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CIRCULAR

Sub: Procedure regarding téildm‘nu and manner of execution of works

~ by the Panchayats

In order 1o stmamhno tho prooedure of tendermg and exacutxon of
various works by the Panch&yatx the followmg instructions are hereby
issued which should be stnotly.,fol]owod‘ by'.;t.ha Panchayats, Panchayat
Secretariés and Block Development Officets with imimediate effoct:- -

I Administrative approval and expenditure sanction

-The Panchayat shall pass & resolution to carry out any ddvclopméntal
work and submif a copy of the x;esoluﬁon to the respective B.D.O. for
preparation of estimates. and fﬂBSlbﬂlty report and -for obtaining technical -
sanction from the competcnt Englnccr The B.D.O, after the receipt of the
resolution sha@ll depute his E.O.R.E. for inspection of tho site and for
preperation of estimates, feasileity report, etc. The B.D.O. may also iﬁspect
the site alongwith E.O.R.E. After preparation of the estimates and feasibility
report by E.O.R.E/B.D.O the file should be sen’t to the compe’mnt Engineer
for obtammg technical sanction. Aftét obtaining technical sanction (T.S) LN
from the competent Engineer, the fils should bs rotumed to the respective - (
Panchayat by the B.D.Q for obtaimng expcndlture sanotlon from the ©ak

competent au‘rhonty and for preparation of teuder docurherts with the Jhelp
of E.O.R.E. of the B.D.O.
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11 Pregﬁrn.ﬁon of Tender Dm u‘mengi :

After passing of the rcsoluﬁ'dh by the Panchayat 'me:mﬁng the
expenditure sanction for the works to be undertaken, tho'Pimchaygt with the
help of E.O.RE. of the B.D.O.f"'.‘i%l&ll prepare the tondor documents, Such
" tender documents (NIT) sho\uld Abéfpmpamd as por CPWD Form No. 6 which
is to be supplied to the contractors alongwith the schedule of -works. The
tender documents should consist|of all dotails Jike EMD, tithe limit and al]
other relevant conditions and information, The tonder doouinents for e'vefy
file should be ready before issue of tender notice,
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X' Calling of Tenders by nﬁb'k_ ation of Tender Notice i -

1) The tender natice should be é.pproved in the fortightly meeting of the S
Panchayat before issue, = : )

and the last date of filing application for the tender form, R

3) There should be g minimum ﬁen‘od of twdaays between the last date

of issue of tender.formsg and the date 6f submission of the tender-

4) Where the estimated cost of the work is less thap Rs.2.00 lakhs, the
tender ;mtica ‘should be publishcd on the Notice Board of the Village
Panchayat and the.nearest Panchayat offices of other Panchayats and :
one local newspaper widely diroulatad in tho area, The tender notice Rt
should ajs,o‘ba Sent to the Government offigas well in advanﬁcifor
publication on thejr respective Notice .Boards.' Where the work is N
costing more than Rs2.00 lajchs, the tender notice should be published .

in two Jocal newspapcrﬁ oae in Engligh and the other ‘in Marathi or : j.-:-:":

" should be given bet»#aeﬁ.’_the'date of publication of the ténder notice

O RN 4

3) CPWD form No, 7 should be supplied to the’ contractor in cage of -

(percentage rate tender) if the work ig costing upto Re.2.00 lakhs, g

s §
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0) CPWD form No, 8 (item - rato tender) should be suppliéd to the
contrattor if the work jg cosﬁng above Rs.2.00 lakls, )

7) 3% contingencies shown mthe estimate should be excluded from the
amount put for tender, = : ' :

8) While applying for tho'tézéji-ia_r'papo‘rls the following dooumaﬁts should
be presented alongwith the-application by the contractor:-

i. Attested .oop:y;,'éf the license of the contractor in the

concerned catogory of worl, ' ,
i, Attested copyof valid income tax clearance cortificate,’
il Attested copy of valid seles tax cleamqoc certifioate,
9) The limit of work that can- be exsouted by the Contractor shall be ag
follows: o = . ‘
. i Cless V. ypto Ry 1.50 lakhs, :
li. Classv - Upto Rs. 5.00 lakhs, g.x0 lolchg .
fii. Class I1 above Rs, 5,00 lakhs, :

be kept within the visible range of the 'Smpanch/Secmtary of the Panchayat),-
the same should be opened oo by one. _ SR

1) Befyre Opening the tenders, it should be onsured that a]| the tender
papers gre properly sealed.
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(Rura,l Engineering), the 'Aési:;tﬁﬁt Engineer PWD/WRD end’ the -
Contractors. Where the worka are costing less than Rs2.00 lalchs the
same should be opened. m tha prosence of Sarpanch, Panchayat
Mambers Panchayat Secramry, E.ORE und the Contractors,

3) The fonders should be normally ‘opened in the prosence of thc‘
contractors, if they are present and they ahould be allowed to slgn on
the comparative statoment. h ' ’

4) All the Panchayat members, the Saxpanoh VP. Secretaty, E.O. RE
AE should sign on the tender covers before they are.opened.

