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PREFACE

[rrigation Department with well over hundred vears of existence was
known to have verv sound Administrative, Financial and Technical
procedure faid down in Departmental manuais, circulars and techmcal
guides.

Some of these manuals need to be revised and updated. Some of the
old circulars which are still valid are nor readily available for
reference. It is noted that the officers who joined the Department
recently are not aware of these old circular instructions.

Therefore it has been decided to collect all relevant Departmental
circulars and make them available in a sertes of volumes covering the
following areas.

(1) Volume ] Administration

(1) Volume II Finance and Accounts

Technical

L]

(1) VYolume IH

(1v) Volume IV

Tenders and Contract Management

I hope these compendiums of circular instructions will be useful to the
officers shouldering managerial responsibilities to perform their work
more efficiently and effectively.

T PR IR SELAN

Eng. D.W.R. Weerakoon
Director General of Irmgation
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DEPARTMENTAL CIRCULAR NO: 9

My No: EG.3/1.,

Dept. of Machinery & Equipment..
P.C.Box: 18, Mount Lavinia,
Ratmalana. 1975/10/04.

To Ail : D.Ww
" : E.EE.
"o C.EE.(LD.}
“oo RMEE. -
o . R.M.OO,
L. D.S.{i.D.)
s ME.{ LD}
N : .1

REPORTS ON ACCIDENTS TO VEHICLES, MACHINERY & EQUIPMENT
BELONGING TO THE DEPARTMENT OF MACHINERY & EQUIPMENT.

It 15 observed that reports received on the above mentioned subject
are incomplete in many respects and are often much delayed. Hence this
Circular,outlining the procedure to be adopted is issued with the. concurrence of
the Secretary to the Ministry of irrigation. Power and Highways.

2. All officers concerned, as lindicated in this Circular, are hereby kindly
requested to read carefully the procedure laid down herein and comply with the
whenever an accident occurs which involves a vehiclefitem of machinery or
equipmernt belonging to this Depariment hereinafter referred to as ‘item’. This
same procedure should be followed with susitable modification whenever damage
to an item occurs which is due to natural agencies such as fire, floods, cyclones.
rain and acts of mischief { i.e. wilful damage ) and negligence.

3. Action by officer using the vehiclefitem of machinery or equipment at
the time of the occurrence of an accident. The officer who is ussing the item in

question, or the driver or operator, if there is no empioyee of superior status in the
vehicle etc.. at the time should take the foitowing course of action.

31  Inform the nearest Police Station immediately if the accident
occurs on a highway or on Departmental premises. Every
accident, whether there is injury to persons sor damage ta
property or not, must be reported to the Officer-in-charge of the
nearest Police Station or the Grama Sevaka, sos that an
independent party will be able to testify that such accident had
actually occurred.

v - = -



3.2 Ascertain who wer witnesses to the accident and abtain names
and addresses of such persons, if this is possibie.

3.3 Take steps to send a message to the Local Head of the
Workshop/UnivOffice/Sub-Office { hereinafter referred to as the
local head ) to which the vehicle etc. is attached.

3.4 Prepare a sketch of the spot where the accident occurred,
showing the distance of the wheels of the vehicle etc. from the
edge of the road, distance of curves immediately in front and
behind the spot, and any other relevant distances. If the vehicle
has tc be moved from the spot to enable other traffic to pass,
this should be done after the position of the wheeis are marked
on the road and with the consent of the other party involved in
the accident, if any.

3.5 Await the armrival of the police and take action thereafter as
directed by the Police, unless his Superior Officer has arrived by
that time, in which case he should take orders from his superior
officer who will be guided by the advice of the Police.

3.6  In case the accident involves injsury to persons, attending the
injured should take priority, even using the same vehicle for
ransporting the injured persons to hoospital if other transsport
is not availabe. In this case, too, the marking of the positions of
the wheeis should be done before the the vehicie 1s mover.

