10.95

STANDIN® IMiiTrbl 700 10: 338

—— . ——

1MPORTANT ASPECTS:

It has boen ebserved th=t thc fellowing important sspects

of the projects/contrects are not fully reslised for theoir proper

" Amplementetlion for obtaining desired resulis. Those shall strictly

be followcd by all the Engincers concorncds=

Ay CoPeWeDa specifications is contract erionteds The

items mentioned in the specifications are to be observed
in the contract. The moasurement of stacks of materials
on roads, as stipulated, if not done, would mcan & contract

“.violation,

Ze Samm The Engineers at sitc hevo to follow proporly proparod
drawings. No road work should bo carrigd out ugithnut an_
" sppropriate loncitudinal section and also & principal decision
. ¥ 2

— r

" whather the sub]enﬁ baso is preparad after prepering o Eux
D
cut or being prepered on the consolidated earth surface. It
hes been observed at pome placcs that the Engincers do not
~ know what is to be followcds In fact, at quits e fow places
properly spprofod longitudinal section of the road in pregross
havo nét even been suens, It is also nccessary to know in which

pertion of tho road cross socction is the road being constructod

at that timo.

j, In Dwarka, a pattorrn of ducting with the essential services
+ is roquircd to be followad which should b taken up with the

DeEeSelde and CeEs(Elocts) should br: informoeds

A gas Plinth lcvels of important buildinos arc to be fixcd cerc-

Y fully, Plinth lovols of =ll buildings for which technical

H‘“*d~-f7fa-
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sanctions arc given by S.fg ond cbovn, shall be fixed in
consultations with “.". Plirt: Jevel: for all the huildi.n*s
techricelly sanctioned by thco E.F_'-s will hrve to b Fixed b
the E.Es himself. MNo AsEs shall bc allowed or permitted to
procecd with excavation without knowing the plinth lowvel of
j;.f * the buildina 2nd the level at which foundation is to be laid.
" The Exccutive Engincer- will give the rucordid instructions to

% the' ficld formetions about the livels end plinth to Lo fixcd.

S All structural and Engincuoring werking drawings proparod
to'scalu shell ba signud by e compotont officer tochnically

aart_c\‘;i oning thu worke

This issugs with the concurrance of the.E.M./DDA,

R T ) "J Ao ”
e 2O s P Dircctorf{Torks)
A : T i Da Ds Fl_l_
v Copy toi=
o 1e All C.EsfCeE.{Eloct.) DDA
2 All. S.Es ifc SSW's with 30 sparc copics for circulation among
S EeEs/SeWs/RsEs/Ae5eHss -
33 —  Thiof Architoctse
;.fl'l'; . hfv..-r"-.l 2277
: : EsDe=1 to E.Me
- : . i I R
: ] &
. W
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DELHI DEVELOPMENT AUTHORITY
ENGINEER MEMBER'S COFFICE

110083/ aeon it iouto

STANDING INSTRUCTION Ng,309

The Chief Technical Examiner during inspection of one of the
"aurks Of DDA has observed that ontitormils trostment wes done only undné
i i i L

floorss It wns stated by the field Encinners to Chief Technical Exeminer

‘thot the treatment was done ns per the C.E's’circular No,13(6)71~HOI/4370

'dte20412.72s This is a very old circulsr and at tha'ﬁimﬂ,it wes isgued

%

CPWD spuciflcétiﬂns and talnuzfm.lsa codas for 9ntitarmite treatment were

not frameds. As now the CPWD spnciflcatiun 1977 Vol,I para 2.20 2 specify~

'tdrpruhenaluﬂly, the veriows ereas wharo the ﬂntitl m&tﬂ trﬂatant rhould
A

be dﬂnﬂ. tho old ciruulﬂr datod 2D;12.12 be tr:ﬂtﬂd B3 withdrnwn and thn

CPWD" spocifications 1977 VolyI' bo folloved strictly. \

LAVES Tﬁh'ﬂh;uu instructiods should mnticulﬂUnlyuqaqullumuﬂ by M1

¥ A"

TN _ EHCYREER wERiCn
f . D. D-,l!

-tnpy toi= _
Te ' n11 Zongl Chiof Eﬂﬁlnnﬂr with 25 spare nnpius for circulntion,

-2 Gs E.{G.E.} with 10 sparo copics for uirculatiun- : : |
18 ; F'-. < - ‘,-.__- -..a.'.

By GoMe T.5.B.T. with 4 spare coploss 1.
‘e Director (Hort.) Morth & Seuth with 10 spard copios.