5) All tha envelopes should be ‘serially numbered work-wise, (e.g. if o e
there are 4 tenders received, the numbers w1ll be Y4, 24, % and 4/4 -
with red ink). '

6) There should be more than one tander If a smgla tender is received -
quoting the amount above tbo estimated cost, the Panchayat may ‘
negotiate with the tenderer to lowcr the quoted amount &nd submit the

. tender document alongthh the file to the B.D.O. for scrutiny dnd
approval. '

7) -Before opening and breaking the seal of the tender covers, the same
should be shown to the Panchayat members present and contractors '
present. - - R ' Sy

'8) :All the corrccﬁons and overwriting should be noted on the tender
paper and maﬂced with red ink. If there are no corrections or o -
overwritingg it should be wnttcn clearly below’ tha tender paper that .
corrections/overwriting are nil- and the Sarpanch and the Secretary
should sign the same.

9) Comparative statemant should be prepared showing t.he percentage ’

aiatiees  we

quoted by each Contractor in case of percemtagc rate tenders.
10)In case of item rate tenders comparative statement should be dono
with 1temw1se rates,

ll)ComparatJva statement should be slgncd by the Szupanoh Secretary

the Panchdyat members  present, Extension Oﬁ'mer (Rural
_ Engmcenng) Assxstant Engmoer of PWD/WRD a.nd the contraetors

‘present. ’ "
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12)The Panchayat can accept'a tender upto 15% above - the estimated .
cost in all types of civil’ works whara,minimum 50% of the work.s.
invo-lvios use of cement or. coarse ‘aggregate. But this is not applicable

to the works such "as develoi_jme'nt' of gfounds/crematoxium{parks/soil

conservation, S

13)The Panchayat mi%_y acggét"the tenders upto 25% abové_ the estimated
cost only in raspec;c of cdrtxl;:n_‘:n.ldti_on'of roads, bn'dgés, culverts,
14)Tenders pertaining to 'tx;éas, buildings, ‘water supply and drainage
' works quoting mor?e tﬁ_an QO_% below the estimated should be ra:iected. .
15)The tender papers, the tonder natices, applications of the vontractors - o

and all other docuimnta aloin'gwith.‘the comparative statement should
be sent to the B.D.O. qu sorutiny and return. The scrutiny of the -
tender documents ‘t'xls far aspracticable sh'c;uld be completed within a -
period of ten days and returmed to thio respeative Panchayst. . [

.~V Approval of Government -

‘:gl_m.works upto the
estimated cost of Rﬁ.l0.00 lakhs in respect of certain works enumerated in
clause III (10) above. In respect of works other than those ‘mentioned in ‘
clause III(lO)‘ébové, the estimated Qost of the works is limited to Rs.4‘5.00 oo )

Normally the power of ‘Panch_ayat iﬁ to execute

lakhs only. An case the estimated cost of tender works exceeds R5.10.00_
lakhs, or 5.00 laklis as the case may be, the B.D».O.

shall submit T;ho filota
the Director of Panchayats for obtainh:g Government approval.

S

VI Issue of Work Qrders

1) On receipt of the file fibm the B.D.O. duly sorutinized, the same i
shopld be placed before the Panchayat in the ensuing fortnightly . .

meeting for decision and thereafter the work order should be issued to
the contractor for eXecution ‘of the works withig a period of three N

: ‘ _ : ar
working days, o '

- 2) Copies of work orders for all works above Rs.2.00 lakhs should be .
p\—v\_vl_\ ‘ B

ty Director of Panchayatg for

information.



6

4

‘ 2) The bo ls
8greement should Zk_;q ;!_signed
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X Maintenance of {ransparency

“The Panchayat shall maintain tramparency in dealing with the file of

contracts. All files shell be opened for inspection to all members of the

Panchayat as woll as to the mombars of gram sabha. The Pa.nchayat“

 Secretary shall keep all the- files i m his custody and shall make ‘gvailable to

the members of gram sabha or publm for mspaouon as and when demanded
under Right to Information Act, 2005.

- Any lapse on the part of tha Vlllaga Panchayat and the Panchayat
Secretary and the B.D.O. in followmg the above prooedura will be viewed
seriously and they will.be held responsible for the irregularities and liable
for action as deemed fit. The t:a.bcivo conditions may therefore, be strictly
followed while tendering and mcuﬂng the Panchayat works.

This Circular Is issued in supersession of parlier Ciroular NO.
19/13/DP/95/5860 dated 22.5.2002 '

The recaipt of this Ciroular may please b; éoknowieﬁgnd. ‘

Ao -

R
. (MERNINO D'SOUZA.)
e . ' ~ Director of Panchayats
: o PRHEJI-GOB

To, . . |

The Sarpanch,

V.P.

- Copy to: The Block Development Officer, - -

L= ouoery . Blodk,
S eyl &4y Goa.

(though B.D.O. for service and retum)



