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4.0 PWD Accounts of Works:
4.1 WORKS:
Classification of works according to cost:• Major work:- The work consisting more than Rs. 2Lakhs is termed as major work
• Minor work: -The work consisting more than 50,000/- but not exceeding Rs.
•

2Lakhs is known as minor work.
Petty Work: -The work whose cost not exceed 50,000/- is termed petty work.

Repair Work:•

Annual Repair: -This maintenance service is carried out to maintain the aesthetics of

•

buildings and services as well as to preserve their life, some works like white washing,
distempering, painting, cleaning of lines, tanks etc. are carried out periodically. These works
are planned on year to year basis. For this 1% to 1.5% of the original constructional cost of
the whole building is provided,
Special Repair: -Special repairs of building are undertaken to replace the existing parts of
buildings and services which get deteriorated on ageing of buildings. It is necessary to prevent
the structure & services from deterioration and restore it back to its original conditions to the
extent possible.

•

Quadrennial Repair:- Besides annual repair work of white washing, colour washing,
every fourth year special repair works are done for thorough repair as repainting of
doors & windows, patch repairs of plastering etc. special repair work every fourth
year is known Quadrennial Repair.

Contract
A contract is the agreement entered into voluntarily by two or more parties who
promise to exchange money, goods, or services according to a specified schedule and
are legally enforceable.
Contractor: A person or a firm who undertakes any type of contract.

Essentials of a Valid Contract

• There must be mutual agreement between the two parties,
• There must be an offer made by one party called the promisor.
• The other party called the “promise” must accept the offer.
• There must be considerations, which usually, payments in the form of money for
Doing of an act or abstinence from doing a particular act by promisor for promise.
• The offer and the acceptance should relate to something that is not prohibited by
Law.

Legality of Contracts
Some of the legal aspects of contracts are given below.
• For a contract to complete a definite piece of work, recovery is possible only after
Completion.
• The impracticality of a work cannot be excuse for non-performance.
• A contractor who refuses to carry out the work before completion can be subjected
For breach of contract
• When a contractor without lawful excuse, refuses to carry on the work after part
Performance, the employer may have to pay for the materials delivered on the site
By the contractor as distinguished from the materials, which have become fixed in
to the work.
• When a contract is formed and it becomes impossible to perform the work
Immediately or at a later date, it may be possible to adjust the rights and liabilities
Of the parties.

Types of Contract:
Contracts offered by PWD departments are mostly of following types:
1. Lump sum contract
2. Schedule contracts or Item Rate contract
3. Percentage Rate Contract
4. Labour contract
5. Materials supply contract
• Lump sum contract (/Drawings and Specifications Contract)
In this type of contract, the contractor undertakes the construction work or the execution
of the specified work and completes it in all respects for a fixed amount of money.
Detailed specifications of all items of works, detailed drawings, plans etc., are supplied by
the department to the contractor. The contractor on the basis of given details, works out
the total cost of the construction and quotes it in lump sum. The design, shape and materials
are as per the choice of contractor, but they have to be got approved before the
start of the work.
• Item Rate Contract (unit price)
In this type of contract, the contractor undertakes the work on the item rate basis. The
payment is done on the basis of quantities of items done and payments are made on the
basis of their respective rates. The quantities of various items are worked out by detailed
Measurements. This type of contract is also known as unit price contract. The
approximate quantities of all possible items of work are worked out and are shown in the
tender form. Every contractor quotes his rates against each item are arrives at the final
total amount of the work. This is the most common type of contract system, which is
Widely adopted.
• Percentage Rate Contract (cost-plus percentage)
In this type of contract the contractor agrees to take the work of construction for fixed
Percentage over the actual cost of construction. This type of contract is given when no
Contractor is agreeing to do work on other types due to uncertainties and fluctuations in
The market rates of materials and labour. The department keeps the actual up to date
Records of the expenditure incurred on the work and pays the fixed percentage as agreed
Over it to the contractor. The contractor arranges for the labour, materials required for
Completion of the work, and maintains proper account of the construction costs.
The cost plus or percentage contracts can be of the following types:

