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GUIDELINES FOR PREVENTIVE CHECKS 

 

As per IRVM’2018, Railways have been advised to conduct preventive 

checks to eliminate scope for corruption and to improve the system. Potential 

areas of corruption and areas of preventive checks are identified in Chapter 

IV of the IRVM. Thrust areas for PCs are also circulated every year by 

RB/Vigilance.  

With the collective efforts of ECR/Vigilance, Check Lists for conducting 

preventive checks have been prepared and compiled in the form of a Booklet. 

It is meant for bringing objectivity in checks and to serve as a dynamic 

knowledge bank.  

➢ The check lists are for basic guidance only.  

➢ Further detailing should be done as per specific case requirement.  

➢ Proper planning should be done in advance by respective Dy.CVOs to 

cover whole ECR geographically.  

➢ Integrated teams consisting of vigilance inspectors from various 

sections may be formed if required.  

➢ All thrust area must be covered once in a quarter. 

➢ All PCs must be entered in IRVINS properly and timely updation must 

be ensured.   

➢ The report must be submitted within time frame.    
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Check-List SL. No. 1 

Aspect of Checks: PRS office. 

Station -    ,   Date of Check -  
  

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 
1 Whether Identity of on duty staff found displayed   

2 Whether fare and other details of ticket  are displayed   

3 Whether Private Cash register checked and irregularities noticed 
in them recorded properly  –  

Whether declared in register: 

Whether feed in system: 

Whether any shortage/Excess: 

(C.C No.32 of 2017 implemented or not) 

  

4 Government cash: 
Whether as per DTCS : 

Whether any shortage/Excess: 

  

5 Check of  Duty roster & Rotation of staff on counter    

6 Whether log in /Log out are proper    

7 Whether special Cancelled /modified tickets checked   

8 Whether NI tickets are properly maintained   

9 Whether requisition / concessional vouchers are proper   

10 Whether ticket rolls and record of supply to station/ locations 

thereof maintained properly.  

  

11 Staff Position: 
Whether as per attendance register: 

Whether any Shortage : 

Whether staff found working are posted at  station: 

  

12 Whether CCTV’s in working condition   

13 Whether  POS machine is in working condition    

14 Whether No. of Check of inspection done by Unit/Station 

incharge (Supervisor/Inspector) as well as Commercial Officers 

are as per norms 

(violation of Para 2901 & 2902 of IRCM Vol-II) - 

  

15 Whether Proper deposition of Cash is made in bank    

16 During Check found any undeclared amount  
(violation of Para 2429 of IRCM Vol-II) 

 
 

 

17 Whether Rotational Transfer Policy followed   

18 Check sold tickets found in the PRS counters & office 

No. of Tickets – 

Tatkal / General- 

Time of issuing of Tickets – 

Users ID 
Name of staff - 

  

19 Whether JCM prepared at site   

(B)  Documents to be collected 
1 Requisition Slip   

2 Special cancelled ticket   

3 Transaction details   

4 DTCS   

(C)  Information to be sought. 
1 Clarification of concerned staff & supervisor   

*JCM shall also be filled up. 
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Check-List SL. No. 2 

 
Aspect of Checks: Booking/UTS office. 

Station -    ,   Date of Check -    

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Whether Identity of on duty staff found displayed   

2 Whether fare and other details of ticket  are displayed    

3 Whether Private Cash register checked and irregularities 
noticed in them recorded properly  –  
Whether declared in register: 

Whether feed in system: 
Whether any shortage/Excess: 
(C.C No.32 of 2017 implemented or not) 

  

4 Government cash: 
Whether as per ITCS : 
Whether any shortage/Excess: 

  

5 Check of  Duty roster & Rotation of staff on counter    

6 Whether log in /Log out are proper    

7 Whether special Cancelled /modified tickets checked   

8 Whether NI tickets are properly maintained   

9 Whether requisition / concessional vouchers are proper    

10 Whether ticket rolls and record of supply to station/ 
locations thereof maintained properly.  

  

11 Staff Position: 
Whether as per attendance register: 
Whether any Shortage : 
Whether staff found working are posted at  station: 

  

12 Whether CCTV’s in working condition   

13 Whether  POS machine is in working condition    

14 Whether No. of Check of inspection done by Unit/Station 
in-charge (Supervisor/Inspector) as well as Commercial 
Officers are as per norms 
(violation of Para 2901 & 2902 of IRCM Vol-II) - 

  

15 Whether Proper deposition of Cash is made in bank    

16 During Check found any undeclared amount  
(violation of Para 2429 of IRCM Vol-II) 

 
 

 

17 Whether Rotational transfer policy followed   

18 Whether JCM prepared at site   

(B)  Documents to be collected 

1 Personal cash register   

2 Transaction details   

3 ITC   

4 Any non-cancelled ticket found in possession   

(C)  Information to be sought. 

1 Clarification of concerned staff & supervisor   
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Check-List SL. No. 3 

 
Aspect of Checks: EFT cash submission by TTEs in CIT Office 

Station -       Date of Check -  

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Whether staff position checked   

2 Whether Link diagram approved by competent authority 

available or not  

  

3 Whether duty roster are as per link diagram    

4 Whether total staff are utilized in Sleeper link   RG & LR    

5 Whether EFT cash submission with money receipt (MR) 

and EFT used on date are proper 

  

6 Whether record foils of Used EFT are in accordance with 

accounts foils  

  

7 Whether Reason for late submission of EFT cash are taken   

8 Whether in case of delay in submission of EFT cash (Govt. 

Cash) the matter is brought in notice of Divisional 

authorities by the concerned in-charge,  

  

9 Whether Clarification of In-charge & Staff recorded on site   

10 Whether Sign on & Sign Off register / proper logged in 

/logged off in the system are made 

  

11 Whether distribution of EFT books register, is  maintained 

properly 

  

12 Whether Rotational Transfer Policy followed   

13 Whether any JCM prepared at site   

(B)  Documents to be collected 

1 Used EFT book   

2 Booking register   

3 Record of Sign On & Sign Off   

4 Summary of EFT cash submission details   

(C)  Information to be sought. 

1 Whether employ is habitual offender   
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Check-List SL. No. 4 

 
Aspect of Checks: Duty Roster of TTEs in CIT Office 

Station -    ,     Date of Check -  

  

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Whether staff position checked   

2 Whether Link diagram approved by competent authority 

available or not  

  

3 Whether duty roster are as per link diagram     

4 Whether total staff are utilized in Sleeper link   RG & LR    

5 Whether Personal cash declaration register maintained   

6 Whether Sign on & Sign Off register / proper logged in 

/logged off in the system are made 

  

7 Whether CTA claimed is in accordance with the actual 

movement as per duty roster and cross check with 

individual DTS/73  

  

8 Whether staff are involved in official duty and claiming CTA    

9 Whether in case of casualty of staffs. Staff being utilised as 

per rule  

  

10 Whether Clarification of in-charge for any deficiencies 

taken an site  

  

11 Whether Rotational Transfer Policy followed   

12 Whether JCM prepared at site    

(B)  Documents to be collected 

1 Used EFT book   

2 Link Diagram   

3 Booking register   

4 Record of Sign On & Sign Off   

5 DTS -73   

(C)  Information to be sought. 

1 Reason for not performing duty as per roster   
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Check-List SL. No. 5 

 
Aspect of Checks: Parcel (Lease SLR/VP). 

 
Station -       Date of check-   
 

Train No.       Station from   to  
  

 

Name of Lease Holder -       

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Whether leased agreement of this train available     

2 Whether SLR/VP has proper sealing or locking    

3 Whether manifest is proper 

Name of Consignor-  

Name of Consignee - 

  

4 Whether Package details as per manifest –  

Total No. of Packages –  

Total Weight – 

  

5 Whether loading is in accordance with carrying capacity of 

SLR/VP 

(LHB coach or not)- 

C.C.-   

  

6 After Re-weighment :-  

Total No. of Packages –  

Total Weight – 

  

7 Excess Weight found  -    

8 Compartment leased out from  

________ Division, ______ Railway 

  

9 Under Charged raised & realised - 

Rs. _______________ vide MR No.______________ 

Dated _____________ 

  

10 Whether habitual or first time offender -    

11 How many times check conducted by commercial 
supervisors / inspectors as well as divisional officials.    

  

12 Observation, if any   

(B)  Documents to be collected 

1 Copy of Manifest   

2 Copy of RR if any   

(C)  Information to be sought. 

1 The latest checked conducted by Commercial department   
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Check-List SL. No. 6 

Aspect of Checks: Parcel Inward. 

A preventive check was conducted by the vigilance team/ECR at 

…………………… with the assistance of parcel staff of …………………… 

station for checking the inward unloaded parcel consignments from train 

no …………..dated ………………… 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Whether  P.W.Bill generated through PMS     

2 Whether  PWBill was issued manually then check proper 

filling of PWBill 

  

3 The details particular check are as under :-    

i P.W. Bill/ RR No.    

ii Booking Date    

iii Booked from / to    

iv No. of Packages    

v Description of consignment    

vi Booked weight (In Kg)   

vii Booked Measurement weight    

viii Charged fare as per (RR/PW Bill)   

ix Weight as per re-weighment    

x Undercharges (if any)   

4 Labour Employed by the contractor    

5 Observation, if any    

 

 

 

 

 

 

 

 

 

 

7



Compilation of Check-Lists for Preventive Checks October-2020 

 

Check-List SL. No. 7 

Aspect of Checks: Pantry Car (Catering). 

Train No.       Date of check-

_____________,      

Pantry Car No.  (LHB or Not)          Station from ..…….. to 

………. 

Name of Pantry car Manger -       

Contractor Name -         

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Whether registered with IRCTC   

2 Whether staff in Pantry car aa per sanctioned strength   

3 Whether attendance register checked 

No. of staff present in pantry car -  

No. of staff absent on board P/Car -  

  

4 Whether medical card available with all staff    

5 Whether valid travel authority available    

6 Whether certificate of food preservation act is available    

7 Whether the food products used of AGMARK   

8 Whether brand of PWD bottles used are as per agreement   

9 Whether fire extinguisher available with validity, whether 

staff knowing their use 

  

10 Whether Gas cylinder are in use    

11 Whether agreement paper available    

12 Whether rate list available at proper place   

13 Whether weighing machine is available    

14 Whether quality & quantity of food supplied to the 

passenger are as per norms 

  

15 Whether proper sanitation is maintained   

16 Whether any irregular passengersfound travelling in P/Car   

17 Whether POS machine available and in use   

18 Whether complaint book available   

Last complaint lodged regarding –  

  

19 Whether passengers feedback obtained   

20 Whether articles sold are as per agreement    

21 Whether any excess charging are made   

22 Whether JCM prepared at site   
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Check-List SL. No. 8 

Aspect of Checks: Catering & Vending Stall at Platform. 

Station      Date of check-   

 ,      

Stall No. & Platform No.                    Name of Contractor -   

  

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Whether registered with IRCTC   

2 Whether staff in vending stalls are in accordance with the 

sanctioned strength 

  

3 Whether staff found working in stall with proper uniforms 

& named badge  

  

4 Whether certificate of food preservation act is available   

5 Whether the food products used of AGMARK   

6 Whether brand of PWD bottles used are as per agreement   

7 Whether fire extinguisher available with validity, whether 

staff knowing their use 

  

8 Whether agreement paper available    

9 Whether LOA available   

10 Whether rate list available at proper place   

11 Whether sanitation is satisfactory   

12 Whether license fee paid or not  

Paid up to – 

Verify with MR -   

  

13 If any previous action taken against contractor    

14 Check POS machine available or not    

15 Check dustbins available or not    

16 Sectional CTIs & CS inspection note and its compliance, if 

not, why? 

  

17 Observation, if any   
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Check-List SL. No. 9 

Aspect of Checks: Goods Shed. 

Name of Goods Shed/Station -        Date of check -  

  

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Check staff position (Posted Since )    

2 Check of wharf Position    

3 Check Demurrage charge    

4 Check and details position of outstanding of Goods shed    

5 How much % DC/WC waived   

6 Check working Hours of Goods shed   

7 Capacity of Goods Shed 

No. of Lines and - 

Its capacity  

  

8 Checking of different register:-   

i Wagon exchange book   

ii Wagon transfer register   

iii Goods received & delivery book   

Iv Placement and release memo   

v Demurrage & Wharf age register   

vi Indent register   

vii Stacking register   

viii Outstanding register   

Ix  Govt. Cash register   

x DD register   

xi Personal cash register.   

xii Inspection registers.   

xiii Inspection & what unusual found by inspection officer     

xiv TMS installed in Goods shed (Working or not)    

xv Whether RR generated through TMS or not   

9 Observation, if any   
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Check-List SL. No. 10 

Aspect of Checks: Sidings. 

Name of Goods Shed/Station -    Date of check -    

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Check railway staff posted in siding since   

 

  

2 Siding Agreement and blue print of siding available 

(Para 2503 of IRCM Vol –II) 

  

3 Restriction in booking over a siding – 

( Para 2504 of IRCM Vol-II ) 

  

4 Subletting of siding ( Para 2506 of IRCM Vol-II )   

5 Procedure of handing over/ Taking over of wagons – follow 

or not  

  

6 Check siding vouchers   

7 Demurrage on wagons/vehicle placed in siding    

8 Shunting of wagons / vehicles within the siding    

9 Procedure for booking and delivery of traffic in the siding    

10 Check Siding Charge & Freight charge    

11 Register of siding charge available or not   

12 Check Accountal of siding charge    

13 Deficiency, If any   
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Check-List SL. No. 11 

Aspect of Checks: Pay & Use Toilet. 

Name of Station -    ,  Date of check -   

  

 

Name of Contractor -     

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Whether Agreement paper available or not   

2 Check issue of LOA available or not 

Name of Contractor –  

Period of Contract – 

Issuing date of LOA -  

  

3 Check availability of Identity card, Medical certificate 

uniform & logo,  

  

4 Availability of toilet for handicapped users (if any)   

5 Display of Rate list at prominent place    

6 Whether staff present in counter/booth 

Name of Staff -    

  

7 Check Printer receipt for users available or not    

8 Check Quality of cleanliness  

Toilets -  

Urinals - 

Bathrooms -  

  

9 Check Quantity & Quality of Materials, 

Instruments/tools required as per contract :-  

Available -  

Not Available -  

Deficiencies -  

  

10 Check Payment of license fee and verify with MR    

11 Payment of electric bills    

12 Sectional CTIs & CS inspection note and its compliance     

13 If found any irregularities/deficiency, clarification of 

Incharge taken on site.   

  

14 Check users feedback form available or not    

15 Observation, if any   
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Check-List SL. No. 12 

Aspect of Checks: Parking of Car/Motor cycle/Bicycle stand. 
 

Name of Station -    ,  Date of check -   

  

 

Name of Contractor -     Unit -      

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Whether Agreement paper available or not   

2 Check issue of LOA available or not 

Name of Contractor –  

Period of Contract –  

Issuing date of LOA -  

  

3 Check availability of Identity card, uniform & logo,    

4 Display of Rate list at prominent place    

5 Whether staff found working in parking zone   

No. of staff working in per shift  

Name of Staff -    

  

6 Check Printer receipt for users available or not    

7 Check Payment of license fee and verify with MR    

8 Demarcated Area   

9 Cleaning condition of parking area    

10 Sectional CTIs & CS inspection note and its compliance     

11 If found any irregularities/deficiency, clarification of 

Incharge taken on site.   

  

12 Check users feedback form available or not    

(B)  Documents to be collected:- 

1 Detail Estimate   

2 Tender File   

(C)  Information to be sought:- 

1 Any irregularity, if found, in the case   

2 Reasons for delay, if any.   

3 Other misc. queries which arise on inspection of 

Documents. 

  

4 Observation, if any    

5 Whether payment has been made as per scheduled   
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Check-List SL. No. 13 

Aspect of Checks: Tenders (All type of Commercial tenders). 
 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Check Authority of Work   

2 Check Sanction of Estimate   

3 Check assessment of Cost / Rates   

4 Check on what basis preparation of Tender Schedule has 
been done. 

  

5 Check preparation & approval of Tender Document- By 

whom 

  

6 Check mode of Tendering & its approval- By whom   

7 Check Eligibility Criteria-  
Technical Bid  
Financial Bid 

  

8 Check Similar nature of work & its approval   

9 Whether Cost of Tender Documents is proper   

10 Whether Earnest money is proper   

11 Check approval of tender documents- by whom   

12 Check whether NIT for publication in newspapers was done 
on time 

  

13 Check regarding uploading of Tender Documents and 
Tender Notice on Website 

  

14 Check details of Corrigendum issued, if any   

15 Check Tender Notice period   

16 Check Opening of tender has been done by proper 
committee & on time 

  

17 Check Comparative Statement   

18 Check Briefing Note   

19 Check Vetting of Briefing Note   

20 Check how verification of credential has been done   

21 Check Technical eligibility   

22 Check Financial eligibility   

23 Check Type of Tender- Single packet/Two Packet   

24 Discussion on Offer   

25 Check reasonableness of rates   

26 Check TC formation Approval   

27 Acceptance of TC Minutes   

28 Check issue of Acceptance letter   

29 Contract Agreement   

30 Vetting of Contract Agreement proper & timely done   

(B)  Documents to be collected:- 

1 Detail Estimate   

2 Tender File   

(C)  Information to be sought:- 

1 Any irregularity, if found, in the case   

2 Reasons for delay, if any.   

3 Observation, if any    
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Check-List SL. No. 14 

Aspect of Checks: Maintenance of EIMWB. 

 
SL 

No 

Parameters Whether 

Yes/No 

Remarks, 

if any 

(A) 

1 Whether annual stamping of EIMWB is carried out by Weight and 

Measure Department of respective states on or before due date? 
  

2 Availability of Certificate of stamping & Verification issued by Weight 
& Measures Department of state govt.  

  

3 Whether testing, calibration and certification of EIMWB had carried 

out using a test train of loaded reference wagon during calibration of 

EIMWB by Weight & Measure department? 

  

4 Whether EIMWB is under warranty period now?   
5  Whether Weighbridge is under Annual Maintenance Contract.   
6 Whether AMC is carried out with OEM of EIMWB or with other Firm   
7 Availability of breakdown register showing details of weighbridge 

went out of order, problem reported, remarks of service engineer with 

sign. of weighbridge in-charge & nominated mechanical officials. 

  

8 Whether Digitizer and control panel locked & sealed jointly by the 

supervisors of Commercial, mechanical & representative of 

OEM/AMC provider? 

  

9 Whether RDSO approved vender certify software integrity for FOIS 
integration along with version authenticity for said EIMWB? 

  

10 Whether weighment as reflected in EIMWB software is correctly 

reflected in FOIS net, certified by the team of officers from Mech, 

Commercial & Finance department as per checklist circulated by RB 

JPO regarding integration of EIMWB with FOIS vide L. No. 

2014/C&IS/ Project/FOIS-TMS Progress/1 dated: 04.01.2019. 

  

11 Whether joint inspection of EIMWB had carried out by           Sr. 
Scale and JAG officers of divisions preferably around six month after 

annual stamping & certification by Wight & Measure Department.  

  

(B)  Documents to be collected 

1 Certificate of Stamping issued by Weight & Measure Department.   
2 Breakdown register.   
3 Details of AMC.    
4 Certificate of FOIS Integration by RDSO approved vendor   
5 Certificate issued by team of officer as per JPO check list, for FOIS 

integration. 
  

6 Copy of joint inspection by divisional officers.   
7 Whether operator is duly certified by OEM and nominated official of 

commercial department after training. 
  

(C)  Information to be sought. 

1 Weighbridge Location & owned by -   
2 Year of commissioning of EIMWB &it’s Make/Model no. -    
3 Weighbridge manufactured & maintained by -   
4 Weighbridge manned/operated by -    
5 Preventive measure taken by mechanical department to reduce 

breakdown and ensure optimal availability of EIMWB. 
  

6 Date of Last inspection by Railway officers. 
(compliance of inspection note) 

  

7 Date of Last calibration – whether done by 5 test wagons.    
8 Whether breakdown register is being inspected by Railway official.    
9 Whether functioning of weighbridge being reported daily-wise to the 

division. 
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Check-List SL. No. 15 

Aspect of Checks: Station Master Office. 
 

Name of Station:-    Date of check:-    

 

Name of on duty SM/SS:-      

 
SL 
No 

Parameters Whether 
Yes/No 

Remarks
, if any 

(A) 

1 Check the muster for violation duty roster.   

2 Counter check the muster with the CR register, whether the 

CR is granted for actually performing extra duty than the 

approved hours. 

  

3 Check whether the sick memo issued have the time and date 

of issue. 

  

4 Check whether the CCL is granted only after getting approval 

from Sr.DPO. 

  

5 Check whether the LAP granted by Sr.DOM especially more 

than 7 days is marked as LAP and not as CR. If it's marked as 

CR the rest accrued for the week will be an addition to the 

leave period approved. This will lead to overworking by other 

staff. 

  

6 Check whether the arrival time and pavement time of goods 

stocks are recorded in real time. 

  

7 Check whether unloading is permitted before the goods stock 

are placed as per record. 

  

8 Check whether the diesel usage register for the use of 

generators are maintained at non electrified stations. 

  

9 Check proper accounting of imprest cash are being carried 

out by tallying the bill dispatched at Sr.DOM office. 

  

10 Check of privilege pass, whether the passes are issued to 

authorized family members only and the privilege pass is 

issued for the approved route only. 

  

11 Check whether the privilege pass is issued only as per the 

approved rank. 

  

12 Check whether the dependent widowed mother's pension is 

not crossed above the approved rate. 
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Check-List SL. No. 16 

Aspect of Checks: Mileage bill of Running Staff. 
 

Name of Station:-    Date of check :-    

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Staff Position: 

Whether as per attendance register: 

Whether any Shortage : 

Whether staff posted at other station and performing duty 

at another station: 

  

2 Whether claiming mileage in accordance with CMS    

3 Whether claiming mileage without performing running duty    

4 Whether booking register match with CMS report    

5 Whether CMS is functioning properly   

6 Whether mileage are generated through CMS   

7 Whether mileage are prepared manually   

8 Whether sign on and sign off are made in CMS   

(B)  Documents to be collected 

1 CMS report   

2 Booking register   

3 Mileage bill   

4 Salary details   
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Check- 

 List 

V2 
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 Check-List SL. No. 17 

Aspect of Check: Scrutiny of CG Appointment Cases 

SL 

No 

Parameters Whether 

Yes/No 

Remarks, 

if any 

(A) 

01 Whether the CG appointment has been approved on 
written request of spouse/ward of deceased Railway 
employee? 

  

02 Whether any delay in processing the matter as per model 
calendar 

  

03 If delay, reason of delay and responsible person, if any   

04 Whether Death Certificate or medical incapacitation 

documents available to be confirm from Death/ medical 

incapacitation  

  

05 Whether candidature is correct as is to be verified, from 
pass declaration/ family list from civil authority/ other 
documents 

  

06 No such person has been given CGA who is not entitled 

to be ascertained as per prevalent rules  

  

07 Whether Minimum Educational certificate is available 

and it’s verification has been done 

  

08 Whether NOC from all other members if employee/ 

spouse is not alive, has been obtained or not 

  

09 Whether Enquiry report of WI is available on record.    

10 Whether the request for CG appointment has been made 

normally within 5 years from the date of Railway 

employee? 

  

11 Whether the request for CG appointment has been 

received within 2 years from the date on which the ward 

becomes adult? (in such cases where the ward was 

minor at the time of death of employee) ? 

  

07 Whether approval of competent authority has been 

obtained. (Normal Cases: DRM, Delayed Cases: GM) 

  

08 Whether necessary affidavit has been obtained from 

spouse of Railway employee regarding re-marriage? 

  

09 Whether necessary affidavit/declaration has been 

obtained from the applicant to look after the spouse and 

members of family of Railway servant? 

  

10 Whether spouse of Railway servant has certified that the 

applicant is her/his bread winner (if appointment is not 

sought by spouse)? 