Se . All EuOp & SeEg EeMe's Offices

'; y
. i

E -D..HI t.u E.Ms
Colle Ra
@,
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Tﬂ.
All the Cdwf Encineere
DeDe P

Subs Qurliity of coares gands

EelMs has toglred that tho following inatructions
shell be brought to the notice of sll concerned for quality

of coerpo pands

-

I

1s Waghing 14 required to bring silt content within
permlaalble limits, > - .
Ze If weshed gand does not have proper groding, the
vaeficioncy therein has to be meve good by mdxing

finc send in sulteble quantity.

All concorned may kincdly be advieod tec ensure strict

complirnce of sbove inatructions.

ML:-)

{7 L Cale e

]\.
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STANDING _INSTRUCTION NO. 310 :
Subs DPERATICN OF CLAUSE 10=CC_OF PWp=7 & B —== CLARLFICATION, b

Some doubts heve becn raisod regarding upur?tiun of claunh-1G-EE .I
in the cvent of lovwy of componsation under clouse 2 of the cuntract(Pﬂ!ﬂ?
& B)s It is bring interpretad thot in the event of levy of componsation,
the controctor shell not b componspteod ot nll For the cnmpnnenf of the .
works carried out beyond thu deate of impesgiticn of levy under clausc 2.
It is not n correct interprototion of the clausue The provieion clearly
specifies that such cumansﬁtinn for incrcase in prices of material and
lnbout shall vary the amcunt of the contracte This escalation shall.hu
payable as per the details given in the clause 10=CC, The compensation
is payablc on the guartorly ﬁuengL bagis which amounts tc variation in
the contrect which continues dering the stipulsted period of the contract
includiﬁq such puriods for which the contract is validly E:xt-undud undor
the provision of clausc 5 of the contract without any action under cleauso
2. In case of action under clsuse 2, further onhencement in amount is not
2lloweds Thu enhancoment already allowed continucs for the work exccuted .

beyond thet dato.

*

To make it Furthor clear lot us assume thet thoe bH5L'inﬂx ét the
time of receipt of tondors soy 01.N1.85 was 100. The contract wes ua%}dl;
pxtondod under clousn 5 without lewvy of compensation upto 01.01.88, when
compensation was levicd undur clausc 2 of the contract. Tho work astuolly
comploted on 31.03.88. On 01.01.88, the cost indud r;isﬂd to 180- which
further rosc to 190 by 31.03.88. The intension of thc clause is not to
give benofit to the contractor for the rise from 180 tr 190 but not to
deprive him of the risc from 100 to 180, Boyond 01.01.88 till 31.03.88, the
paymnt ol the unnpunsntirk Em the contractor shﬂ]l.hﬂ restricted to that
ceorresponding Lo the index of 108 and ehnll nob bo pelid for furthor riso
beyend thate  The question of paying him only to the level of 100 boeyond.’
01.01.88 simply decs not arisc,

Thisg issucs with the opproval of Engincer Moinbure

E?k.___ﬂ-...,’:"’# % g
( KeKe Mutro)a )
Director(Works ) -

Copy tois
1« All zun11 CEs with 15 sperc copius for circulation among all Concernoe. g
2+ C+E.(QC) DDA with 10 spare copies for circulation. . WA
3, CE(Elccts)DDA with 25 sparc copiecs for circulation. L

e

4e CoE.(Design)pPDP with 5 spare copics for circulatione
S¢ G.M., ISBT with 5 sparc copics for circuletion.
6. Dircctor(Hort.)North & South with 10 sparc copics fmr circulatinﬂg,

rte

. (Aﬂ" - e
E.0.~I to E.M

L
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=  NOsEm(TOY83/ 20903/ cte? 21¢12.90

STANDING INSTRUCTI.ON Nos 311

It has baen pointed out by C.T.E, that in a number of ceses,
the part rates with-hold in case of ..*;n::urrulatu ltems exocuted by the
contractors arc insufficicnt for complotion of those itoms. Incidentally
it amoupts to unauthorised fimencizl mid to tho contractor and :aﬁ at
tims lead to financial loss to DDA when works might be abandaned b]; tho
contractor halfway or the contracts moy have to.be rescinded dud to alow

progrossy Btce

It is enjoined upon oll ficld officers thet they should be very
carcful in relcasing the part rates for incomplete items of work & should
gngure that the amount with held is commensurate with the requiroment to
get work completod L.0. considering the then proveiling merket rates of
materials, labour, otce Any violation of these instructions will be vicwed

suriouslys.

S &, -::. Ciaag el
— r’ 'R b
( W.D. DANDAGE )
Engimoor Mombor
DsDe As

Copy tote

1s All Zonsl Chicf Enginccre with 15 spar: copies for circulation
among ~ll concornods

2 _ C.E.(QC) DDA with 10 sperc copics for circulation.

Je C.Ee(Eluct.) DDA with 25 spare coplces for circulatidns
de C.E.(Dosign) DDA with 5 spare copics for cirsulation.
5. GeMey [45.B.Te with 5 sparc copics for cireulation.

