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I am happy 10 know that the Cenimal Vigilance Commussinn 14
organising. Vigilance  Awimeness. Week  on the theme “Eruheoie
Carryption-Build & New lmiia” from WY Oelober o 37 November,
218

Orpunising differem cvents over the week el 1o the above
theme would help lo crente awirencss aboul the coftsequences ol
porruption and the need 1o build o Society that fereeiully fiihs the evil of
copruption. | am confidert el govemnicnt depanmenis,  mshiloiops
public and prvate organisations: a5 well os people at large shall
rededicate themselves 10 the cause of bullding o New India that s defined
by, wero-toterance Tfor cormuption and by enhaneed levils of inmapanency,

seeommiability, fnir-play and objectivily

| extend my grevtings and [eliciations 1o all those wssociated with

the Central Vigilanee Commission amd wish the Vigilanee Awarneness

fzw'\‘(_gw.lﬂ}"

(Ram Nath Rovind)

Wick cvery. shcoess

MNew Pilhi
(hetober 24 2018
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VICE-PRESTDENT OF INDIA
MESSAGE

I am happy o know that this vear the Vigilance Awarengss
Week Is being observed on the theme *Eradicale Corruption -~ Bunild
o Mew India’ by the Central Viglance Commission from October
29 10 November 03, 2018

Corruption i€ one of the higgest obstacles in the progress ol a
country.  Since its inception, the CVC has played a significant role
in the pramotion of ramsparency and efficiency in the public secto
| am sure, the proposed public swareness campaign 1o be run by the
CVE during the Awaroness Week by conducting activities such ns
semingrs, lectures, debate, plavs, poster and drowing compelitions
in schools, colleges. tades associutions, Chambers of Commerce
ete. and the formation of imegrity clubs m vanous other institotions
will undoubtedly go a long way in the semsitization of gencral
public and other stakebolders  sboul (he menoce of cormuption in

publie fite

Let us take a pledee on this occasion 10 remove the scourge of

M. FMW"’

Eﬂrt‘l]p]iﬂﬂ from our SMCIELY .

MNew Delhi
22™ Oetaber, 2018
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FOREWORD

Vigilance Awarmess Week s to be olserved from F0th Cetober to 03rd NMivember
HI1E. The 1-.-"'||:'|:||.'.|'|.|'t=|||'rl,|'||ru|:_r1r 18 ;|1||I'|||_-_:r|||1!;.| bookleton Do's amd Don ts & Syatiom
ic Impmovements. This compilation will serve as ngeful reference inthe smooth oxe-
cubion of worke and wAll gooa long wav in improving professional elbiciencv. Some of
thae ismees raised by Vigilance department for Systembe Improvement for information

af all comeerned have also been mcorparatod in He Booklel

his year the theow of the Vigilance Awareness Week s, " Endicate Commaption
Build a MNew India® Corruption rstil 1S In serns socal concerm [ arodes the rule of
Liw, updermines good governance, hampers econamic growth, ated Impinges upon
canmpetibve and Lair business conditlons. We should strive Woemadicate corruption b
the coumtry’s growth and development. Public participabion and awareness Is essen

tial for mnhancing integrity and eradication corruption from the system

| coneratulate the Vigilance Departmen) tor releasmg the booklet on the occasion
of Vigilance Awareness Week -2EB. | am sure that this booklet will be usetul for Ex

ecutives al all levels of the Corporation

[
LY B Yok g

Place: Binhokesh (D.V.Singh )
Dated : Charrman & Manmagmg Lirector
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Dr. Sunita Singh
s
Chiet Vigilimee Officer

PREFACE

On the occasion of Vigilance Awarensss Week 1o be observed from 29
October 1o 3" November 2018, the Vigilance department is publishing a booklet
on Do’ and Don'ts & Svstemic Improvemimts. | am sure that this booklet will
be very wseful ool i bringing muore transparency and help in efficint decision
making.

The Theme of the Viglimee Awarmness Week 15, “Emdicate Corruptions Build a
MNew India”, Corruption affects the growth of a nation, it is one of the major factor
hindering developmemt. Its eradication is necessary for peace, development aid
progress, Vigilance department has adopled Preventive and Pro-active approach o
create incorruptibility amongst the employess. The strategy of proventive vigilance is
drawn and implemented to drow an enviromment of integrity and o add values o the
svstim for increasing transparency and accountability. Vigilance is a habit and o way
af fife which can enable each one of us in the organization o challenge our thinkmg,
change aur behaviour and sdopt better practices for affective functioning. The omus
lies on each one of us i imbibing the values of honesty, integrity and transpaneney in

our behavioor and demonstrating them in our dealings and interactions,

Cooperation ol each and every employes of the Corporation i of immense
importance in this regard. Let us all join together and work untiringly for eradication
of corruption from all spheres of life.

¢

Date
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CHAPTER -1

Do’s & Don’ts for General Conduct

O

s

Do always remember that you are public servants, duly compensated for your
services through salaries, allowances, perks, ste, out ol the "public excheguer’. As
stech, vou are covered under the definition of “public servants” as inctrporativd uinlet
the Prevention of Carruption Act, 1988 and also under the Indian Penal Code. 186

Do always keep in mind that as public servants, vou are to do “public duties’ and
enhance publie will-being only and not private dulies to benefit certain private
people, with vested interests

Do always appreciate that public servanis are answerable for any suspected malafide
actions on their part. Assuach, try to distmguish between “Malafide’ and 'Bonafide'
actiors or decisions " Bonafide” is; what i3 done in good aith e done with due care
anvd attentbon, “Malafde' |s s exact opposite

Do try fo amderstand the implications of the words -Conduct, Miscondud! &
Criminal Misconduct. Briefly, ‘Conduct” means the general & uniform behaviour
that ks expected of a public servant by the employer organisations Certain types of
behaviour are explicitly shown as miscamueluct- which may be in the formof oimissions
as well a8 commissions, ‘Misconduet atfracts departmental actiems against the
public servants, charged with v Criminal misconduct” mwans the misconduct as
has been detined in Section 13 of the Prevention of Corruption Act, 19858 which also
amounts ta an ‘offence’ under the Indian Penal Code and a public servant charged
with eriminal misconduct is proceeded crominally, n the competent court of Law,
pome examples are- demumding or accepting bribe by public ssrvants, show al
undiee Favour causing, “wrongful loe" to the organisation and /or wemgful gain
o the individial {s)/ ageney (&) joinmg in criminal conspirecy with colleagues/
subordinates and others to cause undue favour as aforestated, torging of documents
[ reports; possession of assets/ properties in cash or kind or both disproportionate
to the knowmn, legal sources of meome efc, etc

Do spread the message that corruption and malpractiess by public servants directly
or inclirectly cost the country heavily as those are discriminabive in nature, and as
such, are violative of Article 14 of the Constitution of india, which provides for
“Equality before Law™ mmad “Eqaal Protection of Law™

Do try your best fo combat comupt practices & wiliul violation of the lald down
Rulies, Procedures & Svstems by vour subordinaies & colleagues as " Good Clilrens
of the Largest democracy

Dhs 4 perlndical wdf-assessment o self -analvsis of yoursell as 4 public servant, & good
citiren and a vigilant professional and also about whalt others think and talk of you
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Do understand that “liberalizatton of the Economy does nol imply liberalisation of
corruption’. Liberalization and corruption often go together, as amply demonstrated
in advanced as well as third world countres. To ensure speedy decision- makmg m
the new enviramment, make specific suggestions for Uberalization of cumbersame
Rules & Procedisres and then funetion within these. not outside.

Do always remember that vou are an emploves of TH.DUC India Ltd. snd that
whatever you do, or have to do, you will do to keep not only the T.H.D.C. India Ltd
fHlag fying high, but to take it to hrther commanding huights.

Do always keep in mind the THDCIL s Vision, Mission & the Objectives. To be
world leader and b remain es such, each and every imiplovee of the arganisation
has to contribute his/ her might theough highest standards of integrity, dedication,
commitment, competence and impartiality in a free, fair, tearless & dispassionate
AT

Do create a vigilance friendly environment in the organisation, through voor pwn
positihve, transparent, fair & fimely actions.