  

11 Whether correct nomination of committee on the day or 

one day before the exam has been done 

  

12 Whether question paper is as per prevailing guidelines   

13 Whether Model answers were provided or not   

                                                                                    

14 

Aspect of leakage if question paper before conduct of 

exam to be checked from similarities in answering 

wrong/tough questions/ higher pass percentage 

  

Contd… 
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15 Is there any scope of manipulation in answer sheet to be 

checked  

  

16 Whether Answer sheets have been evaluated as per 

prevailing guidelines and is there any deviation from 

Model Answers 

  

17 Is there any mistake in awarding marks or total 

calculation of marks by evaluating officer 

  

18 Whether correct coding and decoding has been done   

19 Correctness in entries in tabulation sheet to be checked   

20 Whether Post allotment has been done correctly as per 

qualification, medical category and marks obtained  

  

21 Whether approval of competent authority on allotment of 

posts has been obtained or not.  

  

22 Whether offer of appointment has been issued without 

delay to be checked  

  

23 Whether approval for additional chances for CGA has 

been obtained from competent authority 

  

(B)  Documents to be collected (as and when needed) 

01 Applicant’s application for CG appointment   

02 Affidavit/declaration of  applicant  to look after the 

spouse and members of family of Railway servant(if 

spouse is not interested for CG appointment) 

  

03 Affidavit from spouse of Railway employee regarding re-

marriage? 

  

04 Copy educational/technical certificate of applicant.   

05 Copy of declaration form of Railway employee for 

previous years. 

  

06 WI Report.   

07 Approval of competent authority for CG appointment.   

08 Copy of result of written examination for CG 

appointment(for appointment in Gr. “C” post)  

  

09 Authority for appearing in 2nd/3rd written examination(as 
the case may be) for CG Appointment to Group-C posts. 

  

10 Copy of final police report (if the CG appointment has 
been given to spouse/ward of missing Railway employee 

before completing two years of missing).  

  

11 Recommendation of spouse for CG appointment to 
eligible person. 

  

12 Question Paper and Model Answer   

13 Coded/ Decoded Mark Sheets.   

14 Attendance Sheet   

15 Answer sheets    

16 If found any delay or irregularities, reason and 
clarification from concerned persons 
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Check-List SL. No. 18 

Aspect of Check: Scrutiny of Selections 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

01 Whether timely calculation of vacancies has been done 

or not 

  

02 Is there any unnecessary delay in vacancy calculation 

and timely conduct of selections 

  

03 If delay, reason of delay and responsible person, if any   

04 Whether vacancy approval was as per rules or not. 

(Indicative issues: Reservation Rules, anticipated 

vacancy, higher grade vacancies, correct roster, vetting 

of liasioning officer etc.) 

  

05 Whether vacancy has been approved by competent 

authority or not 

  

06 Whether published notification regarding selection is as 

per rules. (Correct Eligibility criteria, educational 

qualification, minimum required service, exam scheme 

etc.) 

  

07 Whether proper publicity of notification by sending it to 

all concerned and publishing it on websites etc has been 

done or not 

  

08 Whether correct eligibility list as per notification criteria- 

(seniority, inter se seniority, as per educational criteria, 

minimum service, medical standards etc) has been 

published or not 

  

09 Whether Pre-promotional training has been completed   

10 Whether availability of APAR/ Working report before 

exam was ensured 

  

11 Whether information to all eligible candidates about date 

of exam has been provided 

  

07 Whether sparing of all eligible candidates has been 

ensured. If some candidates were absent reason of 

absence to be ascertained. 

  

08 Whether Supplementary exam is to be held or not to be 

checked 

  

09 Whether availability of CCTV cameras were ensured 

while conducting exams 

  

10 Whether sufficient mechanism was followed to avoid 

impersonates during the exam- (photo, signature and 

thumb impression matching from spare memo and 

attendance sheet etc.)  

  

11 Whether nomination of selection committee is correct or 

not 

  

12 Whether question paper is as per prevailing guidelines   

13 Whether Model answers were provided or not   

Contd… 

21



Compilation of Check-Lists for Preventive Checks October-2020 

 

 

14 Aspect of leakage if question paper before conduct of 

exam to be checked from similarities in answering 

wrong/tough questions/ higher pass percentage 

  

15 Is there any scope of manipulation in answer sheet to be 

checked  

  

16 Whether Answer sheets have been evaluated as per 

prevailing guidelines and is there any deviation from 

Model Answers 

  

17 Is there any mistake in awarding marks or total 

calculation of marks by evaluating officer 

  

18 Whether correct coding and decoding has been done   

19 Correctness in entries in tabulation sheet to be checked   

20 Whether necessary training completed before promotion 

to be checked wherever required  

  

21 Whether D&AR/ Vigilance/RPUP Act clearance has been 

obtained before promotion or not 

  

22 Whether medical Examination wherever required has 

been conducted or not 

  

23 Whether Sealed cover procedure has been followed or not 

wherever required 

  

24 Whether Educational Qualification, Award Punishments 

etc. has been correctly mentioned in SRs of candidates? 

And if not reason ad person responsible for it.  

  

(B)  Documents to be collected (As and when required) 

01 Documents related to vacancy approval and committee 

nomination 

  

02 Post based roster   

03 Copy of subject notification   

04 Eligibility List    

05 Documents related to completion of Pre Promotional 

Training 

  

06 APARs/ Working reports of candidates   

07 Entry of educational qualification, award/punishment 

etc. 

  

08 Question Paperand Model Answer   

09 Coded/ Decoded Mark Sheets   

10 Attendance Sheet   

11 Answer sheets    

12 D&AR/ Vig./RPUP Clearance of all candidates   

13 Tabulation Sheet and Proceedings   

14 If found any delay or irregularities, reason and 

clarification from concerned persons 
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Check-List SL. No. 19 

Aspect of Check: Maintenance of Leave Records 

 

 

 

 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 
1 Availability of leave sheet to be ascertained for every 

employee   

2 Availability of leave register   

3 Entry in leave sheets to be cross checked from leave 

registers and attendance register    

4 It is to be checked that if leave is mentioned in 

attendance register proper entry has been done in leave 

register and leave sheet or not   

4 Whether leave is being carried forward or not      

5 Whether LAP/LHAP was credited in Advance during the 

month of January & July or not     

6 Whether 2.5 days LAP and 1.6 for each completed 

calendar month of service was credited in case of 

appointment/retirement/removal or dismissal from 

service/dies in service or not.     

7 Whether the leave application was duly sanctioned by 

the competent authority or not.     

8 Whether the LAP/LHAP was debited from the Leave 

A/C or not.       

9 Availability of CL register to be ascertained    

10 Sanction of CL and RH was entered in CL register or 

not   

11 To be ascertained that CL/RH was not sanctioned more 

than entitlement   

(B)  Documents to be collected:- 

1 Copy of leave register and leave sheet     

2 Absentee statement     

3 Relevant page of attendance register     

4 Salary slip if employee was on EOL   

(C)  Information to be sought:- 

1 If leave partially credited, information regarding new 

appointment/retirement/removal or dismissal from 

service/dies in service   

2 If employee was absent and leave was not sanctioned, 

information regarding deduction of pay accordingly and 

deduction in credit of leave (1/10thin LAP& 1/18th  in 

LHAP of period of such EOL and/or Dies- subject to 

maximum of 15 days)  in next cycle   
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Check-List SL. No. 20 

Aspect of Check: Maintenance of Leave Records (Child Care Leave) 

 

  

 

 

 

 

 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Whether child care leave is sanctioned as per rule or not  

(Female Railway servant and single male Railway servant 

may be granted CCL by an authority competent to grant 

leave for a maximum period of seven hundred thirty days 

during entire service for taking care of two eldest 

surviving child below 18 years.  
    

2 Whether leave is granted as per prescribed spells in 

calendar year or not ( three spells in a calendar year, in 

case of single female Railway servant extended to six 

spells in a calendar year) 
    

3 Whether leave is sanctioned not less than 05 days or 

not. 
    

4 Whether record of CCL is being maintained in separate 

sheet or not. 
    

(B)  Documents to be collected:- 

1 Copy of leave Account  
    

2 Absentee statement 
    

3 Relevant page of attendance register 
    

(C)  Information to be sought:- 

1 If employee was on CCL in full month, payment of 

Transport allowance may be confirmed. 
  

2 If employee was on CCL more than first three hundred 

sixty five days, payment of employee may be confirmed 

(After 365 days, 80% of salary for the next three hundred 

and sixty five days).   
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Check-List SL. No. 21 

Aspect of Check: Maintenance of Pass Records (Duty Pass) 

 

 

 

 

  

 

 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Whether duty was approved by the competent authority 

or not.  
    

2 Whether tour program approved by the competent 

authority in case of officer /movement register in case 

of non gazetted employee was duly signed by the 

competent authority or not.   
    

3 Whether duty pass was issued as per entitlement of 

officer /staff or not.   
    

4 Whether validity of the duty of pass was given as per 

approved duty or not.   
    

5 Whether the route of pass was issued as per approved 

duty program or not.   
  

(B)  Documents to be collected:- 

1 Copy of tour program in case of gazetted/copy of 

relevant page of movement register.  
    

2 Relevant page of attendance register if duty is not 

marked. 
    

3 Counterfoil of pass issued  
  

(C)  Information to be sought:- 

1 Unnecessary booking more than one person for same 

nature of job, if it is found, information should be 

collected. 
  

2 If employee was booked for same place at several times 

without specific reason, information should be 

collected.   
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Check-List SL. No. 22 

Aspect of Check: Maintenance of Pass Records (Privilege Pass) 

 

 

 

 

 

 

 

 

 

 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Whether privilege pass was issued as per entitlement or 

not. 
    

2 Whether privilege pass was issued in proper route or 

not.  
    

3 Whether privilege pass was issued in shortest route 

(15% deviation from total journey is allowed) or not. 
    

4 Whether number of family is included in pass is more 

than 05 even after including of dependent w/mother or 

dependent brother /sister or not.  
    

5 Whether the student son is included in pass after 

submission of bonafide certificate or not.  
  

6 Whether family declaration is given by the employee or 

not and availability of three years of pass declaration  
  

7 Is there any difference in pass declaration without any 

reason especially in date of birth and name of 

dependents 
  

8 Pass declaration should also be cross checked with 

pass register and discrepancy if any should be clarified 
  

9 Family declaration form should be signed by the 

employee.  
  

(B)  Documents to be collected:- 

1 Copy of bonafide certificate if student son is included in 

pass.   
    

2 Copy of family declaration form if necessary 
    

3 Copy of counterfoil of pass if pass is not issued in 

proper way 
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Check-List SL. No. 23 

 

Aspect of Check: Travelling Allowances 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Whether duty is approved by the competent authority.   

2 Whether the rate applied is correct as per existing rules.   

3 
Whether DA is claimed for journey beyond the 

circumsphare of 8 KM from H.Q. 

  

4 
Whether Times of trains are reconciled with the Railway 

Time Table. 

  

5 
Whether TA Bill has been submitted within 60 days 

from the day journey performed. 

  

6 
Whether the date of TA claimed are matching with the 

Duty Booking Register  

  

7 
Whether certificate issued by Station Master is enclosed 

in case delay of train, if applicable. 

  

8 
Whether percentage & arithmetical calculation of TA Bill 

is correct. 

  

9 
Whether Sanctioned Tour Programme is attached 

whenever journey performed by Air 

  

10 Whether TA is applied for more than 180 days   

11 
Whether Attendance certificate is attached when TA is 

claimed for witness in court. 

  

12 
Whether Duty Booking Register, Duty Pass copy & 

Muster Roll are cross checked and found correct. 

  

13 Whether Road Milage is claimed as per existing rule   

(B)  Documents to be collected:- 

1 TA Journal   

2 Duty Booking Register   

3 Duty Pass Foil   

(C)  Information to be sought:- 

1 Any irregularity, if found, in the case.   

2 Reasons for Delay, if any.    

3 Other misc. queries arise at checking place.   
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Check-List SL. No. 24 

Aspect of Check: Overtime Allowances 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 
Whether OT claimed is more than the stipulated Time 

period. 

  

2 Whether proper sanction has been obtained for OT    

3 Whether OT is calculated as per existing rule.   

4 Whether the reasons for OT is justified.   

5 Whether OT claim is tallied with OT Register.   

6 
Whether OT Register is being attested by Gazetted 

Officer. 

  

7 Whether overwriting is made while entering OT Register.   

8 Whether calculation of OT is repeated   

9 
Whether OT claimed found correct with the available 

vouchers and records. 

  

10 Whether Rest is given as per HOER.   

(B)  Documents to be collected:- 

1 OT Journal   

2 OT Booking Register   

(C)  Information to be sought:- 

1 Any irregularity, if found, in the case.   

2 Reasons for delay, if any.    

3 Other misc. queries arise at checking place.   
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Check-List SL. No. 25 

Aspect of Check: Night Duty Allowances 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Whether records of NDA is maintained properly.   

2 
Whether NDA is given for the period 10.00 pm to 6.00 

am 

  

3 
Whether the entries of NDA is being attested by 

Gazetted Officer. 

  

4 
Whether calculation is made by 10 minutes for per 

hour. 

  

5 Whether NDA is given to only NG employees.   

6 
Whether calculation is made @4600/- GP for NG staff 

who are drawing more than 4600 GP  

  

7 Whether calculation is made by (Basic+DA)/200   

(B)  Documents to be collected:- 

1 NDA Journal   

2 Night Duty Booking Register   

(C)  Information to be sought:- 

1 Any irregularity, if found, in the case.   

2 Reasons for delay, if any.    

3 Other misc. queries arise at checking place.   
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Check-List SL. No. 26 

Aspect of Check: Kilometer Allowances 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 
Whether Kilometer allowance is given only to running 

staff 

  

2 
Whether the calculation of Kilometrage is based on 

working time table. 

  

3 Whether the rate of KM is applied as per existing rules.   

4 Whether the calculation is made by 100 KM   

5 

Whether the rate for shutter and shunting staff is 

calculated by the rate of 15 km per hour for the time for 

the period of sign In duty till sign off duty 

  

(B)  Documents to be collected:- 

1 CMS Report   

2 Attendance record.   

(C)  Information to be sought:- 

1 Any irregularity, if found, in the case.   

2 Reasons for delay, if any.    

3 Other misc. queries arise at checking place.   
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Check-List SL. No. 27 

Aspect of Check: Irregularities in MOD for Salary Payment. 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

01 Whether the figure shown against pay in summery 

sheet of the bill is  different from previous month bill 

  

02 Whether the reason of difference in pay is due to some 

valid reason. 

  

03 Whether the reason for difference in pay is mentioned in 

MOD. 

  

04 Whether copies of all relevant documents are enclosed 

with the bill in support of change in figure as shown 

against pay in summery sheets. 

  

05 Whether the difference in pay is justified and correct.   

(B)  Documents to be collected 

01 Copy of Pay sheets of required bill unit for two 

consecutive months. 

  

02 Copy of memorandum of differences.   

03 Copy of relevant office order(if required)   

(C)  Information to be sought 

01 Reason for difference in pay.   

02 Irregularity in preparation of memorandum of pay.   

03 Reason for difference in pay.   
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Check-List SL. No. 28 

Aspect of Check: Irregularity in Fixation of Pay 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

01 Whether necessary entries regarding fixation of pay 

have been made in SR of employees. 

  

02 Whether fixation of pay have been vetted by associate 

accounts (If required.) 

  

03 Whether the copy of supporting office 

order/memorandum is available in record in support of 

fixation of pay.  

  

04 Whether fixation of pay has been done properly and pay 

has been fixed correctly. 

  

05 Whether revised pay has been charged immediately 

after revision/fixation.  

  

06 Whether arrear/over payment (if any) has been 

paid/recovered on time. 

  

(B)  Documents to be collected 

01 SR of employee concern   

02 Copy of office order/memorandum on the basis of which 

fixation of pay has been done 

  

(C)  Information to be sought 

01 Purpose of fixation of pay   

02 Irregularity of fixation of pay if any   

03 Clarification from concerned persons to be obtained if 

any delay or irregularities noticed 
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Check-List SL. No. 29 

Aspect of Check: Recovery of House Rent, Electric Bill & water charges 

on allotment of Railway quarter. 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

01 Whether the employee has occupied the railway quarter 

on allotment of the same? 

  

02 Whether copy of occupation letter has been made 

available to concerned bill preparing unit? 

  

03 Whether recovery of house rent has been started 

immediately after occupation of quarter? 

  

04 Whether payment of HRA has been stopped after 

occupation of Railway quarter? 

  

05 Whether the electric energy charge is being recovered 

regularly? 

  

06 Whether metre reading is being done regularly and 

actual consumption of electricity is being adviced to bill 

preparing unit by the Electrical department? 

  

07 Whether necessary authority is available in record in 

those cases where electricity charges are being paid 

directly by the employee to local electricity 

board/Authority? 

  

08 Whether a water charge is being recovered from the 

salary of employee as per extant rule? 

  

09 Check from data of IPAS whether there is any case 

where deduction of rent/ electricity charges/ water 

charges are being made and HRA also payable or vice 

versa 

  

(B)  Documents to be collected 

01 Copy of allotment letter of railway quarter.   

02 Pay slip of employee.   

03 Copy of quarter occupation letter.   

04 Copy of Advice of consumption of electric energy 

received from Electrical Department. 

  

(C)  Information to be sought 

01 Date of allotment and occupation of railway quarter.   

02 Type of railway quarter allotted of Rly. Employee.   

03 Existing rate of house rent required to be recovered as 

per type of quarter. 

  

04 Existing slab/rate for recovery of electric charge.   

05 Existing rate of water charges required to be recovered 

as per type of quarter. 
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Check-List SL. No. 30 

Aspect of Check: Interest Bearing Advances 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 
Whether Advance has been sanctioned by the 

Competent Authority 

  

2 Whether Bill is signed by the Competent Authority   

3 Whether Budget is available for the said advance   

4 
Whether recoveries are made under limited 

installments  

  

5 
Whether penal interest is deducted, wherever 

applicable. 

  

6 
Whether the requisite documents have been deposited 

within the prescribed period 

  

7 
Whether limitation of amount is maintained while 

sanctioning the advance. 

  

8 
Whether recoveries are started within the prescribed 

period 

  

9 
Whether entries are made in Service Book of the 

beneficiary  

  

10 

Whether next sanction of PC advance is given after 3 

years of previous sanction and after full recovery of 

previous advance with interest 

  

11 
Whether mortgage in case of HBA are deposited by the 

beneficiary. 

  

12 
Whether interest rate is calculated as per the 

Financial Year 

  

(B)  Documents to be collected:- 

1 Copy of Sanction Order   

2 Copy of page of Service Sheet where related advances 

entries are made. 

  

(C)  Information to be sought:- 

1 Any irregularity, if found, in the case.   

2 Reasons for delay, if any.    

3 Other misc. queries arise at checking place.   
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Check-List SL. No. 31 

Aspect of Check: NIP (Notice Imposing Penalty) 

 

 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 ,uvkbZih dh izfrfyfi loZ lacaf/kr dks fjlho djk;k x;k gS vkSj dcA   

2 ,uvkbZih ds vuqlkj gh lsok iqfLrdk esa naM ntZ gS vkSj dc   

3 ;fn inksUufr ij jksd gS rks p;u@vp;u ds fy;s cqyk;k x;k gSA    

4 D;k inksUufr fn;k x;k gS rks dc   

5 blh izdkj vU; izdkj ds naM dh vof/k esa inksUufr ij jksd gS ml dk 

ikyu fd;k x;k gSA 

  

6 ;fn vkfFkZd naM gS rks osru ls dVkSrh gks jgk gSA   

7 ,uvkbZih esa Mh,aM,vkj ds fu;e 6 esa mYysf[kr naM (VII, VIII & IX) 
fn;k x;k gSA 

  

(B)  Documents to be collected:- 

1 ,uvkbZih dh izfrfyfi   

2 ,uvkbZih izs"k.k ikorh dh izfrfyfi   

3 ,uvkbZih ds vuq:i lsok iqfLrdk esa ntZ dh izfr   

4 vkfFkZd olqyh dk naM gks rks is fLyi dh izfr   

5 ikl@ihVhvks dk naM gks rks mi;ksx dh xbZ ikl@ihVhvks [kkrk jftLVj 

dh izfrfyfi 

  

6 ,uvkbZih esa Mh,aM,vkj ds fu;e 6 esa mYysf[kr naM (VII, VIII & IX) 
fn;k x;k gS rks mldk izi=@Kkiu tkjh fd;k x;k] dh izfrA 

  

(C)  Information to be sought:- 

1 ;fn ,uvkbZih dh izfr fjlho ugh djk;k x;k gS rks D;ksA blds fy, 

ftEesnkj O;fDr dk fooj.k A 

  

2 ,uvkbZih dh izfrfyfi loZ lacaf/kr dks foyac ls D;ksa fjflo djk;k x;kA   

3 ,uvkbZih ds vuqlkj gh lsok iqfLrdk esa naM ntZ D;ksa ugh gS ntZ gS rks 

l{ke vf/kdkjh dk gLrk{kj fy;k x;k gS vFkok ughA fu;ekuqlkj L;kgh 

dk iz;kx fu/kkZfjr LFkku ij ntZ fd;k x;k gS vFkok ugh vkfnA  

  

4 ;fn inksUufr ij jksd gS rks p;u@vp;u ds fy;s D;ksa ugh cqyk;k x;k 

gSA 

  

5 naM dh vof/k esa inksUufr D;ksa fd;k x;k gSA   

6 osru ls olwyh dh dk;Zokgh foyac ls D;ksa 'kq: fd;k x;k gSA naM ds 

lerqY; olwyh gqvk gS vFkok ugh] ;fn ugh rks D;ksaA okf"kZd osru o`f) 

dk naM gS rks naM ds vuq:i ykxq gqvk gS fd ughA LVst voufr dk naM  

gS rks ykxq gqvk gS vFkok ughA naM ds ckn dh dk;Zokgh dh xbZ gS fd 

ughA 

  

7 fu;e 6 esa mYysf[kr naM (VII, VIII & IX)  rks Kkiu tkjh fd;k 

x;k bl laca/k esa D;k dk;Zokgh dh xbZ gSA bl naM esa feyus okyh ykHk 

ds vuq:i fn;k x;k gS ;k blds fo:) fn;k x;k gS vkfnA 

  

8 Mh,aM,vkj ds fu;e 6 esa mYysf[kr naM (VII, VIII & IX) fn;k x;k gS 
rks Kkiu tkjh fd;k x;k gSA bl naM esa lsok fuo`fr ykHk fn;k x;k gS 

;fn fn;k x;k gS rks fu;ekuqlkj fn;k x;k gS ;k fu;eksa ds fo:) fn;k 

x;k gSA 
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Check-List SL. No. 32 

Aspect of Check: Contractor’s Bills 

SL 

No 

Parameters Whether 

Yes/No 

Remarks, 

if any 

(A) 
1 Whether the Bills are in original and have been prepared in 

the prescribed form and they are arithmetically correct. 
  

2 Whether the expenditure involved in the bill if relating to a 

work is covered by a sanctioned estimate.   
  

3 Whether the expenditure covered by the sanctioned budget 

allotment. 
  

4 Whether reference to the agreement/work order no, the 

designation of the official who recorded the measurement 

and reference to number and page of measurement book in 

which the measurements have been recorded are given. 

  

5 Whether all recoveries to be made from the contractor if any 

or cost of material supplied if any, have been recovered and 

certified to that effect. 

  

6 Whether there are any delays in making measurements or in 
preparing bills after measurement have been taken.   

  

7 Whether the rates to be paid for in the bill are the same as 

those detailed in the scheduled attached to the agreement or 

the printed schedule of the rate and rates higher than those 

provided in the agreement or work order are not allowed 

without specific sanction of the competent authority.   

  

8 Whether necessary certificates are furnished in the final bills 
in respect of the technical checks laid down in Para 1338 (ii) 

(a) to (g) of the Engineering Code.   

  

9 Whether the units of calculation and rates are entered in 

words as well as figures. 
  

10 Whether the bill has been signed by the contractor in token 

of his acceptance of the correctness of the bill. 
  

11 Whether the bill has been signed by the Competent 

Authority in token of his acceptance and accuracy.   
  

12 Whether all the corrections have been attested by the 
Competent Authority and the Contractor. 

  

13 Whether it has been duly certified that work has been 

completed within the specified time period or extension if 

any granted as per the terms/condition of Contract 

Agreement.  

  

14 Whether In case of quantity variation beyond scheduled it 

should be duly sanctioned by the Competent Authority and 

duly vetted by finance where ever necessary.   