Ee pirector(Hort.) North & South with 10 spere copica for

7 / circulation.
sl : * Lo B
/ EsDapl to E4M.
g DeDa N
e ” -'*-LL oy

L G el "J‘ - []{ jw

-

<Ll &'1-} vad wal ‘-“’__
[ o s — (-]

-

\
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e e e iy
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2, C.E.(QC) with 10 spsre copies.
3; C.E:(Elict.) with 25 spere copics.
4. C.E.(Designs) with 5 sp-re copics,

NOs 1BM1(10) 83 /195

STZNDING 1.SWRUCTION NOL312

Subs *]
CEus riisilg .

Verious practices were reported, to be in voguk. -

regording reimbursement to the contractors under clause 10CC

Operztion of Clause 10CC of PWD 7 & 8 - Clarificestion .

of Contract Forms PWD 7 & B. Vide Stoending Instructicnlwo.BlﬂJ

issued vide Ho EBM1(10)83,/20457 deted 13.12.90, certsin

clecrificetions were issued.

On rcconsideration of the who;ﬂ
matter in consultetion with the C.L.A.,it hes been decilded
that in case compengetlion 1s levied under clouse 2 of the
contrect for the unjustified period of delay in execution of
the work, no compensation undor clsuse 10CC iz to be pzid at
all., This can be expleined with reference to the séme .

illustration given in the obove Standing Order in as mukh as

\

beyond 1.1.88, the payments for the work done will be made only |

at the level of contrect ratcs thet means at the level correspon- -

ding to the base index of 100 »nd not repeet not a2t the level

ng modificd to that extent.
The roeceipt of this clirificstion be acknowledged.
All poyments mede so far under cliuse 10CC may be

reviewed immoedictoly so thot eny inaccuracles moy be set right

before the next running bills/final bills

cre peid to the
contrectors.

ﬁhi‘:\-\ ;’1

Y

R

£

( _“.D .I Dﬂn{ﬂagg.l ) f’_,a'l i
Epngincer Memboer i

1. &ll zonnl C.,Es (Civil) with 15 spere copies for
circulation to a1l concirned,

Dircetors(Hart.) -North & Scowth each with 10 spere copics.

(

b

The above Stonding Iustruction No.310 may be treated
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' DEIAI DEVELOEMENT AUTHORITY

No.E M f(lﬂ)_g':‘ﬁf 1985 Dt , the 6th February, 1991.

i

STANDING INSTRUCTION MO, 313

Subs iExpe&iting.bf drbitrstion cases.

Srah

It has been brougnt to my notice that not only that the:

are inordlnate delays in furnishing of counter statement of f: ..

e o te
to the arbitxators, but also unnecessarf requests for postpone

of detes for hesring. This is highly undesireble. In future
adJDurnment should be requested from the arbitrator by the LE
without obtzining the specific written prior approval of the CE.

CEs are requested to ensure strict compliance of these
orders and see that the permission to seek postponement is giver
in exceptional ceses. Before giving such exemptions, the possi-
bility of allowing the hearing to continue by deputing other
of £icers may #lso be seen perticularly in cases where less of
talking is recRiired and more of listening and jotting down the
points.

The contents-of this circular be brought to the notice o

all SEs and EEs immediately.

S D»Dandage T
- ; Engineer Mcmber

All CEs i/c CE(Elect)

with 20 copies of circular f[or circulation amongs the SEs/Eks,



s | DELHI DEVELCPMNT AUTHORITY

No.EM(10) 83/ 2096 Dated: 3,2,91

STANDING INSTRUCTION NO.314

It 1s hcriby orcored that the concditicn riger ding

‘ribatas for running & finel paymcnts, senction of retes for
oxtra Ltemg/subsitutcd itums and fer ruluase of svcurity +
dcposit incorporatcd in porcontege retc end itoem rete tendor

forms vize PWD-7 ond PWD-8, as slsc conditicn Nu.13(8)

« printed on form PWD=6( £he Nlt}hc cdeleted from a2ll future MITs.
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( WD+ DANDAGE)
ENGINCCR MCMUCR
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T

A

All CEs i/c CE(D&T),Eluct.,OC

¢
i Copy to:
e EsMe With rcfocrence to concurrence of Finance dt«25.1.%
ha.. 2e C.N.0.
Ie Ml S.Es ifc S.Es(Plge) fcr infcrmaticn & nocessery acticn.

de All E.Es.
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DELHI DEVELOMINT AJTHORITY,
ENG INELR AIMBER S DFFICE._

0.1.1(10)8 DATED:
NO. FM. 1(10) 3;‘209? _ :8,2,91 .