3.7 In alt cases of accident the other party swhould be furnished
with the full name and the address of the driver and the
distinctive number of the vehicle before it is removed from the
scene. Also, the same information to be obtained in regard to
the atvver party / vehicle involved.

Action to be taken by the Locat Head. On receipt of information that a
vehiclefitem  of magqchinery or equipmetn attached to a
Waorkshop/Unit’Sub-Office/Office has been involved in an accident the
tocal head should take action as follows :-

41  Proceed to the spot immediateiy or send the next senior officer
avaiabe, if he is unable to go himseif. He shouid also ensure
that the Police and the Regional Mechanicai Engineer/Regionat
Mechanical Officer or the Officer-in-Charge of the nearest
Departmental Workshop are informed by telephone or by a
personnal message of the accident, with the least possible
delay, and confirm the telephone or other message in writing as
early as possible.



4.2

4.3

4.4

45

46

4.7

4.8

Ascertain whether the person who is usisng the vehicle etc.. or
the driver/operator, has taken al action in terms of para 3 above.
If not take steps to make good the omissions.

Assist the Police with their inguiries if the Police have arrived.
Otherwise, check on the sketch made by the driverfoperator and
make other relevant noates including all information required for
sending the Preliminary Report.

The Local Head should hoid a on-sthe-Spot” inquiry in the
presence of the RM.E. / RM.O. or his representative or the
0.L.C. of the nearest Departmentai Workshop.

Give instructions to the driverioperator regarding the removal
of the vehicle efc. as directed by the Police. if special
arrangements have to be made for the removal of the vehicle
etc., he should see that these arrangements are made with the
least possible delay.

Make suitable arrangements for watching the vehicie etc., till it
is removed.

If the vehicie etc. is removed to any place other than to a
Departmental Workshop, take follow-up action regarding the
removai of the vehicle etc. to the nearest Deparnimental
Workshop as early as possible. Thie must be done in
consultation with the RM.E/R.M.O./Q.1.C. of the Workshop.

Based on the “On-the-Spot ” isnquiry send aa report to this
office intimating the accident, and giving as much information
as possible. Copies of this report should be sent to the Head of
the Department/Organisation and to the R.M.E./ RMO. this
report should be sent on the day of the accident itseif or on the
next working day at the latest. #f the Pretiminary Report referred
to in para 5 can be sent on the day of the accident itseif or on
the next working day this report need not be sent,



4.9

Hold a fact finding inquiry and take any other action that
appears to be necessary in the circumstances of the case.

491

4.9.2

4.8.3

A fact finding inguiry is very necessary as it wiil be
on this ingquiry that this department it will be abie to
decide whether the accident was due to
carelessness/negiect of the driverfoperator or due
to resons beyond his control.

it wili sthererfore be the duty of the officer holding
the Preliminary Inquiry a record statemetns of the
dirver/operator, other occupants of the vehicle etc.
and other persons who were withesses to the
accident. The Officer holding the Preliminary
Inquiry should not clearly obtain a signed
statement from the driverioperator and witnesses
concerned but should himself record the statement
trying be elici ible the rele ts
relating to the accident.. These statements should
be signed by the persons concerned, after the
statements have been read and explained to thim.

The Preliminary Inquiry should be heid as early as

possible but not less than 14 days of an accident,

as facts of the accident could be best elicitad when
the details of the accident are frozn in the minds of
those concerned.

4.10 The notes of the fact finding inquiry and the Local Head's
observations should be sent to me with copies to the Head of

4.11

4.12

function.

the Organization/Department, underwhich the Locai Head

Send Preliminary Report and Final Report as required in paras
S& § respectively,

The special attention of all concerned is drawn to S/E.P. & H.'s
Circuiar letter No: T/FMA/ST of 29.03.74 regarding the necessisty
of furnishing reports and replying subsequent queries raised by
this office on accidents or damage caused to vehicles!items of
Machinery, Equipment etc.