  

15 Whether No Claim Certificate has been obtained from the 
Contractor while receiving the Final Bill.  

  

16 Whether the Taxable amount i.e. GST, CGST, IGST have 

been shown and deducted in the bill 
  

(B)  Documents to be collected:- 
1 Contractor's Bill   

2 Measurement Book   

3 Contractor's Ledger    

4 Contract   

(C)  Information to be sought:- 
1 Any irregularity, if found, in the case   

2 Reasons for Delay, if any.   

3 Other misc. queries arise at checking place.   
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Check-List SL. No. 33 

Aspect of Check: Irregularities in Passing of Supplier’s Bill 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

01 Whether the bills have been passed as per terms and 

condition of Purchase Order? 

  

02 Whether the Supply of material has been done within 

Delivery/extended delivery period? 

  

03 Whether R. Note/Delivery Challan is enclosed with the 

Bill? 

  

04 Whether the Bill value is within the PO value?   

05 Whether Signature of consignee is available on R. Note?   

06 Whether tax invoice is attached with the bill?   

07 Whether bill is dully signed by Supplier and competent 

Railway authority? 

  

08 Whether description of material is in accordance of 

Purchase Order? 

  

09 whether rate and quantity of material supplied is in 

accordance with Purchase Order 

  

10 Whether Digital Signature of consignee is available on 

R. Note? 

  

11 Whether Inspection certificate has been obtained from 

appropriate authority? 

  

(B)  Documents to be collected 

01 Copy of Supplier’s Bill.   

02 Copy of Purchase order.   

03 Copy of inspection certificate.   

04 Copy of Receipt Note.   

05 Copy of Delivery Challan.   

06 Copy of Tax invoice    

(C)  Information to be sought 

01 Terms and condition for supply of material.   

02 Description of material.   

03 Rate and quantity of material supplied in actual    

04 Variation in rate /quantity of material( in any)   

05 Actual delivery date and delivery/extended delivery 

period. 

  

06 Irregularity in passing of bill (if any).   
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Check-List SL. No. 34 

Aspect of Check: Checking of Reconciliation of Deposit Works. 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

01 Whether recovery of all departmental charge including 

cost of establishment is being recovered properly? 

  

02 Whether it is ensured that no expenditure in excess of 

either the sanctioned estimate or the sanctioned 

allotment of the deposit made is incurred on any work? 

  

03 Whether separate folios are maintained in Register of 

works for each Deposit work? 

  

04 Whether posting of ledger (Register of Works) is being 

done properly and debit and credit figures are reflected 

against corresponding works? 

  

05 Whether balancing and totalling of ledger (Register of 

work) is being done monthly? 

  

06 Whether monthly and annual reconciliation of ledger 

(Register of work) is done between executive and 

Accounts? 

  

07 Whether balance of ledger (Register of works) is agreed 

with the balance of cash book, capital/revenue journal? 

  

(B)  Documents to be collected 

01 Copy of agreement for execution of Deposit work   

02 Copy of cash book, capital/revenue journal and relevant 

JVs and CO7 (if required) 

  

03 Register of work (Executive and Account’s portion)   

(C)  Information to be sought 

01 Terms and condition for execution of work   

02 Details of payment received from party and booking 

thereafter 

  

03 Irregularities in posting of register and Deficiencies in 

Reconciliation of register 
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Check-List SL. No. 35 

Aspect of Check: Bill Passing Contract-Entries in MB. 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

01 D;k ekiu ifqLrdk tkjh djus okys eaMy@bZdkbZ esa blls lacaf/kr 

iaftdk rS;kj fd;k x;k gS] ftlesa izkIrdrkZ@tekdrkZ dk iw.kZfooj.k 

ds lkFk bldk dzekad lqLi"V :i ls fy[kk gqvk gS ,oa gLrk{kj ,oa 

frfFk ntZ gS? 

  

02 D;k ekiu ifqLrdk ds izFke i`"B dk lHkh fooj.k iw.kZr% ,oa Li"V 

:i ls Hkjh gqbZ gS तथा izfrgLrk{kfjr gS? 

  

03 D;k foHkkxh; Jfedks ls fHkUu yksxksa }kjk fd;s x;s lHkh dk;Z rFkk 

lIykbZ ds fy, fd;s tkus okys Hkqxrku ekiu iqfLrdk esa ntZ dh xbZ 

uki rkSy ds vk/kkj ij fd;k x;k gS? 

  

04 D;k ekiu iqfLrdk esa banzkt fuek.kZ dk;Z LFky ij Bsdsnkj ds 

mifLFfr esa fd;k x;k gS rFkk ekiu iqfLrdk esa xyr banzkt dk 

izfrgLrk{kj djk;k x;k gS? 

  

05 D;k ekiu iqfLrdk esa rduhdh tkWap ,l,lbZ@MªkbZax }kjk rFkk Mh-, 

}kjkek=k@vkoaVu dk tkWp fd;k x;k gS ,oa lgk;d bathfu;j }kjk 

100 izfr'kr tkWap ,oa mi eq- bZ- ds }kjk 10 izfr'kr tkWap fd;k x;k 

gS? 

  

06 D;k ekiu iqfLrdk esa dk;Zfujh{kd] Bsdsnkj] ,l-,l-bZ-] Mh-,-] lgk;d 

bzthfu;j rFkk mi eq- bZ- dk gLrk{kj fd;k x;k gS? 

  

07 D;k fcy fu/kkZfjr QkWeZ es cuk gS] fjdkMZ fd;s x;s O;; dh Lohd`fr 

l{ke izkf/kdkj ls fy;k x;k gS] O;; esa forh; e;kZnk ds fl)karksa dk 

ikyu fd;k x;k gS rFkk fjsdkMZ fd;s x;s O;; Lohd̀r ctV vkoaVu 

O;oLFkk ds vUrxZr gS? 

  

08 D;k fcy es fjdkMZ fd;s x;s ek=k ,oa nj] ekiu iqfLrdk esa ntZ 

fd;s x;s ekiu rFkk nj   ds vuqlkj fd;k x;k gS rFkk mldk 

feyku ,xzhesaUV  ls fd;k x;k gS? 

  

 

Contd… 
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09 D;k 'ksM~;wy ch12 vuQksjlhu vkbZVe dk isesaV gqvk gS rks odZ vkMZj 

lSaD'ku gS ;k ugh? ;fn U;w vkbZVe dk Hkqxrku gqvk gS rks Lohd`fr 

l{ke vf/kdkjh ls gqvk gS vFkok ugh? 

  

10  'ksM~;wy okbZt 25 izfr'kr ls vf/kd jkf'k jgus ij ,xzhesaV ds 

vuqlkj QkbZusal dadjsal vkSj l{ke vf/kdkjh ls iwoZLohd`fr fy;k 

x;k gS? 

  

11 D;k fcy esa ,xzhesaV ds vuqlkj 'ksM~;wyokbZt ,ldsys'ku vkSj lsM~;wy 

Mh ds vuqlkj fjcsV fn;k x;k gS? 

  

12 D;k fcy esa lHkh izzdkj dh dVkSrh dh x;h gS tSls% ,l-Mh] 

budeVSDl] ljpktZ] th-,l-Vh-] isukYVh] jkW;YVh rFkk jsyos ifjljks 

dk mi;ksxA 

  

13 D;k dkWuVsDVj ds fyf[kr vkosnu ds ckn gh vof/k foLrkj fd;k 

x;k gS? ckjckj vof/k foLrkj dk dkj.k D;k gS? vof/k foLrkj fu;e 

17 ch ds vuqlkj feyk gS rks iSusYVh dVk gS ;k dV jgk gS rFkk 

vof/k foLrkj frfFk ds 60 fnu ckn dk ihth fy;k x;k gS? 

  

14 D;k lSaM ,oa LVksu ds fy, jkW;fyVh dVk gS fd ugh ? ;fn ugh rks 

,e ,aM ,u QkWeZ dkaVsDVj ds }kjk tek fd;k x;k gS? 

  

15 D;k odZ oSY;q ds vuqlkj l{ke vf/kdkjh ls vof/k foLrkj fy;k x;k 

gS fd ugh ? 

  

16 D;k fcy ij fyfid] dk;Zfujh{kd] Bsdsnkj] ,l-,l-bZ-] Mh-,-] lgk;d 

bathuh;j rFkk mi eq- bZ- dk gLrk{kj fd;k x;k gS ? 

  

(B)  Documents to be collected 

01 ,xzhesaV dk izfrfyfiA   

02 dkWVªsDVj fefly dk izfrfyfiA   

03 ekiu iqfLrdk tkjh fd;s tkus okys iaftdk dh Nk;kizfrA   

(C)  Information to be sought? 

01 ekiu iqfLrdk ds vk/kkj ij gh fcy ikl fd;k tk jgk gS ;k ughaA   

02 Hkqxrku ctV vkoaVu rFkk Lohd`r fuf/k ds vuqlkj fd;k tk jgk gS 

;k ughaA 

  

03 Hkqxrku ls iwoZ fcy esa izk;ksftr vf/kdkj dks vyx vyx deZpkjh 

}kjk lEiq"V fd;k tkrk gS fd ughaA 
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Check-List SL. No. 36 

Aspect of Check: Checking of movement of TIAs of Accounts Department 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1  D;k Mandays dk fu/kkZj.k LVs’ku ds Earning d vk/kkj 

ij l{ke vf/kdkjh dh Lohd`fr ls fu/kkZfjr fd;k x;k gSA     

2 D;k TIA }kjk Mandays ds vk/kkj ij M~;wVh fu"ikfnr 

fd;k x;k gSA     

3 D;k TIA  }kjk Mandays ds vk/kkj ij M~;wVh fu"ikfnr 

ugh fd;k x;k gS rkss bldh iwoZ Lohd`fr l{ke vf/kdkjh 

ls fy;k x;k gSA     

4 D;k TIA }kjk   Witness of Auction Sale, Disposal of 

Obsolute Ticket & Assesment esa M`;wVh fu"ikfnr djus  

ls  iwoZ Lohd`fr l{ke vf/kdkjh ls Lohd`fr fy;k gSA     

5 D;k TIA M~;wVh fu"ikfnr djus ls igys lIrkfgd tuZy 

rFkk 10 fnu dk QkWjdkLV ys[kk dk;kZy; dks Hkstk gSA     

6 D;k VhvkbZ, }kjk tkjh ikVZ&4] Lis'ky fjiksVZ] MsfoV esek 

rFkk dszfMV eseks dk fu"iknu fd;k x;k gS ,oa lacaf/kr 

LVs'ku ds rqyu i= esa fjQ~ySDV gqvk gSA     

7 D;k TIA, Monthly Abstract ds lkFk  fu"ikfnr 

fd;s tkus okys  M~;wVh dk Vh,@QqVdj HkRrk tuZy 

fu/kkZfjr frfFk dks ys[kk dk;kZy; esa tek fd;k gSA     

(B)  Documents to be collected:- 

1  Monthly Abstract dh izfrfyfiA     

2 Vh,@QqVdj HkRrk tuZy dh izfrfyfiA     

3 Mandays dk izfrfyfiA     

(C)  Information to be sought:- 

1 izfr LV'sku iz;ksx fd;s x;s  Mandays dk fooj.kA     
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Check-List SL. No. 37 

Aspect of Check: Brickwork 
 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Inspect quality of Brick available at site 

- Size (LxWxH) 

- Brand 

- Visual appearance 

- Metallic ringing sound 

- Breaks on dropping or striking 2 bricks against each 

other 

  

2 Check Material passing record of Bricks. Also, take 

original or attested copy of material passing register. 

- Passed by whom 

- How much quantity passed till date of check 

- Check details of recently passed quantity with the 

bricks available at site I.e. whether brand is same, 

quality is Ok 

- Check details of rejected quantity of bricks, if any. 

Whether it is still available on site. 

  

3 Testing record of Bricks 

- Testing done from independent lab- Details i.e. from 

which lab, what tests done, material passed or failed as 

per lab test report. 

- What tests have been done at site 

- Whether Testing done as per the frequency laid down in 

IS: 2212 

  

4 Test bricks for size, compressive strength etc at site   

5 Check Measurement of executed quantity of Brickwork 

at site. 

  

6 Check Measurement details of Brickwork recorded in 

Measurement Book for executed quantity. 

  

7 Check availability of approved drawing/sketch in site 

order book for brickwork. 

  

8 Check items of brickwork from schedule of Contract 

agreement 

- Which SOR item has been used and for what purpose 

- What is the ratio of Cement Sand mortar 

  

9 Check quantity & quality of sand used for Brickwork 

- Check quantity of sand passed for Brickwork. 

- Check quality of sand at site by testing 

- Whether sand has been got tested from independent 

lab or testing has been done in field lab 

- What parameters have been tested? 

- Sand is in which Zone. Whether it is suitable for 

Brickwork 

  

Contd… 
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10 Check Cement used 

- Quantity- consumption as per SOR item 

- Quality- Material passing record 

# Lab test record 

# Field Testing record 

- Material available is all passed. Check it for brand, 

batch no etc 

  

11 Whether hidden items have been 100% test checked by 

ADEN. 

  

12 Whether test check has been done by all concerned as 

per issued guidelines. 

  

(B)  Documents to be collected:- 

1 Contract Agreement   

2 Material passing register   

3 Testing records of tests done at site   

4 Testing records of tests done from independent lab   

5 Measurement Books   

6 CC Bill/Final Bill   

7 Drawing   

8 Site Order Book   

9 Invoice/challan of Materials   

10 MTC of materials   

(C)  Information to be sought:- 

1 Any irregularity, if found, in the case   

2 Other misc. queries which arise on inspection of 

Documents/ site. 
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Check-List SL. No. 38 

Aspect of Check: Concrete Work 

 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Check details/scope of work from LOA and Contract 

agreement. 

  

2 Inspect the site of work & gather details about 

Concreting Work in progress on the day of check, 

previous day’s work and work executed in last 28 days, 

location wise. 

  

3 Check work in progress- what is the status, how it is 

being done 

  

4 Check whether approved GAD and Structural drg is 

available at site. 

  

5 Whether Mix Design is available and approved   

6 Whether Cubes are casted during concreting and 

compressive strength testing facility available at site. 

  

7 Whether Daily progress report is maintained at site.   

8 Whether Material such as Cement ,sand, aggregate, 

admixture if any, steel etc. offered by concerned SSE/JE 

to AEN/DEN for passing are recorded with brand name 

and details entered  in material passing register. 

  

9 Whether cement has been checked for following items: 

- Source (Factory)/Brand Manufacturer 

- Week of manufacture/Date of receipt at site 

  

10 Whether cement has been checked by testing for 

following items: 

- Actual strength of cement at different ages (1.37 and 28 

days) 

- Consistency of strength (Coefficient of variation from 

the manufacturer for each month) 

- Fineness of cement or other physical properties 

(Manufacturer or Laboratory Test Certificate) 

- Chemical properties (Manufacturer or Laboratory Test 

Certificate) 

  

11 Do Physical examination of bags containing cement and 

check Net content of cement bags. Also, check for 

presence of lumps (essential in monsoon) 

  

12 How Cement is being stored and its batching being 

done? Whether it is proper? 

  

13 Check whether quantity of Cement available is sufficient 

for Concreting work planned for the day/in progress? 

  

14 Whether Coarse aggregate has been checked for 

following items: 

- Source/name of the supplier/crusher owner 

- Type of aggregate (natural rounded, natural irregular, 

crushed cubical, crushed flaky, crushed gravel etc.) 

- Maximum size 40 mm, 20 mm, 10 mm, etc) 

  

Contd… 
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15 Whether Coarse aggregate has been checked for 

following items: 

- Hardness of crushing value (quality of stone. e.g. 

basalt, granite, limestone pumice etc). 

- Sieve analysis – grading and consistency of grading of 

different batches 

- Presence of oversize aggregates 

- Presence of finer components of aggregates (passing 

4.75 mm size sieve) 

- Presence of dust (passing 75 micron size sieve) 

- Presence of deleterious materials (clay, coating, clay 

lumps, mica, alkali slag, coal residues, organic matter, 

etc.) 

- Specific gravity 

- Dry loose bulk density (for volumetric batching) 

- Surface texture 

- Surface moisture content in case of wet aggregates 

- Absorption (percentage by weight) in case of dry 

aggregates 

  

16 How Coarse Aggregate is being stored and its batching 

being done? Whether it is proper? 

  

17 Check whether quantity of coarse aggregate available is 

sufficient for Concreting work planned for the day/in 

progress? 

  

18 Whether Fine aggregate has been checked for following 

items: 

- Source – Name of the supplier/crusher owner 

- Type of aggregate – Natural dredged from river/creek or 

crushed 

  

19 Whether Fine aggregate has been checked for following 

items: 

- Sieve analysis – grading and consistency of grading of 

different batches 

- Hardness or crushing value (quality of aggregate) 

- Presence of oversize aggregates (retained on 4.75 mm 

size sieve) 

- Presence of fine material and dust (passing 150 micron 

or 75 micron size sieves) 

- Presence of deleterious materials (silt, clay, mica etc) 

- Specific gravity 

- Dry loose bulk density (for volumetric batching) 

- Bulkage correction (for volumetric batching of natural 

wet/moist sand) 

- Surface texture 

- Surface moisture content in case of wet aggregates 

- Absorption (percentage by weight) in case of dry 

aggregates 

  

20 How Fine Aggregate is being stored and its batching 

being done. Whether it is proper? 

  

21 Check whether quantity of fine aggregate available is 

sufficient for Concreting work planned for the day/in 

progress? 

  

Contd… 
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22 Whether water used is of proper quality. 

The following have been checked before clearing the 

material ; 

- Source of supply 

- Presence of chlorides and sulphates 

- Presence of oils, acids, alkalis, salts, sugar, organic 

impurities etc 

- Extent of acidity or alkalinity 

- Potable quality for water/ice 

- Solids within permissible limits 

- Water to cement ratio as per environmental conditions 

  

23 Whether any chemical admixture has been used. If yes, 

following required to be checked: 

- Source/Brand/Manufacturer 

- Label on the container for proper identification 

- Shelf-life or expiry date 

- Type to be used (plasticer, retarder, accelerator, air 

entrainer or combination).  

Whether it is as per approved mix design. 

  

24 Whether chemical admixture has been checked for : 

- Specific gravity and solid content 

- Percentage of chlorides, sulphates and other impurities 

  

25 How chemical admixture is being stored and its batching 

being done. Whether it is proper? 

  

26 Check whether quantity of chemical admixture available 

is sufficient for Concreting work planned for the day/in 

progress and for next 15 days? 

  

27 Whether Reinforcement has been checked well before the 

concreting as per approved drawing and cutting length 

placed recorded in reinforcement register. 

  

28 Whether MTC for cement, steel etc is available.   

29 Whether Challan of all materials brought at site is 

available. 

  

30 How the Qty. of Cement, sand, aggregate, water, 

admixture is being monitored as per approved Mix 

design? 

  

31 Whether required Tests have been done & acceptance 

Criteria fulfilled w.r.t Cement, Sand and aggregate before 

passing. 

  

32 Whether Slump test & cube test is being conducted 

during concreting. 

  

33 Check Test Results of Sample(Cube) casted for work 

done in the past 

- The test results of the sample shall be the average of 

the strength of three specimens. 

- The individual variation should not be more (+ or-) 15 

percent of the average. 

- If more, the test results of the sample are invalid. 

  

Contd… 
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(B)  Documents to be collected:- 

1 Contract agreement   

2 Material passing register   

3 Test reports of materials   

4 Invoice/challan of materials   

5 MTC of materials   

6 Cube test register   

7 Slump test records   

8 Concrete mix design report   

9 Copy of measurement book   

10 Copy of CC/final bill   

11 Approved drawing- GAD/structural   

12 Calibration certificate of cube testing machine   

13 Steel testing- report from independent lab   

14 Bar bending schedule   

15 Steel passing register   

(C)  Information to be sought:- 

1 Any irregularity, if found, in the case   

2 Reasons for Delay, if any.   

3 Other misc. queries which arise on inspection of 

Documents/ site. 
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Check-List SL. No. 39 

Aspect of Check: Execution of Formation Earthwork 

 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Check availability of Detail Drawings 

- Alignment- L Section 

- Formation levels 

- Formation width at ground levels 

  

2 Check Condition of Natural ground 

- Site cleared properly for full formation width at Ground 

level plus one metre 

- Benching done on ground having steep slope 

  

3 Check the location/selection of Borrow area 

- Sufficiently away from alignment 

- Normally not less than 3 m plus height of embankment 

  

4 Check whether selected soil is reliable for construction 

- Except for unsuitable soils as explained in para 

5.1(RDSO Guideline for Earthwork), any type of locally 

available soil can be used as a construction material. 

  

5 Whether OMC & MDD have been checked in Lab as per 

IS: 2720(Part- ) by standard proctor test using moisture 

density graph. 

- Frequency of testing done: Minimum one test for every 

5000 cum or change of strata wherever is earlier. 

  

6 Measurement of Field Compaction  by 

- CORE CUTTER METHOD:IS:2720(XXIX).1975 

# Tests to be conducted: Field dry density as per IS: 

2720(Part-   ) 

# Using Rapid moisture meter and core cutter 

- Frequency of test: 

# Min. one test in each compacted layer for every 200 

sqm in top 1 m of subgrade. 

# Min. one test in each compacted layer for every 500 

sqm below top 1 m of subgrade. 

- Acceptance Criteria: 

# Dry density should be 98% of Lab. MDD 

  

7 Check whether thickness of layer being executed at site 

is proper. 

- Should be generally kept as 300 mm for fill material in 

loose state before compaction. 

- The spreading of material in layers of desired thickness 

over the entire width of embankment should be done by 

mechanical means. 

  

8 Check Drainage Arrangement in Banks and Cuttings: 

- Cross slope is provided from centre towards end. 

- Catch Water Drains. 

  

9 Maintenance of moisture during compaction: 

- Check moisture content level of the soil in the range of 

OMC ± 2% at the time of compaction. 
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10 Other important aspects to be checked- 

- Top slope 1 in 30 away from centre 

- Extra wide bank by 500 mm on either side & then cut 

& dressed to avoid loose earth on shoulders 

- Minimum overlap of 200mm between each run of roller 

- At the end of working day, fill material should not be 

left uncompacted. 

- Presence of Rain cuts -Whether developed deep and 

wide. 

- E/W in layers- Each layer sloping out 1:30. 

- Compaction by using vibrating rollers of around 

900mm wide. 

- Dry density should be 98% of MDD. 

- Density to be checked at 200m length. 

  

11 Check SUB GRADE : Parameters to be checked 

- Top width - 6.85 in filling & 6.25 in cutting 

- Cess width > 900 mm + additional on curve 

- Top slope 1 in 30 

- Erosion control 

  

12 Check recording of Measurement done by whom 

Measurement recording authority: 

- SSE/SE/JE Gr.I & II(Independent Incharge). If 

measurement is recorded by SE/JE who is not 

independent Incharge, in that case SSE/SE/JE-I shall 

exercise 100% test check on measurements recorded by 

SE/JE. 

  

13 Check Test check by AEN/XEN 

100% test check by AEN/XEN in levels along the centre 

line of alignment and not less than 20% of the remaining 

levels of the cross section in case of initial and level 

taken after execution of work with the provision that this 

check should be invariably be carried out in cross 

section having heavy cross slopes. 

  

14 Check test check by Dy.CE/Con 

- 10% test check along the centre line and cross section 

of initial level measurement. 

- 10% test check of longitudinal levels/quantity of works 

during execution. 
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15 As per para 1317 of Engg code regarding measurement: 

- For measurement of earth work, cross-sections levels 

may be recorded by Inspector of Works in the field book 

which should be in ink or inked before test checking by 

the Assistant Engineer. 

- The Assistant Engineer should exercise a check of 100 

per cent in the case of levels along the centre line of 

alignment, and not less than 20 per cent of the 

remaining levels of the cross sections with the proviso 

that this check should invariably be carried out in cross 

sections having cross slopes. 

- All the corrections in the field book must be initialed by 

the Assistant Engineer and no subsequent corrections 

should be made by any person other than the Assistant 

Engineer who while doing so should record the reasons 

for the same. The signature of the contractor or his 

authorised agent should be taken on every field book 

accepting the correctness of levels recorded therein. 

