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forganize an  integrated and\
f efficient  development of Hydroy

resources of the country for power \

generation and other purposes |nall its
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A rehabilitation works), generation, operation]
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Chapter-

Do's & Don'ts for
General Conduct

—_——
DO'S
b
Do slways remamber thal you ars public servants, duly
compensated for your senvices through saianes, allowances,
perks, atc., out of the ‘public exchequer’, As such, you are coverad
under the dafinition of 'public servants' as incorporated under the
Prawention of Corruption Act, 1988 and also under the Indian Penal
Code, 1880,

Do always keep in mind that as public servants, you are to do

‘public duties’ and enhance public well-being only and not private
duties io benefit certaln private peoplke, with vested interests.

Do always appreciate that public servanis are answsarabla for
any suspected malafide actions on Ihalr pan. As such, try to
distinguish between Malafide' and 'Bonalide’ actions or decisions.
‘Bonaficks' Is, what is dona in good faith, | e, done with due care
and attention. 'Malafida' & its exact opposite.

Doty 1o undarstand the implications of the words-Conduct,
Misconduct & Criminal Misconduct. Briefty, ‘Conduct means
the general & uniform behaviour that s expectsd of a public
servant by the employer organisation. Certain lypes of
behaviaur are axplicitly shown ag misconduct- which may
be in the form of omissions as well as commissions,
‘Misconduct' attracts departmental actions againsl the pubtic
servanis, charged with It.'Criminal misconduct’ means the
misconduct as has been défined In Seclion 13 of the
Prevention of Comuphion Act, 1968 which also amounts o an
‘oftence’ undar the Indian Penal Coda and a public servant
changod with criminal misconduct is proceedad criminally, in

the competent coun of Law, some examples ane- demancding
3
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or accapting bribe by public servants, shaw of undue favour
causing, ‘wrongful loss’ 1 the nrganisation andor wangiul
gain to the individual (s)/ agenecy (8) joining in criminal
canspiracy with colieagues/subordinales and ofhers 1o
cause undue lavour as aforestated, lorging of
decuments/ reports; pessession ol assets/propenies I
cash or kind or bolfy disproporiionate to the known, legal
sources ol Incoma eic, alc,

Do spread the message that comuption and malpractices by
putiic servants directly or indirectly cost Ihe country heavlly
as thosa are discriminalive in nature, and as such, e
viokathve of Asticie 14 of Ihe Constiution of India, wiich providos
lor “Equality before Law” and “Equal Protection of Law",

Do fry your best fo combat comupt practices & willul viotation
of ihe laid down Pules, Procedures & Systems by your
subordinates & colleagues as ' Good Citizens’ of the Largest
democracy,

Do & perodical seft-assessmant of sell -analysis of yoursalt
as a public servant, a good cfizen and a vighant professional
and alss about what others think and talk of you.

Do understand that iberalization of the Economy does not
iriply iberaiisation of comuption Liberalation and comuption
ohen go fogether, 85 amply demonstated In advancad as wel
as third world countries To ensure speedy decision- making
in the new environmant, make specific suggestions for
Iibaralization of cumbersome Fules & Procedures and than
functicn within those, not outside,

Do always remember that you are an empioyes of THD.C.
and thal whatever you do, or have to do, you will do 1o keep
not only the TH.D.C. Nag flying high, but o take It lo further
commanding heighis.

Do always keap in mind the TH.O.C. Vision, Mission & the
Objechives. To ba world leadar and 1o remain as such, sach
arﬂ-ﬂmaﬁmhfaﬂdruu-gmﬂaaﬂnnhaﬂmmmmnw

Tuts momllly consists, not in following the besten ok, bul in fnding
oul tha true pain curselves and in tearessly following 1 bl
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hisr mite through highes! standards of integrity, dedication,
commitmant, compatenca and impartiality- Ih a free. falr,
fearess & dispassionats manner.

Da create a vigianca friendly envingnmant m the organisation.
thraugh yout own positive, transparent, fir & tmsly actions.

Ba cost- conscious, cost- effective and plug all piterage, wastes
and leaiages, io be really compelitve. Inilially, such actions may
irvitate; but in the jong run these pay handsamaly.

Take prompt and firm actions to bring the comupt to book. This
will enhance the morl heatth of the omanisation, give extra
impstis 1o the honest and keep the cormupt few under conatant
pressure. Those on tha fance will jump aver to your side:

Remsmber alwoys that you are managers and as managess,
your duties ure to mansge man, money, malerials, machines and
methods In an sconamic, efficant, effective, excallent and
aqullabls mannar

One's actions and decisions In official matters and, dealings
should be such, as & person of ordinary prudence would usually
take in one's own personal, business afais.

Keep your image both in public andin the argahisation as hatol
an honest. jusl. reasonablis, fairand inendly public sanant,

Observe normal courtesies in dealmgs with the putilic,
subordinates and cofisaiues.

Always tuke prompt action to redress he complaints of grisyances
ol the people, wherevar possible, |l you have 1o gay 'no’ to
somebody, say the same vary politaly, but firmly.

Every execuive having supenisary functions is a vigllance officer
in respect of persons under hisher charge and 1he Company's
Conduct Rules enjoin upon himy her 1o take all possible steps to
ensute the integrity and devotion to duty of the employees under
his/ hat control and authorty,

5




20. Do scquaint yourssll with tha baslc Laws ol tha Land, respect

21,

24,

the laiws and obsarve them, both in lefter and spiril. Remambet
that ignorance of law cannot be an axcuse.

mwwmmwmmmmmmm
action, apart from other proceedings under he law violaled e.g.
laws relating to prohibition, bigamous mamages, taking or ghing
dowry, dnigs addiction, giving or taking of bribes etc.

Pleasa verity whether any rules, regulations, policees, guidelines,
procedures, practices and functions exist in the organisation
abaut the modaiities in which fhe works of your unlt are 1o be
camad oul. Some Instructions sued from Ume 1o time; might
have bacome defunct or redundant. [ would be advaniageous
to consolidate them and uptodate =0 that clear and
unmambigunus guidelines are avaliable for following the correct
paih

I thexre ana no writtern insinucions or procedural guildelines about
vanous types of work/ funcfions to be performed in your unit
and the same are being camad out s par certain practices, #
widd be desirable to make & humble beginning o streamiing
thasa through wiitien procadures: It would definitely help the new
entrants to your unit 1o perform his/ her duties properly, This
will also heldp in sharing of accountabdity on individusl decisions.,
Remember, you cannol escape the accountability trmormow, by
gvading i today.

The schedule ol Delegation ol Powers: [ DoP) confers
considerable discrebon on the expcuives, al vanous levais and
Ihe company expects the executives to use the discretionary
powers judiciously. Propar caution should be taken in the
exercise of discrelionary powers and as far &S practicabla,
reasonings lor the use of discretion In a particular case, in a
particular manner should be recorded, Viglance would not
questicon the use of such disarelionary powers, unless
there is clear svidence ol abuse or misuse of such
powers In a malafida way.