Be coat- consctous, cost- effective and plug all pilferage, wastes and lakages, to
be really campetitive. Inttially, such sctlons may brritate, butl in the long mun these
repay in handsome manner,

lake prompr and firm achions to bring the corrupt to book. This will enhance the
miral health of the organisation, give extra tmpetus to the honest and keep the
cosrupl few uraler comstant pressure. Those on the fence will jurmp over o your side

Femember alwavs that vou are monagers and as managers, your duties are (o
manage men, money, materials, machines and methods in an economic, efficient,
effective, excellent inid equitable manmer

Che's actions and decisions in officinl matters and dealings should be such, 3 o
person of ordinary prodence would usnally take in one’s own persinal, business
affairs

Keep your mage both in public and in te organisation as that of an homrest, fust,
reasonable, Lair and frfendly public servant

Crbserve normal conrtesies in dealings with the public, subordinates and colleagues

Always take prampt action bo redress the complalns or grievances of the people,
wherever possible. If you have to say ‘no’ o somebody, say the same very politely,
but tirmly.

Every executive having supervisory functions & a vigilance officer in respect ol
persans under his/ her charge and the Company's Condugt Rules enjoin upon him/
her 1o take sll possible steps o ensure the integrity md devolion to duty of the
emplovess under his/ her control and anthority

Do acquaint yoursel with the basic Laws of the Land, respect the laws and observe
theem, both in letter and spirlt. Remember thal {gnoranoe of law cannot be an exciase

Infringement or violition of any law could result in departmental action, apait from
other procesdings under the law violated e.g, laws relatmg to prohibition, bgamous
marriages, taking or giving dowry, drugs addicton, giving or taking of bribes eic
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Ploase verily whether any rules. regulations, policies, guidelines, procedupes.
practices and hunctions exist in the organisation sbout the modalities m which the
works of your unit are to be carried ouk. Some metructions issusd from time to thme:
might have become defunct or redimadant. It would be advantageous toconsolidate
thermn and uptodate so that clear and unambiguous guidelines are avallable log
following the comect path.

If there are ne written instructions or procedural guidelines about vanouws fypes
of work/ functions to be performed in your onit and the same are betng carried
out s per certain practices, it would be desirable to make 4 humble beginning to
streamline these through writien procedures It would definitely help the new
eritrants Lo your unil to perform his/ her duties propeely. This will also help in
sharing of sccountiability on individual decislons. Remomber, you cannot escape
the accountalnlity tomorrow, by evading it loday,

The shedule of Delegation of Powers | Dol’) conlers copmiderable discrietion on
the executives, ot various levels and the company expects Hhe executives b use the
discrationary powers judiciouslv. Proper caution should be tiken in the exencise of
discretionary powers and as far as practicable, reasonings for the use of discretion
in a particular case, in a particular memmer should be rocorded. Vigilance woubd
not question the se of such discretionary powers, unless there bs clear evidence of
abuse or misuse of such powers in a malafide way.,

In respect of powers vested 10 you under the Dol’, a commitier may be constinated
w evaluato, negobiate, purchase etc. Such committes s o assist you in taking &
propur deceston; appointment of 4 committee does ot amoont ko abxlication ol
one'’s respomiibility 4 the Competent Autharity. Whereis each member of such
a vommiiles | jointly and severolly responsible for s recommendations. the
responialbility for final decision rests on vow.

it might not be always possible to keep detalled records of all actions and even som
deviations from the Lad down procedures might have to be made occasionally, dus
b sudden, emergent requirements. Whenever you are departing from the existing
instructions ar taking recourne to emergency messkures or situations. kindly record
as soon as possible. the nature of emergency and the reasons for deviations logieally
and systematically. If you are not the competent authority, bring your record notes
to immedinte notice of the Competent Authority for Information and approval on
ex-post-tacto basis.

Please make surprise and periodical visils to sites, tocheck works m progress, stores,
ete. On the spot recording of inconsistencies, |1 any. and also prevents inhmor
quality in works fsupplies, other irregularities and pilferage. Eloment of " sirprise’
i5 as essenittal & advance plamming of visits on perlodical basis

Make Il 2 habit to record the minutes of a meeting at the earliest possible; not
later than 48 hours of the conduct of such meetings and the minutes shoold be
circulated to all concerned posiivety with tn a week of holding such meling
Delay i writtng minutes of the negotiating cormittes, purchase commities, tencdes
commiites, recrultment, premaotion committes etc, tends to give scope for suspicion
that some manipulations might be taking plice. Wherever practicable, the minutes
of such commities meetings should be recarded immediately, at the conctusion of




|

32

3

37

38

Fhrtltel §fm s

THOC Nelik LIMITED

the meeting and signed by all the mmmbers, 46 that in case there is any paint ol
ambiguity, the same could be clanfied bv the concirned members at the time of
SIgTIng

Always dabe your inltials or signatures fully. It might sive vou semetimes, from
somie possible future embarrassmenis.

The Conduct, Discipline and Appeal Riles are the generally uniform guidelines and
are not anly for keeping the management informed about the persoral acquisitions,
disposals etc., of the employeess but are also meant for thelr protection against
allegations made by unscrupulous persons, The dbsclosures made ar permission
obtained at appropriate fime, a8 required under the Conduct Rules, would provide
vou protechion against unnecessary allegations at o later date. Even if you have
tiaken adviance for the purchase of car. house ete., from the company; this does nob

dispense with the requirement ol permission or intimation under the Conduct
Rules.

Follow scrupulously the Conduct, Discipline and Appeal Rules/ Standing Orders
as laid down for the emmployecs

Every employes is required to malntain absolule ntegrity, at all pimes. under the
Conduct Rules. A man of integrity will never Hston to any ples against conschince
and 18 always accepted, believed tmsted and befriended by all

Deposits with the banks, Life Insuranee Corporation, or & firm of standing, diing
normal banking business do nol reguite any prior sanction or intimation under the
Condict Rules, except where spectfically called for. All employess should intinuate
transaction of all movable property worth two (02) months Basic Pay & above to the
concermied Personne! Dloptt

Every executive i3 required bo submil a slatement of his lmmmovable and Movable
Praporty an his first appotniment. Please make sune that your statemient has reached
the Competent Authority and you have oblained the acknowledgment for the same
and keep this acknowledgment safely and securely with vou. Please remember that
possession of assets disproportionate to your known/ legal sources of income 15 an
offence amd your Property Returp is going to help you tremendousty, i you are
Faced with iy wild allegativns of corruption

Pleage submit the Return of Iinmovable Property, as on 31st December, by 315t
Jammiary of the subsequent year, natwithstanding the fact that the return may be a
"Nl one Le. there was no acquilsition of immovable properties during the period
uneler report.

Keep a pood conscience and stick o it [tis a constant friend and will never Tet vou
dowin, Herce decide on what you think is right and stick to it Mease recard yvour
reasioniigs lor a patticdlar advice or declsion in the file as logically and as clearly as
possibis

Think well before acting but when the time of action comes, stop thinking and start
pcting, for action g the expression of your thoughis

Behaviour is an important tool of success; so, behave cogemly, gently, amply,
Kindly. friendly, cheerfully and boldly. Behave with others the way you expect
esthiors 10 behave with you

— =)
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Encourage yoitr subordinates to do their best. Thet Inmeer most expectation of every
hinman being is the “cmaving o be appreciated”. I vou want to effect change, and
change fast, encouragement 15 the best ool

Sometimes, vou may commit ermora Bul iF you do s, please admit the same
gracefully, Instead of trying to pass on the msponsibility to others. The greatest
error one could make in life i to be in fear of committing ermor,

Wherever son, daughter or any member of your family or any othwr close relative
accepls an emplivment with any private fimm with which you have official deatings
ir with any firm having official dealing with the' Company, apply for the previons
sanction of the Competent Authority. Where the scceptance of the emploviment
cannot awail the prior permission of the Competent Authority, the employment may
be accepted provisionally, subject to the permission of the Competemt Authonty

If you ar any of your relatives s intevested in any case or in 4 contract or in any
other matter connected: directly or indirectly with your officlal duties, refer such
mutter of contract 10 your officinl superior, withouwut any noting from you on the subpect

Always obtain the previous sanction of the Campetent Authority belire you own
wholly or in part; any newspaper or perindical or conduct or participate in the
editing, publicalion or management of any newspapet or pettodical.