- Plotting of the cross sections may be done on graph 

paper taking care that sufficiently large scale is adopted 

for plotting and there is not much distortion of horizontal 

and vertical scales adopted. After plotting the cross 

sections the levels should be inked and each sheet 

containing the cross section should be signed by the 

Inspector of Works, Assistant Engineer and the 

contractor. 

- While plotting the cross sections, the proposed 

theoretical profiles of the earth work should also be 

plotted to ensure that the work is done to actual 

requirements and to avoid future claims from the 

contractors. 

- For computing the quantity of earth work arithmetical 

calculation is to be preferred but if necessary counting of 

square method can also be adopted. 

  

(B)  Documents to be collected:-   

1 L Section   

2 Contract Agreement   

3 Level Book - Machine Numbered   

4 Cross Section Graphs   

5 Measurement book   

6 Copy of CC Bills.   

7 Testing records   

(C)  Information to be sought:-   

1 Any irregularity, if found, in the case   

2 Reasons for Delay, if any.   

3 Other misc. queries which arise on inspection of 

Documents/ site. 
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Check-List SL. No. 40 

Aspect of Check: Earthwork in Cutting/Rock Cutting 

 
SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Inspect the site of project- DL/NL/GC/Existing Line   

2 Check work in progress- what is the status, how it is 

being done. 

  

3 Check since when different stretches of section were 

available for executing earthworks in cutting. 

  

4 When E/w in cutting has been executed in various 

stretches as per available records like daily progress 

register. 

  

5 As Per CA, what items are available for execution in 

formation i.e. whether all 3 SOR Items are available? In 

what items, major payment has been made whether hard 

rock (req. blasting), rock (not req. blasting), soil 

  

6 How the execution is being done, whether by blasting or 

Poclain etc. 

  

7 What kind of output is being obtained? Rocks obtained 

are of what size range. 

  

8 What is the % of rocks obtained?   

9 Who has accorded permission for blasting?   

10 Whether authority for use of explosives is available.   

11 What details have been shown in the Cross-section?   

12 What is being done for the material obtained after 

blasting or otherwise? 

  

13 What is being done for the material greater than 150 mm 

size obtained? 

  

14 What is being done for the material less than 150 mm 

size obtained? 

  

15 How payment has been made & against what items of 

USSOR. 

  

16 For excavated material used in filling, check that 

payment has been made only for compaction. 

  

17 Whether stacking of usable material greater than 150 

mm size obtained has been done. 

  

18 Whether for soft rocks, payment has not been made 

against hard rock, to be checked. 

  

19 Testing of rock obtained to be done.   

20 Usable Material obtained has been taken in ledger.   

21 For recently executed stretches, cross verify the details 

from site. What is the output, how work has been done, 

what released material obtained, whether it has been 

stacked or not, against what item payment has been 

made etc. 
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(B)  Documents to be collected:- 

1 L Section   

2 Contract Agreement   

3 Availability of land details for the project   

4 Topography details   

5 Photographs- Prior to start of work, after execution of 

work 

  

6 Level Book - Machine Numbered   

7 Cross Section Graphs   

8 Measurement book   

9 Copy of CC Bills.   

10 authority for use of explosives   

11 traffic block record etc.   

(C)  Information to be sought:- 

1 Any irregularity, if found, in the case   

2 Reasons for Delay, if any.   

3 Other misc. queries which arise on inspection of 

Documents/ site. 
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Check-List SL. No. 41 

Aspect of Check: Ballast Supply 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Check Basic Quality of ballast: whether it is hard, 

durable and as far as possible angular along 

edges/corners etc. 

  

2 Check Particle Shape: Whether it is cubical in shape as 

far as possible.  Individual pieces should not be flaky 

and should have generally flat faces with not more than 

two rounded/sub rounded faces. 

  

3 What is the mode of Manufacture: Hand 

broken/Machine crushed. 

  

4 Check ballast test report submitted at the time of 

tendering – It should have the test report of Impact 

Value, Abrasion Value, Water Absorption Value from 

approved laboratories and the list of these Laboratories 

shall be mentioned in the tender documents. 

  

5 Check ballast stacks: For height, width, side slopes & 

cubical content. 

  

6 Check whether Stacking has been done on a neat, plain 

and firm ground with good drainage. 

  

7 Check sieves used for sieve analysis: Their length, 

breadth and height w.r.t. tolerances. 

  

8 Check whether Testing of ballast has been done on 

supply of the first 100 cum, the tests for size gradation, 

Abrasion value, Impact value and water absorption. 

  

9 Check whether subsequent Testing of ballast has been 

done- 

(a) Size & gradation : for every stack 

(b) on supply of every 2000 cum, the tests for size 

gradation, Abrasion value, Impact value and water 

absorption 

  

10 Check Ballast for  size and gradation:- 

- A minimum of 3 samples of ballast for sieve analysis 

shall be taken for measurement done. 

  

11 Check for rejection of ballast due to oversize & undersize 

and reduction in payment: 

  

12 Check who has recorded the Measurement for payment.   

13 Check whether test checking has been done at all levels.   

14 Check whether permission for training out of ballast has 

been accorded? 
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(B)  Documents to be collected:- 

1 Contract Agreement   

2 Ballast passing register   

3 Testing records of tests done at site   

4 Testing records of tests done from independent lab   

5 Measurement Books   

6 CC Bill/Final Bill   

7 Site Order Book   

8 Invoice/challan of Materials   

9 Ground handing over register   

10 Spreading of Ballast register   

11 Manuscript register   

(C)  Information to be sought:- 

1 Any irregularity, if found, in the case   

2 Reasons for Delay, if any.   

3 Other misc. queries which arise on inspection of 

Documents/ site. 
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Check-List SL. No. 42 

Aspect of Check: Minor Bridge/Box Culvert 
 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 
1 Check details/scope of work from LOA and Contract 

agreement. 
  

2 Inspect the site of work & gather details about Work in 
progress and work completed. 

  

3 Check work in progress- what is the status, how it is being 
done 

  

4 Check availability of Drawing, whether it is approved or not.   

5 Whether L section is approved or not. What is the formation 
level as per app L Section at Bridge location? 

  

6 Measure Barrel length: which should be as per earth 
cushion available over box as per approved drawing/L 
section. 

  

7 Check the formation level in drg. Whether it is matching 
with L-section. 

  

8 Verify for the Grade of concrete adopted in Box. Whether it 
is as per RDSO standard drg. 

  

9 Measure clear span and clear height and compare with 
approved drawing. 

  

10 Measure vertical wall thickness, top slab thickness and 
bottom wall thickness which should match with RDSO 
standard for said cushion, span and height. 

  

11 Whether mix design has been done from recognised 
laboratory and has been approved for usage. 

  

12 Check reinforcement register and compare with RDSO 
standard drg. Bar length calculated is as per RDSO formula 
or not. 

  

13 Check the brand of steel used and should be as per tender 
conditions. Independent test of steel done or not. 

  

14 Check material passing register, whether maintained or not.   

15 Check cube register whether maintained or not.   

16 See site order book, any noticeable instruction given by 
higher official, if any. 

  

17 Check the side slopes of bank in approach of bridge.   

18 Whether slope stability analysis has been done or not in 
case of high bank. 

  

19 Check the depth and dimension of drop wall and curtain wall.   

20 Whether wearing coat has been provided over bottom slab or 
not. If provide, check its thickness. 

  

21 Whether boulder pitching/PCC have been done properly in 
approach of box or not. Whether it is as per approved 
drawing. 

  

22 Check whether boulder backing and backfill material 
provided as per cl. 7.5 IRS substructure and foundation 
code or not. 

  

23 Whether ballast retainer is as per RDSO drg or not.   

24 Whether weep holes have been provided in both wing wall/ 
return wall and earth retainer of Box. If yes, check its size 
and centre to centre spacing. Whether it is as per approved 
drawing. 
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25 Whether key below bottom slab at both end of barrel have 
been provided or not. What is its depth? 

  

26 Whether Sand filling and PCC below box have been provided 
or not. 

  

27 For clear span or clear height greater or equal to 4m, what 
grade of concrete in RCC has been adopted for construction? 
Whether it is in accordance to RDSO drg. 

  

28 Check whether type of Cement used is as per Contract 
agreement or not. 

  

29 Check whether proper RDSO drg. has been adopted or not, 
whether it is for single track, double track or more. 

  

30 Check that it has been ensured that the SBC of soil is more 
than foundation pressure available in RDSO drawing or not. 

  

31 Check that Loading standard mentioned in GAD and 
reference of RDSO drawing should match. 

  

32 Whether Lap length provided is as per CBC.   

33 Clear cover should be checked and should be as per RDSO 
drg. 

  

34 Whether weep holes have been provided in retainer over box 
or not. 

  

35 Check the ballast cushion over box.   

36 Check the size of the haunch. Whether it is as per RDSO 
drawing 

  

37 Check that Bar length is in accordance with RDSO formula 
or not. 
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38 Check that material is properly passed prior to usage   

39 Check that required tests like cube test, slump etc has been 
done and record maintained. 

  

40 Check that proper shuttering has been used for 
construction. 

  

41 Check that there is no tilt in wing/return wall   

42 Check that there is no honeycombing in concrete work   

43 Check that no repair of concrete work has been done by 
plastering 

  

44 Check that no painting of bridge has been done to cover 
construction defects. 

  

45 Check that there is no deviation from approved drawing at 
site. In case of deviation, whether alteration has been got 
approved or not. 

  

(B)  Documents to be collected:- 

1 Contract Agreement   

2 Material passing register   

3 Testing records of tests done at site   

4 Testing records of tests done from independent lab   

5 Measurement Books   

6 CC Bill/Final Bill   

7 Drawing   

8 L Section   

9 Site Order Book   

10 Invoice/challan of Materials   

11 MTC of materials   

(C)  Information to be sought:- 

1 Any irregularity, if found, in the case   

2 Reasons for Delay, if any.   

3 Other misc. queries which arise on inspection of 
Documents/ site. 
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Check-List SL. No. 43 

Aspect of Check: P. Way Work 
 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Check details/scope of work from LOA and Contract 

agreement. 

  

2 Inspect the site of work & gather details- Work in 

progress on the day of check, previous day’s work and 

work executed in last 7 days, location wise. 

  

3 Check work in progress- what is the status, how it is 

being done 

  

4 Whether stipulated speed restrictions are imposed at 

work site as per IRPWM Para-308. 

  

5 Whether proper protection is resorted to at track work 

site as per prescribed norms? (IRPWM Para 806, 807, 

808) 

  

6 Whether level pegs are provided for initial/final rail level 

restoration at every 30m. (IRPWM Para-238/2) 

  

7 Whether work is being done as per approved plan, 

estimate, tender condition and location section    

[ IRPWM Para- 309A ]. 

  

8 Check availability of P. Way material at site. Whether all 

material is kept ready before commencement of traffic 

block?  

  

9 Whether departmental lab. has been engaged with 

contractor lab. If yes, how many and for what purpose? 

  

10 Whether sleeper spacing is correct.    

11 Whether greasing of ERC has been properly done.   

12 Whether liners have been properly provided and its 

sealing has been done. 

  

13 Whether painting of bottom of rail done before TRR.   

14 Whether all track fittings are complete and tightened.   

15 Check how many fittings had been brought at 

site/issued for the day’s work? How may have been 

provided? 

  

16 Check the details of missing fittings for the work in 

progress on the day of check, previous day’s work and 

work executed in last 7 days, location wise. 

  

17 Check ballast in Shoulder width on outer rail on LWR 

track. IRLWR Para-4.2 

  

18 Whether ballast cushion properly provided. (Para-263/2)   

19 Whether the track ballast is hard, well graded machine 

crushed and angular in shape. 

  

20 Whether screened muck is thrown away from running 

track while screening.  IRPWM Para-238/2/e 
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21 Whether shoulder ballast has been cleaned.   

22 Whether cess is cross-sloped and repaired.        

(IRPWM Para-238/2/e) 

  

23 Whether ballast available is sufficient and properly 

boxed. (LWR Para .4, Para-263/1) 

  

24 Whether all track parameters are within permissible 

limit.       [IRPWM Para- 316/2]. 

  

25 Whether gap of SEJ are within permissible limits.          

(IRLWRM Para 5.6) 

  

26 Whether distressing has been done at stipulated period, 

date and temperature are recorded on LWR board.             

(LWRM Para -8.2.2) 

  

27 Whether LWR reference post are available.       

IRLWRM Para-5.9 

  

28 Whether SKV Weld parameters are within permissible 

limit. 

  

29 Whether weld collar panting has been done or not   

30 Whether weld numbering has been done and details 

recorded? 

  

31 Whether inventory of released material is being ensured?    

32 Whether Contractor’s Engineer is available at site?   

33 Whether Contractor’s Authorised representative is 

available at site? 

  

34 Whether Railway Supervisor is available at site of work?    

35 Whether quality of lying is as per stipulated rules?    

(B)  Documents to be collected:- 

1 Copy of Contract Agreement   

2 Details of CC Bills passed   

3 Measurement Book   

4 Site order book.   

5 Log book   

6 P. way book.   

7 Advance survey register.   

8 Daily progress registers.   

9 Foot to foot survey register.   

10 Ballast Register   

(C)  Information to be sought:- 

1 Any irregularity, if found, in the case   

2 Reasons for Delay, if any.   

3 Other misc. queries which arise on inspection of 

Documents/ site. 
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Check-List SL. No. 44 

Aspect of Check: Similar Nature of Work in Tenders 
 
SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Check Authority of Work   

2 Check Sanction of Estimate   

3 Check assessment of Cost / Rates   

4 Check on what basis preparation of Tender Schedule has 

been done 

  

5 Check preparation & approval of Tender Document- By 

whom 

  

6 Check mode of Tendering & its approval- By whom   

7 Check Eligibility Criteria- Technical & Financial   

8 Check Similar nature of work & its approval   

9 Check how verification of credential has been done   

10 For Similar nature of Work, check following: 

- approved by whom 

- Authority 

- Decided on what basis 

- whether in accordance with approved list 

- Whether any modification from approved list- on what 

basis, approved by whom 

  

11 Check Financial eligibility 

- Documents submitted in support 

- Verification- how it has been done 

- affidavit submitted - proper stamp paper & format etc 

  

(B)  Documents to be collected:- 

1 Detailed Estimate   

2 Tender File   

(C)  Information to be sought:- 

1 Any irregularity, if found, in the case   

2 Reasons for Delay, if any.   

3 Other misc. queries which arise on inspection of 

documents. 
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Check-List SL. No. 45 

Aspect of Check: Variation in a Contract 
 
SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Collect details of the proposed variation/last variation 

approved. 

  

2 Check the proposal/approved variation, whether 

properly framed, elaborating detailed reasons for 

variation against each item of schedule. 

  

3 Check in what items there is substantial variation i.e. 

(a) more than 25%, (b) more than 50%, (c) more than 

100%- Whether they are SOR or Non Schedule item. 

  

4 Check variation against each schedule of Contract 

Agreement- Which schedules have more variation, 

what was the accepted rate for that particular schedule 

  

5 If SOR item proposed for substantial variation, check 

whether any similar item was available in original 

schedule of work of CA, in which variation is on 

negative side. If yes, then why that item has not been 

executed and quantity against this particular item is 

being enhanced. 

- Whether proper reasons have been mentioned. 

  

6 If for Non-schedule item variation has been proposed, 

check its requirement. 

- What is the accepted rate for this item? 

- Check whether any similar SOR item is available in 

schedule or not. 

- Check whether any similar item is available in SOR 

which is not included in schedule. 

- Whether proper reasons have been mentioned. 

  

7 If any schedule based on SOR items has been proposed 

for substantial variation, 

- What is the accepted rate for this schedule- Is it 

proper 

- Whether variation is due to introduction of new 

schedule item- Check it 

- Whether proper reasons have been mentioned. 

  

8 If any schedule based on non-schedule items has been 

proposed for substantial variation, 

- What is the accepted rate for this schedule- Is it 

proper 

- Whether variation is due to introduction of new 

schedule item- Check it 

- Whether proper reasons have been mentioned. 
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9 What is the scope of proposed variation? Is there any 

change from original scope of CA? 

- Whether this variation is going to change the scope of 

the original work. 

  

10 Whether variation is within the sanctioned estimate 

provisions or as per extant guidelines. 

  

11 Whether variation is in accordance to Contract terms & 

conditions. 

  

12 Have there been frequent variations in CA. If yes, why?   

13 Is variation being done for requirement of work or to 

give undue benefit to contractor? 

  

14 How the proposal/variation has been framed. Whether 

details from field have been taken properly. 

  

15 How the proposal/variation has been routed for 

approval. 

  

16 Check it has been proposed for approval under which 

para of SOP. 

  

17 Who is the competent authority for approval?   

18 Whether sanction of variation requires finance 

concurrence. 

  

19 Whether finances observations have been properly 

replied. 

  

20 Whether finance vetting has been properly done & with 

proper approval. 

  

21 Whether approval of competent authority has been 

taken. 

  

(B)  Documents to be collected:- 

1 Copy of Contract Agreement   

2 Copy of sanctioned estimate   

3 Details of last CC bill passed   

4 Details of Variation done in the past, if any   

5 Copy of supplementary Agreement, if any   

6 Details of new items introduced, if any   

(C)  Information to be sought:- 

1 Any irregularity, if found, in the case   

2 Reasons for Delay, if any.   

3 Other misc. queries which arise on inspection of 

Documents. 
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Check-List SL. No. 46 

Aspect of Check: Introduction of New Item 
 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Collect details of the proposal for introduction of new 
item. 

  

2 Check the proposal, whether properly framed, 
elaborating detailed reasons 

  

3 Check what items have been proposed for inclusion- 
Whether SOR or Non Schedule item. 

  

4 If SOR item proposed, check whether any similar item 
was available in original schedule of work of CA. If yes, 
then why this item is now required. 
- Check whether it has been proposed in same schedule 
of CA in which item from that particular chapter of SOR 
are there or in any other schedule of CA. 
- Whether reasons have been mentioned. 

  

5 If new Non-schedule item has been proposed, check its 
requirement. 
- Check whether any similar item is available in SOR. 
- If Yes, then why it has been proposed. 
- If No, What is the basis of its Rate 

  

6 How the quantity of the new item has been calculated. 
What is its Authority? 

  

7 What is the scope of new item?   

8 Whether inclusion of this item is not going to change the 
scope of the original work. 

  

9 How the proposal has been framed. Whether details from 
field have been taken properly. 

  

10 How the proposal has been routed for approval.   

11 Check it has been proposed for approval under which 
para of SOP. 

  

12 Who is the competent authority for approval?   

13 Whether inclusion of new item requires finance 
concurrence. 

  

14 Whether finances observations have been properly 
replied. 

  

15 Whether finance vetting has been properly done & with 
proper approval. 

  

16 Whether approval of competent authority has been 
taken. 

  

17 Whether inclusion of new item will lead to large 
variation. If yes, then has variation been processed for 
approval? 

  

(B)  Documents to be collected:-   

1 Copy of Contract Agreement   

2 Details of CC bills passed   

3 Details of Variation done, if any   

4 Copy of supplementary Agreement, if any   

(C)  Information to be sought:-   

1 Any irregularity, if found, in the case   

2 Reasons for Delay, if any.   

3 Other misc. queries which arise on inspection of 
documents/site. 
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Check-List SL. No. 47 

Aspect of Check: Fabrication of Steel Girders 
 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Check details/scope of work from LOA and Contract 

agreement. 

  

2 Inspect the site of work/workshop & gather details about 

Work in progress and work completed. 

  

3 Check work in progress- what is the status, how it is 

being done 

  

4 Check availability of Drawing, whether it is approved or 

not. 

  

5 Check nomination of official for inspection of fabrication   

6 Whether approved fabrication drawing is available or not   

7 Check availability of materials e.g. steel, rivet, electrode 

etc from ledger. 

  

8 Check whether proper stacking of materials has been 

done. 

  

9 Whether Grade of steel is as per IS code, specifications 

and Agreement 

  

10 Whether Manufacturer’s Test Certificate of Steel 

materials is available or not. 

  

11 Whether Independent Test of Steel / other materials is 

required and has been done or not. 

  

12 Check availability of Templates.   

13 Check whether flattening and straightening of steel 

materials has been done or not. 

  

14 Check Cutting edge of steel materials   

15 Check Pitch of holes   

16 Check Joints of steel members   

17 Check quality & quantity of Rivets   

18 Check Nuts, Bolts and Washers   

19 Check Welding Electrodes quality   

20 Check whether Qualified and approved welders are 

executing the work 

  

Contd… 
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21 Check Jigs and fixtures   

22 Check whether WPSS and QAP are approved   

23 Check whether execution is being done as per approved 

WPSS and QAP. 

  

24 Check Camber   

25 Check for sand blasting and Painting   

26 Authenticated copies of Analysis of materials   

(B)  Documents to be collected:-   

1 Contract Agreement   

2 Material passing register/records   

3 Testing records of tests done at site   

4 Testing records of tests done from independent lab   

5 Measurement Books   

6 CC Bill/Final Bill   

7 Drawing   

8 Jigs Register   

9 Rivet checking Register   

10 Material offering and inspection Register   

11 RDSO inspection notes and compliance Register   

12 Welding Procedure Data Register   

13 Radiographic Inspection Register   

14 Painting records   

(C)  Information to be sought:-   

1 Any irregularity, if found, in the case   

2 Reasons for Delay, if any.   

3 Other misc. queries which arise on inspection of 

Documents/ site. 
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Check-List SL. No. 48 

Aspect of Check: Pile Foundation 
 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Check details/scope of work from LOA and Contract 

agreement. 

  

2 Inspect the site of work/workshop & gather details about 

Work in progress and work completed. 

  

3 Check work in progress- what is the status, how it is 

being done 

  

4 Check availability of Drawing, whether it is approved or 

not. 

  

5 Check what measurements have been recorded?   

6 Check what payments have been made?   

7 Check how many pile foundations have to be 

constructed? What is the diameter and depth of pile 

foundation as per approved drawing? 

  

8 Check whether initial pile load test has been done. What 

are the results? 

  

9 Check Length of temporary casing provided. Whether it 

is as per Cl.8.1.3 of IS: 2911(Part1/Sec 2, 2010). 

  

10 Check no of piles provided and whether the piles have 

been provided at correct location. 

  

11 Check whether “BENTONITE” has been used as a driving 

fluid. If yes, bentonite should satisfy the criteria laid in 

Annexure-D of IS:2911(Part1/sect2,2010 ) 

  

12 Check verticality & length of the Bore Hole. Whether it is 

as per approved drawing.  

  

13 Check grade of Reinforcement steel provided. 

Whether it is according to drawing. Grade of steel should 

be confirming as per cl.7.2 of IS: 2911(Part1/Sec 

2,2010).  

For fulfilling the above criteria, reinforcement register is 

formed in which detail of reinforcement i.e “BBS” with 

passed by competent authority i.e AENs/XENs is 

mentioned. 

  

14 Check whether Bar bending schedule (BBS)has been 

passed by competent authority i.e AENs/XENs . 

  

15 Check Reinforcement being provided in the form of cage. 

Whether it is according to GAD and structural drawing.  

  

16 Check whether Concrete Cover has been provided as per 

cl.6.11.4 of IS: 2911(Part1/Sec 2,2010). 

  

17 Check Grade of Concrete being provided is according to 

specified in drawings.  

  

Contd… 
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18 Check whether Mix design of Grade of Concrete used in 

pile has been done by reputed Government Engineering 

Colleges and approved by competent authority i.e 

concerned SR.DENs/DY.CEs. 

  

19 Check whether cube testing has been done and cube 

register formed. 

  

20 Check whether proper sampling for testing strength of 

grade of concrete has been done covering all mixing 

units and its each Shift. 

  

21 Check whether material has been properly passed and 

its details entered in material passing register. 

  

22 All drawing should be passed by competent authority 

prior to start of construction. 

  

(B)  Documents to be collected:-   

1 Contract Agreement   

2 Material passing register   

3 Testing records of tests done at site   

4 Testing records of tests done from independent lab   

5 Measurement Books   

6 CC Bill/Final Bill   

7 Drawing   

(C)  Information to be sought:-   

1 Any irregularity, if found, in the case   

2 Reasons for Delay, if any.   

3 Other misc. queries which arise on inspection of 

Documents/ site. 
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Check-List SL. No. 49 

Aspect of Check: Well Foundation 

 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Check details/scope of work from LOA and Contract 
agreement. 