Moral expellenca comes about as & resull of habll. W bacorm jus! by
doing jus! ects, lemparale by doing temparate acts, brave by doing
brave acts - Arisiobie




25. Inrespect of powers vesied in you under the DoF, a commitiee
may be constituted to evaluate, negotiate, purchase etc. Such
commities |5 to assist you in taking & proper decsion, appoinimant
of a committee doas nol amaunt to abdication of ane's
responsibiity as the Competert Authorty, Whersas each mamber
o! such a commitiee is jointly and saverally responsible for its
moommendations, the meponsibilily for firal decision rests on
yoiL

| 26, THDC has been entrusted with responsibillly of construction & |

oparation of Tehr Hydro-Blectnic Project, alongwith Koteshwar
Hydro Eleciric Project and Vishnugad-Pipalkoli Hydro Electnc
Project. It is alsc expected to take up 6 new projects in Uttaranchal
It might not be always possible to keep detafled records of all
actions and even some daviations from the laid down procedures
might have lo be made occasionally, due lo sudden, emergenl
requiremants, Whenever you are deparfing from the existing
instructions or taking recourse 10 emargency Measures of
siluations, kindly recaord as soon as possible, the nature ol
emetgency and the reasons for deviations logically and
systematically. If you are not the competent authonty, bnng your
record notes io immediate nulmmmﬂﬂorrpmﬂnuuwwm
ﬂmﬂhanMmmmmmEmﬂw

| contemporary record Is your satest insurance against viglance,
- C.B.|, casa of other such cases,

27. Pleasa make surprise and penodical visits lo siles, to check works
in progress, stares, elc.. On the spot recording of nconsistancies,
if any, keeps the subordinates not anly on ﬂ‘nirlmahm alsn
mmﬁmh;mﬁmmmﬂmfsmﬂﬂﬂwmmﬂmmw
piferage. Elerment ol "surprisa” is as essential as advanca planning
of visits on periodical basis.

28 Maks It & habll 1o record the minutes of 8 meeting &l the
garliast possible, not later than 48 hours of the conduct of
7
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such maslings and Ihe minutes shouid be circulated fo &l
concemed posiively with iIn & week of holding such mestings.
Delay in wiitting minutes of ihe negotiating committes, purchase
commiltes, lender commities, monutment/promation commiiies
i, tends to ghe scopa for suspicion thal some manipulations
might ba taking place. Wherever practicable, the minutes of
such committee meetings should be recorded immediatsly, af
tha conclusion of the maating and signed by all the mambers,
50 that in case thers ls any pant of ambiglity, the same could
be clarified by the concemad mambers at tha time of signing.

Always date your inllials or signatures fully, It might save you
somalimes, from some possible fulure embarassments.

The Conduct, Discipline and Appeal Rules are [he genarally
unilarm guitdelines and are not only for keeping ihe
management Informed about the personal acquisitions,
disposals et of the employees, bid are also meant for thelr
protection against allegations made by UnscrupLIoUS Parsons
The disclosures mads or penmission cbtained &t appropiriale
\ime, as required under the Conduct RAules, would pravide you
mmmmeammE\m
it you have taken advance for the purchase of oay, house ot
trom the company, this does not dispense with the reguiremeant
of pamission or nlimation under the Conchurt Fules.

. Foliow scriapulously the Conduct, Discipline and Appeal Rules/

mmﬂmmwmw

Evary employee ks required 1o maintain atisolute megity. a1 &l
times, undet the Canduct Aules. A man of integnty will neve:
listart, to any plea against conscience and 1S always accepled,
bafieved Irusted and betriendad by all

Gitts upto & value of Rs. 7000 by Executives & As 4000 by
WMHWMWMMM
such as weadding, anniversaties, or religious: lunclions when

Mature of 1ha man Is always the same; s Nelr habll Mal separale




the making of a gift ks in conformity with the prevalling religiods |
or soclal practice.

Gitts on the occasions listed above from pensonal fnends hawang

no official dealings can be acceprad upto a value of Fis . 7000 by |
Executives and RAs 4000 by Supervisors. Gitts beyond tha
mantionad value require reparing & the competent authority,

mwwmm.mmammm 1500/ can beé |
accepted by the sxecutives and supervisors. Any gifts of value |
beyond this amour require prior sanction of the competant .

o et
. Deposits with the banks, Lifg Insurance Corporation, or a firmof
standing, doing normial banking business do not require any prior
sanction or intimation under the Contuct Rules, except whane
specically callad for,

57, Al transactions of movatie praparty beyond the value of Ra.

15000/~ hava o ba reported 1o Competent Authonty, within one
maonth of the tansaction (For Suparvisors, It i Rs.10, 000-). I
such Iransaciion is with a person or firm having official dealing
with the employees or his subordinates, (e sama requires pmr
sanction of the Competant Authomnty.

Every exgcutive is required to submit a statement of his
immovable and Movable Property on his first appontment. Please
make surs that your statemant has reached tha Competant
Avthotty arid you have oblained the acknowledgrment lorthe same
and keep this acknewledgment safely and securely with you. Pleass
remember that possession of assets disproportionats to your
knowregal scurcesal Income is an offence and your Property
Retum i going 1o halp you tremendously, if you are faced wilth
any wikl allagations of comuption.

Please submil the Padodical Retum of Immovable Property as-
on stanuany of ihed e, notwithstanding the fact ihat the retum

9

r




a1,

42,

43

45.

10

may be a Nil' one |.e. there was no acquisition of immovable
propadties during fhe pedod under report

Keap a good conscience and stick to it 11 s a constant Idend and
will nevar lel you down, Hence dacide on what you think is nght
and stick o IL Plaase record your reasonings for a pariicular advice
or decision in tha file as logically and as clearty as possible.

Thirk weill bafore acting, but when the time of action comes, siop
thinking and start acting, for action Is the expression ol your
thoughts.

Behaviour is an important tool of success; so , behave cogently,
gentty, amply, kindly, friendly, cheearfully and baldly. Behave with
athars the way you expect others 1o behave with you,

Encourrge your subordinates to do their besl. The innar most
axpeciation ol every human being s tha "craving 1o be
appreciated”, | you wani to effect change, and change fasl,
ancouragameant is tha best lnol.

Sometimes, you may commil efrors, But if you do so, please
admil the sams gracefully, instead of trying 10 pass on tha
ragpansibility to others. The greatest enorone could make in life
510 be in fear of committing emor

Wherever son, daughter ar any member of your family or any
oiher cloze relative accapts an amployment with any privata firm
with which you have official dealings or with any lirm kaving official
dealing with the ' Company. apply for ihe previous sanction of ihe
Competart Authority, Whera the acceptance of the smplayment
cannot awsll the prior permission of he Competent Autharity, the
employment may be accepted provisionally, subject to the
permission of the Competant Authorily.

If you or any of your relatives is interested in any casa orin a
contract or in any other matter connectad; directly or mdirecihy
with your official dufies, refer such matter or confract to your officlal
superor, without any noting from you of the subject.