a. Fixed Percentage of Cost
Contractor is paid the actual cost of the work and agreed percentage in addition to allow
For profit.
b. Cost plus a fixed sum
The contractor gets actual cost of construction plus an amount of fee (in percentage of
Construction cost) which is inversely variable according to increase or decrease of
Estimated cost agreed first by both the parties.
c. Cost plus a fixed sum with profit sharing
In this type of contract the contractor is reimbursed at cost with an agreed upon fee up to
The GMP (Guaranteed Maximum Price) which is essentially a cap. Beyond this point the
Contractor is responsible for covering any additional cost within the original project
Scope. Additionally an incentive clause is there, which specifies that the contractor will
Receive additional profits as reward to the contractors who minimizes the cost.
d. Cost plus variable percentage
Contractor is paid the actual cost of the work and a variable percentage in addition to
Allow for profit. Variable percentage allows the contractor to get better profit for
Completing the work at minimum cost

• Labour contract
In this type of contract, all materials for the construction are arranged and supplied at the
site of work by the department or owner. The labour contractor engages the labour and
gets the work done according to specifications. The contract is on item rate basis for
labour portion only. The contractor is paid for the quantities of work done on
measurement of the different items of work at the stipulated rate as in agreement.
Contractor uses his own tools for working. Plants and machineries are arranged by the
department or owner. This system of contract is not generally adopted in government
Works but preferable for private sectors
• Materials supply contract
In this form of contract, the contractors have to offer their rates for supply of the required
Quantity of materials, inclusive of all local taxes, carriage and delivery charges of
Materials to the specified site within the time fixed in the tenders.

Piecework agreement:These are agreements for doing the work at agreed rates, without reference to the total
Quantity of work or time. Small works or piecework up to Rs.5000/- are got done through
The contractors by piecework agreement. In piece-work, the quantity of work is not
Mentioned and only the rate is mentioned. This agreement is used (i) for small works
(ii)when it is necessary to start work in anticipation of the formal acceptance of the contract
And (iii) for running contract. This type contract can be terminated by both parties at any
Instance without any penalty. Piece work agreements are:
Advantages:
• Urgent small work can be carried without any tenders
• If a contractor leaves, another can take the work
Disadvantages:
• Only petty contractors are interested in this contract.
• Hence careful supervision is required

Work order:Work order is used for petty works; work orders may sometimes also mention the time
Limit within which the work is to be completed. No formal agreement is drawn up with
The contractor as in the case of piece-work when the work is awarded by a work order.
(P.W.A is used in P.W.D and Work order used in irrigation department.

4.2 Accounts of work
Explanation of various terms:Administrative approval:
1. For every work, it is necessary to obtain, in the first instances the concurrence
of the competent authority of the administrative department requiring the
work. The formal acceptance of the proposals by the authority is termed as
Administrative Approval of the work.
2. It is duty of the engineering department requiring the work by the
administration to obtain the requisite approval to it.
3. An approximate estimate and such preliminary plans are necessary to explain
the proposals are submitted by an engineering department to the
administration to obtain administrative approval to take up the work within the
sanctioned amount.
4. After receiving the administrative approval, detailed drawings, design and the
estimated cost etc. are prepared by the engineering department and
submitted to the administrative department for sanction.
Technical Sanction:
1. After receipt of administrative approval and expenditure sanction, a detailed
estimate is further sanctioned by a competent technical authority of the
engineering department empowered by the Government, which ensures that
the proposals are structurally sound and the estimate is accurately calculated
based on adequate data.
2. Such sanction is known as Technical Sanction and should be taken before
inviting tenders to execute the work.
Contingency budget:It is the money set aside to cover unexpected costs during the construction process.
This money is on reserve and not allocated to one area of the work, and simply
“insurance” against other costs

Tender
A Tender is the contractor’s bid in writing offering to execute the specified work of
Construction, supply of materials etc., at the rates and amounts indicated, within the time
Limit and under conditions specified and agreed to.