  

2 Inspect the Bridge site & gather details about Work in 
progress and work completed. 

  

3 Check work in progress- what is the status, how it is being 
done 

  

4 Check availability of Drawing, whether it is approved or not.   

5 Check how many well foundations have to be constructed? 
What is the diameter and depth of well foundation as per 
approved drawing? 

  

6 Check what measurements have been recorded?   

7 Check what payments have been made?   

8 Is the shuttering materials (wood/steel) being used for 
formwork is as approved? 

  

9 Check the alignment and levels of the shuttering/form work.   

10 Check the verticality of Formwork.   

11 Is the shuttering adequately supported and braced?   

12 Check the sections dimensions, whether it is correct to +/- 
5 mm & level correct to +/- 3 mm? 

  

13 Check whether the drawing in use latest issued for 
construction purpose? 

  

14 Whether Bar Bending Schedule is approved?   

15 Is bar bending and cutting satisfactory?   

16 Are bar sizes correct as per bar bending schedule (BBS)   

17 Are bar spacing correct as per BBS?   

18 Are bar Lap lengths correct as per the structural drawing?   

19 Are bar Laps at correct locations as per the structural 
drawing? 

  

20 Check Cover to reinforcement   

21 Check list for Tilt and Shift of well   

(B)  Documents to be collected:-   

1 Contract Agreement   

2 Material passing register   

3 Testing records of tests done at site   

4 Testing records of tests done from independent lab   

5 Measurement Books   

6 CC Bill/Final Bill   

7 Drawing   

(C)  Information to be sought:-   

1 Any irregularity, if found, in the case   

2 Reasons for Delay, if any.   

3 Other misc. queries which arise on inspection of 
documents/site. 
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Check-List SL. No. 50 

Aspect of check: Non-stock demands preparation. 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Whether correct and full description of the indented item is furnished 

in DS-2 with details of latest specification and drawing, if any? 

  

2 Whether all columns in DS-2 i.e. main PL group, sub group, DS-2 no & 

date, indentor/consignee along with code, allocation no, quantity, rate, 

unit of purchase and value both in figures & words etc filled up? 

  

3 Whether the DS-2s has been signed by competent authority? 

Whether essentiality certificate has been issued by approving officer? 

Authority: SOP Part “D” para 1.2(A) & (B). 

  

4 Whether administrative approval for purchase has been taken 

and purpose of purchase and justification for non-stock indent 

furnished on DS-2? 

  

5 Whether non-stock certificate obtained?  

Authority: Bd’s L/No. 2005/RS(G)/779/7 dated 06.11.17.  

  

6 Whether the items mentioned in demands pertain to 

sanctioned works estimate? If not, whether the same for 

procurement of safety items valuing above Rs. 10 lakhs and 

other items above Rs. 2.5 Lakhs bear finance vetting? 

Authority: SOP Part “D” para 1.3. 

  

7 Whether A/c check note on vetting and compliance thereof furnished?   

8 In case PAC items, whether PAC signed by competent 

authority? Authority: SOP Part “D” para 1.2(B). 

  

9 Whether the item being purchased is a GeM item and if so 

whether certificate in this regard furnished on the DS-2? 

  

10 In case of first time purchase, whether budgetary offer received from 

manufacturers, authorized dealers or agents enclosed? In the case of 

subsequent purchases, whether last purchase details like LPR, firm’s 

name & PO nos furnished? Whether the indented description matches 

with the budgetary offer/LPO? 

  

11 Whether special conditions like delivery schedule, packing, shelf life etc, 

if any, indicated? 

  

12 Whether availability of fund certified? Whether serial number and page 

number of liability register being furnished during certifying fund? 

  

13 Whether name of likely suppliers along with full and latest postal 

address, email, fax etc furnished?  

  

14 Whether any demand for the same item is pending? If yes, whether the 

details of the same furnished on the DS-2? 

  

15 Whether demand is of urgent/emergent nature? If yes, whether 

certificate in this regard was issued by competent authority?  

  

16 Whether corrections/alterations in demand are duly attested?   

Contd… 
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17 Whether procurement is restricted from RDSO/DLW/CLW/ 

ICF/RCF approved sources? Whether indented item to be procured by 

centralized agencies like Rly. Board/ICF/RSK/DLW/DMW/ CLW? 

Whether indented item pertains to BHEL/ABB/ELGI/MICO price 

list/agreement item? Whether indented item is a Safety/Vital/ 

Passenger Amenity/Cleanliness item? If yes, whether certificate in this 

regard furnished on the DS-2? 

  

18 Whether Inspection Agency like Consignee/RDSO/ RITES/ 

DQA furnished on the DS-2? 

  

19 Whether sample, if any, required for feel, finish, texture etc? If yes, 

whether the same indicated on the DS-2? 

  

20 In case material is required at the place different from consignee, 

whether “Material to be delivered to whom” clearly indicated on the DS-

2? 

  

21 If procurement is on replacement account, whether 

condemnation certificate available in the case file?  

  

(B)  Documents to be collected:- 

1 Copy of DS-2 along with all the enclosures available in the file.   

(C)  Information to be sought:- 

1 Procedure being followed in preparation of NS demand (Step 

wise). 

  

2 Status of disposal of condemned items in case of procurement 

on replacement account. 
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Check-List SL. No. 51 

Aspect of check: Discrepancies, if any, in stores tenders. 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Whether procurement processed through e-tendering (IREPS)?   

2 Whether the item being purchased is GeM item? If yes, 
whether the same being done on GeM portal?   

  

3 Whether procurement processed through LT? If yes, under 
which of the following situation LT was invited:- 
(a) In normal course for non-GeM items (b) Emergency 
procurement including GeM items (c) For procurement of 
safety/passenger necessity items (d) For procurement of items 
on the approved list of centralized agency/RDSO/PU/CORE. 
Whether the authority who invited limited tenders in above 
situations competent for that? Authority: SOP Part “D” para 
2.2(A to D). 

  

4 Whether single tender for non PAC item invited? If yes, under 
which of the following situation single tender was invited:- 
(a) in normal circumstance (b) in emergencies (c) for 
procurement of safety/passenger necessity items below two 
months stock (d) existence of single source on the approved 
list of RDSO/PU. Whether the authority who approved single 
tender in above situations competent for that? Authority: SOP 
Part “D” para 2.4(A to E). 

  

5 Whether advertised tender is issued in the case of existence of 
single source on the approved list of RDSO/PU? Authority: 
SOP Part “D” para 2.4(E) Note 2. 

  

6 Whether invitation of single tender for PAC items within the 
zone of consideration of purchase power of the purchase 
officer? Authority: SOP Part “D” para 2.6. 

  

7 Whether single tender received against LT and whether the 
same considered for acceptance?  If yes, whether the purchase 
officer who accepted such offers competent for that? Authority: 
SOP Part “D” para 2.4(A to E). 

  

8 Whether open tender is invited for all purchases valued over 
Rs. 25 Lakhs? Authority: SOP Part “D” para 2.13 Note (i). 

  

9 Whether Purchase valuing Rs. 50 Lakhs and above decided by 
TC? Authority: SOP Part “D” para 3.1. 

  

10 Whether the item being purchased is a M&P item value above 
Rs. 30 lakhs? If yes, whether clear dispensation from 
COFMOW taken? Authority: SOP Part “D” para 2.13 Note (ii). 

  

11 Whether handloom items are being purchased from ACASH? 
Authority: SOP Part “D” para 2.13 Note (ix). 

  

12 Whether the purchase officer who accepted the tender was 
competent for that? Authority: SOP Part “D” para 3.2. 

  

13 Whether Earnest Money Deposit is being submitted by the 
firms with their offers? If not, whether the same is being 
waived under the provisions under SOP Part “D” para 3.2(C)? 

  

14 Whether Security Money Deposit obtained from the firms 
before ordering? If not, whether the same is being waived 
under the provisions under SOP Part “D” para 3.2(D)? 

  

Contd… 
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15 Whether deviation from IRS conditions of contract is accepted 
by the authority competent for that and with the concurrence 
of finance? Authority: SOP Part “D” para 3.2(I). 

  

16 Whether Standard Force Majeure is being accepted with the 
consultation from Law Officer and finance? Authority: SOP 
Part “D” para 3.2 Note (ix). 

  

17 Whether offers have been technically examined?   

18 Whether rate reasonableness has been certified comparing the 
same with the LARs of OT? 

  

19 In case of Counter-offer, whether confirmation regarding the 
acceptance of the same by the firm has been placed on file? 

  

20 Whether description of the material in full with complete 
specification, drawing etc has been mentioned in the PO and 
whether the same satisfies that tendered and that offered by 
firm? 

  

21 Whether particulars of indent have been correctly incorporated 
in the Purchase Order? 

  

22 Whether Funds availability for the current year has been 
certified? 

  

23 Whether appropriate inspection term has been incorporated in 
the PO? For all purchase orders valuing more than Rs. 5 
Lakhs, whether pre-inspection by third party has been 
stipulated in them? 

  

24 Whether PVC clause has been correctly incorporated, if 
applicable? 

  

25 Whether Purchase Order has been signed by Competent 
authority? 

  

26 Whether all conditions as per TCM have been indicated in the 
PO? 

  

27 Whether Consignee’s particulars given on Purchase Order are 
same as those given in the Indent? 

  

28 Whether Quantity/Rates & total cost have been written both in 
words & figures? 

  

29 Whether arithmetical accuracy has been checked?   

30 Whether PO above Rs. 15 lakhs for procurement of safety 
items and Rs. 8 Lakhs for other items bear finance vetting?  
Authority: SOP Part “D” para 1.3(B). 

  

(B)  Documents to be collected:- 

1 Copy of DS-2, NIT, Offers of the firm considered for 
acceptance, Tabulation statement of financial bids, Technical 
Recommendations, TCM, LOA, PO etc. 

  

(C)  Information to be sought:- 

1 Procedure being followed for ensuring that quantity being 
purchased is of bare minimum requirement. 

  

2 How much time is being taken in tendering, acceptance of 
offers and in ordering?  

  

3 Whether prescribed purchase policies are being followed?   
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Check-List SL. No. 52 

Aspect of Checks: Discrepancies, if any in procurement of safety items. 

  

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 For stock Items:- whether the term as “Safety item” was 

incorporated in SRS/SPS during its preparation by the 

depot.  

  

2 Whether List of safety items circulated by Railway 

Board/other agencies (RDSO/ICF etc) was attached with 

SRS. 

  

3 For non stock items:- whether the term as “Safety item” 

has been incorporated in requisition/DS-2 during its 

preparation by the indenting authorities. 

  

4 Whether approved list of safety items circulated by Railway 

Board/HQ was attached with non stock requisition. 

  

5 Whether finance vetting was obtained for processing of 

non stock requisition valuing above Rs. 10 lakhs in case of 

safety items.  

  

6 Whether tender floating officials floated tender in IREPS 

with stipulating the condition as “item is safety”. 

  

7 Whether Inspection clause as RITES/RDSO was 

incorporated in tender notice when items was to be 

procured from the sources appeared in RDSO vender list. 

  

8 Whether PO was issued byh stipulating the inspection 

clauses as per tender condition. 

  

9 Whether finance vetting was obtained for issuing of 

purchase order valuing above Rs. 15 lakhs as mandated 

in the case of safety items. 

  

10 Whether a register of safety items and a folder/file for 

record keeping of POs of safety items are being maintained 

at Depots/Divisions level. 

  

11 Whether 100% availability of safety items are being 

ensured by the depot/division officers. 

  

(B)  Documents to be collected 

1 Relevant Purchase Case file.   

(C)  Information to be sought. 

1 Prevailing practice of procurement of safety items.    
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Check-List SL. No. 53 

Aspect of Checks: Discrepancies, if any, in acceptance and release of 
Earnest Money Deposit towards procurement through stores.   

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Whether exemption for submission of EMD by any tender 
except in following case was ensured:- 

a. Tenders with estimated value up to Rs. 25 lakh & 
above. 

b. MSME registered firms for the tendered item. 
c. Other Railways & Government departments. 
d. Indian Ordnance Factories, 
e.  PSUs owned by Ministry of Railways and PSUs for 

the group of items that are manufactured by them. 
f. Vendors registered with Railways for the trade 

group. 
g. Vendor appearing on the approved vendor lists of 

RDSO/PU/Core. 
h.  Vendors registered with Railway for supply of 

medicine, Medical equipments and consumables.  
i. Against PAC items, OEM in whose favour PAC was 

issued. 
j. KVIC and ACASH for the items supplied by them. 

  

2 Whether EMD clause has been incorporated in all tender 
documents including limited tenders.  

  

3 Whether offers submitted without EMD summarily 
rejected. 

  

4 Whether tenderer had submitted appropriate amount of 
EMD.  

  

5 Whether submission of appropriate amount of EMD was 
ensured as per following :- 
Estimated value of tender:- 

a.  Above Rs. 25 lakh and up to 50 cr.- @ 2% of the 
estimated value of tender subject to max. Rs. 20 
lakh 

b. Above Rs. 50 cr.- Rs. 50 lakh 

  

6 Whether EMD was forfeited in case submission of SD by 
the firm not ensured after issue of letter of acceptance or in 
case the firm regretted to accept the letter of acceptance. 

  

7 Whether refund of EMD to unsuccessful bidders ensured 
after finalization of tender and the same to successful 
bidder after submission of requisite amount of SD. 

  

8 Whether EMD was released to bidders/tenderer 
immediately after it was due for release. Whether 
purchaser had initiated for process of release just after the 
EMD was due for release. 

  

9 Whether maintenance of register submission & releasing of 
EMD by the purchase section and monitoring of same by 
concerned controlling officer in regular interval ensured. 

  

(B)  Documents to be collected 

1 Relevant Purchase Case file.   

(C)  Information to be sought. 

1 Prevailing practice of acceptance and release of EMD.   
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Check-List SL. No. 54 
 

Aspect of check: Discrepancies in Submission & Refund of SD in Stores Tenders 
 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 
1 Whether SD is submitted as per Railway Board's letter No. 

2008/RS(G)/779/9 dated 0 6-02-2009 (stores codes para 449)? 
  

2 Whether SD has been taken in all the cases of value above Rs.25 lakh?   
3 In exceptional case, if decided to exemption from seeking SD, whether it 

was decided prior to issue the tender and suitably incorporated in tender 
conditions? 

  

4 Whether approval of competent authority was taken for exemption from 
seeking SD? 

  

5 In any case if tenderer has been exempted to submit SD, whether 
exemption is as per para 3.6 of Railway board letter No. 
2004/RS(G)/779/11/pt. dated 23.12.19? 

  

6 Whether SD has been received in purchase office within 21 days 
from the date of communication of acceptance by successful 
tenderer?  

  

7 Whether delay in submission of SD has been condone by 
competent authority as per para 3.4 of Railway board letter No. 
2004/RS(G)/779/11/pt dated 23.12.19? 

  

8 Whether SD is valid for a period of 60 days, beyond the date of 
completion of all contractual obligations? 

  

9 Whether SD amount is @5% of the contract value?   
10 Whether any register is maintained for submission and refund of 

SD? 
  

11 Whether any officer is specifically designated with responsibility 
for verification, timely renewal and timely encashment of BGs 
submitted by tenderer in lieu of SD? 

  

12 Whether a separate BG register is maintained for monitoring the 
validity of BGs? 

  

13 Whether any separate guideline has been issued by the 
organization to ensure that BGs are genuine and encashable? 

  

14 Whether copy of prescribed format was enclosed with the tender 
document on which BGs are accepted from the tenderers? 

  

15 Whether BG is verified verbatim on receipt with original 
document? 

  

16 Whether BG has been sent to the organization directly by the 
issuing bank under registered post (A.D.)? 

  

17 In any case, where the BG is received through contractor, supplier 
etc., the issuing branch is requested to immediately send by 
Registered post (A.D.) an unstamped duplicate copy of the 
guarantee directly to the organization with a covering letter to 
compare with the original BG and confirm that it is in order. 

  

18 Whether a close track is kept on the validity of the BGs and 
extended from time to time whenever delivery period of contract is 
extended? 

  

19 Whether SD is timely refunded immediately after completion of 
contract and fulfillment of all obligations? 

  

(B)  Documents to be collected:- 
1 Copy of SD/BG register maintained by the organization.    
2 Details of SD/BG received by the organization during the year.   

(C)  Information to be sought:- 
1 Procedure being followed in submission and refund of SD.   
2 Status of SD/BGs wherein contract is completed or expired.    
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Check-List SL. No. 55 

Aspect of check: Receipt and Inspection of stores. 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Whether R.R./P.W.B. register is maintained?   

2 Whether DRR register is maintained?   

3 Whether records of all materials received in stores 

depots/consumer ends are entered in receipt register in 

chronological order as per stores code para 1219? 

  

4 Whether claim register is maintained?   

5 Whether the consignments, against RR/PW Bills if not 

delivered within a reasonable time by the carriers, are 

claimed within six months from the date of booking 

/date of R.R. 

  

6 Whether the Receipt Register (S. 1219) is inspected by 

the Depot Officer once a fortnight to see that there is 

no avoidable delay between the receipt of the material 

in the depot and its accoutal in the depot ledgers? 

  

7 Whether any material has been received after expiry of 

delivery date? 

  

8 If the consignment is received short, whether remark is 

given in the delivery book and a shortage certificate is 

obtained from the goods supervisor for supporting claim 

on Commercial department? 

  

9 Whether materials received without any documents are 

immediately brought to the notice of the depot officer 

and entered in separate register till such time the 

documents received? 

  

10 If the packages are found damaged, tampered or in 

disturbed condition, whether the consignments are 

weighed before taking delivery in presence of RPF and 

Commercial staff and qualifying delivery remarks are 

recorded in the goods delivery book? 

  

11 Whether the damaged packages are opened in presence 

of Comm. staff, Stores Dept. staff and RPF staff and the 

contents booked are checked with the challan to know 

the exact loss etc.? An open delivery report signed 

jointly by Commercial staff, Stores staff, and RPF staff is 

obtained to support claim on carriers. 

  

12 Whether packages are opened immediately after receipt 

of the material and contents are thoroughly checked? If 

there is any shortage/damage/breakage, supplier is 

immediately advised about this? 

  

13 Whether inspection register is maintained?   

Contd…. 
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14 Whether any item has been abnormally delayed in 

inspection? 

  

15 Whether the stores are get inspected immediately after 

receiving? 

  

16 Whether the items are kept separately during inspection 

till such time so as to avoid its mix up with the available 

stock? 

  

17 If stores depot does not have adequate testing facilities 

the materials are got tested from Chemist and 

Metallurgist or other laboratories. 

  

18 Whether un-inspected materials are accepted without 

satisfying their quality or testing/inspection in any 

case? 

  

19 In case of pre-inspected stores, whether inspection seal 

is properly checked as shown in the Inspection 

Certificate bears a facsimile of inspection seal put either 

on the material or packages / bags containing the 

material? 

  

20 If it is found from the inspection seal that the material 

is the same as inspected by the inspecting Agency, the 

Stores is visually examined to ascertain that the 

material is as per specification. 

  

21 If during visual inspection, prima facie, it appears not 

as per specification, whether material is re-inspected & 

tested in detail? 

  

22 Whether short or excess quantities accepted is within 

the limit up to 5% of total value of the contract or 

rupees 8 lakhs whichever is less? 

  

23 Whether the stores dispatched after the delivery date 

are accepted by Stores Depot Officers as per following 

condition: a) Delay upto 6 months for order valued upto 

Rs.8 lakhs. b) Delay upto 21 days for orders valued 

between Rs 8 lakhs to Rs.15 lakhs provided the initial 

delivery period does not exceed 6 months. 

  

(B)  Documents to be collected:- 

1 Copy of consignment clearance register   

2 Copy of DRR register   

3 Copy of RR/PWB register   

4 Copy of claim register   

5 Copy of inspection register   

(C)  Information to be sought:- 

1 Procedure being followed for receiving the items wherein 

packages are found damaged, tampered or in disturbed 

condition. 

  

2 Procedure being followed for short or excess receipt.   

3 Procedure being followed for un-inspected items.   

4 Procedure being followed for pre-inspected items   
 

 

79



Compilation of Check-Lists for Preventive Checks October-2020 

 

 

Check-List SL. No. 56 

Aspect of check: vLohd`r lkexzh dk fuLrkj.k 

 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

1 D;k fMiks esa vofLFkr vLohd`r̀ lkexzh dh vLohd`fr dh lwpuk HkaMkj 

lafgrk ds iSjk 764 ,oa jsyos cksMZ ds i= 

la0&2000@vkj,l¼lh½@379@2 fnukad 27@08@15 ds vkyksd esa 

iwoZ fujh{k.k drkZ ,tsUlh] Hkqxrku vf/kdkjh] vkiwfrZdrkZ ,oa [kjhn 

vf/kdkjh dks nh xbZ gS ?  

  

2 D;k vLohd`r HkaMkj dks ,sls LFkkuksa ij j[kk x;k gS] tgka vU; 

vLohd`r̀ HkaMkj dks fey tkus dh laHkkouk gS ?¼ HkaMkj lafgrk ds iSjk 

762½ 

  

3 D;k vLohd`r̀ lkexzh dk la;qDr fujh{k.k vLohd`fr ds Kkiu dh 

frfFk ls 21 fnu ds vUnj ¼ns’kh lkexzh½ ,oa 45 fnu ds vUnj 

¼vk;kfrr lkexzh½ fu"iknu fd;k x;k gS ?  
¼izkf/kdkj&jsyos cksMZ ds i= la0&2000@vkj,l¼lh½ @379@2fnukad 

18@01@15 

  

4 D;k la;qDr fujh{k.k ds vkoaVu dh frfFk gsrq lwpuk izfr"Bku] 

fujh{k.kdrkZ dks nh xbZ gS ? 

  

5 D;k la;qDr fujh{k.k ds fu/kkZfjr frfFk ij izfr"Bku ds izfrfuf/k ,oa 

fujh{k.kdrkZ mifLFkr gq, ? 
¼izkf/kdkj&jsyos cksMZ ds i= la0&2000@vkj,l¼lh½ @379@2 

fnukad 27@08@15½ 

  

6 D;k la;qDr fujh{k.k ds nkSjku fy;s x;s fu.kZ; ds vkyksd esa dk;Zokgh 

dh xbZ ? 
¼izkf/kdkj&jsyos cksMZ ds i= la0&2000@vkj,l¼lh½ @379@2 

fnukad 27@08@15½ 

  

7 D;k vLohd``r lkexzh dks ys tkus ds iwoZ izfr"Bku dks nh xbZ vfxze 

Hkqxrku dks okil yh xbZ gS ? ¼izkf/kdkj&jsyos cksMZ ds i= 

la0&2000@vkj,l¼lh½ @379@2 fnukad 27@08@15½ 

  

8 D;k vLohd``r lkexzh ds cnys ubZ vkiwfrZ dh xbZ lkexzh dk fujh{k.k 

iwoZ fujh{k.kdrkZ ls djkbZ xbZ gS ? D;k fujh{k.k izHkkj dk Hkqxrku 

izfr"Bku ds }kjk fd;k x;k gS ? 
 ¼izkf/kdkj & IRS Condition Para 703). 

  

9 D;k vLohd``r lkexzzh ds cnys ubZ lkexzh izkfIr ds mijkUr iwoZ ds 

vLohd`r̀ enksa ds vLohd`r eseks dks okil fy;k x;k gS ? 
¼izkf/kdkj & jsyos cksMZ ds i= la0& 2000@vkj,l ¼lh½@379@2 

fnukad 18@03@09). 

  

(B)  Documents to be collected:- 

1 fefly dh Nk;kizfrA   

(C)  Information to be sought:- 

1 mijksDr izko/kku ds vuqikyu ugha dj ikus dh fLFkfr esa muds 

dkj.kksa ij Li"Vhdj.k 
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Check-List SL. No. 57 

Aspect of check: vxznk;h lkefxz;ksa dk miHkksDrkvksa dks fuxZeu ,oa ays[kkdj.k 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

1 D;k dLVksfM;u ds }kjk lkexzh dk fuxZeu vf/k;kpu vkSj fuxZe iphZ 

ij fd;k x;k gS? 

  

2 D;k vf/k;kpu vkSj fuxZe iphZ ds :Ik esa QkeZ la0 1313] 1320 ,oa 

1830 ds vfrfjDr vU; QkeZ ds ek/;e ls lkexzh fuxZr dh x;h gSa? 