Coewly your reisf frieneds will tall yuu when your fage s r.llr_lr-sl:mmF'ri;-mh




47,

51.

Always abtain the previous sanction of the Competant Authonty
betore you own whatly or in part; any newspaper or panodical or
conduct o mmdpamhmﬁﬁﬂ'q.pm&mﬂnnmmmm
of amy newspaper or penodical,

Always abtain the previous sanctlon of the Competant Autharty
betore you participate in a radio broadeast of contribule any artick
ar write any latier, aithar in your own name or anonymaously,
pseudonymously of i the name of any other parson fo any
newspaper or penodical, unless you are satisfied that such a
conifbution s of a purely Iterary, arfistic or schanfific in nature.

Do indicate to the Management, if any member of, your tamily is
engaged in & trade or business or owns of Manages aninsurance

agency O COMmITHESIDn S0uTcy.

You can acoept the tull amount of Teefar any work done by you,
with the prior permission ol the competent authordly providecd, itis
for one fime assignment parformed.

When you take recurring and confinuous assignments such a8 |

lectures for evening class, par lime or other courses, you can
et honorasun, ees et up to an amaunt of Bs. 1500/ -per annum
only. Whiere the amount recelved is bayond Rs: 1500/ -perannum,
you should daposit 1/30d of the amount, in excess of Rs. 1500/~

witt the Company,

You misst seak and otitain sanction of the Compistant Authority™ ]

befora you accept any fee or any pacuniary advaritage for any
work dons by you farany pubilic body or any private parson.
Remember, sach one of you s & public servant is expected 1o
act honestly and falthiulty, of ail times.

. Always demonstrate a sense of fair play and impartiality in

disposing ol cases; i is paying

Avoid seeking and recaiving cash donations and advertisemeants
tram the Comporation’s Contractors/suppliers slc. even for a good
causa iest il should place you under obligations.

iR
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Dispose of casas pomplthy and withowt undus haste,

Do intensive monitonng of delays and disposal of files of your
department, | helps curbing cormupion

Giva job rofation 1o thosa whi ane 0n seneilive desks/positions
atleas! once in 5 yeamn, lesl vested Interests shoukd grow.

Pay personal and paricllar attention 1o compliance of Rules
and Procedures; ! Is an elféclive mathod ol prevantive
vighance,

Keep on assessing the strenght and wesknesses of the
"Intermal Contral Machaniem' this ks the sursst way 1o reduce
malpractices.

Publiciss the Rules and Procedures as widely as possibie,
in mimple words and make them less cumbersome; i
dispenses wilh the necessity for ‘speed money’

Pay surprise and frequent visits to the places visited by the
pubdic, It will give you a good leed back ol the happenings.

Ramember always thal coruption stars 0 & small way, I
would thus be wise 1o ‘press the brake’ in the Initial stage
st

Follow soruptilousty all laid down procedures; this will go a
long way in eliminaling malprachices. In casa any deviation is
congsidered necessary in Corporation’s intorest, get the
approval of Competant Authorty,

Kesp & quiet watch over The style of iving, ypes of visitors
gt ol Ihe employees posied on sansitive deska/aneasposis:
It will Meks datection of comuphion ‘al eaily stages:

Prafer a loss (o8 dishonest (e, e Ore DS Dy sl e modanent, me
ather for all time




66. Prapare a shon check st of all sssential procedures and
betore giving sanctions, ensure that all Procedures have been
followed by referring 1o the check list; this small step will save
you & lot ol subsequent botharation,

67. Remember always thal vigilance i the funclion ol all
employees having supervisory responsility; not of Viglancs
Department ajona: as Vigilance |5 prmarily a8 Management
Funation.

88 Consider Vigilance man as your fnend. philoscpher & guide
and exdend him your whole-hearted cooperaticn.

69. Remember, problems stan whese vigilance ends

13
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Dion't be arbltrary and ilogical in your decisions. The decisions
should be justifiable on all counts.

MNever delay the decizglons and/ or movemant of fles. Dalay
creates doubt and breeds corruption, Even innocent delays
creata suspicion in the minds of the people. Please remembes
that the percantage of mistakes in quick decisions s n0 greates
than in long drawn ones.

Donl mix with the contractors and suppliers having dealings
with you or your Company and aelso do not accept lavish
hospitallly, except to the extent i ia necessary for the business
of the company. Having regular club associations and social
parties with such contractors and businessmen creales
suspicions In the minds of public, your colleagues and
subordinates. about your integrity, and cotild result In avdidabie
cormpinints:

Il thie case of any parson of lirm comes up, in which you do
have direct or indirect interest, do not hesitate to pul up the
casa lo your higher aufhority pointing out what interes! you
hiave with thie parson ar the fim,

Do not mix up your personal and official business as lar as
possibla, If It is unavaidable, particulary while on tour, you can
lake casual leave and do not claim Daily Allowance

MNever delay submission of your TA. Bills. These should be
sibmitted carefully and any excuse that wrong Daily Allowance
has been claimed. as that bill prepared by the Private
Secretary, 18 nol acceptabie,

Neavir gign the minules or any ofher documents backdated.
This may or may not achieve e desired objective, bul can
cartalnly land you in difficultiss dunng Intemogation, in the event
of a vigilance case laler.

Avoid dealing with firms which do not give fuli and complate
acidress or detalled pariaulars, Do go ino antecedents of such

it you do not stand lor something, you will all fee anything.




firma wharver required. Do verly bonalidss ol the lirms which
lumigh addressas like Clo Post Box No........."

9 Do not be bigamous. Even Il you -are permitted by your
personal law to many whils your spousa Is living, you would
be violating the Conduct Rules by such marmage; uniess you
have taken written permission of the Competant Authority and
that such a mamage has also got legal sanction

10. Please avold giving any statamants 1o the Press, unigss you
are authonsed to do so. |t you have something fo convay 10
the Press, use the good offices ol the Corporale
Communications! PR Department,

11. Do not fail to be lully comversant with the powers delegated
to you under Delegation of Powers. Da not unjustifiably put up
proposals to higher authorties if the case can be disposed ol
a1 your lavel, under the delegation,

12. Do nol. be negligent or lack in devotion to duty any tima.
Barring bonafide mistakes or arors ol judgement, If any
employes exhibits lack of devotion to duly or nagilgence, ha/
she afiracts provisions of Canduct Hules.

12 Do not forget to condud yoursell in a mannar which enhances
tha Image of the compary. This covers not only your actions
in your official capacity and posffion, but also your privato iile
and dealings. For example, if you gre found in an inebnated
siate (n a public place, you are llable to bé protesded against
for serious breach of Condust Rules.

14. Do not engage or paricipate in any demonstration mvolving
inciternent 1o an offence.

15. You are prohibited from engaging directly or indirectly in any
trade or business or undanaking any other employmant; part
time or whole tima, without the previous sanction of the
Competent Authaority

168, ‘An executive sholld avoid monetary transactions sither directty
or hrough members of his / her family, which planu;hm'lhsgl
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under pecuniary obligation 1o any parson with whom he/she
has or is ikely to have ofiicial dealings.