Tenderer: A person or a firm who tenders bid in response to invitation for tenders.
Tendering: The process of inviting bids and accepting them is known as tendering.
Tender form: It is a printed standard form of contract giving standard conditions of
Contract, general rules and directions for guidance of contractors. There is also a
memorandum for giving: general description of the work, estimated cost, security deposit,
time allowed for the work from the start date of written order of commence, columns for
signature of the contractor before submission of tender, signature of witness to
contractors signature and signature of the officer by whom tender is accepted. This is a
part of the tender document.

Necessity of Tender

• To carry out the work in a fair and transparent way.
• To ensure the work is awarded to a competent contractor at a fair price. The
Lowest bid is generally accepted, unless there are good reasons for not doing so.
• Once client/government accepts a tender, it is binding on both parties. This means
That the person or company that won the tender has to provide the goods or
Services in the manner agreed to and at the price offered, and client/government
Must pay the agreed price at the agreed time.

Earnest Money Deposit (EMD):It is the amount, which the contractor has to deposit with the department at the time of
submitting a tender. This accompanies the tender form and this is usually 2% of the total
estimated cost of the project. This serves as a check to prevent the contractor from
refusing to accept the work when the tender has been accepted. The other objects of
collecting earnest money are:
• To reduce unnecessary competition: If no earnest money is collected, heavy
competition may start among the tenderers. The contractors who do not have
sound financial status may also offer their tenders, which increase the unnecessary
competition among the tenderers.
• To act as a tool for punishment: In case the contractors quote lower without
intention of doing work, the earnest money shall be forfeited by the department as
a punishment to such contractors.
• To act as compensation: When the lowest contractor refuses to take up the work,
the work can be allotted to the second lowest contractor. The earnest money
forfeited from the first lowest contractor compensates to loss of the department.

Security Money Deposit (SMD):The contractor has to deposit about 10% of the tendered amount with the department as
soon as his tender is accepted. This is inclusive of the earnest money already deposited by
the contractor. This money is kept as a check so that the contractor fulfils all the terms
and conditions of the contract and carries out the work satisfactorily in accordance with
the specification and maintains satisfactory progress for completion of the work. In casehe
fails to fulfil the terms of the contract, the whole of the security money or part of it is
forfeited by the department. When the contractor completes the work as per
drawings,specifications and directions of the department within the specified time, the
security
money is refunded to the contractor. Normally the security deposit is refunded after the
maintenance period, which may be 6 to 12 months after the completion of work, and it’s
handing over to the department.

Retention Money
Retention money is described as the sum of money held by the employer as a safeguard
for any defective or non-conforming work by the contractor. Retention money safeguards
the employer by defects which can occur during the defects liability period if the
contractor doesn’t response according to the contract terms. Retention Money provides
additional safeguard to the employer. Retention money gives the idea of importance of
completing the signed project as per its terms and designs. With such retention held, the
contractor takes the responsibility to complete the construction project as per the design
and quality stated in the initial contract.

Tender Documents
The following tender documents are made available along with the tender forms to enable
contractors to bid for the job.
1. Notice inviting tenders (NIT) in a standard approved form of a department.
2. General conditions of the contract including time limits.
3. Special conditions of the contract that may have to be highlighted.
4. Amount of Security deposits to be paid /deducted.
5. Bill of quantities
6. Schedule of tools and plant and other facilities to be made available by the owner,
indicating the conditions, hire changes and the place of delivery.
7. Schedule of stores to be issued by the owner indicating the rates and their place
and issue.
8. Detailed specifications or reference to standard specifications for each item of
work.
9. Set of approved drawings, including Layout plan and working drawings