Always obtain the previous sanction of the Competent Authorty before you
participate in 4 radio broadcast or contribute any article or wrilie any btber, elther
in your own name or anonvmesily, paeudonymoudy or in Uw name of any
other person (o anv nowspaper of perindical. unless vou are sxtisfied that such a
contribution 15 of a purcely literary, artistic or scientific I natuno

[ pradicate to A Maragement, (Fany member of your family s engaged moa trade
o husines or 0wns or manages an insurance ageney or commissinn agency.

You can accept the full amount of {ee {or any wark done by vou, with the prior
permission of the competent authorlty provided, it is for one time assignment
performed

Remwember, sich one of vou as a public servanl bs expectid (o act honesily and
faithfully, at all times.

Always demonsirate a sense of {alr play and impartiality in disposing of cases; it is
paying

Avoid seecking and receiving cash  donattons and advertisernents brom the

Caorporation’s Contractors/ suppliers eic, even for a good cause lest i should place
you under obligations

Dispose of cases promptly and without uidue haste

o intenstve monitorng of delays and disposal of files of your department, 1 helps
cuirbifg corrupttion

Give job rotation to those who are on sensitive desks/ positions atleast once in 5
yuars, Jesl vistod interests should grow

Pay persormal and particular attentbon to compilance of Ruls snd Procedures; it is
an efective method of preventive vigiance,

&
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Keep om assessing the strongthand weaknesses of thel ‘Intermnal Control Mechamniem”
this is the surest way to redoce malpractices

Publiiise the Hules and Procedures as widely as pessible, insimple swords and make
them less cumbersomie; 1t dispenues with the necessity [or “speed money’

Pay surpnse and frequent visits to the places visited by the poblic; it will give yon
a good heed back of the happenings.

Remember always thal corruption starts in a small way: Il would thus be wise o
‘press the brake' in thie indtdl stage self.

Fallow scrapulously all lald down procedares; this will go a long way inelimmaling
malpractices, Incase any deviation is considered necessary tn Corporation’s interest,
get the approval of Competent Authority

keep a quiet watch over the style of living. types of voatoms ete. of the employees
posted on seritive desks fareas/ posts; it will help detection of cormupbion at early
sluges

Prépare a short check list of all essential procedurss and before giving sanctions

ensure that all Procedures have been followed by referning to the check list; this
smill step will save you a lof of subsequent botheration

Remember always that vigilance is the function of all employees having supervisory
responsibility; not of Vigitance Departmiont alome: as Vigilanoe 15 primarily a
Managrment Function

Caonsicler Vigilatce man as your friend, philosopher & guide and extend him your
whale-heurted conperation.

Remember, problems start where vigilanee ends.

|
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Lem’t be arbitrary and [llogical in your decisions. The decistons should be justifinble
o all counts

Never delay the decisions and/ ormovenwent of files. Delay creates doubt and breeds
corruption, Even immoecent delays create suspicion in the minds of the people. Mlease
rementber that the percentage of mistakes m quick decisions |5 no greater than in
[ drawny oiies.

Don't mix with the contractors and suppliers having deilings with vou or yvour
Company and also do not accept lavish hospitatity, except 1o the extent it 1s
mpcessary for the business of the company. Having regular clul associations and
encial parties with such conttactors and businessmen creates suspicions in the
s of publle, yeur colliagues and suboedinates, abeut vour intigrity; and could
pesult in avoidable complaints

If the case of any person or firm comes up; inowhich you do have direct or indimect
tnterest, do not hesttate to pul up the case o your higher authority pointing out
i hat interedd you lave with the percen or the firm.

Do not mix up vour personal and official business as far as possible, 1f 1t is
unavordable, particularly while on tour; vou can tnke casunl leave and do not cloim
Daity Allowanse

Never delay subrmission of vour T A Bllls, These shauld be submitted canefully and
any excuse that wrong Dailv Allowance has been claimed. as that bill prepared by
the Private Secretary, is not acceptable

Never sign the mimutes or any other documents ackdated. This may or may not
achieve the destred objective, butl van gertainly land you In dilficultes during
mterrogation, in the evint of a vigilance case liter.

Avidd dealing with firms which do oot give full and complete address or detailed
particulare. Do go Into antecedents of such Hirms wherever rﬂlu}mli [hy wie rl{y
nonafides of the fitms which furnish addresses like C/o Post Box Mo,

Please Avord giving ony statements o the Press, unless vou are authomsed w do so.
If vou have something to convey to the Press, use the good offices of the Corporate
Cammunications/ PR Department.

Dt fail to be fully conversant with the powers delegated Lo you under Delegation
of Powers. Do not unjustifiably put up proposals to higher authorities if the casecan
be disposed of atl your level, under the dolegation.

Do not, be negligent ot lack in devotion W duly any tinwe Barring bonalide
mistakes or ermors of judgment,  any amployee exhibits lack of devition to duty or
negligenoe, his/ she attracts provisions of Conduct Rules

Do not forget (o condoet yoursell v a manmir which enbiances the mmige of the
company, This covers hot only your actions in your official capacity and position,
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buit alse your private llfeand dealings. For example, I yow are found in an inebriated
state ina public place, vou are Hable to be proceeded against for serious breach ol
Conduct Kules

Do pol engage or participale In any demonstration involving ineltement to an
offirmner,

You are prohibibed from engaging directly or indirectly in any trade or business or
undertaking any other employment, part time or whole time, without the previous
sanction of the Competent Authority,

An executive should avold monetary transactions either directly o through
members of his / her family, which places him / them under pecuniary obligaton 1o
any person with whom he/she has or is Hkely to have official dealings.

Do not give evidence in connection with any enguiry other than judicial os
departmental endguiry or enguiry belore an authority appointed by Government,
‘arllament, or State Legislature, without previous permission of Competornt
Authority, mnd where permiited to give evidence, do not crticise palicy or action of
the Liovermmant or the Company.

Lo not communicate information to anvbody unnuthonsediv | either dioring service
or after leaving service. Do not own; edit or publish any newspaper or periodical
without previous sanction of Competent Authority

Do not take part in the registrution, promotion oe management of any sachety, bank
or any other company which i required to be Yegistered under the Coimparnies
Act ar any other Act, or a cooperative society, lor commercial purpese subject to
exceptions. if any, provided in the Conduct Rules

Doy not be brash in telling ‘no’ 1o anybody for any undue request made by m /ey
Try to learn the art of saying ‘no’ politely, bul firmly. A soft answer always furms
away the wrath,

Mievier e your posttion o influence directly or indirectly to secure smployment
for any persan related o you, whether by Blood or martiage, of t6 your wile or
husband. urespective of whether such o person is dependent on you or not.

Always desst from dealing with any matter or sanction of any confract o any
Company or to any persom if ey member of your family ar any of your relatives s
employed in that Company or under that person.

Do not tail to report to your Controlling/ Competont Authority when vou apply to
be declared; or {s adjudged, or declared imsolvent by any court of junisdiction,

D not live beyond your means: it may be lempling, but dangerous

Do not ‘make any attempt 1o flout or circumvent o shorb<ircull the Rules or
Regulations, to sult vested fnterests; itmay cost you heavily in the long run.