Do nit forgst 1o rapon any acquisifion of disposal of mmovabls
property to the Competant Authority in, advance, However,
pravious sanclion would be requirad i the transaction s with &
parsan or a firm having official dealings with the axecutive
concemed, or with his subordinateds),

Do not lorgst 1o give priot intimation o the Competent Authority
about the construction, including additions and modifications,
ete., of immovable properly. On completion, a “Valuation
Certificate’ together with the sources of fund, out of which the
cost of construction has been mel, should be submitted to the
Competant Autharity within one manth of the completion.

Do not give evidanca in connection with any enquiry cther than
judicial or departmental enguiry ar enquiry before an autharity
appoined by Governmant, Parfiament, or Stale Legislature,
withaut previous parmission of Competent Authorfty, and whare
permittad to give evidence, da not criticise policy or action of the
Government or the Comparty.

Do ot communicate information to anybody unauthorisadly |
elther during service or alter leaving sarvica Da not own, adit or
publish any newspaper of periodical without previous sanclion
ol Competent Autharity.

Do not make statements crilicising policles or action of
Govammenl or the Company axcept whean tha statements made
or views expressed are factual, bul , nol confidential in natura,
made In official capacity or in perfformance of assigrad duties of
views expressad by recognised trade union offica bearers for
purposes of sateguarding of improving the conditions of senvice
af the employess.

D it give ar take or abet in giving or taking of dowry.

. Do not take part m the registration, promolion or management of

any soclaty, bank or any olher company which is required lo be
registerad under the Companies Acl or any other Acl, or 8

I s crueltty to the innocant, not to punish the guilty.




cocparalive Soclety, for commercial purposes subject 1o
axceplions, if any, provided in the Conduct Rulas.

24. Do not ba brash in telling 'ne' to anybody for any undue request
mada by himvhat. Try ta leam the art of 2aying 'no' politely. but
firrniy. A soft answer always tums away the wrath,

- 25, Neverusa your position of influence directly or indirectly to sacure
amployment for any person retated to you, whether by blood or
friarriage, of 10 your wife or husband, irrespective of whethes
‘such a person Is dependent on you or nol

28 Always desis! from dealing with any matter or sanction of any
contract to any Company or to any person if any member of
your family or amy of your relatives is employed i that Company
ar under that person. _

27. Do notfall to repon to your Controling/'Cormpatant Autharity whan
you apply 1o be declared. or Is adjudged. or deciarsd insolvart
by any court of jutisdiction,

28. Do nol, yield 1o temptation or run after petty gains; it does not
pay ulimatety.

29 Do not live bayond your means: It may be lempling, but
dangarous.

30. Do not make any atempt to flout or circumvent or shornt-circurt
the Rules ar Regulations, to sult vested inferests; it may cost
you haavily In the kong run.

31, Do not take any cbligation in any form, from anyone; [t may
boomemng.

32 Do not lean too heavlly on your superiors as also subordinates;
It may prove costly.

3. Do not aliow your family mambers to usa your name for parsonat
gains; it can ruin your reputalion. Do not fall to remember
reputation once gone is not refrievable.

34, Do not use your influenca lor secunng any advantage for yoursalt
or anyone related of known 16 you; Il does not spaak well of yoll.

35, Don't excesd your powers -fimancial and administrative, except
Inan emargency; It Is irregular and gives rise 1o suspicion,

i




38, Avald getting Influsnced by personal likes and dislikes, whims
and prejudices while disposing of the liles or cases.

37. Do not relax while you are an supearvision duties; this may
bring trouble for you and your Comparny.

38, Aveld misuse of the Corporation’s property,|.e.sublatting of
aliotied houses, misuse ol vehicles, telephones efc.

35, Do nol take part in polltical activities, such as, (a) being an
office baarer of a polifical party or an organization which takes
pan in polilics; (b) to take part or assisl, in any manner in
any movement/agitation or demonstration: ol political nature
{¢) lo take part in-an election to any legisiature of local
authority, and (d) to canvas In-any mannet in any election
o legislature or local authority,

40. Do not make any unauthorzed communication directly of
incliractly or pan with any Information o any ather amployea
or person 1o whom you are nol aulhonzed to communicate
or to part with such information, or which may be detnmentsi
1o the interests of tha Company.

41. Do not.accept or permit any member of your family or even
a parson acting on your behall 10 accept any gitt which
Includes free iranspon, boarding, lodging or other safvices or
any other pecuniary advantage from & person other than a
nadr relative or parsonal nend having no offical dealings: with
the employes. Even in permitiad shuations, do not accept any
gift in cash or kind, of mome than the specified value.

42. Do not accept or permit any member of your family ar any

person actng on your bahal! 1o accept gifts #f the value thers
ol exceeds As. 1500/ withou! the sanction of the competant

-Authrity,

43, Do not damand dineclly of Indirectly from tha parents or
guardian of a bride as the cass may be any dowry, sither in
cash or In kind or both.

44. Avoid habitual indebtedness.
18
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Do's and Don'ts for l;re-uwnrd
activities in item rate packages
(Civil, Structural, Horticulture, etc.).
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Chaptor-|I

Do's and Don'ts for Pre-award
activities in item rate packages
(Civil, Structural, Horticulture, etc.).

Do's
Prepare estimates from drawings/sketches duly supported by
caleulations.
Take rates aither from standard schedule {say DSR, CPWD,

UPPWD, or UPID ete.) or analyse on the basls of market rates
for preparation of estimates,

Consider adequate premium as per market conditions if old
schadula of mies are considared.

Incorporate relevant and adequate specifications.
Specificationamomenclalures should be made in accordance
with focally avallabla material.

Mantion various conditions of contracl, such as, general
conditions, technical specifications, special condilions etc.
clearly, in as much details as possible.

Mertion all Commercial Clausas including taxes. duties of all
types, In detail

Mention relevant IS Coda referencas for the bid,

Obtain administrative approvals from Compatent Autharities
on the proposal containing detalled estimata which has baen
duly concirred by Finance.

Adapt sultable mode of tandedng ( open, limited or single)
dapentding upon value, urgency and nature of the work and
obtain prior approval for call of tenders from Compelent
Authority,

21
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10,  Fallow limited or singls lendaring procedurs In case of ralatively
urgent and amalier value of worl

11.  Record reasons for adopling single or limited tendenng
procedure.

12 (a) Floal press advertisamants for open lenders as per DoP
In local & nalional news papers of reputa.
(&) As Tar as possibie try 1o follow two bid systam,

13, Preferably take approval from an authority next higher than
the one competent lo award (excep! for EDVGM) in casa of
Limited Tendar Enquiries.

14, Mantion qualitying requirements clearty in the NIT,

15 Mention Sale period of tender documeants clearly and provide
sufficient sale period in the NIT (about one manth),

16. Mention date and time of submission of lender and lendar
apening clearly inthe NIT,

7. Extend sale period, if adequate resporsa is nol recelved, Give
adequate publicity o such extension.

18, Open the tender box only in presence of authonsad lender
opening members from Contracis and Finance.