STANDING INSTRICTION NO. _ 45

1 CTE has observed that inspite of the
availability of CI pipes clags - L& in the
Central Stores the same hadl not been
stipulatel in the contricts of Water Supply
Mstribution system. The pipes procured
by the contractor from the open ﬁar’.{et aid
not conform to IS specific-tions in the
particular case. It is , therefore, enjqiqed
) upon all the Engineers of DDA to ensure ' .
stipulation of 211 items h:m:ié 1 by Central |
Stores in future NITs.
The list of items coull be obtained

. from SE(Stores) from time to time.

ey d

L
A

- - J;

(W.D. Daridage ¥

Enginger Member.

All Chief Enzineers i/cCivil & Elect. lliL:"
A1l Suptlz.Enzineers i/c Civil & Elect. I+
E11 Executive Enzineers i/c Civil & Elect.
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ph]" L DRV s me s a

No, 1110983/ 27 56 Dt., the agFeb., 1991, i
STANDING INSTRUCTIONS No,316

It has been observed that a number of employees of DDA Y
frequently approach non officials with a view to get themsglves _

- pes ted with o view o et themselves rﬂSth to a particular placc* ;
-of their choice, Vide Regulation 1l of Delhi Development | t
Authority(Salaries, Allowances & Conditions of Service) Regula- . ‘!

: ; . - .
tions 1961, the prdviéions.ofﬁthe Central Civil Services(Conduct) 4 1

Rules 1955,7as amended by the Ccntral Government from time to-
; tlme anply mutatis mutandis to the .scrvices and posts under the '
~ Authority. Rule 20 of the said.Conduct Rules reads as undcri-

n20, Conva¢51ng of .non~official or cthcr outside
inf luence: 1

No Government s bqrﬁant shall bring or attempt to bring any -
political or other outside influcnce to bear upon any ]
superior authority to further his intcrcsts in respect -of

mattens nertainlng to his service under’, bﬂvernmcnt‘ Lf'

L
While thcrL is no objection to any employee agpproaching

~ the competﬂnt.authorlty for redressal of his pcrsonal grievence,
‘{f any, but this . has to bec . aftcr cnsuring propﬁr decorum and
discipline in the DrganiSatlon. .The written requests shculd bﬂ
-=nunﬂndithrnugh proper channel and should lay down the prccise
" problem being faced by ic ind1v1dqal and giving ad0quate rcason
for hls request, duly aupportﬂd by adequate cvidence, ;

Though the admirfistration will gﬂnerally try to acccmmodatL
as mal; recguests as possible, all the “~samc 1t should be clearly
borne in mind that while acaeding to such requests, the interests
of administration and the gquideclines laid down for dealing with
such requests have to be kep£ in view and cannot be simply
ignerad. '

Though se¢nior. officers hold 'steff hcarings' reccularly,
this docs not mean that any official yithout sending his recuest
rcpresentation through proper chennel and without. exhausting his
avenues of getting justice from lower levels approsches the scnior
officers by resorting to jumping techniques. This shewn his
divregird for Vin dsmedis Lo superiorh end oecosionslly mey refl

. -

his lock of foith in thow for giving justice to him,

1t is also one «df the dutics of supecrvisory officers to
cnsure that the grievances of their subordinates are dealt with
promptly end decisions on the requests are teken gxpeditiously
and convecyed to them, | o

All . concerned mey bt informed thet azpproaching non'i
officiaits for furthering their own intcrcsts is egainst the cond

= and it is likcly that if such cascs comc to the notice, th

LE




tial erort*J of the Lmalavets *ho rLsort to this tyni of un- \&
hcelfy“:r#ct;;&z which: is ﬁﬁclnﬁt thc conduct rulcs. In this g
' ~conncction, a CDpy-E?HFE?t‘“Qf“lﬂﬁlc decision Ne .4 below Conduck!
: hule 20 which is self explenrtory, is c¢ncloscd hercwith,

: Receipt of thls cormunication bt acknowledged and arrenge
_ants made to. hrlne the contents of this cormunicetion to the
,‘nDt1CE of all_ ccn:Lrned"-~-"

b,

- : LR ( F
-Encl' One. YOR A Bt 4 Englncar .Ember . ‘

. d ' R I I |
DI STRIBUTION:. L o Eehe ﬁﬁﬂl : |

All Chief Enq1ﬁ‘0r5/SE$ Civil' S Echt 1jc “h[uGJlD&TJ,
Dircctors(Hort) N & S,

CmnmlSSloner{Lauds] . PRt

Commissioner(Housing) For bringing the contents of this
,1rLct0r{du1ld1ng} : communication tc all Enolneurs working

GO . with them,
EP(nnhini]_ S .