Tender notice
Whenever works are to be let out on contract, tenders are to be invited from the registered
contractors or both registered and unregistered contractors depending on the magnitude
and nature of the work by issuing notice in newspapers. The notice that includes various
particulars of work is named as Tender Notice. It is essential that tenders be given
adequate publicity so that a sufficient number of contractors may bid and the most
attractive offer may be obtained. At the same time it is also necessary that bids be
obtained from contractors who have the capability and capacity to undertake the work
Tenders are publicized by the issue of a notice inviting tenders, which indicates (1) name
and description of the work (2) estimated cost (3) completion time (4) earnest money
payable indicating the manner in which payment is to be made (5) security deposit (6)
time and place where tender documents may be inspected or obtained (7) last date and
place of obtaining tender papers and submission thereof (8) time and place of opening the
tenders (9) authority competent to accept tenders. The tender notice may be advertised in
newspapers and issued to registered contractors by post. Copies of the tender notice are also
put up on the notice boards of various offices of the organization. For very large
works or those involving special techniques, which may not be within the capacity of the
construction industry in the country, global tenders will be issued all over the world
inviting bids for the work. Contractors are given a reasonable period of time, depending
upon the size of the work to prepare and submit their tenders. Tender documents are
usually priced and are issued on payment of the prescribed amount. The sale of tender

papers starts and closes at the time notified in the tender notice.
Typical Notice Inviting Tenders
Tender No.:____________
i.

Sealed tenders are invited for the following work:
Name of the work : _____________
Estimated cost : _____________
Price of the tender form : _____________
Ernest money deposit amount : _____________
Time for completion : _____________
ii. Tender form and documents can be obtained from Office of the Executive
Engineer, PH Division, Talcher from 20/12/2015 to 28/12/2015 except
Sunday and public holidays during 10 AM to 6PM at a price of Rupees.
1000/- per set.
iii. Each tender must accompany with earnest money in the form of treasury
challan, demand draft in favour of EE, PH division, Talcher.
iv. Bids must be delivered in the tender box to be kept in the office of the
Office of the EE, PH division, Talcher by 31/12/2015 till 06 PM.
v.
The authority reserves the right to reject any tender /all tenders without
assigning any reason.
vi.
Other details can be seen in the RFP document.

Date: 19/12/2019.

S/d- Executive Engineer, PH division,
talcher

Time limits for tender notice
Following time limits between date of call for tenders and the date of opening of the
Tenders are followed by central public works department.

Cost of the work
Up to 1 lakh
Between 1 lakh to 10 lakh
More than 10 lakh

Time limit
10 days
2 weeks
3 weeks

Necessity of including tender notice in contract document
Tender notice includes several information and conditions such as time of completion,
earnest money, refund of earnest money, period of validity of rates quoted by the tender,
site inspection, etc. which are not included in the conditions of contract/ Without
performing as agreement for the above such particulars the contract is invalid. So the
tender notice paper is a very important document on which tenders and subsequent
agreements with the contractor are based. Hence tender notice must be a part of the
contract document.

Submission of tender and deposit of earnest money
According to the directions contained in the notice inviting tenders, the contractor are
required to submit their tender on or before the date and hour fixed for the same duly
filled in, signed and witnessed. Before that he has to deposit the earnest money deposit
usually 2 to 2.5% of the estimated cost put to tender.

Opening of the tenders
The sealed tenders are received are to be opened in the presence of the contractors or their
representatives tendering for the wok at the time and place already notified. The
divisional accountants should also be requested to be present on such occasion wherever
possible. The officer opening the tenders has to read out the rates offered in case of item
rate and percentage ate tenders and the amount in case of the lump sum tenders for the
information of all those present.
To avoid tampering of rates etc. the original tenders, before a comparative statement is
made out and put up to him by the office, he has to attest the corrections, overwriting etc.
in red ink, number them and put his initials at the foot of each page of the documents
attached to the tenders. Tenders containing unauthorized corrections and mutilations are
liable to reject. The tenders which are not received in proper form duly filled in or signed
or are not supported by requisite earnest money are to be summarily rejected and a record
of such cases to be kept in the register of the tenders received.