19, Open bids in presence of authonsad reprasentatives of bidders
anly,

20. Read out rates/condiions mantioned in bids that have financal
implicaticns.

21.  Encircle sach rate and put initials thereon,

22 Mantion cullings/over writings wherever they occtir and also
miantion total no. of such corracticns, at thae battom of aach
page, 8o as to aviod subsequent tampanng. Any insertion of
addition, il noticed, should also be initialed and dated at the
tirne of opening bids.

Mo one kves his courtry b 8 S0 o mminence, tat becausa f's
owr- Shneca
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Consider rates quoted In words when thete is a discrepancy
batween rates quoted In figuras and words.

Mentan clearty all the technicalicommercial conditions in the
comparative statements (TC to chack),

Effect sutable loading spainst conditions having financiad
implications (TC to cheack),

Ensure reasonability of rates/prica by analysing and comparing
the major ilems with markst rates. [This axercise should be
dona by tha Tendear Commities).

Iedentify abnomally high and low-rated items. TC ehould idantify
and festrict/fegulate such quantities for execution

All the tenders, Open of Limited should ba published and
updated regularly on the wab site of tha THDC. The websile
should ba In opearation at all the time.

All the tender documeants, whalever may ba the volume should
be avaliable on the webshe so that parties can download these
documents. It should be ensured that the parties making use
of the facility from website should not be asked again to oblain
some other documents from the THDC manually for the
purpase of parficipating in the tendars. All the updated
document should remain available on the web site and should
be declirad as legally valid for all purposas. if the Organisation
fixes thia price for tha application form being downlcaded from
the wets site, the bidding party can be asked to pay the price
saparately.
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Don'ts

Dorlt make vague estimates without adequale details. The
vague and wrongly prepared astimates may lead 1o huge
quantity deviations, creation of extra/substituted items. This
may further give rise fo doubts, show ol favour and
evenfually may lead to increasa In the overall project cost.

Don't take rates of previously awarded works for
preparation ol estimates.

Dant mention conflicting or enoneciis conditions, technical
spacilications elc. in the bid documeni, as thess lead to
contractual complications; disputes, allegation of show ol
tavours elc. subsequently.

Dan't Include such lems or scope of work which are not
needed in the work.

Don't resorl lo single or limited tender in normal
circumstances, lor, a8 single tender action wilhoul any
urgency, shall amount fo extending tavour

Don't keep the QR (Qualifying Requirement) conditions
vague since vagueness may encourage Incompetent
parties,

Dedvt relax QR crtena while ssuing tendar documents.

Don't extend sale period without issuing a press
advartisement,

Don't accept bids thal are recelved after scheduled
opening fime, as & normal course. Sometimes, when
adequate response ia not recelved, delayed bids may be
accepled, with the PRICR approval of competent authority,

Dorit accept bids without eamest money.

Fama |8 & vapour, popularty an accident, nches take wings: Only
one thing endures. ... Character. - Anoaymous
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Dont entertain any unauthorsed person during bid opening.

Don process lendering action on single response against
apen tendaring 85 a normal course or excepl In very

specific unavoidable clrcumstances, and withoul keeping
due recard of such circumstances.

Don't issue limited tender papers to incompetant and non-
enlisted agancies,

Don'l issue open tenders withou! properly chaecking
cradantdls ol tenderers.

Don't bypass the Jowesl bidder on fimsy groonds
There should not be any negotlations, Negotlations i at all

'shall be an exception and only In the Case of proprietary

lerns of In the case of fema with limited source ol supply.
Negotiations shall be heid with L-1 only. Counter offars
tanmtamount lo negotiations and should be Ireated at par
with negotiations.

Negotiations can be racommended in exceptional
circumstances only after due application of mind and
recording valid, logical reasons justifying riegotiations. In
case of inability to obtain the dasired resulls by way ol
reduction In rates and negotiations prove nfructuous:
satistactory explanations required lo be recorded by the
committee who recommended the nagotiations. The
commitiea shall be responsible for lack of application of
mind In case s negoliations have only unnacessarly
delayed the award ol the work/contract.

Don't propose for award with unacceptable conditions
offared by the bidder. Those should be withdrawn first.

Daon'l exceed tha validity periods of offars during processing
of tender. These should be invarably got extended before
processing and expiry.

25




20, Don't fail io retum the EMDs of unsuccesshil bidders, once
& contract |s awarded al the sariest,

21. Daon'l Include differant works under one package, sven il
sufficlent quantities ol llema are avallable.

22.  Dontsub-divides spiit a bigger work Into smaller works just 1o
bring it within the powers of a parficular level/authority.

23, Dan't resor to sub-division/splitting of an ariginal package
among saveral bidders, even tholigh the higher biclders agree
o work al fhe rate of the lowest bidder, excep! in specific,
unavoldable situations o be recorded.
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Do's and Don'ts for Post -award
activities in Civll, Structural,
Horticulture or any other
Item-rate Packages.
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Chaptar-ll

Do’s and Don'ts for Post -award

activities in Civil, Structural,
Horticulture or any other
Item-rate Packages.

1
Do's
Read the conditions ol contract carefully.

Study the drawings carefully and ensure execution of works
as per drawings.

Plan and indent lor owner issue matenal in advance
(sectionwise for structural stesl).

Follow the provisions already mentioned In the GCC in cass
discrepancy is noticed in the schedule ol quantilies, the

spacilicalions and/ or drawings.
Ensure timely reloass of fronts 1o conlradions.

Ensure timely release ol drawings from the concamed
departments. Constan! follow -up should be made with the
concemed deparmmeant.

Prepare drawings/ detalls as per sita conditions. The design /
Engineering Departmemt should be aware of the site
condifions,

Callect adequata technical data from the mechanical/ slactrical
suppliars regarding loading, 5o as to avoid requent changes
In the drawing, which not only leads o doviation. bul leads lo
delay also,

Seak prior or concurrent approval of compatent authority in
casa any deviation/ substitution/occurrence ol exira works/
vatiations are loreseen or noticed.

29




0.
"

Ensure proper quality tests of matenals, &8s per queility plan.

Ensure quallty of other materisls/ work also, which are not
mentioned in the quality plan. This can be achieved by
getting samples tested as per the mlevant IS code or test
t¢hecks done as per nomenclature or technical
specification.

Ensure camant and steal reconcillation, preferably, in every
measured bill, since now-a- days cement and steel are

_Imud fres of cost.

Effec! price adjustmeni, if any, promplly, for substandard
but, otherwise acceptable material'work provided or done
by the contractor.

Maintain & site order book to record dally Instructfons. This
proves helphl for effective and smooth execution,
Exerciea random and surprise checks of quality of wark

(for senior site officials).

Ensure adequate use of costly material under contractor's
scope. This is possible If separale Consumplion Registar
Is maintsined by the department.

Ensure proper qualty of costly materal under contractor's
scopa, such as , synthelic anameél paint, water proofing
mmmaum sanitary fittings, wood, mearbla, granite,

Menlion retentiona in the MBs due o substandard work,
by giving details and amounts thereol. I should not be
vague..