2 | DELI{I DE VELCPENY AUTHORITY
; ' . NAZAPAT BAANCH ] _
No.F«8(15) /82 -NB/PE-II [JS§-988 - Dated:.13.6.1991

ﬁ CIRCULHR' Fo /
“} i In continuation Oof the circular of even nmher ot - )4@6‘
1 dated 4.5.90, F.M.,DDA has been pleased to extend t t:': m /{,
4
4V, fperiod of carrying out the repairing Of the DiDsA. oy M7

r}r vehicles from the follﬂwind_wﬁk*shnps‘uptpl_31-8-91 I-T._.
5 :

5 . &= vy i
i R "
1. M/S Kashyap Autcmobiles, i i F _ n 6
e R.‘Lng Road, I.P.Estate, l - ; %
Near Vikas Minar, New Delhil ' : :

L

2. M/S. Ashfaq Heotora, . &
A-98-99, S.P.Mukharjl Market, : ¢
Mew Rohtak Road, . . :
by New Delhi-5

3. M/3 Pran Motcors,
. . 62=-B and 61/1-2, Church Road,
Jung Pura, Bhogal,
New Delhi,

4a M/S Santck Motors,
18, Mdhan Singh Market, :
I-N'Al ‘Ma.rket‘ MNew I)Elhi-23

5« M/S Delhi Tourist Transport Service Station,
Brige Hoshiar Singh Road,
Oppe. Laxmi Bal Nagar, New Delhi~-23.

It 1s, therefore, recuwested that . all official A
vehicles may please be got repaired from the aforesaid

approved work=shops only. ' o1, 0 .
| ' il |pl
5 N-VERMA )
IRECT K (MRZ.).
o copy forwarded for information and necessary action to:-
1. S« Lo VeCs for infnnnation of the later.
g Finance lMember

Engineer Member
4 DS eDs LO VaCe
5. commissioner (Personnel).
6« Commissioner (Housing)
7 commissioner (Lands)
B. commissioner (Cco-ordination)
9. Chief Vigilance Officer
10« chief Accounts Officer
11. Chie f legal Adviso
2. Chief Engineer Eq-r".'
3. chief Engineer (North Zone)
ﬁ 14. Chie £ Engineer (?'est 7Z.one )
15 Chief Engineer iEast Zone)
H 16« chief Engineer (South East Zone)

7t o A
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&

17« cChief Engineer (South West Zone)

18« cChief Engineer (Rohini) .

19« Chief Engineer (Electrical) ]
@ 0. cChief Engineer (Fly Ash and Brick Plant)
21. chief Engineer (Design and Training)

22. Director (DC&P) ; : =

23« Director (SPR)

24. Director (PP and Bldg:): G
25. Commissiorer (Planning) oA

26" F'A‘{.H}’;G-MHIISQBGTJ

27« commissiorer (Dwarka) W N
28+ Director (Hort.)North -
29« Director (Horte.)South -

30. Director (Nazarat) . A A

31. A.E«(automobile)
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DELII D EUI'L‘C PHENT AURTICHLTY

LAl _SECT. “
"g[ﬂtﬁ{";’r}-&u‘ifuah" ' *“""l l>
Subject: washing of cr.:-nx"t" st

Th= Chief Lngineer (L2 s s brouaht out
2 B
Cl:!:-.'mugh 2 number of msp:ct:.r.m?)‘l‘.lwr fact thaco the

. X ouv projidk .

Eog: arpur sind being bioualt rn "_n-'; sites js having
: R ; ;

cilt content wush hiohor ":mn A4 dovn in Lhe

epecificotizas. 1t appears 'Ln. t on sccount of cl““-""ﬂ "1‘? Bhatti

TS the supply of B= -'.upuur and hoes reducoed and ::.‘-1_‘--—'5!%&-
r
}Jf._vh-n s51 bl t . 3
s sand vl l..|1 i1t contunt is ~Avail-hls will: wery

LJ‘

el ﬁJfTJ;UlLY. in cone sane from olher sources
huving silt conlbent 1:.-:'.13{5}.-1 pronizzibls limit is
nul brought, Lhz only clicinaoliv~ Loft 1s Lo
wash Lhe Badarpur sond so os to hring Lhe sili
cenlent with:in the acceplable liwil, For this
pur}ma;&’th:- Chicef Enginceyps muskt enoare Hi_":l,: at
every sopEecch sile adequate numbor of hnua-nrfﬂngﬂn-nt'
zre made an¢d propsr washing of sind 2nd meintenance of
racord of silL contont i.u!furrgrnl’t:.r waching of sard

is mainteined so rs to enable not only the'site

staff but alsc the supervisory officers to satisfy
themselves that the sand ultimniely incorporated in

“Lhe work is cccerding to the spacificatlons. In case
4% proper and adequ ale arrzngements for washing of

send are nol mede we may not issue ceminlt to Lhe
contractors Lill §$?ﬁrrnnqemﬂnts are made, All

Chicef Engincers ond Suplbdg. Ynalneers are reqguesnied

Lo ensure Lhe complicnce of Lhese iusLIu»:'Liuns."uy all comcavned ,

"*i
5 spare copies of this letter are sent herewith
for onward transmicssion: foei~hirformaiser,

W»! f"'f/ﬂ

Lo 19

. (W.D.Dandage)
ctjwp;@“+hJuJJL—1 Engineer iicmber.
All Civil [Ingineers
An_the field.