4.13 Action should also be taken in terms of the Establishments

Code and current circulars in regard to the payment of
compensation and the grant of Accident Leave when the
accident involves injury to State employees. Please see
REGIONAL/BRANCH WORKSHOP PROCEDURE NO: 1 of
15.05.1973 and CENTRAL WORKSHOP PROCEDURE NO: 2 of
12.02.1973 in this connection. "

Preiiminary Report. A Preliminary Report in the form as given in
APPENDIX - 1 should be forwarded to this office as early as possible but not
later than two weks of an accident.

Finai Report

6.1

§.2

6.2

6.4

6.5

Finai Report udner F.R. 104 should be sent to this office in the
form as given in APPENDIX - 2.

When copies of documents are forwarded they shoulid be
certified as true copies by the sender.

The Final Report shouid be sent as early aspossible. Every
effort should be made to send it within one month of the
accident. In case Police Report or findings of the Court of Law
are not available, the Final Reports should be sent without these
documents indicating that the same will be sent on receipt.

The Final Report cannot be sent within one month of the date of
the accident a letter should be sent stating the reasons for the
defay and indicating by what date the reports are expected to
be sent should be followed by similar letters, if the Final Report
must be sent by the date indicated in each previous letter, till
the Final Report is sent.

Every .... should be made to obtain the Police Reort and the
fincdings of the Court of Law as early as possible. if these are
received after submitting the Final Report, either the originals or
certified copies should be sent quoting reference to the Final
Report. :



Information te be taken by R.M.E/R M O./0.1.C. of the nearest Department.

7.

When information of an accident is received he shouid take action as
follows:

7.1

7.2

7.3

7.4

7.5

7.6

Procedd to the sbot umnmediately. or send his next Senios
Assistant if he is unable to do so, and record his findings and
observations osn the " on-the-spot” inquiry.

QGive all assistnace to the Local Head in connection with action

. he has to take as indicated in paragraphs 4 & 5.

if the vehicie etc., has to he removed to any place other thanto a
Departmental Workshop itself in the first instance, make a note
of alt damage it has sustained and other deficiencies if any,
before itis removed.

As soon as sthe vehicle etc. reaches the workshop, make a full
inspection of the damage and prepare a report regarding
damage and deficiencies, with an estimate of the cost of repairs.
It is preferable to list out the damage and deficiencies in the
presence of the driverfoperator who was driving/operating the
vehicle etc. at the time of the accident. This reprot if prepared
by the R.M.E/R.M.0., shouid be sent direct o this office without
any undue delay. If prepared by an officer below the rank of
RMO/MRM.O. it should be routed through RM.E/RM.O. sos
that the latter could make his observations before the repoit is
sent to this office. The RM.E/RM.O. should make it a point tc
send a copy of this report to the Local Head who was in charge
of the vehicle etc. at the time of the accident.

As indicated the report referred to at 7.4 should zlsc include the
estimated cost of repairs, indicating the Spare-parts, Materials
and Labour-hours required. This information is very essential
as it is on this estimate. | have to decide whether the
Preliminary Report has to be sent to the General Treasury or
not.

Once the report referred to at 7.4 and 7.8 is sent to this office,
the RM.E./ R.M.O. should take immediate steps sto effect
repairs to that the vehicle etc. could be released for use with the
least possible delay. |If the repairs cannot be attended to
immediately and it the item can be conveniently spared and
used with the damage sustaiend unattended to, it may eb
relased for use pending repairs. '



7.7

In effecting repairs the procedure laid down for opening of jobs
should be followed. Two jobs should be opened, one of which
should be " to effect necessary repairs to damages caused by
the accident”, and the other to attend to * repairs due to pormal
wear and tear”. Expenditure incurred on the former job should
be recorded in form lrrigation 36. The details to be indicated in
this Form are the Group No., Part No., Description of Spare-
parts! Materials and guantity used, and the No. of Labour-hours
spend under the respective dates. These details are very
essential to enable this office to fix the price and for the
commputation of the expenditure figures. the make and model
of the damaged vehicle as a result of the accident/damage
should also be given. On compietion of repairs this Form should
be sent to this office. {(Equipment Branch}

8. Action to be taken by the Equipment Branch of this office- On receipt of
information of an accident the following course of action should be taken. '

8.1

8.2

8.3

A separate case should be opened and follow up action to see
that the Preliminary Report due from the Local Head is sent as
required in these instructions with copy to R.M.E./RM.O.IO.1.C,
of the nearest Departmental Workshep.