Comparative statement of tenders
Comparative statement of percentage rate and lump sum tenders are made out by the
officer opening the tender. It contains the information regarding the name of the
contractor, date of receipt of tenders, percentage above or below the rates entered in the
tender document, amount in case of lump sum tenders. The recommendations or orders
regarding acceptance or rejection of the tender are recorded on it.

Acceptance of tender
After investigation the comparative statement the lowest tender shall be accepted as a rule
by the competent authority. If for any reason, economical or otherwise, the lowest tender
is not accepted, reasons should be recorded confidentially and reference shall be made to
the tender committee or next higher authority for order as to which of the contractors the

work should be given. No tender can be accepted or the circumstances under which
lowest tender may be rejected.
Followings are the conditions under which the lowest tender may be rejected:
1. When the tender is informal (i.e. not submitted in the form as prescribed by
the department or within due date),
2. If it is not technically sanctioned or exceeds the sanctioned amount for the
work.
3. If it involves liabilities exceeding the amount of the expenditure sanctioned.
4. If there is any uncertainty or any condition of an unusual character.
5. If it exceeds the amount up to which he is empowered to accept tenders.
6. If any provision infringes any standard rule or order of higher authority.
7. If adequate competition and fair rates are not received.
8. In case a contractor has quoted abnormally low rates, analysis of rates may be
asked from the contractor and thorough investigation with necessary remarks
and recommendations in respect of the tender should be forwarded to the next
higher authority for his approval. The lowest tender in such a case may or may
not be accepted.
If the rates quoted are on the high side, all tenders may be rejected and re-invited to
obtain a reasonable bid. In order to ensure that there is no legal complication in not
accepting any tender, a clause is added in the tender notice reserving the right to reject
any or all tenders without assigning any reason. The tenderer whose bid is accepted is
intimated in writing and asked to sign the contract documents within a specified period of
time. If he fails to do so, the offer is cancelled; the security deposit forfeited and the work
allotted to the contractor whose tender is the next highest.
After signing the contract agreement, the site of the work is formally handed over to the
contractor, and then he can start the work. The time for completion is reckoned from the
day the site is handed over to the contractor

4.2.2Measurement Book (M.B.)
The measurement of all works and supplies are recorded in the measurement book and the
payments of all works and supplies are made on the basis of the measurements recorded.
Form 23 (measurement Book)

Particulars

(1)
NO

Details of
actual
measurement
(2) L
(3) B

Contents of
area
(4) D

The measurement book is a most important record since it is the basis of all accounts and
quantities whether the work is done by daily labour, piece work, Schedule contract, lumpsum
contract or of materials received. As this is the original record of actual
Measurements or accounts and forms a reliable record; it may have to be produced as
evidence in court of law in case any dispute arises. It is therefore preserved carefully andthe
movement between officers and persons is also watched continuously. The loss of
M.B. is a serious issue and in such conditions it should be reported to the next higher
authority citing the incident and for orders for sanction to its write off.
The following instructions should be observed carefully while recording detailed
measurements in the M. B.:
• All entries to the measurement book should be made in a continuous chain and in
chronological order.
• The pages of the measurement book are machine numbered. If any page left blank
through mistake should be cancelled by diagonal lies and cancellation being
initialized and dated.
• Entries to the measurement book should be recorded in ink directly at the field.
• At the end of each set of measurement, the officer recording them has to certify
“measured by me” and to put his full signature with date.
• Any lines not required should be carefully scored out in order to prevent
additional entries being made later on.
• No entry should be erased. If a mistake is made, it should be corrected by crossing
out and inserting the corrections. The corrections made should be initialized with
date.
• Separate measurement book has should be used to record the works done by
contractor and the works done by departmental labour.
• After completion of the detailed measurement, the abstract of quantities is drawn up in the
M.B.