P ——

Copy Yo CL [e> o fue Tnilen
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o : 5 3/ ‘r/

' | - S i ww (m) *
' - | *STANDING IHSTIUC; D Mo, _310___* % e Hm-u‘g Hsm
dealit . ; Bt B SO s g 5 S A R
o Subs Default in Nominations for the campulsury FeR~q|
| b courses like "Contract & Arbitration" -
g oo . . from UWth ‘o 8th Feb-'9‘l- '
¥ i'll 3
; i e

AT . "It hag been reported by the CE(Trg.); to
Enginur Member that against the required notimations
'of .36 Officets, only 16 officers were nominated, out

: uhinh only 12 officers actu:.lly attended that above
3 cited ctnrse,

b g SRR T T
= * g
=

1_ As lot of time, enargy and funds are invested in

F”" * ' arranging such tr:;tninz programmes and in case such -
no

: .oppnr\'.unity nra,fproporly avalled of, 1t is a direct

loss of vwlu'\ble rasnurces of DDA. Engineer Member, . ...,
DDA hnn, therefore, desired that suitable entries shall

bu mada in the CRs of cfficers who were to relieve

the officers nominated for the course.

ALl concemed ray please note for strict

. compliance.
A (AL
y \‘" -y : Q-"l'-—i‘b (R.G. B\hn mag'\r)“, h\ -

Pirector(wWorksa).

--""""ca,.y toi- J}/
i A1l Chief Engineers i/c C‘-‘{Elect ), CE(GQ
. CE(D&T) & Dir.(Hort.)-North & South,DD.:,

/ . All B8Es i/c¢ SE(Vig.),Dba.

e

. A1l E.Es ,DDA.

7‘}‘\. : | . (A4

}? n“&'.cn I W“a ‘L—"\mlbj m{mctu{’éﬁ?rkd) \'1 \‘-1\ | :, | :
73@z)cﬁﬂac/wo/ﬂr3 Goi tci ) 58,
&) d® Coby 1o 5y e o | _

Lt Jee lons @ qy ED,L‘E"T]L') 'ﬂmlhbﬂ“ b

G e R ;

i,““‘\-—'._..—.'__;_ g - éh .ﬂlJ
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DELH I DEVELOPMENT AUTHORITY,
(B's OFFICE)

no.m1(10183/h1+’+6 |
i DATED:21. 3. 91.

smnnmu INSTRICT IOW NO. 319. _

Sub: Amendment of clfmse 10 .in fom
' PWD-7 & B regarding collection of

em-pty cement bags.

Tt hag HEAG: ShaBTYel thak cement factories
hs,ve already disbanned t he prcceSs of collection of
: empty cement bags through collectinzg agents beecause
IsT hasimp.osad ban on refilling of empty cement
bags by the cement factories. It is, therefore,
decidad that necessaiy amendmen ts in contract forms

* e .

PND 7 & B etc.may' be made so as to delete the

- condition of collsction of empty cement bags
' by bag collecting agencies.

*..“

dage)
Enrineer Mamber,

L,

COpJ to all GEEXSEﬂfEEs(fiBldfPlﬂnnin g).
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contracks
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DELH I DEVELOPMENT AU HORITY.
(B1' s OFFICE)
No. M. 1( 10 )83 /4447
/ DATED :2143, 91

STANDING INSTRIJCTION NO, 320.
gub: Avoidance of repeat/gontractictory conlitions in the NIT. 8
It has been observéd that at Para 3.10 in the

——— ...—-,.....-._.._-—-'_---—r-"-"
-

NITs under "Specifications & Conditions" thg method of
fixing of hinges to door frames has been providad. Azain
"Additional Condition" No.kfgave the method of fixing
flat iron behind the frame to receive screws extanding | '
from the frame. These methods lead to cnntmfiiction

because hinges are only required to'be welded with.

angle iron frames. As such, while incorporating any
additional conditions/spe cificlation in tender papers,

care must be taken to see that there is nothing 'mn_tra.dictp'xy
or vague with reference provisibn, if any, alre'ad;.r

made in the NIT alsewhe re.

ebo .
All C. Es must ensure compliance of these instructicns

i

I ;-r-.*-‘_]: 5 S iy i- et a

s, O

while approving the NITs in future.

o

(2{ed.

o ——

(W. D.Dandaga) - .
Ehginear Member, : f

Wa

Copy to All Chief Engineers for strict ccg?pliance.

e s T



DELH I DEVELOPMENT AUTHORITY,
(IM' s OFFICE)

c DATED:21, 3, 91

L]
n

No. BM. 1( 10 )83/44L8
STANDING INSIRJCTION NO._ 52!