Analyse extra/substiuted ltems, striclly es per Ihe
provisions of contract

Be waichiul on the guantities of highar rated lems.

Power comugts the tew, white weakness comupts [he mamy
- Eric Holfer
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Mentlon locations of execution work in the MB cleary,
especiafly lor road work, horticulture work ste. which are
stretched over a larger area. Such identification of location
will eliminate all possibililes ol overapping of arsas.
Ensure implementation of conditions such as deploymant
ol spaclalists, expers, angineers, elc. sirictly as per
contract.

Ensure proper classification of rocks and solls during
execution, This should be done at senior leval,

Mairain accountal of usshie rocks,

Ensure removal of substandard material from zite. To
implament this, joint record should be maintained by the
execuling Departmen and the QC Deptt.

Maintain record of dismantled sarvicesbls malarial

Avold the practice of issuing material beyond the scope of
contrach

For plant package, execute the work according 1o handing
over scheduls of fronts To structural/mechanical/slectrical
ammction depariments.

Contractors letters seeking claims must be replisd

promptly by Enginesar-in-charge or his Immediata
subordinate.

HORTICULTURE WORK

30,

a1.

Prepare |andscape for horticullure works since without
proper landscape plan, haphazard plantation s bound to
Mentlon various names or species of troes to be planted,
alongwith their respediiva nos, In tender documents.
Maimain proper record of areawise planiation, indicating
vanalies of tress, location atc.

3
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Effect deductions lor trees, shrubs, flower-beds etc, thal
are planted Inside & lawn area, sgainst paymant for
making lawn.

Maintain uniform rates of ltems for different horficulture
packages being awarded al the same time, n a project.

While considering DSR items, the complata
nomenclature provided in the DSRA should be meantionad.

Effecl proper deductions say, B% and 20 % lor farmyard
manure and good eanth, respectively.

Ensure proper protection of alforestation. Trees ar plants
should be protected from being Felled or destroyed by
callle, '

Mention quantities of materals, such as bone meaal,
murate and other manure! farlilizars cisarly, In the
contract,

Ensure proper selection of plants, depending upon the
goil and climatic conditions of the site.

Ensure strict supervision, especially in respect of digging
ol pits. providing manure in the pits, quafity of ree-guard,
meaintaining distances between planis, mobilisation of
listed tools and tackles, maintenance of records aof plant
morality stc.

Men of prmeipie are suno to Be bald, bt fhose who an bold mry nat
ntwaya ba men of principle. <Corflacius
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(A

Don'ts

Don't reson 1o modilication of payments terms or any
modilication having linancial implicahon, unlass it is & lasi
resort to enable the work being camied out. This should
nol provide any undue benefit to the contractor,

Don increase tha quantiies of nigher mted ems. unless
such Increase Is very much warranted, on lechnical
considaranons.

Dion't decreasaldelets or substilute the guaniities of the
lower rated llemsa, unless specilic Neld conditions warrani
this.

Don'l grant time extension, without valid reasons.

Dont make paymenmt for secured advence for excess
santii

Don execute Iotally new and different works, under a
particular package, even though, quanmties are available in
the package.

Don't grant advance paymants bayond tha scope of
contracl

Don't issue owner's malerial beyond projected requirement

Bon't pay more than 75% of the eslimated cost for quartity
Don't change the specifications or technical specilications
al your leval. Any modilication having linancial Imgplicaticn
has 1o be carmed oul judiciously, after obtaining approval
of competent authority, In consultation with head of the
project finance. This should be done, only as a last reson,
to enable work being camad out.

Don't defay In checking and passing comractor's bifls.
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15.

16.

Don't delay In giving decisions, because, delay in decision
shall ullimataly lead to delay in progress and other
conlmctual compiications. besidas creafing suspicions of
all konds

Don't dalay In setlling rales for extra/substituted llems
Don't detay In identifying substandard works and directing
the contractor o rectify the same at the agency's risk and
cost.

Don't overook stipulated daductions, such as deduction
agalnst accommodation, elactricity, hiring charges. of
company equipments, aic.

Dont tall 1o get the bank guarantee extended, it the
purpose for which it was furmnished by the confractor, Is not
fulfiled til the date of s expiry,

HORTICULTURE WORK

i7

Dion't Ignore or condone penalty clauss lor non-deployment
ol equipmant as per contract, such As watar tankar, tractor
with trofley eto.

Don't keep different provisions ol man-power requirement
etc. for similar lype of horlculture contracts being
unchariaken in tha plant or township al the same lime.

Don'l process for tendering action of horticulture works on
single tender basis, Ly projecting the urgency due Yo
ensuing monsoon. Such works could always be planned
In advance and competitive rales ensured by call of
teridars.

Don't divide en otherwisa big work Into smaller work,
packages just to bring It within the powers of a particular
authority.

In matters of style, awim with [he current, In matiers of principls,
gland like a rock -Thomas Jeflorson.
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Chaptar-1y
Do's & Don'ts for
Execution stages of
Supply-cum-Erection Contracts

Do's

Do read the letter ol award alongwith all ite enclosures
rehigioushy,

Do make note of salient fealures In your field diary about
release of arfvances, paymant lerms, facilties 1o be extended
by the owner. faciliies to be arranged by the conlractor
thoroughly.

Do report any mismatch belween technical spacification and
the drawings released for construction, to proper autharity /
concemed deptt. for imely action.

Do check the bank guaranises submittad by vendaors for thed
complalenass, currency as per the contract and subsadquent
dectsions.

Do redeasa agvances on the basis of valid and cument bank
guarantees and ensure recovery as per agreed norms in the
contract.

Do release advances against machineny/equipment alter
ensuring thelr worthiness irl service; the screening of despatch
documents, ownership tille etc. The various despatch

documents shouid be cross checked for any inconisistancy,
Do releasa secumd advance against consummahbles, afler
ensuring the shell lite of the fsma under quastion

Do teleass mobllisation ativances altsr ensufing the relaase
of payment against valid anc curmit bank guarantee and the
deployment of matarisl, manpower and equipmant,
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14,

15.

Do ansure stipllated recovaries from each bill being paid
to the contractor s per the agreed conditions.

Do cbiain approval ol Competent Authonty. in casa of
urgencies: arsing out of cash flow problems on the part
u!mwmhnclnnf-wgnmq{wﬁgnmhmmémmﬂ
the achoc advances. Do effect recoveries in tha naxt bill.
Do check for the quantities claimed by the contractor in
the unmeasured bills and measured bifls for actual quantity
executed, on regular basis.

Do release adhoc payments with utmost caution withau
jumping/diluting the authority competent 1o do 0

Do read the Fiald quality plan thoroughly for customar hoid

points and clearance noms. Ensure conductance of all the
tests, as per noms of the agreed FOP.

Do ansure that waival of inspection has been dons by the
Competart Authority, who had approved the plan,

Do maintain the records as per 0.C. properly, ndicating
the date of tests; the resulls achieved and the operalion
covarad. Also record ihe tesis though stipulated but nol
conducted, indicaling reasons thereat.