  

3 D;k lkexzh ds fuxZeu ds nkSjku igys izos’k igys fudkl (FIFO) ,oa 

vafre izos’k igys fudkl (FIFO) dk lqikyu fd;k x;k gS? 

  

4 D;k miHkksDrk ds }kjk izkfIr iphZ (Acknowledgement) dh izfr Hksth 

x;h gS vFkok ugh ? 

  

5 D;k izkfIr iphZ (Acknowledgement) ij dfVax@ Overwriting ik;k 

x;k ? ;fn gS rks blds dkj.kksa dk irk yxk;h tk,A 

  

6 D;k dLVksfM;u ds }kjk izkfIr iphZ (Acknowledgement) dks 

dk;kZy; dkWih ds lkFk Pairing fd;k x;k gSA 

  

7 D;k cksMZ ds }kjk fuxZfer lHkh fuxZe iphZ ds fo:) izkfIr iphZ izkIr 

gks pqdk gS? 

  

8 ;fn izkfIr iphZ miHkksDrk ds }kjk ugha Hkstk x;h gS rks okMZ 

dLVksfM;u ds }kjk D;k dk;Zokgh dh x;h gSa? 

  

9 D;k okMZ dLVksfM;u ds }kjk fuxZe iphZ dh izfr HkaMkj lafgrk ds iSjk 

1316 ds vuqdwy lacf/kr vuaqHkkx dks izsf"kr dh x;h gSa? 

  

10- D;k HkaMkj lafgrk ds iSjk 1339 esa fufgr izko/kku ds lqikyu gsrq 

foHkkxh; LVkWd lR;kiu oSlh lkexzh;ks dk fd;k x;k gS] ftls pksjh 

vFkok mBkbZfxjh dh laHkkouk gS? 

  

11- D;kk foHkkxh; LVkWd lR;kiu ds nkSjku deh@vf/kdrk gsrq foHkkxh; 

LVkWd lR;kiu&i= izi= la0 1260 rS;kj fd;k x;k Fkk? 

  

12- D;k foHkkxh; LVkWd lR;kiu&izi= (Departmental Stock Verification 

Sheet) la0 1260 dk fuiVkjk fd;k x;k gS? 

  

13- D;k HkaMkj lafgrk ds iSjk 3201 esa fufgr izko/kku ds lqikyu esa okMZ esa 

fufgr lkexzh dk LVkWd lR;kiu ys[kk foHkkx ds }kjk fd;k x;k Fkk? 

  

14- D;k ys[kk foHkkx }kjk deh@vf/kdrk gsrq cuk;s x;s LVkWd 'khV dk 

fuiVkjk N% ekg ds vUnj fd;k tkrk gS? 

  

(B)  Documents to be collected:- 

1 fefly dh Nk;kizfrA   

(C)  Information to be sought:- 

1 mijksDr izko/kku ds vuqikyu ugha dj ikus dh fLFkfr esa muds dkj.kksa 

ij Li"Vhdj.k 
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Check-List SL. No. 58 

Aspect of check: Maintenance of stores by field units. 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Whether MA Note Book/DMTR Register is maintained for 

maintenance of stores? 

  

2 Whether continuity of SL No. of MA Note Book/DMTR 

Register is maintained? 

  

3 Whether receipt and issue are maintained separately in 

MA Note Book/DMTR Register without any break?  

  

4 Whether 1st page of MA Note Book/DMTR Register 

contains certificate regarding total number of pages 

available in MA Note Book/DMTR under signature of Jr. 

Scale Officer? 

  

5 At the end of transaction of a particular day, whether a 

line is drawn after the last entry of MA Note Book/DMTR 

Register scoring off blank space diagonally scored off?  

  

6 Whether each transaction is entered in the DMTR 

Register with signature & stamp of Sr. Subordinate?  

  

7 Whether Ledger folio reference is indicated against each 

transaction in the DMTR Register? 

  

8 Whether Ledger is maintained for maintenance of stores?    

9 Whether 1st page of ledger contains a certificate 

regarding total number of pages available in it under 

signature of Jr. Scale Officer and whether its next page 

is used as INDEX? 

  

10 Whether details of verification of challans are indicated 

in the ledger? 

  

11 Whether Consignor Sr. Subordinate ensures verification 

of challans within 7 days? 

  

12 Whether Challans/Issue Notes are made out by the main 

stock holder only not by supervisors maintaining the line 

DMTRs/Make Shift Stores? 

  

Contd….
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13 Whether released stores are kept in the unit distinct 

from imprest or other kinds of stores?  

  

14 At the end of the month, Whether Sr. Subordinate 

submits monthly return to division through their 

controlling officer furnishing transaction during the 

month and balance stock? 

  

15 Whether in the return bears a certificate from the 

concerned Subordinate that no items other than those 

included in the statement have been received or issued 

during the month?  

  

16 At the end of quarter, Whether Sr. Subordinate submits 

quarterly MAS return to division through their 

controlling officer furnishing transaction during the 

month and balance stock? 

  

17 Whether Controlling Jr. Scale Officer inspects the stores 

of Sr. Subordinate once in a month? 

  

18 Whether Accounts stock verification is conducted at 

specific intervals? 

  

19 Whether Departmental stock verification is conducted 

1/6th of the stock every month so that all stock may be 

got verified in six months? 

  

20 In the unit, whether there is any practice of releasing 

Unit supervisor without handing over the charge of stock 

to new incumbent? Whether new incumbent is allowed 

to handle the stores without taking over the charge of 

stores? 

  

(B)  Documents to be collected:- 

1 Copy of MA Note Book/DMTR Register.   

2 Copy of Ledger.   

3 List of unverified challans.   

4 Copy of ledger/MA Note Book/DMTR Register since last 

stock verification. 

  

(C)  Information to be sought:- 

1 Procedure being followed in cases where verification of 

challans is pending for more than 7 days.  

  

 

 

 

83



Compilation of Check-Lists for Preventive Checks October-2020 

 
Check-List SL. No. 59 

Aspect of check: Maintenance of RCD. 

Contd…. 

 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Whether weekly report of Tank/Truck receipted/ decanted 

and taken into the ledger is prepared and sent to CMPE, 

authorized representative of OMC & HQ Stores Account?      

2 Whether statement of issues is submitted to the Divisional 

Accounts at every 15 days with details of Loco No., date 

and time of fueling, quantity issued and shed details etc?     

3 Whether monthly statement of receipts & issues in 

summarized form & prescribed format is sent to the office 

of Div. Account & Sr.DME/DME/P?     

4 Whether ground availability of HSD oil is measured by dip 

reading in each shift and recorded while handing over and 

taking over?     

5 Whether samples are drawn from storage tanks and got 

them tested from the nominated lab once in a month? 

Whether any abnormal water content reported during test 

has been taken up properly?     

6 Whether cleaning and painting of storage tanks are done 

once in 5 years? Whether a joint check of storage tanks is 

carried out by Oil Company and Railway Official after 4 

years from last cleaning/painting/ commissioning?      

7 Whether sludge accountal is maintained and disposed off 

properly?     

8 Whether proper cleanliness, illumination, horticulture are 

maintained?   

9 Before commencing the decanting process, whether 

certificate on invoice that "product meets with the IS & 

contract specification" is ensured?   

10 Whether adequate settling time is permitted before 

decanting of Tank lorries?   

11 Whether decanting is ensured during day time? In case it 

is done after day time, whether extreme urgency certificate 

obtained from Sr. DME?   

12 Whether sample tests with water soluble paste are carried 

out before decanting?   

13 Whether dip readings of storage tanks & Tank lorries are 

being taken before decanting?   

14 Whether procedure exists to handle the circumstances if 

contamination/shortage of HSD Oil is found during 

receipt?   

15 Whether level decanting platforms and approach road 

available for placement of lorries?   

16 Whether suppliers' seal at top and bottom is checked after 

arrival of tank wagon/Road tankers and before decanting?   

17 Whether tank lorries are completely decanted before giving 

clearance for the tank lorries to move out of the RCD? 

Whether all delivery valves of lorries are kept open when 

lorry is leaving RCD?   
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Contd…. 

18 Whether challan of lorry is checked and signed by 

SLI/RCD in-charge personally & quantity is verified with 

the reading of flow meter/dip measurement of storage 

tank?   

19 Whether OMC is intimated 30 days in advance of the date 

on which the supplies are required at RCD? Whether non-

compliance of supply as per programme is intimated to the 

RCD by OMC with a request to extend the date of delivery?   

20 In case of shortage, whether compartment wise shortage is 

recorded on all copies of the Challan and whether Tank 

driver’s signature is obtained on the invoices for that?   

21 Whether Remote Control Switches are available and the 

same are in working condition?    

22 Whether there is any leakage from valves/joints of fuelling 

pipe line?    

23 Whether standard numbered ledger (printed & bound 

book) is maintained by RCD in-charge and all receipts, 

transfers, survey, adjustments, issues & closing balance is 

recorded therein?    

24 Whether survey adjustment is being posted in the receipt 

column (in blue ink for excess & in red ink for shortage)    

25 Whether adequate computer facility is provided?    

26 Whether issue is done with calibrated flow meter with 

totaler?    

27 Whether standby flow meter is provided by oil company?    

28 Whether accountal is done by flow meter only? Whether 

flow meter is calibrated and is in working condition?    

29 Whether flow meter totaler recording is noted on every 

shift?   

30 Whether variation between book balance and ground 

balance is monitored on day-to-day basis?   

31 Whether variation more than +/- 1%, if occurred, is 

handled properly?   

32 Whether logbook of flow meter is maintained for 

monitoring repair of defects?   

33 Whether standard fuel issuer diary is being filled in each 

shift by fuel issuer?    

34 Whether quantity issued to locomotives is being recorded 

in the Trip cards of Diesel Locos by fuel issuers?    

35 Whether all types of measuring instruments i.e. Dipstick, 

flow meter, Dip tap, 200 liters capacity calibrated drums 

etc. are available?   

36 Whether the dipstick/dip tap bears identification 

mark/stamp of oil company?    

37 Whether receipt record of dip stick/dip tapes is 

maintained?   

38 Whether dipstick/tapes are inspected by representatives of 

Oil Company once in a year?   

39 Whether dipsticks/tapes are replaced after 5 years or 

whenever they become defective?   

40 Whether flow meter is calibrated by oil company once 

every year? Whether report of calibration is furnished?   
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Contd…. 

 

 

 

 

41 Whether the flow meter is replaced after dispensing 4 Lakh 

KL of HSD oil or 15 years after installation of the flow 

meter, whichever is earlier or whenever it becomes 

defective?   

42 Whether logbook on the working of the flow meter is 

maintained?   

43 Whether accuracy of repaired flow meter is checked by 

using calibrated drums?   

44 Whether original calibration charts have been provided by 

oil company?    

45 Whether the laid down frequency of verifications is 

followed i.e. once in a year by Sr DME in April, twice by 

ADME/DME in August & December, once by stock verifier 

of accounts department & thrice by SLI(Fuel) of RCD in 

Feb., June, Oct.    

46 Whether the book balance is reconciled with ground 

balance, during stock verification?   

47 Whether Periodic inspections are undertaken by the 

divisional Officers besides stock verification? Whether 

detailed report is prepared of that?   

48 Whether thorough inspection of storage tanks & 

equipments is being done by SLI (Fuel)/RCD in-charge 

once a week & recorded in the Inspection register?   

49 Is the premise in and around the installation is free from 

inflammable materials?    

50 Whether 5% vacant room as free air space ensured in 

storage tanks?    

51 Whether Fire Extinguishers and Buckets are in effective 

condition?    

52 Whether use of fire proof lighting equipments only 

ensured?    

53 Whether Plants/Grass is allowed to grow within the 

boundary walls?    

54 Whether Safety monthly inspections are carried out by Oil 

company with Railway representative?    

55 Whether Product is delivered through firm’s approved 

transporter?   

56 Whether availability of one set of key having special codes 

(unique nos.) which ensures no tampering with it at 

terminal and one set of key at RCD location with 

authorized railway person is ensured? Whether it is 

ensured that no key is available with the transporter?   
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(B)  Documents to be collected:- 

1 Records pertaining to shift wise handing over and taking 

over of HSD.     

2 Records pertaining to last cleaning and painting of storage 

tanks and copy of joint check of storage tanks carried out 

last time by Oil Company and Railway Official.     

3 Copy of some of the accepted invoices of oil company.     

4 Copy of logbook of flow meter.   

5 Copy of calibration chart.    

6 Copy of ledger since last accounts stock verification   

(C)  Information to be sought:- 

1 Provision of drain cock in each storage tank with lock and 

seal.   

2 No of decanting points, total numbers of fuelling points, 

locations of fuelling points, Number of fire buckets, 

number of fire extinguishers with location & due date for 

testing/refilling, available in the depot available in the 

depot.   

3 No. of copies of challan/invoice submitted by OMC at the 

time of decanting and their disposal.   

4 Procedure adopted to handle situation of any instance of 

tampering/missing of seals found in takers?   

5 Action being taken when flow meter/totaler becomes 

defective?   

6 HSD oil available in tank during check as per dip    

7 HSD oil available in pipe line    

8 Total stock available during check as per dip (9.1+9.2)    

9 Total stock available during inspection as per Ledger book.    

10 Difference between total stock as per dip and book 

balance.    
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Check-List SL. No. 60 

Aspect of Check: Warranty Claim 

 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Whether any register or record of rejected material is 

maintained by the user? 

  

2 Whether warranty term was stipulated in PO/Contract?   

3 In the course of rejection of materials, whether warranty term 

stipulated in PO/Contract is taken in account?  

  

4 For the material rejected under warranty, whether warranty 

rejection advice is issued by the user? 

  

5 Whether copy of ‘warranty rejection advice’ is forwarded to all 

concerned i.e. firm, purchaser, pre-inspecting agency, paying 

authority well in time? 

  

6 Whether warranty claim is lodged by associated depot/ user as 

per the terms of PO/Contract? 

  

7 If warranty claim is lodged by associate depot, whether 

rejected material is handed-over to associate depot along with 

'warranty rejection advice' and 'advice note' of return store 

furnishing reasons of warranty rejection? 

  

8 Whether details of rejection advice are entered in recovery 

register of paying authority for effecting recovery of payments 

in case payment already made to the firm? 

  

9 Whether firm’s request to rectify or joint inspection or 

replacement supply of the rejected material is being dealt with 

as per the codal provisions? 

  

10 Whether recovery is ensured before permitting firm to collect 

the rejected material? 

  

11 If the firm desires to have joint inspection in case of pre-

inspected material, whether all the modality of joint inspection 

is completed within 45 days from the date of communication of 

rejection advice to the supplier? 

  

12 Whether inspection of replacement supply against warranty 

failure is done by the same inspection agency which inspected 

and passed original supply? If not, whether the contract was 

amended suitably? 

  

Contd…. 
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13 In order to ensure correct accountal of warranty replacement, 

whether warranty replacement is made to the same depot 

which had received the original supply? 

  

14 Whether ‘warranty R-Note’ is issued by the depot officer on 

account of warranty quantity replacement? 

  

15 Whether financial recovery (if any made) against the warranty 

failure has been refunded to the firm on warranty quantity 

replacement? 

  

16 Whether firm was allowed to rectify the rejected material 

within railway premises only after they had refunded the 

payment (if already made by Railway) or equivalent amount 

was withheld for the purpose? 

  

17 Whether rectification activity was completed by the firm within 

45 & 90 days from the date of communication of warranty 

rejection advice for indigenous & imported material 

respectively to them? 

  

18 Whether ground rent levied on the firm if applicable?   

(B)  Documents to be collected:-  

1 No. of materials rejected by the user (shop/shed etc) which 

was received from its associate stores depot. 

  

2 No. of material rejected under warranty   

3 No. of warranty claim lodged.   

4 No. of warranty claim settled.   

5 No. of warranty claim not settled.   

(C)  Information to be sought:- 

1 Details of the files/registers being maintained by the user and 

its associated stores depot pertaining to material rejected 

under warranty period. 

  

2 Reason for long pendency of warranty claim.   

3 Procedure for maintaining warranty replacement?   
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Check-List SL. No. 61 

Aspect of Check:-  Rqkyk pkSdh ¼os fozTk½ dk j[kj[kko 

 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 HkaMkj lafgrk ds iSjk 1209 esa fufgr izko/kku ds vkyksd esa eq[; 

fMiks lkexzh v/kh{kd dks fMiks esa vofLFkr rqyk pkSdh ¼os fczt½ 

rFkk rkSy e'khuksa dks izR;sd eghus ds igys lIrkg esa tk¡p fd;k 

x;k vFkok ughaA  

  

2 tk¡p esa vk, rF;ksa dk fooj.k gLrfyf[kr iaftdk ¼Manuscript 

Register S-1209½ esa vafdr fd;k x;k vFkok ughaA 

  

3 tk¡p esa vk, mYys[kuh; vUrj ¼Appreciable difference½ izkIr 

gksrk gS rks mls fMiks vf/kdkjh ds le{k izLrqr fd;k x;k vFkok 

ughaA 

  

4 gLrfyf[kr iaftdk ¼Manuscript Register S-1209½ essa fuEu fooj.k 

fn;k gqvk ik;k x;k vFkok ugha%& ¼i½rkSy e'khu dh la[;k  ¼ii½ 

e'khuksa dk LFkkiuk LFky  ¼iii½ fiNyh tk¡p dh rkjh[k ¼iv½tk¡p 

dh rkjh[k ¼v½ tk¡p dk ifj.kke ¼vi½d`r dkjokbZ dk fooj.k  

¼vii½ eq[; fMiks lkexzh v/kh{kd dk gLrk{kj 

  

5 fMiks vf/kdkjh ,oa eq[; fMiks lkexzh v/kh{kd ds }kjk rqyk 

pkSdh dh vkof/kd tk¡p ekud otu vkSj pj otu }kjk 

lqfuf'pr fd;k x;k vFkok ughaA   

  

6 fu;r frfFk ij rqyk e'khu dh tk¡p izek.k i= eki&rkSy 

foHkkx ls djk;k x;k vFkok ughaA   

  

7 rqyk pkSdh ¼os fczt½ dh fuxjkuh gsrq fMiks esa CCTV yxk;k x;k 

vFkok ughaA  

  

8 jsyos cksMZ ds i= la0 2001@vkj ,l ¼,l½@709@20 fnukad 24-09-

02 ds ek/;e ls Hksts x, ,l0,0th0 dfefV ds fjiksZV ds iSjk la0 37 

,oa jsyos cksMZ ds i= la0 2010@vkj ,l ¼,l½@709@ 13&ihVh&1  

fnukad 12-10-2011 esa fufgr izko/kku ds vkyksd esa Electronic 

Weighbridge ds mfpr j[kj[kko gsrq okf"kZd vuqj{k.k vuqca/k 

¼Annual Maintenance Contract½ djk;k x;k vFkok ughaA  

  

(B)  Documents to be collected:-  

1 gLrfyf[kr iaftdk ¼Manuscript Register S-1209½ dh izfr   

2 vkof/kd tk¡p ls lacaf/kr nLrkostksa dh izfrA    

3 eki&rkSy foHkkx }kjk fuxZr tk¡p izek.k i= dh izfrA    

4 okf"kZd vuqj{k.k vuqca/k ¼Annual Maintenance Contract½ dh 

izfr 

  

(C)  Information to be sought:- 

1 rqyk pkSdh ds j[k&j[kko gsrq viuk;h x;h iz.kkyh ,oa 

vkof/kd tk¡p dh izfd;kA  
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Check-List SL. No. 62 

 

Aspect of Check:-  HkaMkj lafonk ds rgr~ lkefxz;ksa dk ys[kkdj.k 
 

 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 HkaMkj fMiks esa lkeku oSxu] LVksjHkku] iklZy ;k ekyxksnke] Vªd 

vkfn ds ek/;e ls izkfIr ds mijkUr fDy;jsal vuqHkkx vk;s gq, 

eky dk otu djokdj bls Weighment Register (S-1215)  esa 

bUnzktZ fd;k x;k vFkok ughaA   

  

2 izkfIr vuqHkkx esa lkexzh izkIr gksus ds mijkUr Receipt Register 

(S-1219) esa ntZ fd;k x;k vFkok ughaA   

  

3 vkiwfrZ dh bdkbZ eSfVªd] Vu] fdyksxzke bR;kfn gS rks mlh ds 

vuq:Ik ek=k dk otu fy;k x;k vFkok ughaA vxj ugh arks ,slk 

D;ksa ? 

  

4 ;fn lkexzh dh vkiwfrZ ewy midj.k fuek.kdrkZ ¼OEM’s½ ds 

izkf/kd`r O;ikjh ds }kjk fd;k tkuk gS rks dz;kns'k esa lh/ks 

lqiqnZxh dh /kkjk dk mYys[k gksrk gS ftlds vuqlkj lkexzh ewy 

midj.k fuek.kdrkZ ds {ks=kf/kdkj ls dUlkbZuh dks lh/ks Hkstk 

tkuk gSA ,slh fLFkfr esa ;g lqfuf'pr fd;k x;k gS fd lkexzh 

dh vkiwfrZ ewy midj.k fuek.kdrkZ ls izkIr gqvk gS fd ughaA   

  

5 lIyk;j dks iSfdax [kksyus dh fjiksZV rFkk iSdst esa ik;h x;h 

deh@vf/kdrk ;k {kfrxzLr ek=k ds ckjs esa crk;k x;k vFkok 

ughaA   

  

 

6 

 

tk¡p ds le; lkexzh dh vkiwfrZ mlh izs"k.k ds ek/;e ls dh xbZ 

gS tSlk fd dz;kns'k esa mYysf[kr gS ;Fkk jsy@lM+d@ty ;k 

gokbZ ekxZ lkexzh dh izkfIr dk ek/;e lkFk gh okgu la[;k rFkk 

frfFk ,oa le; izkfIr jftLVj ij vafdr fd;k x;k gS vFkok 

ughaA   

  

7 ;fn iklZy os fcy (PWB)/RR izkIr ugha gqvk gS rks {kfriwfrZ 

ca/k&i= (Indemnity bond) ij iklZy dk;kZy; ls lkexzh dk 

[kqyk ifjnku fy;k x;k gS vFkok ughaA   

  

8 ;fn lkexzh iwoZ fujhf{kr gS rks vkiwfrZ ds lkFk fujh{k.k izek.k 

i= ,oa tk¡p jiV layXu gS vFkok ughaA  

  

9 vk;kfrr HkaMkj ds fujh{k.k ,oa vkiwfrZ ds le; vk;kr nLrkostksa 

dh izLrqfr dk rF; tSls dLVe ikl fcy vk¡Q bUVªh] fcy vk¡Q 

ysfMax@,;j os fcy] fuekZrk }kjk tkjh lkexzh tk¡p ize.k 

i=@xkjUVh izek.k i=] mRiknu djusokys ns'k la lacaf/kr izek.k 

i=] fuekZrk dk buokbl vkfn dh tk¡p dh x;h ,oa fujh{k.k 

izkf/kdkjh dks fujh{k.k izek.k&i= esa ;g iqf"V dh x;h gS fd 

vk;kr ls lacaf/kr nLrkostksa dh tk¡p dj yh xbZ gS vFkok ughaA  

  

Contd…. 
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10 vkiwfrZ dh xbZ lkexzh ij vyx u gksusokys fujh{k.k izfrd`fr dh 

miyC/krk dh tk¡p dh x;h gS tks fujh{k.k izek.k i= ij 

mYys[k ds vuq:i gSA izfrd̀fr dSls ,oa dgk¡ yxkbZ xbZ gS dk 

mYys[k izkfIr jftLVj ij dh x;h ,oa dkVwZu ,oa iSfdax ij 

yxkbZ xbZ fujh{k.k izfrdf̀r dh dqN ek=k lacaf/kr fefly esa 

yxk;h x;h gS vFkok ughaA   

  