Dy ol take any obligation lnany (orm, from anyene It may boomerang
Do not lean oo heavily on your superiors as also subordinates; it may prove costly

Do ot allew: your family masnibers to use your nivme for personal gaine it can ruin
vour repotition. Da not fall o emember reputation once gane is not retrisvable.
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Do nont usee vourr influence for sécurimg any advantage for voursell or anyone relsted
of kenown o you: (L does not speak well of vou

Dot exceed youur powers financial and admimistrative. swept in ab emergency; Il
it keregular and gives rise 1o suspicion

Avod getting mfluenced by personal likes and dighikes, whims and prepudices
while disposing of the files or cases

D not relax while vou are on supervision duties; this may bring trooble for you
and vour Company

Avoid misuse of the Corporation’s property Le, subletting of allotted houses, misuse
of vehleles, telephones eic

Do nol takee part in political activities, such as, (a) being an office bearer of a political
party or an organization which takes part i politics; (b) to take par? or assist, in
any manner in any movement fagitabhon or demenstration of political mtune (<) o
take part inoan clection to any legislature o local authority, and (d) te canvas tnoany
mammner i any election to legislature or local authority

Do niot make any unauthonzed communication directly or mdirectly or part with
iy Iformation o any other |!'l'|'|.r|1|_'l!,.'-|?{" 0 person. to whim o are nok aul horeed
to commumicate or to part with such information, or which may be detrimental to
the finterests of the Company.

Do not accept or permit any member of vour family or oven & person acting on your
behalf to accept any gmift which includes tree transpot, boarding, lodging or ather
services or any other peconiary advantage froma person other tham a near relative
or person] frivmd having no official dealings with the employee Even in permiitied
situations, do not accept sy pift in cash or Kind, of more than the specified value

Doy not demand diroctly or indizectly from the parents or guardian of o bride as the
case may be any dowry, either i cash or in lund or both

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

|
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CHAPTER - 11

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

DO's
Prepare estimates from L1I‘.'|-l.'-'ii'|;._!.1."'~1;.|!h‘t'lr'.- diely mpplrrlﬁi b calewlabivnes

Iake rates elther From standard schedude (sav TSE, CPWTL LTEPWL, or LIETD etc.)
or ahalyse on the basis of market rotes or preparaton ol esnmaies

Consider adegquate preminm s per market condibomns if ald schedule of rates an
corsidensd

Incorporate rolevant and aduquate specifications. Specifications) nomenclatures
shouldd be made i accordanee with liscally available material

Montion variois conditions of contrace, soch as gemeral conditions, tochnical
gpecifications. special conditions eto. clearly, in as much details a8 possible

Mimtlem all Commercial Clatses incliding taves, duties of all types, In detail
bdleadion rebovant 1S Code relerences for the e

Cbtun adminstrative approvals from Compétent Authorities on the proposal
containing dietatlind estimate which has been duly concurred by Finunce

Adopt suitable mode of tendering { open, limited or singlo) depending upon valoe
urgency and nature of the work and obtain prior approval for call of tenders trom
Competent Authority

Fallisw limited or single tendering procedure in case of relatively urgent and conalley
vile of work, as por Lild down gutdelives of the company

Eocord measons for adoptng single or imited tendering procedore.

The Procuremient of Goods and Servives throwgh Gem will b= oundatory for Goods
and Services available on Cem

For purchase, if oy outadde Gom, relevant THRCIL s * Palickes and Procedures for
Procuremsnt of Goods and Works & Service”™ shall apply

i) Floal press advertisements for open lenders os per Procuremmit Policy of
THDCIL m local & natmmal news papers of feputs

(b} As far as possible try 1o follow two bid system

It is mandatory to publich all tenderenguiries, corrigenda and details of bid awards
o O Portal using e-publishing module.
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Mention qualitying requirements clearly in the NIT.

Mention Sale period of tender documents clearly and provide sufficint sale period
in the NIT (as per policy)

Mention date and time of subimission of tender and tender opening clearly m the
NIT

Extend sale period, If adeqguate response i nol recetved. Give adegquate publiclty to
such extension

Chpen the tender in CPF Portal in presence of authornsed fimder committes members
from Contracts, Finance & Execation or as the case may b,

Open bids in presence of atithorised representatives of bidders anly.
Read out rates/ comd itions mentioned in bids that have fiemcial implications
Encirclo each rate and put initials theroon.

Mention cuttings/ over writings wherever they oocur and alsn mention total no. of
such comrectinns, at the bottomn of each page, so as to avold subsequent tampering
Any insertlon or addition, if roticed, should also be initaled amnd dated at the thing
ol opening bids,

Consiuder rates quoted in words when there 2 a discrepancy bebwern rates quoted
in Hgures amd wiords

Mention | clearly all the techmical/commercial conditions in the comparative
statdmenis (T o check).

Effect suitable loading agaimt conditions having finamcial mplicatioms (TC o
check),

Ensure reasonability of rates /price by analvsing and comparing the major [bems
wilh market rates. (This exercise should be donae by the Tender Committes|

ldenitify abnirmally high anel low-rated tems TC should dentily and restrie/
regulate seeh quantities for execution

All the tenders, Open or Limited should be published and updated regularly on the
wieb site of the THEHE The website should be in operation at all the ome

Al the tender documents, whatever may be the volume should be avallable on the
withsite 50 that parties can download these documments. [t should be ensured that the
parties making use of the foacility from website should not be asked agaim o obtam
some other documents from the THDXC manually for the purpose of participating
in the tenders. All the updated document should remaln available on the welb site
anid showld be declared as legally valid for all purposes, [f the Organisation fixes
the price for the application form bedng downloaded from the web site, the bdding
party can be asked to pay the price separately

—
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DON"Ts

Don't make vague estimates without adequate detalls: The vague and wrongly
prepared gstimales may lead o huge quantity devintions, coeation of extra/substituted
items, Ths may urther give rise (0 doubls, show of favour and eventually may lead o
Incrense in the overal]l project cosl

Dot ke rates of previously awarded works for prepatation of sstimates

Pom't nemtion condlicting or erroneous conditions, fechnical specifications dic. in the
bid documient. as these lead (o contractual complbabions; disputes. allegation of show
orf fovortirs ete. stibseguenily

D't include such ifems or scope of work which sré not needied in the work,

Don't resort to single or lmited tender in normal croumstonces; lor. a single tondaer
action withomt wny nogmcy, shall amount to sxbonding tavour,

Bon'y boep the QR (Qualifymg Requirement) coniditions vagoe smoe vagumess may
TR AR Iviprlen paries,

Don’t acoept ids without smmest memey. Dor't stertam any imatithorises) person
dirring bid opening

Phon't process tendesing actlon on slngle response againet open tetdering os & normal
course ar except in very specific mmavoidable orcumstances, and without keepimg due
record of aurh circumalandes

Don’t lssue lbmited tendir papers to Incompetent amd rom-enlistind agenoes
on't bypass the lowest bidder on fflimsy grounds:

There should normally be po post tender negotuations If at all negotmations ore
warrarthed umdir esceptional cramstances, (hen I cm be with L1 Lawest tendierer)
Buch exovptional situations would include. procurement of propaietary lems of in the
case of Bermm wilh Lmited somame of :q.uiiljﬂ_l,'

Megotlations can e recommendod n exceprional  cmtumstances. anly  aftor due
appiliation of mind and recording valil, logical reasors justifying negntiations, In case of
inability to obtam the desined nesulis by way of meduction in ratesand negottations prove
infruchious satlsfactory explamtion reguined bo be recordid by the lenider committee
who recommended the negotiotions. The Tender commilter shall be rmsponsible for
lack of applicalion of mind in case its negotiations hoee only armecessarily delayed the
wweard of Lhe work / contract

Den't propose for awand with umacceptable conditions offered by the bidder. Thoss
should be withdrawn first.

Don’t exceed the validity perfods of offers during processing of tender: These should be
tmvariabily. got extended before processmg mnd expiry

D't fandl b revtraam dhwe ENADM o vensporesstul] Bedders, oroe a contract s awanded an the oarfies

Don't include difforent wiorks under ane package, even sufficient guantities of itemes ane
avinlbalkile

Dot seiteativiade/ split a bigger wodk iotd mnaller works (st o trng it within the
powers of o partieular level f suthority,

e’ | resort W sub-division/splittmg of an originagl package among several blidders,
éven thoagh the higher bidders agree 1o work at the rate of the lowest bidder, oxcept in
specific onavoidable situatioms to be reconded.