As an example :-

16,

7

Il hydro test ks agreed lor sectionwise dunng erechon, it
hes fo be: conductad in the same spirt and nol postponad
for the check of the total network, which runs into
kilometers and bectmes unpracticabla laler,

Do maintain record of the Radiography joints for easy
identification of the joinls radiographed.

Do recond non-releass of fronis during arection, the dates
and the areas, in the Hindmnce Register kept at site In
the efection office lor gssessmeant ol LD/exira claim eto.
at later atages.

Thoss who cormupt Tha pubdic mind are just as svil as oes wht sleal
froom ihar pubdic purse. -Adiai Stevansan
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21.

Do lssue any llem exira to the agreed norms, with the
concurrence of proper authority as defined in the DOP!
Warks and ProcurementPurchase Pualicy.

In case of hirng of equipments, whan aguipment hired oul
to the contractor s pulside the terms of the pontract
pleasa follow the prevailing norms of the Co/CWC and
take the apryoval of Competent Authority belora hinng cut.

Make prompt recovery on account ol him charges, from
the bills released to the contracton, on reguiar basis.

Maka limely reconciliation for the ltems lasued o the
comracior,

Do isaue main tems (ke cement and steal limitad to the
actual exscution/fabrication being carried oul. Excess |saue
has to be kept under strict vigil.

Do record the field measurements, duly, In the field book
and later on, ransfer them as an ahstract in (he main MB
propey,

Do malntain the fisld bocks, from which the meadings have
bean abstrectad ke an MB.

Do ensure Test checks, as per the noms, canductad on
the entries ol the MB, with specific recording af the
quantities checked and the quantities claimed with due
Initials and complete date. '

Du ensure approval of extra ltems of tha works, belore
execution, from the competemt authority. In case of
exigencies of work, ensure earliest regularisation through
post-facto approval, but keep A 1o the minimum only,

Do ensure checking of the executad worka =l remols amsa/
Inaccessible areafiocation of the project which s nomally
avolded. This Is to ensure the eracted quantities!
workmanship. Al the starl of the contregl, the llsms
brought by the contractor wilhin tha plant premises may
be documanted and at ihe lime of hs axit. aiter the
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completion of the conlract, be cross checked with the
ems which he had brought at the time of starming of
contract

Do check for addiional hems while izauing gate pass for such
liems and move the competent aulhorty tor approval,

Cha ansure compliance to the agreed contract with respect to
oparation of equipmenta/machines/plant during arectioning’
commissioning stage. (nthe case of deviations, thare should
be fisted protocols prepared, duly signed by the vendar, and
maintained for propar action as per the contract. The lerms
and condifions of the contract have 1o be sirictly laken note of,
while screaning the contractor's bill for the release of
paymenis.

Do avoid relaxaton of agreed tests conditions/results without
{he sanction of proper authority,

Do ensure ihe actual consurnplion of owrer Esusd materials
and effect recovery In case the malerials required by the
contractor and issued by the owner, are beyond the scope ol
B fair and frank in the assessment of warks/srection of works
through proper quality assurance; accurats measurements
el ag per the contract canditions.

Do not hesitata o report to higher authonty In case ol any
daviation.

Do be lair 1o the contractor, but, avoid temptations/ favouns

Da raleasa imely payments to tha contractors for the accepted
axaciited work done by them.
Bnmﬂdcmﬂlmuihﬁﬂhﬂmkﬂﬂuppag_anlwwkhym
apsnuies, for creation of urgency elc. later on

Do Inform the iapses of the vendor, it any, during contrac
parformance to the Contrects Depit. for neadiul refarence for
the lulurs confricts.

Al of s g not Nave egqust takent, ot all of us should Rave @m equsl
cppartymity o develop ol lalents « Jhon F Kennody
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Don'ts

Dar'Horgst to record in your notshook the crucial activities in
the parformance ol the contract. which have got financial
implications

Dot forget 1o repiont the mismatchicontradiciion batwasn any
of the execution documents to tha proper authorty in lime.

Don't release any advance without ebtaining proper approval
and without ensuring submission of valid and current security
Le. B.G., Indemnity Bang ete. for the same.

Dan't take Intc account tha reteass of secured advance against
consummables of parishable nature, |. e- electrodes, rubbar
hems, slc., whosa shell lile & already axhausted,

Dar't torgst to affect due recoveries rom each running bill,
baing paid to e contracior, withoul abteining aporoval ta do
80 from the Compatent Autharity; olherwise the recoverles
could accumulate 1o the tis-advantage of the Company.

Don't kil lo cross- check quantity execution in the meastred
and unmaastited bills

Dory'l faul o repont and record Ihet tesis not conducind though
sipuleted, fo the proper authority.

Don't allew the contractor o create canditions of urgancy whan
(53 msmrtsbnm-paf_tmrnm'hm accarding o the Schedule

Pont @il lo record Jacts, Le,, any obstruction i the work due
1o non- release of frond, labour probiam. non-receipt of matarial,
stoppage of work inspite of matarial being avaliable, fromt baing
avallable; in the Hindrance Reglster maintained a1 the site
arection office.

Don'tfail 1o report, in lima, the récorded obsaivations In the

Hindrance Hegistar “
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Don encourage the confractol 1o posipone the works/ lests
atc. on flimsy grounds.

Dan't tail to record any transaction |8, non-availability ol the
fronts. non-conductance of a lest, non-cenductance of
postponement of radiography test atc, in the proper lormat/
proper register and due reperting of the same to Compatent
Autharity, as thase have linancial implications,

Don't encourags kssuance ol company malerial 10 1he habliuad
non-parforming contractor.

Don't give equipmant, TAP, machinery without realising hire
charges, if It partains 1o the scope of the conlracton

Don't delay the recoveries on the above account.

Dian'l Issue malarial to ihe contractor dunng tha stoppage of
work OF NoR=EXeCcUon.

Don't make ovenwriting, cutlings in the anfries of MB.

Don't make entries lor iha llems nol execulad on & particular
paintof ime.

Diort fail to test check occasonally and report your fmdmigs to
the concarnead authority,

Don't fall to ensure the compiiance of mutually agreed works/
tests once thay were hald up dus 10 any reason and not done
al subseguent stags.

Rights that do not llow from duty well psirlorrmed ans Dot wor Nsang.
Mohandas K., Gandhy




Do’'s & Don'ts for
Execution of Electrical works at site
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_ Chapter-V
Do's and Don'ts for
execution of Electrical Works at site

i————
Do's
———————————

Do ensure tha clamty & complatensss in preparnng Technical
specihcations for procuring spare parts of electrical equipments
& general consummables.

Do ensore that specifications in the indant do maich with tha
specifications of the same flem, with those of an lem of & cretain
firmy manufacturer, Uil i is declsred a2 & PAC ltlem.

Do dafing the job content, whils preparing specification of elect.
overhauling breal- down conteact, on the basis of the opamtions
o be camisd out rathar than in terms of man hours.