Check of measurements of works
Entries recorded by the section officer are always subjected to test check by sub divisional
officer to the extent of 50% by their money value. Similarly, the divisional
officer is required to test check at least 10% of the measurements, recorded by his
subordinate and to accept responsibility for general correctness of the bill as a whole.
The object of check measurement is to detect errors in measurements and to prevent
fraudulent entries. Check measurements should therefore be conducted on such items:
• Which appear obviously incorrect
• Which would be more easily susceptible of fraud
• Which would more seriously affect the total amount of the bill if inaccurate
After completion of abstract, the M.B. is sent to the sub-divisional officer for entering the
rates of items of the bills by assistant engineer, and for arithmetical and other checks by
the Sub-Divisional clerk. The bill thereafter is typed out in the prescribed form and made
ready for payment and submitted to the divisional office for further check and payment.
Any corrections to or calculations of rates needed is made in red ink by the sub-divisional
or divisional officer. In case of the final bill, the corrections should be confirmed by the
person making the original entries before authorizing the payment.
The bill after scrutiny is endorsed with a pay order both on M.B. and bill forms and

signed by the divisional officer or executive engineer or engineer in charge. The bill
having been accepted and receipted by the contractor, a crossed cheque for the net
amount is drawn ad handed over to the payee by the disbursing officer.

Standard Measurement Book:
A set of M.B. containing detailed measurement of specific buildings and structure
maintained by each sub-division is kept to facilitate framing annual repairs estimate and
for payment to the contractors for jobs connected therewith. Their M.Bs are known as
standard measurement books (S.M.B). The S.M.Bs saves time and labour of the
departmental officers from repeated work of taking detailed measurements of the same
building again and again.
4.2.3 MASTER ROLL
Employment of daily labor on muster roll
Work may be executed departmentally through employment of daily labours such as
mason, coolies, bhisties, carpenters, etc. The materials required for the construction such
as bricks, cement, sand, lime, surki, timber steel etc., and tools and plants required for the
operations are got issued from the store by indent or purchase directly chargeable to the
work. The attendance of the labours is kept in Muster Roll by the overseer or by his
authorized agents.
a) Payments to daily labours through muster roll
Except for the regular and work charged establishments, all persons engaged
departmentally for the execution of works are considered as casual labour. Their wages are
drawn on "Muster rolls". Muster rolls are prepared in the prescribed form (Form 21).
The Nominal Muster Roll (N.M.R) form consists of two parts.
Part I of N.M.R. form consists of necessary columns for entering the names of labour,
designation, father's name, their attendance particulars, rates of wages and the total
amount payable for each labour. N.M.R form has the provision for entering the total
amount of the muster, signature or left hand thumb impression of the labour as a receipt.
At the bottom of this form, the person preparing such N.M.R form should sign before
submitting to A.E / D.E.E who in turn verifies the details entered and makes the payment.
Part II of the muster roll is used for recording the name of work, amount of work done in
cases in which the work is susceptible to measurements. Other details like the number of
measurement book, pages in which the measurements are recorded will also be entered in
this part. If the work is not susceptible to measurement, a remark to that effect is
recorded.
Some important instructions regarding the preparation of Muster rolls are:
• Duplicate copies of muster rolls should not be prepared.
• Separate muster rolls are prepared for each period of payment. Labour may be
paid more than once a month depending upon local conditions and practices.
• The daily record of attendance and times should be recorded in such a way as to
leave no possibility of tampering or making unauthorized entries.
• After the muster roll has been passed, payment should be made as early as
possible.
• A record of wages that remains unpaid must be kept in a register of unpaid wages.
• Subsequent payment of unpaid wages is recorded in the hand receipt. A note of
the same is recorded in the register of unpaid wages as well as in the muster roll.

• Wages that remain unpaid for three months must be reported to the divisional
office.
• Progress of work done by the labour is recorded and is to be compared with
departmental rates.
• Muster rolls are checked with reference to entries in the measurement book to the
extent of 50% in the sub-divisional and 50% in the division office, when the
divisional engineer makes payments.

2.0 Estimate of irrigation structures
2.2 Detailed estimate of siphon well drop to given specification

2.1 Detailed estimate of simple type of vertical fall to given
specification