On receipt of the Preliminary Report action shouid be taken to
inform 3/.P & H. Three copies of the Preliminary Report should
be prepared when the value of the foss to State is not expected
to exceed Rs. 25,000/= and in Four Copies when the value of the
loss to State is expected to exceed Rs. 25,000/=. in the former
case the ariginal should be sent to Ss/L.P. & H., the second copy
to Auditor General, and the third copy filed in this office . In the
latter case the reports should be sent to S/.P. & H., Auditor-
General and the Director of finacne, General Treasury.

For purpose of internal documentation the Machinery Stores
and the Personnal Branch should be notified of the accident
giving the following information.

8.3.1 Date of accident

8.3.2 Departmental No. of Vehicle/Machine/Equipment involved
in the accident

8.3.3 Name, Departmental No. and designation of the person
who droveloperated the vehicle etc. at the time of
accident.

=4



8.24 Names, Departmentai Nos. and Designation of other
Departmental employees invoived.

8.3.5 Name of Workshop/Office to which the vehicle etc., was
attached at the time of accident.

9. Authority to write-off

2.1 The write-off of a loss should be autharised by the appropriate
authority according to the value involved, in terms of F.R.108
and the delegation of authority udner that F£.R. within the
Department.

9.2 Avuthority to write-off should be given as soon as the
responsibility for a ioss has been fixed and the amount of the
surcharge to be impesed on the officers concerned has been
determined, without awaiting the completion of recoveries in
terms of F.R. 108.

9.3 After the authority for write-off is given, entries should be made
in the following registers before the items are written-off the
books.

(1} Check register of Losses by Accidents to
Vehicles/Equipment - para 10.1

(i)  Register of Surcharges on account of Losses sresuiting
from Accidents to Vehicles/Equipment - para 10.2

.1t will be the responsibility of the Staff Officer initialling the entry
refating to the write-off of the items in the relevant Stock Book to see that the
entries are made in the Registers before the initials such entries.

10. Register of Losses by Accidents to Vehicles f Equipment.

16.1  This register should be in the foliowing form:-
(1}  Seriat number for year,
2} Date otioss.
t3)  Reference to file dealing with the loss.

(4}  Particulars of foss.



(5)
(6}
{7
(8
{9
{10)
(11}
{12}

(13)
(14)
{15}

{18)

17

Initiais of §.0.

Original Cost { £.R. 104(4) (i} )

approximate value at time of loss ( F.R. 104 (3} (ii) )
Replacement vaiue of cost of repairs { F.R. 104 (4) (iii).
Maximum recoverable value. (fR. ios {i}.

Amount of recovery decided upon { F.R. 105(2) ).
Mode of recovery approved and reference o order.

Reference of entries in Register of surcharges on account
of losses resulting from accident to vehicle/fEquipment.

Authoerity to wirte-off and reference to order.
Initiais of S.C.

Date of write-off and initials of officer authenticating any
entry in the relevant Stock Book.

Records reCompletion of Recovery and initials of
Accountant concerned.

Record of periodical inspection by Staff officer.

Entries shouid be numbered in a new series sbegining from "{’ for
each year. Columns 2 to 4 should be filled in immediately on receipt of the report
regarding the loss and the $.0. should initial in cofumn 6. Cotumns 6 to 12 shouid
be filled in when the final decision in regard {0 recoveries sto be made has been
made has been made and column 13 when the orders for write-off is given. The S.0.
concerned shouid initial in column 14 after checking the accuracy of the entires in
columns 6 to 13. Thereafter, the remaining columns should be filled in as each
action is compieted and initialied by the appropriate Staff Officer.