Do check the attendanas of depioyad manpower for the annual
refe contract, where payment norms areg Based on man power
depioyment.

Do ensyre the execution (laying & lamination) of armoured oabie,
only whers i I specified armoured ciible.

Do ensure approval of competant audhority In case of execution
ol amoured cables, when unarmoured cables were specified
Do snsute thal, tags with proper information punched on them
ane put along the cable, as per specifications. Recommend lor
recovery & non-agcaptance ol work 1o competent autharity in
casa of non-compliance.

Do ansure usage of proper siza of conduits for the specihc cable
siza and no. of cables,

Do ansure property fasiened | clampad) cabla conduits, as per
spaciications.

Do ensure the execulicn of clealing of cables whan necessary,
Recommand withhaltding/recovary of payments far non.
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1.

12

13

4,

15

17.

18

19.

21,

Do ensure the smooth movement of catda, in the process of
cabla laying on shamp comers, by deploying roflers; and avold
reloase of payment for non<compliance whan specified 1o do
o).

Enaure parformance of high vollage test and satisfactory resulls
an brulsed cables due o faufty execution,

Do ensune that valid e cable jointing kits be usad lor cable
Jointing.

Do ensure execution of contract with only specified matenal &
operafions.

Do accapt earthing of elecincal equipmerts from hwo mdepandent
SOUTCES.

Do ensura hal earthing pil has been prepared as per

spaciiications.

Do ensure cable trench is provided with concrete slabs and inside

provided with angle iron supporn of proper size and dimansions

duly painted with proper, specifind paint

Do bring out in the contract documents. the cabling in the scope

of contractor, indicating terminal points.

Do enaure the cable routing as peracheduts, Incass of deviation,

snsure approval from competent authority well in time. Payment

for executing such work should be released on actual baais.

Do specly scope of vandor in contract docusments regarding

thie transport of matenal from the main store 1o he aclual site

and refum of scrap matenal 10 proper yand/ store.,

Do ensura in he case of cable laying, compliance of execution

with the proper length of cabie from one point fo anather poind,

avoiding joints.

D ansute the approval of competant authorty for omitting any

defeci listed tor elecirical equipmeant/aystem undar
oo

Muver underestimatn your power to changs yoursaif




Don'ts

Don't accept earthing of any elactrical eguipment, If the
dimensions of earthing stio used. are not as per specifications.

Don't accepl both body earhings looped together, and
cannected 1o one sarthing source.

Don't accept cable trench offered for cabling, Unless made of
proper depth and different layers of sand, gravel efc. as per
specifications.

Den'taccept cabling wark, without proper dressing with proper
cable dressing material, aanursﬂadm:aﬂung

Don't encourage focal cash purchases. Indents should be
raisad well In advance, so that, spares ame avallable at the
time af any requinament,

Don't maks cash purchases from petty shops, Il reputed
authorised dealers are offerng the same product.

Don't accept eritical hams Iike motor bearings, in emergancy
wark, while making on-the-spol cash purchase from authorised
dealars, uniess quality of genuineness is verifed/ cerified by
manufacturars authonsed represemative who should put
Company's seal and his signature on the ssaled packings.

Dot decide quantity of a cartaln lamin the indent, unless the
available quantity lying in Central Stores and also the quanities
In the pipeling through phased dallverias. as per procuremant
arger, are taken into consideration. Further, consumption
patiem during the previous penod should also be taken into
consicderation.
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Dar't sign final cleamnce paperns regarding commissioning
ol & cenaln electrical equipmant/system unless all the
datacts are attended by the concemed contracting agency
lo the satishaction of concerhed Engineer In-Chargs.

Dm'twwmhmtmamnmﬂany
elacirical systam, which Is a substitule as par pill o

malerial, unless Competent Authonly has approved iL

Don't raise indents on PAG basis, excepl in cases whers

nrdypgﬁm.!urmﬂmuuwmqﬁmnmmmammmahﬂ
wolld do 50, '

Smial things rmiake base men proud- Shakespeare




Do’s for dealing with Arbitration
matters relating Contracts
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Chapter-V|

Do's for dealing with Arbitration
matters relating Contracts

Do always keap in mind that a good contractor always reads
n between the fines of the contract clauses. As such always
ensura that a contract agreament |s duly vetted by Company’s
legal exparis

Do remember that evary clause of a contract has fts meaning.
Fulfiiment of each contract conditions is binding on both the
partes,

Be careful that contracts which are interrelated or Turmkey
Contracts |.e. whete two different contracts are awarded to
same parly | 8g Supply & Errection of Transformers ele.); the
contracior nes ko complete the supply portion In time but tries
to avoid the errection pan, as such, we mus! not give any
reom for ‘non availability of completa site, undus delay in
payments or similar type of faulty statsments which could tater
result in untimely completion of the entine work and also one
of reason for arbitration. '

Do reply to all the letters of the contractor panticutarly In which
he has asked 1o clarify the position, The letters must be signed
by the Eng-in-charge or his authorized Officers only.

Da not iry to oblige the contractor by giving ‘Cartificates of
‘Partial Completion’ bacause these cartificate may rebounce.
As an Engineer-in-charge of the work do sea that contractor
pets lis due payments in lime.

Do not detay in deciding the rates for the extra ltems. In one of

our cantracts this delay was more then 8 years and for which
company had to pay huge sum as 'Interest’ llsall.

Da have & proper co-ordination amengst Contracts, Execution
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11I
12
13.

14,

15

186,

7.

1B

14

mm&mwmmww
these departments are respansible for going the conlraciors
for arbitration,

Do not hesitate i giving written warnings/nolices 1o
contraciors for thelr short comings.

Do riot aflow 100% payment for an Incomplete work under
:uhnﬂaflhmmwmﬂdmmhlﬂhdmmmd
me,

Do nol over prolong a contract

Do remember to ralse proper counter claims on (he
contactors lowards their unfinishad works.

Do try 1o engaga only thal arbitralor who has fime 1o study
& doing justice with our casa.

Do Iry o see that Arbitrators are chosen from related lislds

only, becausa by virtua ol his experience he would
‘appreciate the casa more sffectively.

Do nat try to sblige the contractor by showing him our files
and Intemal notings their in. Surprisingly in one of the case
contractor produced even a copy of Company's IOM and
got benafit their from

Do remember that once & case Is under arbitration, the
correspandence with coniraclor must be under (he
knowledge of Company's legal departmant.

Do remember to keep minutes of the mesting held with
the arbitrators and also with Company's advocates.

Do try to review the' Award of Arbitrators & do not hesitate
i going for an appeal.

Do try to over come the sharl comings in fulure contracts:
which hava gone In favour of the contracior

Do give due imporiance to the on going arbiiration cases
arﬂpnﬂupﬂukmmmm&cmm'ehniﬁum
from time to time lo seek thelr Instructions on the subjact.
il necessary.

To win one's joy through struggle & betiar than 1o yield 1o Imslancholy
+ Andregice




Add your own
Do's & Don'ts
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