E=_
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CHAPTER - I1I

Deo’s and Don’ts for Post -award
activities in Civil, Structural,
Horticulture or any other Item-rate Packages

DO
Read the comditions of contrac! caretully
Study the drawimgs carefislly amid ensure executing of works @ per drswings

PMan and indent for owner lssue material in advance (section wise lor structural
iteed)

Falliw the preonlslorns already mentioned in the GOC by case discrepancy i neticedd
i fhee sehwecdule of quantities, the specifications and/ or drawings

Ersure tmely reloase of [romds to combraciors

Ensure tmely melease of drawings Iroun - the conoerned |.|-,-Fl-.uln-n'|1!|- Loovmitmnd
Follow-up should b= made with the conerned degrrtment

Prepare. drawings/ dewils ag per site condibions: The design /[ Engineering
Department should be aware of the site concditions

Crllect adeguate technical data brom e mechanical/ electiical supplices regarding
lnading. so a& to avoid frequent changes In the dmwing, which ' not only leads to
deviation, bul leads vo delay also

Seell prior or conemrrent approval of competinl anthorty in case any' disviation /
substitution /eccurmence of extia works/ variations are loreseen or noticed

Ensure proper quality lests of matemals; as per quality planamd  specification,

Ensure quality of other materials | work alss, which are not mentioned inthe quality
plan. This can be achieved by getting samples lested a5 per the relevanl IS code or
tost checks done as per nomenclature or techiical specification.

Ersure cement and steel reconciliation, in every measared bill; Whether 15sued by
department or procured by comtractor

Effect price adjustment. il any, promptly. for substandard but, otherw e accepiable
migferial/ work provided or dome by 1he comtraciog

Matntabn a sl order book o secord dally instructiona. This proves helpdol for
effertive and smooth exvcution

Mamtam Hindrance Hegister tor recording hindrances allecting the progress of
k.
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Exercise random and surpnse checks af quality of work (e senior site olficials).

Ermime acequate use of costly material under congractor’s scope. This i possible if
sepdmate Copsumption Regialer s maintained by the department

Ensure proper quality of costly material under conlractor' s scope; such as |, svinthetic
el paint, water proofing coment pant, aldrn, sanitary fittings, wood, marble,
granite, vineratex #c, beciuse the possibilities of compromising on quality cmnot
b ruilised ouil,

Memton retemtions in the MBs due th substandard work, by giving details and
amounts thereof. 11 should not be vague

Analyse exira/ substituived ilens, strictly as per the provisfons of contract

He watchiul on the quamtibies of higher rated ilems. Mention locations of execution
work in the MB cearly, especlally for rmad work, herticulture work etc which
ate siretched over & larger area. Suih identification of location will eliminate all
possibilities of overlapEing of sreas

Engure mplimentation of condittons such ay deployment of specialisii, expents,
enygineers, oic. strictly as per coniract

Ensury proper ¢lassification of rocks aml solls during execution. This shonh! be
doné st senior level,

afamtaln acoount of usable rocks

Ensure removal of substantlared matesial from slte. To limpletnent this foint recerd
should be malniatned by the executing Departmont and thie OC Depit

Mamtain record of dismumtled sorviceable minterial
Avoid the practive of babng material bevomd the sope of conmtme).

For plan) package, execute the work according to handing over schedule of fronts
to structomal / mechanical felectrical erechion departmends

Contractors lefters seeking claims must be replivd promptly by Enginece-in-charpe
or his immediate subordinite.

HORTHIUILTURE WORK

M)

3

Since without proper Llindscape plam, haphazard platation s bound to take place.
prepare landescape lor horticulture works

Mention various names or species of trees to be plainted, alongwith their respective
nos, in tender documents

Matnbiin proper record of area wise plantution, Indicating varleties ol trees, location
i
Etfect deductions for trees, shrubs, lowerbeds ete. that are planted imade a lawn

mea apainst pavinent for making lavn

Muimtain uniform rates of ltems tor different horticultuee pockiages being awarded
at the same time ina project

While consldering DSE llema, the complebs nomenclature provided in the SR
shonld be mentioned

—_— 17 —_—
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Fifect proper deductions say, 8% and 20 % for Farmivard manure and good earth,
respechvely

Ensare proper protection of afforestation. Tress or plants should be protecied from
betng fellid or destroyed by cattle

Mention quantities of matenals, such as bone meal, murate and other mamnure/
tertilizers clearly, in the confract

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

Ensure sirict supervision, especially in respect of digging of pits, providing manure
in the pits, quality of tree-guand, maintaining distarees betwesn plants, mobilisation
of listed tools and tackles, maintenance of records of plant mortality el
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Dion't resort o modification of payments teems or any mod dication havimg fmancial
trplication, unless it is & Lt cesort to enable the work betng carried out, This should
nisk provisle amy undoe benefil to the contractor.

Don't increase the guantities of higher rated itoms unless such increase is very
much warranted, on technical considerabions

Den't decrense )/ delete or substilule the guantities of the lower raled llems, unless
specific field comditlons warrani this

DClon't grant time extension, without valid ressons based on Hindoomor Register
Preny't make paynwnt for sscured advanee for excess quantities

Don't execute wially. now and different works, under a particular package, oven
though, quantities are available in the package

Dot grant sdvance poyvments beyond the scope of cantract
Con' | isaue owner's material beyond projected requiremient

Don'l pay more than 75% of the estimiled cosl for quantity variations and extra
thems pending administrative approval

Don't change the specifications or techmical specifications at your level. Any
modification having Aranctal implication has to be carmied out judiclously alter
obtaining approval of competent authority, in conaultalion with head of the project
Financee This should be done, only a8 o last resart, to enable work being carried out.

Don'y defay in chevking and passing contractor = bills

Don'l delay in giving decisions, because, delay in decision shall altimately lead o
delay in progress and other contractual complications, besides creating suspicions
of all kinds.

Don’t delay in setiling rates for extra / substituted (bome

Dion't delay in identifylng substandand works and directing the combractor to rectify
thet same ol the agency's risk and cost.

Don't overlook stipulated deductions, such as deduction agalnst accommmedation,
electrieity, hiring charges of company équipments, store, sheds ete

Don't fall to get the bank guarantee extonded, if the purpose for which it was
furnished by the contractor, is not fulfilled ull the dateof its cxpiry

AORTICULTURE WOHRK

17
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Don't ignare of condane penalty clavse for nop-deploymet of equipment an per
contract. such as water tanker, tractor with trolley etc

Den't kewep different provistons of man-power requirernent ete. for kimilar type of
horticulture contracts being undertaken iny the plant or fownship o the saome tioe




‘nmfRd| m et

THOC INOU LIMITED

19 Donh't process Tor tendering action of horticultufe works on single tender basis
by profecting the orgency due 1o engumg monsoon. Such works could always be
planned in advance and competitive mtes ensured by call of tenders

561 Dan't divdde an otherwise l_uH work Imio smaller wiork [LlT t.,iu.ﬁ 1845 N l!Fi!nR it
within the powers of o parteular authority.

| Avold cutting/ overwriting m labour attendance Register)/ hhustroll

ww
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CHAPTER - IV

Dao's & Don'ts for
Execution stages of
Supply-cum-Erection Conftracts

O

DO’'s

Do read the letter of awnrd alongwith all its enclosures religiously.

2 Do make note of salient features in your field diary aboul reléase of advances,
payment terms, facflities to be extended by the owner and facilifies to be arranged
by the contractor thoroughly

3 Do report any mismalch between tochmical specification and e drawings released
for construction, to appropriate authorlty /fconcerned deptt. for timely  acton.