10.1.2

The register should be scrutinised periodically by the
Head of the Equipment Division and the fact that this has
been done noted in column 1§ and the entry initialled and
dated by him. In case the officer finds that proper action
has not been taken in regard to any matter he should call
for the relevant file and issue neceswsary instrucitons on
the matier. A record of such action should also be made
in column 18.



10.2 Register of Surcharges on account of Losses resulting

from Accidents to Vehicles / Equipment.

10.21 A register of surcharges shouid be maintained for ail
sitrcharges on account of losses resulting rom accidents
to vehicies/fequipment. The register should have the
toliowing columns -

(1)
(2)
3)
{4)
{5)
(8)
(7)
(8)

(3)
(10)

{11)

Number

barticulafs of loss.

File numbér. o

Tdtal value of joss.

Amount to be rec'overed.

From whom recovery has to be effected.
Mode of recovery approved.

Reference to entry in Register of Losses resusiting
from Accidents sto Vehicles / Equipment.

initials of S.Q.

Record regarding completion of Recoveries and
initials of Head of Equipment Division.

Record of periodical inspection of register by S.0.

Cofumnss (1) to {8) should be engtered as soon 2s the order in regard
to the recovery has been made and before the $.0. initials sin column 14 of the
Register of losses. The $.0. should initial in column 9. Thereafter, the date of
completion of recovery should be entered when this occurs and the Staff Officer
concerned should initiai in column 12.

10.2.2 This register, too should be periodically scrutinised in the
same manner as indicated in para 10.1.2 above.

10



11. Acknowlegements of Receipt of Circular.- Receipt of this Circular

shouid be acknowledged as follows :-

1.1

11.2

1.3

CWW. should send acknow!edgement to this office
confirming that copies have been sent to the
District/Divisional Offices. DWW. should see that
acknowledgements are received by them from
District/Divivisional Office udner them.

D.l. should send an acknowledgement {0 this office
confirming that copies of this Circular have been sent sto
the C.EE. and other Heads. He should see that
acknowledgement are received by him from the C.EE. and
other Heads.

RM.EE/R.M.O0, should send acknowledgement to this
office confirming that copies of the Circular have been
sent to the O.L.CC. of Warkshops. They should see that
acknowledgements are received by them from the O.L.CC.,
of the Workshops under them.

Sgd./.....
(S.Mudalige)
Director of Machinery & Equipment.

13
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Head Office Circular No. 8 of 1876.

My No: 1A/ 6.,
Irrigation Department,
Colombo .7. 17" Dec. 1976,

To  AH Resident Engineers, Investigation Engineers,
LE., Hydrology/LE. Lab. Services, Drilling Supdt.
M.E.. |.D.Workshop.

Sub:- Hire of Private Carts, Tractors for
Transport.

Due to the inconsistency in the procedure followed by the Resident
Engineers in engaging and deploying private Carts and tractors for official
transport, it has become necessary to issue the foliowing instructions for
strict compliance. The Auditor General has also on various occasions
referred to the uneconomical expenditure incurred in the hire of private
transpoit.

2. it should be the primary responsibility of the Resident Engineer
incharge of a Project to initially set up the constructional organisation
before commencement of work, [n doing so indents should be placed well
in time for the reyuired to0ls and materials etc. to avoid hap-hazard local
purchases and the required transport vehicles egqg- Jeeps, Lorries, Tractorss
efc. should be obtained from the M.E., L.D.Workshop in time and this wiil
obviate the need to hire private transport. As far as spracticable hire of
private transport vehicles should be avoided. A far sighted and judicious
constructional organisation if evolved in tiem, will helip avoid frequent local
buying and the indiscrect hire of private transport.