11 ;fn fujh{k.k ds ifj.kkeLo:Ik lkeku Mªkbax@Lisf'kfQds'ku ds 

vuqlkj Lohdk;Z xq.koRrk ds ik;s tkus ij iwoZ fujhf{kr lefxz;ksa 

ds ekeys izkfIr uksV rhu dk;Z fnol ds Hkhrj xzkaV fd;k x;k 

,oa vxys rhu fnuksa ds Hkhrj izkfIr vkns'k tkjh fd;k x;k gS 

vFkok ughaA ftu ekeyksa esa ijsf"krh }kjk fujh{k.k fd;k x;k gS 

oSls ekeys esa fMiks }kjk nks dk;Z fnol esa vuqjks/k Hkstk x;k ,oa 

vxys lkr fnol esa fujh{k.k izek.k i= tkjh fd;k x;k gS 

vFkok ughaA dsanzhd`r izkfIr ,oa fujh{k.k ds ekeyksa esa LVkWfdax 

fMiks dk nkf;Ro gS fd izkfIr fMiks }kjk izkfIr uksV tkjh gksus dh 

frfFk ls ik¡p dk;Z fnolksa ds Hkhrj izkfIr fMiks ls lkexzh dh 

izkfIr ,oa mlds vxys nks dk;Z fnol ds Hkhrj izkfIr vkns'k 

tkjh gqvk gS vFkok ughaA ¼izkf/kdkj&HkaMkj funsZ'k la0 90 i= la0 

bZlhvkj@,l,e,e@lh,e,e ,oa esd@fel0 fnukad 23-08-

2018½A 

  

12 ;fn fujh{k.k ds ifj.kkeLo:Ik lkeku Mªkbax@Lisf'kfQds'ku ds 

vuqlkj lgh ugha ik;k tkrk gS rks mls vLohd`r djrs gq, 

vLohd`fr eseks tkjh fd;k x;k vFkok ughA    

  

 
(B)  Documents to be collected:-  

 

1 Weighment Register (S-1215)  dh izfrA    

2 Receipt Register (S-1219) dh izfrA    

3 dz;kns'k] fujh{k.k izek.k i= dh izfr ,oa izkfIr uksV dh 

izfrA  

  

4 fefly dh izfrA    

 
(C)  Information to be sought:- 

 

1 lkexzh dh izkfIr gsrq viuk;h x;h iz.kkyh dk fooj.k izHkkjh 

ls izkIr djukA  
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Check-List SL. No. 63 

Aspect of Check:-  LdzSi lkefxz;ksa dhs izkfIr ,oa ys[kkdj.k 
 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 jn~nh eky dk ys[kkdj.k ,u0,l0&11 okmpj esa fufgr ek=k ds 

vk/kkj ij fd;k x;k gS vFkok ughaA  

  

2 lHkh izkfIr HkaMkj ds okmpj dh izfof"V ,u0,l0&11 iaftdk esa 

dh x;h gS vFkok ughaA 

  

3 ykSVk;h x;h lkexzh dk fooj.k ,u0,l0&11 esa of.kZr fooj.k ls 

esy [kkrk gS vFkok ughaA 

  

4 ykSVk;h x;h lkexzh dh ek=k vkSj xq.koRrk ,u0,l0&11 ds lkis{k 

ugha ik, tkus dh fLFkfr esa folaxfr eseks tkjh fd;k x;k vFkok 

ughaA  

  

5 Hksth x;h ek=k vkSj fMiks vf/kdkjh }kjk Lohd`r dh x;h ek=k esa 

vUrj gksus ij lacaf/kr vf/kdkjh@izsf"kfr dks lwfpr fd;k x;k gS 

vFkok ughaA  

  

6 LdzSi lkexzh dks izsf"kfr }kjk i`Fkd dj Hkstk x;k gS vFkok ughaA    

7 Mh0,l0&8@,u0,l0&11 esa fdlh izdkj dk ifjorZu vFkok 

vf/kys[ku fd;k x;k gS vFkok ughA ;fn gk¡ rks blds D;k dkj.k 

FksA 

  

8 izkIr lkexzh ftl txg ij j[kk x;k gS ml txg dks izkfIr 

iaftdk esa n'kkZ;h x;h gS vFkok ughaA  

  

9 f'kM~;wy ds vuqlkj fu;fer varjky ij HkaMkj dk lR;kiu fd;k 

x;k gS vFkok ughaA 

  

10 ch0,0vkj0¼[kkrk vkSlr nj½ dh fu;fer leh{kk dh x;h vFkok 

ughaA  

  

11 vf/kdkfj;ksa ds }kjk fu;fer vkSpd fujh{k.k dh x;h gS vFkok 

ughaA ;fn fujh{k.k dh x;h gS rks fujh{k.k dh fVIi.kh tkjh dh 

x;h gS vFkok ughA  

  

(B)  Documents to be collected:-  

1 Mh0,l0&8@,u0,l0&11 dh izfrA    

2 ,u0,l0&11 iaftdk dh izfrA    

3 HkaMkj lR;kiu ls lacaf/kr nLrkost dh izfrA   

4 ch0,0vkj0¼[kkrk vkSlr nj½ dh leh{kk ls lacaf/kr nLrkost dh izfrA    

5 vkSpd fujh{k.k ls lacaf/kr nLrkost dh izfrA    

(C)  Information to be sought:- 

1 Mh0,l0&8@,u0,l0&11 esa fdlh izdkj dk ifjorZu vFkok 

vf/kys[ku ds mfpr dkj.kksa dk irk djukA izkfIr ,oa ys[kkdj.k gsrq 

izpfyr iz.kkyhA  
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Check-List SL. No. 64 

Aspect of Check:-  LdzSi lkefxz;ksa dk ifjnku 
 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 lqiqnZxh izkjaHk djus ls iwoZ izkjafHkd lkekuksa dh lwph yh x;h 

gS vFkok ugha ,oa {ks= iqLrd esa fooj.k ntZ fd;k x;k gS 

vFkok ughaA  

  

2 lehiorhZ LFkku ij miyC/k fdlh vU; ln`'k enksa@ykWVksa 

dk fooj.k {ks= iqLrd esa ntZ fd;k x;k gS vFkok ughaA ,sls 

en dks isaV ls fodz; ds fy, ugh ads :i esa isaV fd;k x;k 

gS vFkok ughaA  

  

3 dzsrk ,oa lk{; vf/kdkfj;ksa ds ikl ewy lqiqnZxh vkns'k dh 

izfr miyC/k gS vFkok ughaA  

  

4 dzsrk ds }kjk Lo;a ifjnku u ysdj 'kfDRk fdlh ,tsUV dks 

iznku fd;k x;k gS rks dzsrk }kjk ewy eq[rkjukek tek fd;k 

x;k gS vFkok ughaA 

  

5 ,tsUV dk uewuk gLrk{kj dks ifjnku ls iwoZ lR;kfir fd;k 

x;k vFkok ughaA 

  

6 Lkkexzh dh lqiqnZxh lqiqnZxh vkns'k esa n'kkZ;h x;h LFkkuksa ls 

dh tk jgh gS vFkok ughaA  

  

7 Vs;j otu ds fooj.k ij lHkh lk{;dehZ;ksa dk gLrk{kj gS 

vFkok ughaA  

  

8 ;fn ynku@dVko@fMlesVsafyax ds fy, dszrk fdlh 

midj.k dk mi;ksx dj jgk gS mldk fooj.k {ks= iqLrd esa 

ntZ fd;k x;k gS vFkok ughaA  

  

9 oxSj fid ,oa pwt dk lgkjk fy, ykWV dks ,d Nksj ls 

nwljs Nksj ij lqiqnZ fd;k tk jgk gS vFkok ughaA  

  

10 ;fn jkWfyax LVkWd dks lqiqnZ djus dh fLFkfr esa lqiqnZxh dks 

fof/kor~ iqu% nkok ;ksX; enksa dks vfHkj{kd dks lqiqZn dj 

fn;k x;k gS vFkok ughaA bu rF;ksa dks fooj.k {ks= iqLrd esa 

ntZ fd;k x;k gS vFkok ughaA  

  

11 ,d gh le; ij ,d gh lkFk lk{;dehZ;ksa ds ,d gh cSp ds 

}kjk fofHkUu ykWV dh lqiqnZxh nh tk jgh gS vFkok ughaA  

  

12 ,d LFkku ij ynku iw.kZ gksus ij ;fn ykWjh dks ynku ds 

fy, nwljs LFkku ij ys tk;k tkrk gS rks mldk fooj.k {ks= 

iqLrd esa ntZ fd;k x;k gS vFkok ughaA  

  

(B)  Documents to be collected:-  

1 ifjnku vkns'k dh izfr] {ks= iqfLrdk dh izfr ,oa lacaf/kr 

en ds fefly dh izfrA   

  

(C)  Information to be sought:- 

1 ifjnku gsrq izpfyr iz.kkyh dk fooj.k vfHkj{kd ls izkIr djukA    
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Check-List SL. No. 65 

Aspect of Check:-  vLohd`r lkexzh dk fuLrkj.k 

 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

1 D;k fMiks esa vofLFkr vLohd``r lkexzh dh vLohd`fr dh lwpuk HkaMkj 

lafgrk ds iSjk 764 ,oa jsyos cksMZ ds i= la0&2000@vkj,l¼lh½@379@ 2 

fnukad 27@08@15 ds vkyksd esa iwoZ fujh{k.k drkZ ,tsUlh] Hkqxrku 

vf/kdkjh] vkiwfrZdrkZ ,oa [kjhn vf/kdkjh dks nh xbZ gS ?  

  

2 D;k vLohd`r HkaMkj dks ,sls LFkkuksa ij j[kk x;k gS] tgka vU; vLohd`r̀ 

HkaMkj dks fey tkus dh laHkkouk gS ?¼ HkaMkj lafgrk ds iSjk 762½ 

  

3 D;k vLohd``r lkexzh dk la;qDr fujh{k.k vLohd`fr ds Kkiu dh frfFk ls 

21 fnu ds vUnj ¼ns’kh lkexzh½ ,oa 45 fnu ds vUnj ¼vk;kfrr lkexzh½ 

fu"iknu fd;k x;k gS ?  
¼izkf/kdkj&jsyos cksMZ ds i= la0&2000@vkj,l¼lh½@379@2fnukad 

18@01@15 

  

4 D;k la;qDr fujh{k.k ds vkoaVu dh frfFk gsrq lwpuk izfr"Bku] fujh{k.kdrkZ 

dks nh xbZ gS ? 

  

5 D;k la;qDr fujh{k.k ds fu/kkZfjr frfFk ij izfr"Bku ds izfrfuf/k ,oa 

fujh{k.kdrkZ mifLFkr gq, ? 
¼izkf/kdkj&jsyos cksMZ ds i= la0&2000@vkj,l¼lh½@379@2 fnukad 

27@08@15½ 

  

6 D;k la;qDr fujh{k.k ds nkSjku fy;s x;s fu.kZ; ds vkyksd esa dk;Zokgh dh 

xbZ ? 
¼izkf/kdkj&jsyos cksMZ ds i= la0&2000@vkj,l¼lh½@379@2 fnukad 

27@08@15½ 

  

7 D;k vLohd`r̀ lkexzh dks ys tkus ds iwoZ izfr"Bku dks nh xbZ vfxze 

Hkqxrku dks okil yh xbZ gS ? ¼izkf/kdkj&jsyos cksMZ ds i= 

la0&2000@vkj,l¼lh½ @379@2 fnukad 27@08@15½ 

  

8 D;k vLohd``r lkexzh ds cnys ubZ vkiwfrZ dh xbZ lkexzh dk fujh{k.k iwoZ 

fujh{k.kdrkZ ls djkbZ xbZ gS ? D;k fujh{k.k izHkkj dk Hkqxrku izfr"Bku ds 

}kjk fd;k x;k gS ? 
 ¼izkf/kdkj & IRS Condition Para 703). 

  

9 D;k vLohd``r lkexzzh ds cnys ubZ lkexzh izkfIr ds mijkUr iwoZ ds 

vLohd`r̀ enksa ds vLohd`r eseks dks okil fy;k x;k gS ? 
¼izkf/kdkj & jsyos cksMZ ds i= la0& 2000@vkj,l ¼lh½@379@2 fnukad 

18@03@09). 

  

(B)  Documents to be collected:-  

1 fefly dh Nk;kizfrA   

(C)  Information to be sought:- 

1 mijksDr izko/kku ds vuqikyu ugha dj ikus dh fLFkfr esa muds dkj.kksa ij 

Li"Vhdj.kA 
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Check-List SL. No. 66 

Aspect of Check: Medical De-categorization/AEMG of employee. 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Whether the employee was sick since last more than six 

months? Whether his treatment records are available? 

  

2 Whether review of fitness of employee was done by treating 

doctor? 

  

3 Whether treating doctor referred the case of employee to CMS 

I/C for a decision regarding certification of AEMG after having 

exhausted all method of treatment and whether evidences of 

the same are available in DMC file? 

  

4 Whether there is any inordinate delay in constitution of DMC 

by CMS? 

  

5 Whether a specialist in the field of disease was present in DMC 

or not 

  

6 Whether light duty for a specified period in original post was 

initially recommended to the employee prior to de-

categorization?  

  

7 Whether the competent authority indicated its inability to 

provide temporary light duty to the employee? 

  

8 Whether, after above specified period, the case was reviewed?   

9 Whether there is any inordinate delay in review of case was 

after above specified period? 

  

10 Whether recommendation of DMC was approved by CMS I/C 

or not? 

  

(B)  Documents to be collected:-  

1 Copy of entire pages of Case file of AEMG board   

2 Bed Head Details of employee   

3 Copy of IME, PMEs, SMEs   

(C)  Information to be sought:- 

1 Name of treating doctors as well as those who conducted IME, 

PMEs, SMEs etc.  

  

2 Procedure being adopted for conduction of AEMG board with 

authority of that. 
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Check-List SL. No. 67 

Aspect of Check: PME/SME/Re-medical Examination. 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Whether Medical memo for PME/SME/Re-medical 

examination was issued from the concerned department on 

scheduled time? 

  

2 Whether appropriate medical category was mentioned in 

Medical memo? In case of PME/SME, whether medical 

category under which employee was last examined was 

mentioned? 

  

3 Whether medical tests of candidates for a particular category 

as specified in IRMM was conducted during medical 

examination.  

  

4 Whether PME was conducted by medical department within 

specified period of time and as per frequency laid down in 

IRMM?  

  

5 Whether there is any inordinate delay in conduction of PME? 

If yes, whether the reason of that was recorded? 

  

(B)  Documents to be collected:-  

1 Copy of medical memo, certificate of medical examination & 

medical test reports.  

  

(C)  Information to be sought:- 

1 Name of doctor who conducted the medical examination. IME, 

PMEs, SMEs etc.  

  

2 Procedure being adopted for conduction of AEMG board with 

authority of that. 
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Check-List SL. No. 68 

Aspect of check: Outsourcing of Clinical, Pathological and Radiological 

Investigations in terms of RB’s letter No.2011/H/6-4/Policy Dt: 

03.02.15. 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 
1 Whether concurrence with the associate finance was made before 

entering into MoU by MD/CMS/CMO/ACMS in-charge with the 
private diagnostic centers or not? 

  

2 Whether Minimum Qualifying criteria for empanelment of private 
Diagnostic centers/labs was formulated by keeping in view of local 
condition prior to inviting EOI from the diagnostic centers/labs or 
not? 

  

3 Whether an advertisement had been published in the local 
newspapers, Railway website, etc. for invitation of EOI from the 
diagnostic centers for investigative facilities on the CGHS rate list 
for the city or not? 

  

4 Whether all the diagnostic centers which had applied were 
inspected by a team of three doctors as constituted by the 
MD/CMS/ACMS In-charge for inspection or not? 

  

5 Whether all the diagnostic labs which have been empanelled for providing 
facilities pathological/radiological (CT/MRI/PET scan/special investigations 
on CGHS rates were fulfilled all the criteria as advertised or not? 

  

6 Whether the list of all the empanelled diagnostic centers is being displayed at 
Railway websites or not? 

  

7 Whether the invoice/bill submitted by the diagnostic centers against the 
pathological/radiological facilities provided to railway employees who had 
been referred by the railway medical administration are being paid as per the 
CGHS rates/AIIMS rates/any other government hospital rates available for 
that city or not? 

  

8 What number of invoices/billssubmitted by the empanelled private 
diagnostic center with rates for special investigation other than the 
CGHS rates till date and passed by Railway medical 
administration? 

  

9 In case no government hospital rate is available for a particular 
investigation, how the medical administration certifying 
reasonableness of rate as charged by empaneled diagnostic center? 

  

(B) Documents to be collected:-   

1 Copy of MOU   

2 Copy of advertisements of EOI    

3 Copy of min. qualifying criteria formulated by competent authority   

4 Copy of nomination of the team of doctors to visit a particular 
centre and Inspection Certificate issued by them after such visit. 

  

5 List of empanelled diagnostic centers as displayed at railway 
website  

  

6 Copy of referral letters.   

7 Copy of invoices during a particular period submitted by the 
diagnostic centers 

  

(C) Information to be sought:-   

1 Existing practice being followed in the unit in outsourcing of 
clinical, pathological and radiological investigations. 

  

2 Action initiated after receipt of RB’s letter No.2011/H/6-4/ Policy 
Dated: 03.02.2015 towards outsourcing of the same. 
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Check-List SL. No. 69 

Aspect of check: Referral cases- option given by Railway Patients. 

(Authority: RB’s Letter No.2016/h-1/11/58/policy Dated: 21.06.2018 

& 2018/Trans Cell/health/Medical Issues Dated-24.01.2019) 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 
1 Whether DRH displayed the list of private empanelled 

hospitals or not. 

  

2 Whether option from the patient or their relatives taken in 

writing before referring the patient to private empanelled 

hospitals or not. 

  

3 Whether the two doctors (one treating doctor and other from 

administrative side) were involved in issuing referral letter to 

railway medical beneficiary or not. 

  

4 Whether refence of option taken from patient/relatives was 

mentioned in the referral letter or not. 

  

5 Whether signature/LTI/RTI of railway medical beneficiary was 

taken in the side space of referral letter or not. 

  

(B)  Documents to be collected:- 

1 Copy of referral letter   

2 Copy of option given by the patient/relatives of patient   

3 Copy of ledger/register towards maintenance of records of referral 

cases. 

  

4 Copy of list of private empanelled hospitals and image of the same 

displayed at the DRH.  

  

(C)  Information to be sought:- 

1 Existing practice for referring a Railway Patient to private 

empanelled hospitals and its authority. 
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Check-List SL. No. 70 

Aspect of Check: vkgkj izHkkj fcy 

 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 varjax jksfx;ksa dks jsy vLirky }kjk iznRr vkgkj izHkkj dk 

fu/kkZj.k jsyos cksMZ ds i=kad 98@,p@6&1@29 ubZ fnYyh 

fnukad 11-03-2003 ,oa vkbZvkj,e,e&2000 iSjk 642 esa of.kZr 

izko/kku ds vuqlkj jsyos fpfdRlk foHkkx ds }kjk izR;sd rhu 

o"kZ ij vkgkj izHkkj dh njksa dh leh{kk gks jgh gS vFkok 

ughaA   

  

2 ;fn vkgkj izHkkj ds nj dh leh{kk dh x;h gS rks eaMy 

vLirky ds }kjk u;s nj ls vkgkj izHkkj 'kqYd dh dVkSrh 

dh tk jgh gS vFkok ughaA  

  

3 jsyos cksMZ ds i= la0 2005@,p@23@6 fnukad 13-06-18 ds 

vuqlkj ftu dfeZ;ksa dk ewy osru@isa'ku@ifjokfjd isa'ku 

osru :0 44900@& rd gS os lHkh fu%'kqYd vkgkj ds ik= 

gSA vr% mDr i= essa fufgr izko/kku ds vkyksd esa gh vkgkj 

izHkkj dh dVkSrh lqfuf'pr dh tk jgh gS vFkok ughaA    

  

4 ;fn dfeZ;ksa dk fcy muds bdkbZ;ksa }kjk cuk;h tkrh gS rks 

,sls ekeys esa vkgkj izHkkj dh dVkSrh gsrq i= dkfeZd foHkkx 

dks us nsdj lacaf/kr fcy bdkbZ dks nh x;h gS vFkok ughaA  

  

(B)  Documents to be collected:-  

 jsyos fpfdRlk foHkkx ds }kjk izR;sd rhu o"kZ ij vkgkj izHkkj 

dh njksa dh leh{kk ls lacaf/kr i= dh izfrA  

  

 vkgkj izHkkj 'kqYd dh dVkSrh ls lacaf/kr nLrkostksa dh izfrA    

 vkgkj izHkkj 'kqYd dh dVkSrh gsrq fcy@ys[kk  dks tkjh i= 

dh izfrA 

  

(C)  Information to be sought:- 

 dk;Zjr deZpkfj;ksa ds Hkkstu izHkkj fcy dh okLrfod olwyh 

lacaf/kr deZpkfj;ksa ds osru ls gqbZ gS vFkok ugha dks 

lqfuf'pr djus@ Reconciliation gsrq viuk;h x;h 

iz.kkyhA  
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Check-List SL. No. 71 

Aspect of Check:- Cross Checking of DDMs at RPF Post 
 

SL 

No 

Parameters Whether 

Yes/No 

Remarks, 

if any 

(A) 

1 Maintaining of demi-guard Register   

2 Pasting of each DDM   

3 Pasting in chronological order   

4 Remarks on each DDM   

5 Monthly summary   

6 Cross checking with Commercial Department   

7 Any irregularity noticed?   

(B)  Documents to be collected:- 

1 Xerox copy of Monthly Summary from RPF & Comml Deptt.   

(C)  Information to be sought:- 

1 As per RPF Regulations (7.5 of chapter XXVII) demi-guard 

register will be maintained at the RPF POST in which 

messages (DDM) will be pasted in chronological order and 

against each DDM necessary particulars as given in the form 

shall be filled in. 

  

2 A monthly summary giving the following particulars will be 

prepared at the end of the month and pasted in the Register- 

i) Total number of DDMs received 

ii) Total number of DDMs on which cases were registered 

iii) Total number of DDMs transferred to other posts 

iv) Total number of DDMs in which enquiry is under progress 

v) Total number of DDMs on which no offence could be made 

out. 

vi) Remarks 
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Check-List SL. No. 72 

Aspect of Check:- Checking of Daily Diary of RPF Post 

SL 

No 

Parameters Whether 

Yes/No 

Remarks, 

if any 

(A) 

 1 Proper Opening and closing of Daily Diary.                       

 2 Time of last updation.   

 3 Last entry in Daily Diary made for?   

 4 
 

Periodical dispatch of the duplicate of the Daily Diary to the 

competent authority of RPF. 

  

 5 Any irregularity noticed?   

(B)  Documents to be collected:-  

 1 Xerox copy of concerned page of Daily Dairy if required.    

 2 Documents to confirm regular dispatch of Daily Dairy to the 

competent Authority of RPF. 

  

(C)  Information to be sought:-  

 1 Proper and regular updation of Daily Dairy and Counter 

check by Incharge of the Post. 

  

Note:- As per RPF Regulations (7.64 of chapter XXVII) Incharge of the RPF POST is 

responsible for each entry made in the Daily Diary of the RPF POST and it’s responsibility 

of the incharge to check  the entries daily (made in it) and must sign it Daily. 
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Check-List SL. No. 73 

18. Aspect of Check: - Implementation of NIP in RPF 

SL 
No 

Parameters Whether 

Yes/No 

Remarks, 

if any 

(A) 

 1 
 

TOTAL number of NIP issued in a year- 

A. Major Punishment (148.2/153 RPF Rules 1987) 

B. Minor Punishment(148.3/158 RPF Rules 1987) 

A. C. Petty punishment(148.4/160 RPF Rules 1987) 

B. D. Other minor Punishment (149 RPF Rules 1987) 

  

 2 
 

Entry in Service Record (166 RPF Rules 1987) 

A. Should be Timely 

B. Should be in chronological order so that no previous 

punishment be left. 

C. full details of implementation particulars 

D. Should be signed by appropriate authority.  

  

(B)  Documents to be collected:-  

 1 Copy of NIP   

 2 Copy of SR concerned   

 3 Pay slips ( Starting Month & Last Month)   

(C)  Information to be sought:- Implementation of punishment 

 1 Period of punishment (from - to)    

 2 Quantum of Punishment   

 3 Deductions from salary or withholding of Next Increment 

should be supported by Pay slips (Starting Month & Last 

Month) 

  

 4 In case of withholding of Next Increment with cumulative 

effect (CE) next Increment after completion of first 

punishment must be checked, supported by Pay slips. 