4 Do check the bank guarantees submitted by vendors for thedr compléteness

5 Do elease advances on the basls of valld and current bank puaraniees aid ensane
recovisry as per agresd norms in the contract.

i (30 relrase advances against machinery /oquipment af ter ensunng thedr worthiness
in sevvice, the screening of dispatch documenls, ownershop fitle ¢c. The various
dispaich documents shoulid be eross checked {or any inconsistency

7. Do release secured advance against consumables aftor ensuring the shell life of the
ites under QUESH

f Do release mobillsation advances after ensuring the release of payment against
valid and current Bank Guarantee und the deployment of material, manpower and
i poment

9. Do ensure stipulated recoveries from each bill being paid to the contractar as per
thee agresd conditions,

10, Poobtainapproval of Competent Authority, in case of urgencies arising out of casly
flow problems on the part of the contractor, for payment of wages, betore releasing
the adhoc advances. Do offect recoveries in the noxit hill

11 Do check for the quantities cloimed by the contractor in the unmeasured bills and
measured bills for actual quuntity: executed, on regular bass

12 Do ntlease adhoc payments with utnuost cautlon without jumping/ diluting the
autharity competent (o do so

13, Do rmead the Field quality plan thoroughly for customer hold points and clearance
norms. Ensure conductance of all the tests, as per norms of the agreed FOF

— - —
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Do énsure that walval of inspection has been dope by the Competent Authority
whi had approved the plan.

Do maintain the records ag por Q.C properly, indicating the date of tests, the resulis
achieved and the operation coverad. Also record {he tists though stipulated but nol
conducted, Indicating reasons thepeod.

As AT Example -

I hydro teat |s agreed for sechion wiie during erection, it lus W0 be conductad i the
same spirit and nol postponed lor the chieck of the total network, which runs into
kilo meters and becomes unpracticable later.

o maintain record of the Radiography joints for eosy identification of the jomts
railiographed

Do mcord non-release qf bronts doring érection, the dates and (he areas, in the
Hindranoe Registor kepl at site in the erectiom office for assessmom) of LD/ exira
clatm ate. at lator Slages.

Do jssue any llem extra o the agreed nopos, with the concurrence of propes
authority as defined in the DO/ Works and Procurement )/ Purchase Policy.

In case of hirng of equipments, when equipmvent: hired out to the comtractor s
outshde the lerms of e contract, please follow the prevailing norms of the Ca,/
CWC and tnke the approval of Competent Adthority before hiring out

Make prompt recovery on acconnt of hine charges, from the bills released o the
contractor, on regular basis,

Make Hmely reconcillation for the Hens lsdued (0 the contractor

Poaszue madn items Hko coment and stoel limoted o the actuad executon/ fabncation
being carried oul, Exoess issne has to be kept onder strict vigil

Do recand the field measurements, duly, in the Aeld book and later on, transfer
them as an dbstract in the inain MB properiv.

Exovmadtadn the fetld boode from wehibch the mul:ng_r. bt bewem o bstmctesd e o M0

Do emsure Test checks, as per the norms, conducted on the entries of the MB, with
specific recording of the quantities checked mul the quantities claimed with due
initials and complete date

Do ensure approval ol extra Hems of the works, before execubion, from the competent
authority. In case of exigencies of work, ensure earlest regularisition through post-
[acto approval. bui keep [ to the minimumn only.

Lo emsure checking of the evenouted works at remote ama)/ accessible area/
location of the project which ks pormally avoldied This s to ensure the erected
guantifies/ workmanship. At the start of the contract, the Bems brought by the
contractor within the plant premises may be docomented and at the time of his exit,
after the completion of the contract, be cross checlood with the items which he had
brought at the time of starting of contract.

Do check for additional items whily lssuing pate pass for such Ibems aml move the
competent autharity for approval.
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X Do ensure compliance lo the agreed contract with respect to operation of
equiprents / machines f plant during erechon)’ commssioning stage. In the case of
deviations, there should be listed protocols prepared daly sigred by the vendar
and maintained for proper action as per the contract. The terms and condifinns o
the condract have to be stricthy taken note of, while sereendng e contractor’s bill for
the relesse of payments

I, Do avoid relaxation of agreed tesis conditions/ resulis: witloul thee sanction of
competent authority

., Do ensury the actual consumption of owner issusd materials and effect recovery in
case the materials reguired by the contractor and issued by the owner; are beyond
the scope of the owner,

32 Be fair and frank in the osessment of works/erection of works through propes
quality aesurance; scourale measurements ele, as par the contract canditions

. Do not hesitate (o report o higher authority in case of any deviation

M. Do be falr tothe contractor, bual, aveid empations; favours,

35. Do release timely payments 1o th comractors for the accepted execuled work done
by them

36 Do aveld creation ef bottlenecks/ stoppage of work by the agencles, for creation of
urpency el laler on

3, Do inform the lapses of the vendor, if any, dunng contract performance, to the
Comtracts Deptt. bor neediul referonces for the fuline contracts
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DONTs

Jom't forget to record in your notebook the crucial activities in'the performance of
the contract which have got financial implications.

Dan't farget o report the mismalch fcontradiction betweeh any of the execobion
documerits o the proper authority in time

Dan't release any advance without obtaindng proper approval and without ensuring
spbrrbeatin of valld and current secarity Le, BCE, ndemmmity Borsd e for Phe sdme

Diom’t 1ake mito account the relense of securned advance against consummables ol
perishable nature, 1. e electrodes, rubber ttems, ete. whose shell life s alecady
e hiusted

Dan’t forget to effect due recoveries from each running bl belng pald (o the
contractor, without obtaining approval to do so from the Competent Authority.
otherwise the recoveries could accumulate o the dis-advantage of the Company

Dhvsy't fadl to cross- check quantity executlon in the measured and anmeasured bills

Dlon't fml to report and record the tests not conducted though stipulated, o the
proper authoritly

Dhon't allow the contractor o create conditions ol wrgeney when he sesoets o mon-
performance according to the Schedule

Dom't fail t0 record facts: Le, any obstruction in the work due o non- releaso of
tront, labour problem, non-reoeipt of material, stoppage of work inspite of moaterial
being available, front being avallable; in the Hindrance Begloter malntatned al the
sibe erection office

Don'i fail to report, in time, the recorded observations in the Hindrnce Rogister
Doyt eneourage the comiracior fo postpone the works/ tests ete on flimsy grounds

Pon't fail 1o vecord any transaction Le non-availabillly of the Fronts, none
conduoctance of a lest, non-conductance or postponement of radiography test et

in the proper format/ proper register and doo reporting of the same to Competini
Asthority, as these have lnancial Implications.

Don't encourage issuance of company material to the habitaal non-performing
conlracior.

Don't give equipment, T&F, machinery without realising hive charges, if Il pertains
i thie SOk i the contracto:

Don't delay the recovenes on the nbove account
Dron’ ¢ tamie matetlal to the cottractor during the sloppage of work or nen-execution
Pon'i make overwnting cuttings m the entries of MB.

Dan't make entries for the items nod executed onca particular potiv of Hime

1]
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19. Don't fail o test check occasiomally and meport vour Bndings 1o the concerned |
authority, |

A, D't fail to onsure the compliance of mutually agreed works/ tests onee they wene
heedel wp due to any resson And not dooe al subsequent slage

.ER
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Do’s & Don’ts for
Execution of Electrical works at site
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THOC INDIA LIMITED

CHAPTER -V

Do’s and Don'ts for f
execution of Electrical Works at site

DO's

. Do ensure the elarlie & completenoss In preparing Technical specifications o
procuring sparc parts of electndil equipments & generl consumables

bk

Dyovensure that spettfications in the indent makch with the specifications of the same
baerr, with these of an ibem of o certain firm/ manofacturer, Bl i is declared as a
PAC item

3 Do define the job content, while preparing specification of elect, overhauling break-
Jown contrict, on the hasis of the operattons to be carried oot rather than in terms
of rnan hours,

d Do check the attendance of deployed manpawer for the annual rate comtract where
payment norms are based on man power deployment

5 Dh s (he execution (laying & termination) of armoured cable only wlers it is
specified srmoured cable

6 Doensure approval of competent authority in case of excoution of armoumed cables,
when unarmoured cables were specifisd

7. Do ensure that tags with proper information punclvwed on them are put along the
cable, a8 por 1p1c\:ifi-l-'ﬂf'ti!!t"- Fecommend for recovery & non-acceplance of work 1
conmpetent authonty in case of non-comphance

] s ersure Usage of propey e of gonciits For ihe :l-.|:'rL'«l.'|'I'i.C cablé sive and no, of
cablaos

9, Do ensure properly fastened (clamped) cable conduils, as per specihcations

10. Do ensure the execution of cleating of cables when necessary Rocommiend
withholding/ recoviry of paymenis for rem-compllance.