3. if however it is imparative and the hire of private transport vehicies is
sunavoidable, the following instructions should be strictly adhered to ;

RATES

4, The prevailing buying Committee rates of hire for carts (single and
doubte } and tractors should be obtained from the G.A. or the A.G.A. of the
area and only these rates should be paid. In areas where buying
Committee rates are not available local quotations should be called for and
the lowest rates adopted for payment of hire.
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AGREEMENT

8. The arrangement for hiring a vehicle or item of equipment should be
in writing by a letter issued to the Contractor it in the case of hire involving
large payaments, by an agreement. all conditions sof hire shouid be jaid
down in these documents. Copies of such lefters or agreements should be
issued to the TA./Overseer etc., in charge of the work and they should be
instructed to maintain the necessary records.

CONDITIONS OF HIRE

6. {3] When vehicles or equipment are hired on a per day or per hour
basis, the minimum quantity of work to be done per day or per
hour shoutd be faid down andd a penafty for any shortfails
provided for.

{ii) The Contractor should be required to supply all fuels and
lubricants and he should ensure that sufficient quantity of fuel
for the whole day's work is available at the beginning of the
day. P : '

(fk}  The Contractor should make the vehicle "etc., available in a
gocd state of repair to prevent any break-downs while
working. .

(iv) Any other special conditions that would apply considering the
nature of the work shouid be included.

RECORDS TO BE MAINTAINED

7. { A Check -roli should be issued for the vehicie or equipment
hired. The time of arrival and the time of departure each day of
the vehicle or equipment should be recorded in the Check
RoH.

{ii) A Daily Record Sheet an form attached should be maintained
in duplicate in respect of alf private vehicles abnd equipment
hired. This should be maintained by the T.A, / Overseer in
charge of the work site and submitted o the R.E's Office at the
end of each month. These documents should be carefully
examined and the necessary deductions made fram the
payments if there is a shortfall in the quantum of work done,
One copy of Daily Record Sheet shouid be filed in the office
while the other copy should be posted to the D.Roli of the C.R.
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SPONSIBILTY

8. The Technical Assistant / |.E. f Overseer in charge of the work will be
responsible for the following :

{i)

(1)

{iii}

(iv)

To see that the conditions of hire are observed by the
Contractor.

To see that full value is obtained for the hire paid to the
Contractor and. ensure that deductions are made from
payments for shortfalls in output.

To see that the contractor does not obtain any undue
advantage at the expense of the State, such as sthe use of
Departmental labour or materials,

The officer in the RE's Office attending to the checking of
bills, hire charges etc., should verify whether the minimum
quantity of work has been done each day and that appropriate
deducting are made for shortfalls, before passing the
documents for payment. This officer as checking officer and
the R.E. as certifying officer wifl both be equally responsible
for any lapses in these payments.

-~

8. Please acknowledge receipt of this Circular.

Sgd/ ... Sgd : A. Maheswaran.
Chief Accountant. : Director of krigation.
cc: D.DD./D.LEE./IEE.

Auditor Generat.
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D.I's Circular No: 3 of 1977

USE OF DEPARTMENTAL VEHICLES

Copy of SA.P. & G's letter No: F.45/76 of 6™ January 1977 is
forwarded for strict compliance. in addition to the instructions given in the
above letter the following should be observed in resspect of all road
vehicles beionging to the lrrigation Department.

1. Official Drivers should drive Departmental Vehlcles:—'

Only sthe Officiai Drivers are permitted to drive the vehicles
assigned to them. R.EE are permitted to drive Departmental Jeeps within
their schemes only in cases of emergency. However, they should not drive
vehicles outside their Project areas.

2. . Ghecking and Rendition of Daily Running Chaits:-

The CIC in charge of the vehicles should see that sthe D.R.CC.
are maintained as instructed in paragraph 3 of S/L.P & H's ietter above.

All daily running charts shouki be maintained ilegibly and
‘neatly. The officers using the vehicles should enter their designations
beiow their signatures. '

All road vehicles should be tested for fuel consumption and
the date of test should be given in the summary sheet of D.R.CC. Any
excessive fuel consumption should be ssurcharged from the driver.

Action shouid be ftaken to check the trips performed. Any
unauthorised trips done shoukl be reported to the Head Office.