§gb Thange in Drgs.to be aveided after award of work.

"It has been observed that deviations carried
out during the execution of the works' are got approved
from the compatent au thority only at the time_t:f .
preparation of final bill. In this regard, it is
enjoined upon all CEs /SEs/EEs including planning
units not to resort to changes in qriginal drawings except
in anavoidable circumstances. Whensver the basic drawings
are changed after entering into. a coﬁtract, t he accepting
authority should supply correct schedule of quan tities
to AEs/EEs/SEs etce for keeping a clase watch on the
execution of the work on the basis of the changed drawings.
All CEs/SEs/LEs must exercise detailed éhecks
particularly, when the drawings are changed in order
to avoid audit objections and financial implications
at a later stage. [ \ \ {
(v AAC-? |
{H.D:D:nda.ger)

En giname mber.
)

Copy to All CEs/SEs/Eks(field/Planning).
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DELH I DEVELOPMENT AUTHORITY.
(BM's Office).

No.R1.1(10)83/4640 j b DATED:25.3. 914

STANDING INSTRJCTIONS NO.323.

of
Sub: Sezrezation of Quantitiesylean concrete under
floors & under ym11s .

It has been observed that in some of the contracts,

guantities of lean- concrete (1:5:10)-(1. cement:5 fine sand:

10 graded stone repreente 4O0mm nominal size) required to

be 1214 under floors had been clubbed with the lean concrete -

(1:5:10- 1 cement: 5 coarse sand: 10 graded stone aggregate
]

4Omm nominal size) required to be laid under walls and

retaining walls etc. This resulted in increase in cost of.

the Dwelling Units.

All Chief Engzineers/Superintending En_gineersf

Executive Bhezineers(Field /Planning )are directed to ensure that

such mix up is avoided. _
] \ " )
R /
(W.D.Dandage )
Enginzer Member.

Copy toa | 'f& 5

fﬁh\-“.\
1s Al Chief Engineers,
2« All.Suptdg.Engine ers.
3 Al]l Exemtive Engineers.




7 24

' DELHT DRVELOPMENT AUTHORITY.
~ (BM's OFFICE)

NO. M. 1(10)83/ 4641 D/LTED: 2 5/3}'?\

STANDING INSTRUCTIONS No.32h -

Sub: Preservation of publicity Jlocuments/
News paper cuttings.

It has been observed by t he CTE that
préss notifications got published in the newspapers
for inviting tenders ore not being preserved by the

Els iu the Divisionnl Of fioss and 2re not produced

before the Technical.ﬁudit or any other internal
inspections which creates doubt in the ﬁinds of the - -
lnspecting 2uthorities nbout proper publicity. & is,
thefefore; enjointd upon all Executive Ihgineers/
Divisionnl Accounbnnts to ensure that qaﬁi&s of such
préss tenider notices publighed in various newspapers
are preserved in the main file of the concerned works

for production during inspections atc.

-

\ X i

- (W.D.Dandage)
: Engzineer Member.
Copy to:- : M : _
"':"f.[. ;
All CEs/SEs/EEs of' DDi. "qﬂﬂ K

N 5 |

f: e e /,/ \_ :
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DELHI DEVELOPMENT AUTHORITY
( EM's Office )

No .EM,1( 10) /83/5 116 5t April, 1991

STANDING INSTRUCTION No,32%

Subs Laying of mud phaska by triangulation, Halding
of MS gr':lllu in full llngth.

1« It has been observed by the CTE that gquantity
of mud phasks provided on roof terraces is not being
calculated correctly, The measurements for arriving
at the average thickness of mud phaska layer after
excluding 25mm thick mud and bhoosa plaster are not -
being recorded correctly, Ridges and valleys are
required to br cremted on the roof terraces taking
into account the area to be drained thro' a parti-
cular drainage outlet, The measurements of each area
formed between adjacent ridges/valleys should be
recorded separately & average depth of mud phaska
should be computed after considering the wvolume

of mud phaska in each such catchment, All fleld _
engineers must ensure recording of measurements
accordingly. The terrace plan should be got approved
from the EE, showling the levels of the terracs

at all the salient points along all ridges & valleys
before work of terracing is allowed to proceed,

2 CTE has further observed that in some of the
works MS grills which are welded on to the standard
steel windows or other steel M5 window fraomes

are held to the frames by providing simple tack
welding which are not safe as the same are easlly
detachable by a slight hammering, Some of the S5Es
have taken a stand that CPWD Specifications do not
specify the type of welding to be provided for o
fixing MS grills to steel frames, In order to avoid
any adverse criticism, in this regard, all engineers
are directed to introduce a special condition in
N1Ts for welding along full length of contact of