11. Doensure the smooth movement of cable, i the process of cabls laying on sharp
camers. by deploying rallers; and svoid release of payment for non-compliance
when specified to do s

12 Ensure performance of high vollage lest and satisfactary resulis on brulsed cables
due o fanlly execution

13 Do ensure that valld e cable jointing kits be used for eable jointing

14 Do ensure executiom of contract with only specified material & operations.
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Do accept earthine of elcteteal eputprotiis From b ilililri'ﬂ'lhhihl HOLIPCES

Do ensure that earthing pit has been prepared as per specificitions.

Do ensure cable trench is provided with concrete slabs and inside provided with
angle iron support of proper size and dimensions duly painted with proper,
specifiod paint

Do bring out in the cotitract documents, thir cabling in (he scope Of cantrator,
tndicating termiml points

Do ensure the cable routing as per schedule, in case of deviation, ensure approval
from competent authority well in fime. Payment tor executing ssch work should be
relessed on actiaal bakls

Do specify scope of vendor tn contracl documents reganding the transport ol
mrinburial frorm the main store o the actual site and relurmn of scrap maleria) o proper
virdd S shore

Do ensutre in the case of cable laying, complionee of execution with the propes
lemgeth of calde from one point to another poind, avalding joints

Po ensure the approval of competent authority for omittiog any defect Dsted foe
elrctrical cquiptnent/ system under commisstoning
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1. Don't sccept earthing of any electnical equipment, if the diménsions al earthing
strip used, are not ag per specifications.

Don't accept both body earthings looped together, and connected bo one earthing
SOLUTCE.

Don't accept cable trench offered for cabling, unless made of proper depth. and
different layers of sanil, gravel etc. as per specifications

Don't accept cabling work without proper dressing with proper cable dressing
materizl, as per specifications,

Don’t enconrage local cash purchases. lndents should be raised well in advance, so
that, spares ure available at the Hme of any requirement.

Don't make cash purchases from petty shops, i reputed authorised dealors arn
offering the same prodact,

Den't avcept criticnl flems [Hoe motor bearinga. i emergency work, witilo mmking
on-the-spot cash purchase from authorised dealers, unless quality or gomuineness
is verified/ certified by manufacturer's authorsed representative who should put
Company s seal and his signature on the sealed packings.

Don't decide  quantity of o certain e in the indent, anless the available quantity
Iying in Central Stores and also the quantitics in the pipeline through phased
deliveries, as per procurement onder, are taken into comsderation Farther,
consumption pattern durning the previous period should alsa be taken into
cemsideralion

Don't sign final clearance papers regarding commissioning ol a <ertain electrical
equipment/system unless all the defects are attended by the concerned contracting
agency o the satisfaction of concermed Engeer In-Charge

Dan't accept any equipment of 4 certain component of any electrival system, which
is a substitute as per bill of material, unless Competent Authority has approved ib.

Dion't ratse indenis on PAC basis, except in cases where only particular mabke b the
requirement and no other make would do so,

TF
\
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Do’s & Don’ts for dealing
with Arbitration matters
relating Contracts
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CHAPTER - VI

Do’s & Don’ts for dealing with Arbitration
matters relating Contracts

Do always keep in mind that a good contractar always reads in botween the lines of
the contract clawses. As such always ensure that a contract agresment bs chuly vetled
by Company's kegal experis.

Da remember that every cliuse of a contract has its meanng. Fulfillment of each
contract conditions i= hinding on both the parties

Be carefiul that comtracts which are intorrelabed or Turnkey Contracis Le. where two
different contracts are awarded to same party (eg Supply & Erection of Transtormers
ebe); the comiractior tries to complets the supply portion in fme bui fres io avind the
erection part, as such, we must not give any room for “nan availability of complete
site, undue delay i payments or similar type of faully statements which eonld
lnter Tesult in untimely completion of the entine work and also one of reason for
arbitration

Do reply o all the letters of the contractor particulindy tn which he has asked o
clarify the position, The letters must be signed by the Engineerain-charge o8 his
authorized Otficers only.

Do pol try to oblige the contractor by giving 'Cerlificates of "Partial Completion
becanse these cortificale may meboanoe

As an Engineer-in-charge of thie work, do see that contractor gets its duoe payments
I e

Do not delay in Jeciding the rates for the extra ifloms. In one of our coniracts 1hits
dilay was more then % years and for which company hadl to pay hugg suny as
Intorest el

Do have s proper co-ordination amongst Contracts, Execution and Flanning &
Finance Departments because generally omly these departments ane resp misthli for
going the contractors for arbitrabion

Do not hesitate in giving written wamings,/ notices 1o contractors for their sharl
comings.

Do mot atlow 100% payment for an incomplete work under the belief that contractor
womlid complete in due course of tinw

D not over proling a conbract

Do remember ko raise proper countor claims on the contactars towards thets
unfinished works

Do try to engage only that arbitrator who has time to stucly & doing justice with our
Cos

— y —
—_ —_— — L ¥ —_—
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THOZ LA LIMITED

Do tey to s that Arbdtrators are chiosen from related Belds ondyv becase by vt
ol his experience he would apprechile the case more effectively

Do not 1ry 1o oblige the contractor by showing him Company’'s files and Internal
nitings therr b Surprisingly in one of the case contractor produced evin a copy of
Company’s [OM and got benetlt thoir from

Do remember that once a case is (nder arbitrabion, the correspondence with
contractor must be under the knowledge of Company’s legal department.

Do remember b kespr minutes of the meting held with the arbitmtors and also
with Com pany’s ad vocates

Do try to review the” Award’ of Arbitrators & do net busstiate in golng ot an appeal

L bry bew cvwver oamies Ehve st commings in future contracts which have gone in favour
of the comilracio:

Do give due importance to the on gowng arburation cases and put up thir progness
betiire the ELT‘-I'HF'IE“I:L'I'IT Austhority fooom thme 1o Hime o seek thar inslrpchons on the
'-Llhll"la.'r_ ] NS ESSAry

LR
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THOC T LIMITED

‘ CHAPTER - VI

‘ Systemic Improvements Issued by Vigilance

-Eubr" l

Syatemic Improvement in respect of Pre-dispatch [nspection & Issuance of Final
Installation & Commissioning Report for any System.

e detailed investigation of an Installed & commissioned System was conducted by
Vigilance depit. Following points for Svstemic Improvement in respect of Pre-dispatch
Irnspection & Issuance of Final Installation & Commissioning are suggested by Vigilance
depht

1. Whenever amy equipment/eystem i imported from dny firm, it must be ensored
that entire syatem is procuned from the Original Equipment Manofacturer (LEM),
for ensuring compatibility. of the system. If for some reason or the other, some of
thie accessories of the equipment,/ system are to be procured indigenousty, then the
compatibility of these accessories with the equipment/system must be ensured
priar o placement of wrder. The onus shall be an the OEM to make the system
functional / aperational, 1t will be the responsibility of the OFEM 1o rectify faults/
prablems fioed during the Warranty period. Suitable provisions in this regard may
be incorporated in the Purchase Oreder / Agreement conditions

-

The Pre-dispatch tnspection should be stristly carries) oul In complimce to the
wehnical specifications/Part numbers provided in the Purchase Order. Any
deviation from the Pumchase Order shoald not be acoeptied