  

 5 Special emphasis on Entry in Service Records, In cases of 

Punishments other than financial implications (Censure, 

Reprimand, Warnings, Withholding of privileges of Passes or 

PTOs etc). 
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Check-List SL. No. 74 

Aspect of check:- Maintenance of EIMWB 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 
01 Whether annual stamping of EIMWB is carried out by 

Weight and Measure Department of respective states on or 
before due date? 

  

02 Availability of Certificate of stamping & Verification issued 
by Weight & Measures Department of state govt.  

  

03 Whether testing, calibration and certification of EIMWB had 
carried out using a test train of loaded reference wagon 
during calibration of EIMWB by Weight & Measure 
department? 

  

04 Whether EIMWB is under warranty period now?   
05 Whether Weighbridge is under Annual Maintenance 

Contract. 
  

06 Whether AMC is carried out with OEM of EIMWB or with 
other Firm 

  

07 Availability of breakdown register showing details of 
weighbridge went out of order, problem reported, remarks of 
service engineer with sign. Of weighbridge in-charge and 
nominated mechanical officials. 

  

08 Whether Digitizer and control panel locked & sealed jointly 
by the supervisors of Commercial, mechanical & 
representative of OEM/AMC provider? 

  

09 Whether RDSO approved vender certify software integrity for 
FOIS integration along with version authenticity for said 
EIMWB? 

  

10 Whether weighment as reflected in EIMWB software is 
correctly reflected in FOIS net, certified by the team of 
officers from Mech, Commercial & Finance department as 
per checklist circulated by RB JPO regarding integration of 
EIMWB with FOIS vide L. No. 2014/C&IS/ Project/FOIS-
TMS Progress/1 dated: 04.01.2019. 

  

11 Whether joint inspection of EIMWB had carried out by 
Sr.Scale and JAG officers of divisions preferably around six 
month after annual stamping & certification by Wight & 
Measure Department.  

  

(B)  Documents to be collected 

1 Certificate of Stamping issued by Weight & Measure 
Department. 

  

2 Breakdown register.   
3 Details of AMC.    
4 Certificate of FOIS Integration by RDSO approved vendor   
5 Certificate issued by team of officer as per JPO check list, for 

FOIS integration. 
  

6 Copy of joint inspection by divisional officers.   
(C)  Information to be sought. 

1 Preventive measure taken by mechanical department to 
reduce breakdown and ensure optimal availability of 
EIMWB. 
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Check-List SL. No. 75 

Aspect of check: Quality check of safety items on coaches, locos & wagons 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 List of safety items as per latest RDSO/ Rly. Bd.   

2 Check periodicity of changing  (AOH/ IOH / POH /  minor 

schedule) 

  

3 Check whether Stock or Non-stock item   

4 AAC (Average Annual Consumption)   

5 Approved Sources 

 

  

6 Check LAR’s as per PO   

7 Confirm Mode of procurement (stock/non-stock/ works 

tender) 

  

8  Check last Five year quantity of Purchase and Inspecting 

Authority 

  

9 Testing method for acceptance of material   

10  Check last Five year quantity of Consumption   

11 Check Monthly Withdrawal and Consumption Register   

12 Check material in stock physically   

13 Confirm date of manufacturing, Firm’s embossing on 

material 

  

14 Check warranty Failure and firm’s Response   

15 Check process of condemning of material.   
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Check-List SL. No. 76 

Aspect of Check:-Quality Check of Signalling/Power Cable. 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Name of cable.   

2 Type of cable (Underground / Overhead / Normal).   

3 Inspecting Authority (RDSO/RITES/Consignee).   

4 Material used for core (Copper,Aluminium etc)    

5 Number of core/conductor in cable.   

6  Diameter of each core/conductor of cable.   

7  Diameter of each strain in case of multi strain cable.   

8 Average diameter of core/conductors throughout cable 

length. 

  

9  Insulation type.   

10  Material used in insulation.   

11  Number of insulation Layer.   

12  Record of Insulation testing.   

13  Record of Loop resistance measurement.   

14  Lab Test as per RDSO specification.   

15  Manufacturer as per RDSO list.   

16  Manufacturing year, lot no., drum no. and lengh in meter 

should be engraved/printed clearly on the Cable. 
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Check-List SL. No. 77 

Aspect of Check:-Quality Check of Supply of OHE Materials. 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, if any 

(A)    

1 Check the list of supply of OHE materials    

2 Check periodicity of changing of material   

3 Check whether Stock or Non-stock item-   

4 AAC (Average Annual Consumption)-   

5 Approved Sources-   

6 Check LAR’s as per PO   

7 Confirm Mode of procurement (stock/non-

stock/ works tender) 

  

8 Check last Five year quantity of Purchase 

and Inspecting Authority 

  

9 Testing method for acceptance of material   

10 Check last Five year quantity of 

Consumption 

  

11 Check Approved Drawings, if any   

12 Check materials physically in store   

13 Check monthly withdrawal and 

consumption from Register 

  

14 Check for Warranty Failure and firms 

Response 

  

15 Check codal life of material   

16 Check Condemnation process and 

accountal 
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Check-List SL. No. 78 

Aspect of check:-Execution of Work 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A)    

1 Quantity of schedule items as per LOA / Last variation.   

2 Quantity of schedule items as per execution.   

3 Quantity of schedule items recorded in MB for payments   

4 Physical verification of supply of schedule items.   

5 Check whether material is as per Tender or not.   

6 Check Technical specification, make, dimensions etc. is as 

per tender schedule or not. 

  

7 Check location of work as per site   

8 Check location of work in MB.   

9 Check site Register availability and record of data.   

10 Check MB regarding Test check done by officer and 

location. 

  

11 Check whether payment has done for actual 

commissioned items or otherwise. 

  

12 Check and verify availability of materials supplied by firm.   
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Check-List SL. No. 79 

Aspect of check:-Scrutiny of Quotation Work  

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A)    

1 Check estimate of Quotation work.   

2 Whether estimate is approved by the competent authority.   

3 Work is under which fund dispensation. Each JAG office has 

up to maximum 60 lakh. 

  

4 Check whether Estimate has been vetted or not.   

5 Check whether urgency of material is endorsed by competent 

authority or not. 

  

6 Check the Firms are real and working.   

7 Check for any cartel formation of firms in quotation work.   

8 Physical Verification of firms address ,if possible    

9 Check the material supplied by firm as per tender.   

10 Check consumption of materials as procured in urgency.   

11 Check Quality of materials.   
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Check-List SL. No. 80 

Aspect of check: Checks on travelling authority and personal cash 
carried by on- board staff. 
 

SL 
No 

Parameter   Remarks 

01 Details of staff booked     

(i) No. of staff No.   

(ii) List of booked staff for on board the train     

(iii) Staff  available in the train Name  Details 
Degn./PF 
/PRAN  

 

(iv) I – Card availability  Y/N   

02 Travelling authority  Y/N   

03 Personnel cash found during check with 

each  staff   

Rs.   

04 Declaration of personal cash  Rs.   

05 Matching  of personal cash found with staff 

and declare cash 

Y/N   

(B)  Documents to be collected  

01 List of booked staff for the train from 

booking register/site  

   

02 Record of issued travelling authority from 

his office  

   

03 Verification of staffs ID from Personal 

department 

   

(C)  Information to be sought   

01 Personal cash found with staff during 

check should be matched with declared 

personal cash. 

   

02 Personal should be in limit as per rule.    

03 Excess cash should deposit to booking 

office on receipt.  

   

04 Gennuinous of staff and his identities 

should be verifies. 

   

05 JCM should be prepared in scheduled form 

with independent witness. 
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Check-List SL. No. 81 

Aspect of check: Preventive Check on Mechanised Coach Cleaning. 

SL 

No 

Parameters Whether 

Yes/No 

Remarks, 

if any 

I. Exterior cleaning   

01 Removal of old labels.   

02 Window shutter both glass and Venetian to be closed before 

cleaning & dusting from inside with detergent dipped cloth. 

  

03 Destination Board duly scrubbed and cleaning done.   

04 All exterior panels including end panel and window shutter 

thoroughly scrubbed and washed with high pressure jet. 

  

05 AC Coaches, external window cleaning and wiping using glass 

cleaning solvent and squeeze. 

  

06 External cleaning of coaches using high pressure jet machine with 

appropriate chemical. 

  

07 Hand rails, window bars and steps washing and cleaning.   

II. Interior Coach Cleaning 

01 The entire coach floor and corridor dry swept, dust and debris 

collection in polybags and wet mopping with cleaning agent.  

  

02 Cleaning of Al chequered plate in doorway, corridors with 

scrubbing machine. 

  

03 All interior panelling /Rexine/Upholstery 

Metal beading, wall-protectors, shutter, seat/birth, racks cleaning 

with a duster dipped in detergent solution, wiped, clean and dry. 

  

04 Cleaning of compartment mirror, window glass cleaning from 

inside and outside. 

  

05 Cleaning of vestibule area.    

06 Dusting on seats/birth.    

07 Cleaning of all inside wall, doors and ceiling of toilet.   

08 Washbasin cleaning and dry wipe.   

09 Lavatory floor cleaning.   

10 Cleaning of lavatory pan & commode chute.   

11 Watering in coaches.   

III Others   

01 Deployment of gang Supervisor   

02 Staff in proper uniform,    

03 Deployment of manpower as per CA   

04 Padlocking of coaches after MCC.   

05 Availability of I.D cards.   

06 Use of PPE by workers supplied by contractor.   

07 Deployment of Resource Chemicals as per CA.    

08 Deployment of Resource Machine as per CA   

09 Whether deployed machines are in working condition.   

(B)  Document to be collected:- 

01 Copy of agreement, containing information on schedule of item, 

rates, quantity, penalty, resource chemicals, deployed machines. 

  

02 Score card for MCC (Normal).   

03 Attendance records.   

(C)  Information  to be sought:- 

01 Details of test check carried out by depot officials.   

02 Monthly Audit of Machineries/Consumables.   

03 Details of surprise inspection conducted during cleaning 

operations. 
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Check-List SL. No. 82 

Aspect of check: Preventive Check on Depot Premises Cleaning 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

01 Whether deployment of Manpower is as per CA?   

02 Attendance of contractual staff during check.   

03 Collection of Scrap material & Keep them in 
nominated place. 

  

04 Sweeping, Cleaning, swapping & disinfection of service 
areas. 

  

05 Availability of PVC dustbins with Polybags in all the 

rooms where railway staff works. 

  

06 Cleaning & disinfection of office Lavatories & its 
fittings as mirrors, washbasins. 

  

07 Cleaning of washing Pits and removing Algae by use of 
Bleaching powder 

  

08 
 

Cleaning & disinfection of drains and sewage lines   

09 Grass cutting in surrounding area of depot.   

10 Supply of material by Contractor for Depot premise 
cleaning work for a month as per CA. 

  

(B)  Documents to be Collected :- 

1 LOA, Scope of work, details of penalty to be imposed 
for deficiency in service 

  

2 Score cards for associated area cleaning.   

3 Attendance records of contractual staff.   
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Check-List SL. No. 83 

Aspect of check Preventive Check on Execution of OBHS 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A)  
01 Whether EHK has been deployed to supervise   OBHS work in 

the train? 
  

02 Whether Coach Mitra/Janitors is deployed as per no. of work 
station in train? 

  

03 Whether trip card is available with EHK?   

04 Whether trip card is completely filled and signed by Depot 
supervisor?  

  

05 Whether travelling authority is available for all on board 
contractual staff?  

  

06 Whether I.D card and Name Batch is available for EHK and 
Coach Mitra/Janitors? 

  

07    EHK is in proper uniform?   

08 Coach Mitra/Janitors is in proper uniform?   

09 Whether all staff wore Cap, Gloves & Shoes?   

10 Whether Private Cash declaration form is available with EHK 
and it is completely filed for all staff, signed by them and 
counter signed by depot Supervisor? 

  

11  Whether Lost & found register is available?   

12 Whether Resource chemicals of approved brands are 
available as per CA. 

  

13 Whether Resource equipment are available as per CA.   

14 Whether Tool kit of FRP along with tools for minor 
plumping/Carpentry related repairs available with EHK? 

  

15 Whether Sticker which shows scope of work and contact 
details of OBHS pasted in each Coach. 

  

16 Whether instruments for E-feedback system available with 
EHK? 

  

17 Whether instrument for E-feedback system is in working 
condition?  

  

18 Whether accommodation to OBHS staff is provided by 
contractor in train? 

  

19 Whether Toilets, wash basins are clean?    

20 Whether passenger occupation areas are clean?   

21 Whether vestibule area and Doorways are clean?   

22 Liquid shop and tissue paper roll are available in toilets?   

22 Whether AC window glass is clean?   

23 Whether garbage is collected in Polybags?    

(B)  Documents to be collected 

01 Copy of trip card, cash declaration form, authority cards,   

02 Copy of Attendance records taken before, in route and after.    

03 Copy of agreement, details for scope of work, penalty details, 
resource deployment for chemicals & equipments. 

  

(C)  Information to be sought 

01 Details of education qualification of EHK deployed.   

02 Details of police verifications for deployed staff. 

03 Copy of medical checkup report for deployed staff.   
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Check-List SL. No. 84 

Aspect of check:- Quality check of Consignee Inspected Telecom 

materials (Display Unit, PVC Pipe, Casing-n-Capping, Desktop 

Computer, Laptop, Fax machine, Printer, TSF/M Seal Jointing Kit, OFC 

Joint Enclosure, PA System, PF Digital Clock, Fare Display Board, 

MODEM, Router, Switch, LAN Extender, Media Converter etc.) 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Whether material is purchased through works contract?   

2 Whether material is purchased through store contract?   

3 Whether material is inspected by Consignee?   

4 Whether Technical Specification of material is available?   

5 Whether material is inspected as per Technical 
Specification? 

  

6 Whether inspection certificate is signed by Consignee as 
well as respective officer in charge? 

  

7 Whether TS is prepared by RDSO?   

8 Whether material is purchased from RDSO approved 
vendor? 

  

9 If not, approval of competent authority obtained?   

10 Whether TS is prepared by Local Authority?   

11 If yes, approval from competent authority obtained?   

12 Whether material received as per Technical Specification?   

13 Whether the Test report of the material is available?   

14 Whether Company serial number is available on each 
unit?  

  

15 Whether Expiry date of material is available on each 
unit? 

  

16 Whether Warranty certificate of material is available?   

17 Whether material is taken in DMTR/Ledger?   

18 Whether quantity of material is as per bare minimum 
requirement? 

  

19 Whether material is issued and installed at specified site?   

20 Whether material is in satisfactory working condition?    

(B)  Documents to be collected:- 

1 Copy of DS2/PO/CA.   

2 Copy of Challan.   

3 Copy of material inspection register/certificate.    

4 Copy of Technical Specification.   

5 Copy of DMTR/Ledger etc.   
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Check-List SL. No. 85 

Aspect of check:- Execution of D-check of Cummins india limited 

Make engine KTA 50L of 1400 H.P demu DPC. 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

01 Whether work order for D-check is issued on latest rate 

contract of ICF for M/s CIL? 
  

02 Whether rate contract is valid for the D check?   
03 Total no. of D check allotment for Zonal Railway from ICF.   
04 Total No of D –Check executed in current year.   
05 Whether pre shopping report prepared and jointly signed by 

both  the Railway representative and the firm representative? 
  

06 Whether schedule work plan of D –check prepared  and jointly 
signed by both  the Railway representative and the firm 

representative? 

  

07 Whether must change item and condition based items are 

procured from OEM authorized dealer? 
  

08 Whether items procured for D-check received before starting of 

D check? 
  

09 Whether tentative date of start communicated to firm for 

availability of engine for D –check? 
  

10 Whether D check completed in all respect including Load Box 
Test within maximum time period of 12 days? 

  

11 If D check not completed within 12 day, any  penalty imposed 

on firm for delay.  
  

12 Availability of site order book.   

13 Availability of material passing register and material of must 

change and condition based item endorse and signed by 

concern SSE and Officer- in –charge. 

  

14 Availability of daily progress register    
15 Availability of firm staff attendance register.   
(B) Documents to be collected 

1  Copy of pre shopping report.   

2 Copy of  schedule work plan of D –check.   
3 Details of material received.   
4 Details of Load Box Test.   

(C) Information to be sought. 

01 deployment of staff from railway for D-check.   

02 Responsible staff from railway to execute D –check.   
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Check-List SL. No. 86 

Aspect of check:- Execution of Annual Maintenance and Operational 

Contract (AMOC) of Bio-toilet. 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

01 Whether Site supervisor of firm is available to supervise 
the AMOC work on site? 

  

02  Whether skilled and unskilled staffs of firm deployed as 
per CA for execution of AMOC? 

  

03 Whether contractual staff carry valid Identity card for 
entry into railway premises? 

  

04 Whether contractor had submitted a list of authorised 
persons  to his representative? 

  

05 Whether firm staffs are in proper uniform?   

06 Whether Bio toilet is maintained during the maintenance 
timing of train? 

  

07 Whether all necessary consumables and spares for day to 
day functioning are available?  

  

08 Whether daily report of Bio -toilets maintained by firm  
and signed after joint inspection of Bio toilets. 

  

09 Whether daily report sheet of Bio-toilet is Machine Sl. No.   

(B) Documents to be collected 

1  Copy of agreement for AMOC.   

2 Details of penalty levied on contractor for bad 
Workmanship. 

  

3 Details of sampling testing quarterly.   

4 Details of daily report of Bio toilet maintained under 
AMOC. 

  

(C) Information to be sought. 

01 Details for use of evacuation machine for removing waste 
from 1st chamber of the Bio-digester.  

  

02 Details for charging of Bio-Culture (innoculum).   
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Check-List SL. No. 87 

Aspect of check: - Outsourced Maintenance of Electric Locomotive parts. 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

01 List of outsourced locomotive items for maintenance.   

02 Manpower saving due to outsourcing.   

03 Name of firm whom contract has been awarded.   

04 Whether contract has been awarded to approved firm or 
not. 

  

05 Whether execution of contract is in rly. premises or firms 
premises 

  

06 Check for delivery period of materials (lot wise)   

07 Check whether joint inspections are done at different 
stages or not.  

  

08 Check whether materials are supplied by firm within 
delivery period or not. 

  

09 Check for warranty failure of materials under 
outsourcing.  

  

10 Check whether all materials are replaced by firm as per 
tender schedule or not. 

  

11 Check for penalty, for bad workmanship by firm.   

12 Check whether rly. Employee is involved in maintenance 
in lieu of firm’s staff.  

  

13 Check for on account payment to firm.   

14 Check for overall quality of work by firms.   

(B) Documents to be collected 

1 LOA copy.   

2 Copy of availability of material in section.   

3 Copy of material inspection register/certificate.    

4 Copy of warranty failure.   

5 Copy of consumption register.   

(C) Information to be sought. 
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Check-List SL. No. 88 

Aspect of check: - AMC of Passenger Amenities. 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

01 Whether LOA available with site supervisor   

02 Whether AMC Register opened at site   

03 Whether contractor issued authorization of his 

representative to execute maintenance work 

  

04 Whether name of the firm, commence date and duration  

of work entry done in AMC register 

  

05 Whether jointly inspection done by site supervisor with 

firms representative 

  

06  Whether separate monthly and Quarterly inspection 

register available 

  

07   Whether failure recorded in monthly and quarterly 

inspection register attended and rectified 

  

08 Whether failure entries in AMC register done properly   

09 Whether failure recorded in AMC register match with 

failure record of test room 

  

10 Whether AMC register updated   

11 Whether failure found during check match with AMC 

register 

  

12 Whether staff provided by contractor is/are qualified   

13 Whether on account bill paid   

14 Whether proper deduction made in bill   

15 Whether contractor has been paid wage to his 

representative 

  

16 Whether railway labourer/electricity used by contractor   

(B) Documents to be collected 

1 LOA of AMC contract.    

2 Verified copy AMC register.    

3 Verified copy monthly and quarterly inspection register.   

4 Failure record of test room AMC related gears.   

5 Related bills and MB.    

6 Proof of qualification and paid wage to contractor’s 

representative. 

  

(C) Information to be sought. 

1 Provide good service for value.   
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Check-List SL. No. 89 

Section: V1 + V5 

Aspect of check: Monitor coverage and usage of CCTVs and other 

Surveillance mechanisms at various critical infrastructures of 

railways where misuse is rampant. 

 Station __________,   Unit__________,            Date of check 
________ 

SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Whether  installation paper available 

(No. of CCTVs camera installed and their locations) 

Functional - 

Non Functional - 

  

(i). PTZ camera   

(ii) DOM camera   

(iii) Bullet camera   

2. DVR/NVR Recording  
HDD capacity 
(500GB/1TB/2TB) 
Make Model ( SL/No.)  

  

3. Proper Coverage    

4 Monitor with mouse  available    

5 UPS Available or Not    

6 Whether location of cameras are proper   

7 WARRANTY Period of CCTV   
Ending date 

  

8 Check Annual maintenance contract (AMC) available or 

not (If available ) 

Period of contract –  

Name of contractor  -  

Failure Register proper maintain –  

No. of staff deployed per shift - 

  

9 Whether failure register maintained by firm 

Date of Failure-  

Deficiency -   

Rectify date & time  - 

  

10 Whether inspection register available   

(If any inspection by officers or supervisors) 

  

Contd…. 
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11 Periodic maintenance    

12 Video clarity  
(Satisfactory / Not Satisfactory)  

  

13 Installation and wiring as SOW    

14 Wiring Material quality as per LOA (data/power cable, PVC 
Pipe etc) 

  

15 Can be monitor remotely   

16 Staff  training to replay video    

17 History of recording seen in any miss happening    

B.   Documents to be collected  

01 LOA of CCTV and other surveillance system available.   

02 Periodic maintenance register of Warranty/AMC   

03 History of unavailable camera/material    

C.   Information to be sought     

1. A JCM should be prepared with clearly mention 
available/short/excess material and in relation to above 
mentioned topic with signature of S&T/Comm./ 
Operating/RPF supervisor related to maintenance and 
operation of the system.  
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Check-List SL. No. 90 

Section: V3 + V5 

Aspect of Check: Tenders 
 
SL 
No 

Parameters Whether 
Yes/No 

Remarks, 
if any 

(A) 

1 Check Authority of Work.   

2 Check assessment of Cost/Rates. Check whether 

estimation is prepared on the basis of latest LAR or BQ. 

  

3 Check Whether estimation of Schedule of Quantity as 

per requirement is done or not. 

  

4 Check Whether Estimate sanctioned by Competent 

Authority or not. 

  

5 Check Whether Estimate is financially vetted or not.   

6 Check on what basis preparation of Tender Schedule has 

been done. 

  

7 Check preparation & approval of Tender Document- By 

whom 

  

8 Check mode of Tendering & its approval- By whom   

9 Approval of TC member as per SOP done or not   

10 Check for approval of Tender document by competent 

Authority. 

  

11 Check Similar nature of work & its approval   

12 Check Eligibility Criteria- Technical & Financial   

13 Check Special condition of contract.   

14 Whether Cost of Tender Documents is proper   

15 Whether Earnest money is proper   

16 Check whether NIT for publication in newspapers was 

done on time 

  

17 Check regarding uploading of Tender Documents and 

Tender Notice on Website 

  

18 Check details of Corrigendum issued, if any   

19 Check Tender Notice period   

20 Check Opening of tender has been done by proper 

committee & on time 

  

Contd…. 
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21 Check Comparative Statement   

22 Check Briefing Note   

23 Check Vetting of Briefing Note   

24 Check how verification of credential has been done   

25 Check Technical eligibility   

26 Check Financial eligibility   

27 Check Type of Tender- Single packet/Two Packet   

28 Discussion on Offer   

29 Check reasonableness of rates   

30 Check Whether TC minutes covered all aspect of Tender 

or not. 

  

31 Check for any Dissent Note of any TC member and its 

implication. 

  

32 Check whether Negotiation of Rate or Counter Offer 

given by TC or not. 

  

33 Check TC formation Approval   

34 Acceptance of TC Minutes   

35 Check issue of Acceptance letter   

36 Contract Agreement   

37 Vetting of Contract Agreement proper & timely done   

(B)  Documents to be collected:- 

1 Detail Estimate   

2 Tender File   

(C)  Information to be sought:- 

1 Any irregularity, if found, in the case   

2 Reasons for Delay, if any.   

3 Other misc. queries which arise on inspection of 

documents. 

  

 

124