MS grills with M5 frames of wiindows/doors under

" Particular Specifications™ in respect of all

future works in DDA, . -—
i/z(ka,.f WA
WA

(WeDs Dandage)
Engineer Membey ,DLA
5441991 3

Copy tol=
14 All CEs, SEs & Eis of DULA.
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DELH . ZivaouCPMENT AJTHORITY,
(IM' 5 OFFICE)

70, 1M, 1(10)83/5199¢% 204 DATED: <. 4-.9|
STALD ING JNGIHI T IQ__P__Q:E__
Subs Use of proper Contruct Forus in
DDi Works .

It has been observed by the C.T.E. that correct

Contract Forms are not beinz adopted by us as per paras

> & 3, Section 15, Chapter- III of CPWD Manual -Vol. IT.

. , - ' C e
411 concermed should ensurc use of proper 3
Contract Forms while approving tender doaamen tse ' \*

ALl Suptdg.Fhginee rs([}},{ﬁzlect. :
All Bx.Engineers(C)/(iizch.). : ' TR
M rector(Hort. )~ Ilcrth & Sou the

Dy.Directors(Hort.).

i
(W D.nun%ane ) &

Ihegineer Member, l"

ch‘}- tf)--ﬂ x | T

A1 Chief mgmears(cjmwt.) ('L\, i
1

i

e
L

g e e

¥
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B Feie

4 i
hii ~] ! DELIUEDEVELOPMENT AUTHORITY. ,
f!; : N;J_Ejvji{'_l'g)g'jgéjn[»\] - Dt., the 30th  April, 1991
‘éi | | C 1R C UL AR ey Suitiunclian 38327
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i;: e t ‘ Stjb_:l Tﬁ_.-j}l‘t:in_lggenmnt of old records.
;1"; I "h"'l‘;ihﬂnevﬁr any pending cases pertaining to CTE or CVO or
“}1‘, !1 QI.H]HI}J!I Control Cell are being discussed, one of the _excuses"p_-::’.itlm'
EH .’ forth 13 non availability of records, particularly the old ones. e )
-i > !, is quite likely that the old records’of these units which were closed -
‘ii = ] | are reniunmd or shifled elsewhere, were not properly h?nded_overf
: =Y ! talken over and simply bundled up in gunny bags. Il is quite -likely .
;‘;* ? that L.here was no proper handing over/taking over of such records
s:{ S and also subsequent proper up keep. It is, therefore, necessary
i" 9 . Lo sel apart record rooms of appropriate sizes with proper arrangements
;.1- = | .i v fur Reeping %ﬂg old records in a systemalic manner in the form
A . | of shelves, racks ete. All the records so bundled up and those not
> required for day to day use and hing with the various dealing hands
; v wiel officers should Dbe sent Lo such record rooms, soried out sub-
i D di \-‘isimu’ﬂriu‘sion,’C-!-r'cEe,-’Zonefar*eﬂw{se, subjectwise as the case
3 may be, and properly kepl in a r:hmrm!mgicdi order in the ﬁeqmd
rochts. Appropriate indicalor slips should be pasted on the various
- shelves so that a glance of such slips will indicate what the particular .
9 pile of files or other records can be localed near the siip_:v A proper
< list of all such records maintained in the record room .shﬂuld be

made oul in adequale nuwmber of copies and a copy of this list in-

varialdy be maintained not only with the record keeper but also

with head of the office, head of the seclion and also other senior
officers in the particular office.

Weeding of old records 's#mj.}tu‘ also be laken up simultaneously

Follencing the guidelines alreody available on the subject and a proper
record of the weeding oul operations taken up and the actual files/
registers weeded out on different davs duly authenticated by the

ofjficer ordering, the weeding oul by the officer actually carrying

aut  the weeding operalion-should be clearly entered in a register

pairetainedd ot poapse, :

Whenever any old record is called for, it should be possible,

_ . L ;&
wiil thwe help of these Iwo Ivpes of records, Lo indicale whether

e porllendar record has heen weeded oul or nol oand alse whether
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ncoaddition, iLis alse hecessary Lo ensure in fulure thal whenever

any records arve transferred from ond uj;mu lo another due to closure

of office, ifI{HI_!*L of charge, amu!guumnun of office e
.'mndmg m'@f ‘and taking over is effec

lists duly~signed by persons haneli

tc., proper
led and adequate number of

g over/laking over all such records
should be made out and one copy should be

‘elained by the person . .
another copy by the person taking over, one copy *
Mmaintained by the head of the office to whom

nanding  over,

the records are transferred

the office from whieh

| and  one copy mainlained by the head of
i | : i .
| Lhe records are transferred unless such office is wound up. '
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