3. I isadvised to sinctly adbere to the termy & conditions of the Purchase Order
Final lnstallation & Commissioning Report of any System should not be lasmed
befire fulfilling all the terms & conditions of the Purdhuse Ordes. Before issuing the
Final lnstallation & Commissioning Repont for any System, approval of Competent
Authority incorporating all the facts may be taken

This issoes with tha uppmm_l af the Comrpetent Aulhority

L]
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Compiliance through Systematic Improvemenits in case of Ayurvedic Treatmen)

Vigilance Departownl while conducting investigation in one of the case of THDCIL
emplayes observed cerlain Issues of concern regarding Ayurvedic Trentment betng taken
frem Govi. Ayarvedic Hospital, Rishikesly. The observations are as under-

1. Mostof the prescriptions for Ayurvedic medicines have been wnitten by Pharmacists
in place of Doctor; of Gove, Ayurvedic Hospital. Medicine on Prescriphon slips
miay be permissible on the comsultation of Pharmacists in absence of doctor with a
corclition that prescribed medicine purchassd from chemist ls physically verified by
doctor after checkdng manufacturing date. sxpiry dite and batch no, But medicines
procured by patient and his dependent were nol veriflsd From Dactor ol Govt
Avurvedic Fosptal

2 T voedicing prescribed for numbser of days by the Doctiors have been lampensd
and were mude to look like 15 days In place of 5 days, On Physical verification
in Govi Avurvedie Hospital, doctor conveyved thalt medicine con be prescribed
generaily for 3 to 5 davs to the patient and maamuom 135 days in the case of sugar
pabient on mequirement basis of the patent

3 Twocostly medicines | Yogendra Ras & Hira Bhasm) appenr to have been written by
the claimant by self in rumber of dases of treatment.

4. I hes been observied that the medical bills for Ayorvedic medicines of Chamsts
wire Fake/ forged which have been confirmed durimg verification by {he Chamists
It wae notliced (hat bille of sond Cliemists who wiere evim nol sathoerized bo sall the
Avurvedic Modicines have besin subomitted

5 A md flag should invariably be issued by the Finance Depit. in the cases where
mtddical refmbursements jumps the threshold of 30°% amount of BEmployes Saloary

Vigilance s of the view that the laid down Govet pguidelines for Ayvurvedic
lteatmuent prescription should be complied with, mechanism be devised In respect
of verification of bitls tor Avurvedic treatment and while signing the claimy 0
should also be ensured by the signing authority that the bills have been tsued from
authorized medical shops/ Chemists anly,

It is- therefore, reguested that necessary instruction may be issoed ih order to avold
such re-Occtrmence,
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THOT 1IN LIMITED

Dated 20092018
Suh. -3
Notice inviting lenders-regarding

A complaint regarding cancellation of NIT was received in the Viglance Depl. 11 was
noticed that an NIT for Open Tender was published on three occasion. It was cancelled
an all the three oocastons, Reasons for cancellation was mentioned as additions i BOCH
L. increase i man Power. Cancellation of tender on three occasions could have been
aveideds had the executing unit prepared (he estinate afler condiuching proper exenclas

ke CVC vide officer Order No. 15/3705 dated 24 March, 2005 (Copy enclosed), had
issuind. matruchions with regard 1o refection)/ recall of tenders on the file, |t is thernetore
requested that instructions may please bo followed in letter and spirdt

EE
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THOG INDLA LIMITED

16.02.2018
Sub--4
Systemic Improvement in respect of compliance of
TADA RulesMaintenance of log book.

On the basis of obwervations made duting an mvedtigatiom following potnts of concom
are being suggesied for compliance by all executives and employees

L

b

TAMA Claim

{I}  While claiming the bills against Offficial Toor, Hote? bifls if any shentle] necessarily
bwe macle part of the TA cladm , even i caw when payment of Hotel bills have
besn miade by the Carporate Office.

(i)  Riabe of DA jor tour shouwld be clearly menttoned by the Ctficer concermed &
strictly clatmed i per enibilliment

(i) The TA Bill submitted without above tinformation or any othet nformation
required &5 per TA/DA rules may be sent back 1o dopcern offical/ TS for
turmishing the same

Uv)  Most Executives seomm to be clabnring fall DA agabeed MAP plan, which b nost
mconfirmity with themient TA rules So clear divoctoms mav be isswed abaoul
the DA admissible agairmt MADP plan Appropriahe decision may also be tifken
with regard full DA clmmed agamst MAT by the Execunve i the past

{v] In case the transporation, boarding & other cssntial daily requirements ae
arranged by Liabson Offices or Corporate Office, (he pavment against theso will
be made by the respective offioes and debifed in the name o concern ymploves
s tour advance which will be setlled agamst s/ her TA bills

{vl)  Heoeeforth DI prry be held responadble for payment that are not th conformity
with TA /DA rules

Maintenance of Loghook of official vehicles.

1t has been observed that log books of the Chificial velicles has mol been maintained,

Instructions may pléase be jssued 0 all concerndd to update and maintan the log

books regulnrly, (H'E vide OM No. 2025/ -DPFEIWCGL-Y 13 Bated 21 January

2003 have tssued mstruction regarding Private use of ataff Car by Board level

Executives, Instruction may pledss be issued bor recovery of glven amount (or use of

staft Car for Private use.

Enllow up with Banks,

Bank may by acvised for bether control over transfer of fumnd and oentificade ssuesd

Riegular preferably monthly, reconciliabion of docount with the Banks mav be

undestaken.

LR
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THOC INOLS LIMITED

Sub. -5
System Improvement in respect of adherence to Policies & Procedures for
Procurement of Goods and Works & Services as faid down in THDCIL.

During the Intensive Examination of one of the work where Lumited Tender amongst
eight Prospective local contractors was done, 1 has been observed that the credentials in
respect of Work Experience & Financial Strength of the bidders were neither evaluated
before calling of bids nor in the tendering phase.

The Techno-commercial documents inrespect of workexperence and fimancial capabilities
of the bidders are required to be evaluated after opemng of Techno-commerncial bids o
seet the capabilities of the bidders, which §s of vital importance. It was overleoked by the
Tender Commities. Thue, the very purpose of two part bid systen of lender process was
defeated. Gutdelines lald down under Policies & Procedures for Procurement of Goods
and Worls & Services in respect of Limited Tender has not been adhered ta

It = requested that all depurtments of THDCOIL may follow. Polices & Procedores for
Procurement of Goods and Works & Servires as lald down by THDOL for all grods of
lendaring.

-
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THOC DA LIMITED

Sub, -6

System Improvemen in respect of Deployment of Man-Power in line with
Contractual Provisions.

Dunng mspections/ examinations, it has been observed that requitroment of deployment
oof Qualified Man-Power (Engineers/Surveyors ete.} as per lakd down proviskons of the
coniract agreement has not been adhered to, Since all services which are part of agreement
bears direet or indirect cost component, the adherenoe o Contract Provisions 18 of vital
importance.

In view of the above, I} mquestid o take appropriate steps (o improve the system &6
these further cocurrences of this type of deviations are nul repeated,

Sub.-7

Systemic Improvement regarding - Irregularities observed in plyting of
hired taxies during the Surprise Inspection.

Dunng surprise mmspection of plying of fored woes cortam abservations have been
noticed. 11 has been fell imperative o intimale these observations for the benefil of all
concerns as a4 Preventive vigilance measure so that smel) lapses are not repeated in futurn
Thie obueryvations are a8 tnder-

| The work was completed without sigmmng of Contract Agreement
2 The work of plying of hired tashs was avwarded o combractor on tle basis of
documents of lax| which was already plying in other project. One Laxh was plying
on two different routes al the same thime, Cantractor cancealisd the fact deliberatiely
and submitted the documents in respect of the samwe vehicke 1o fake the work ol
plying of taxn

L&k

The allotled fawarded taxd was not plying anil execution depil. permilted another
taxd iy place of toxd mentioned n LOA o be otillsed on the route. Log books of the
laxies were nol maintained

4 The Contractors had also concealed impartant facts and deployed vehicls nther
than the designated one

b
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