Al daily mnnin§ charts should be sent to Head Office by the
R.EE/D.SJ/M.E. within 30 days from the end of the month.
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3. Use of Vehicies with defective milometers: -

When Milometer of road vehicles become defective, action
shouid be taken to get the defect attended to. if it is not possibie to get
this attended to immediately. M.O. authaority shouid be obtained tc use the
vehicie without milometer. Head office authority to use the vehicle without
milometer should be quoted in the summasry sheet of the D.RC. The
mileage done in such cases should be checked with the trips doen and any
excess mileage should be recovered from the officer concerned.

4, Night Parking of Departmental Vehicles ‘-

At the end of the days work alt Departmentai vehiclesw shouid
pe parked m a garage/office premises sor worksite where a watcher s
stationed to ensure safety and security. A register of the movements of all
vehicles entering or leaving between 6.00 p.m. and 7.00 a.m. should be
maintaiend at the garagefofficeiworksite by the watcher. During this
speriod the watcher will also enter the time of arrival, departure on the
remarks page of the D.R.C, of the vehicle.

All officers in charge of vehicles are requested to furnish a list
of site/offices etc, where such registers are being maintained, Officers on
circuit should as far as possible park their vehicies during the night at the
nearest officefworksite where watchers are stationed. Under no
circumstances should vehicles be marked on the public highway or private
residences during the night. Officers who come to Colombo in
Departmental vehicles should park their vehicles at Head Office after
getting themselves dropped at their temporary residences.

5. Speeds of Vehicies -

It may be noted that speeds mentioned in paragraph 3.2 of
S/.P. & H's letter are the maximum speeds permissible, The speed of
vehicie should be tesser than this depending on the road and weather
conditions. Vehicles carrying a load should travel at iower speeds. it may
be noted that the margin of safety wiil be greater in the event of an
accident. if the speed fo travel is smail. Officers iravelling in vehicies
shouid caution drivers when gthey drive at excessive speeds and aiso
bring such cases t© my notice sos that necessary action can be taekn
against the drivers.
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5. Accident Register -

A register should be maintained in ail Officers where a page
shouid be maintaiend for a Drives and all accidents that the Driver meets
with, however smail. should be entered in the register. This will give at a
glance the acident rate of each Driver and necessary action can be taken.

7. Please acknowledge receipt of the Circular.

Sgdf
A Maheswaran
Qirector of rrigation.
Sgd/.
R.U.Fernando
Deputy Director.

irrigation Depastment.
Bauddhaloka Mawatha.
P O.Box: 1138.
Colomhbe 7,

9th March, 1877.

File No: CT/ME 600

{ORIGINAL CIRCULAR IN SINHALA WILL FOLLOW)
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Departmenta! Circuiar No: 10

My No: 1A/11120..
Irrigation Department,
Colombo -7, 17" April, 1978.

C.ILEE. / i.EE.

Settiement of Hire Charges Bil of Director of
Machinery and Equipment.

There 1s a compiaint from Director of Machinery & Equipment that
delay is experienced in settling the bolls for hire earning machinery and
equipment and setttement of salaries of drivers paid from work Done Advance
Account. In order to avoid such delays the following procedure shouid be
adopted by all C.|.EE. and i.EE.

2. The Monthly Cost Record Sheets on Ferm Irrigation 47 for ail
Vehicles, Plants, Machinery and hire earning equipment should be prepared at
the end of each month.

3, The M.C.R.sheets prepared for DiIM & E's hire earning machinery

and equipment shouid be forwarded direct to D/M & E along with a ahst of ali
vehicles, machinery and equipment tc reach him on or before 10" of the
following month. Copies of such M.C.R.sheets and the lists referred to should
be sent to C.L.EE. { Accounting aswel} as non-accounting ) Range and to Contract
and Machinery Branch. in Head Office.

4. if due to unavoidable circumstances any M.C.R. is not sent, this
shouid also be mentioned and the reason therefor stated. Follow-up action
should be taken to send the outstanding M.C.R. with copies to D |{Contract and
Machinery) and C.L.LEE. giving reference to the earlier correspondence.

5. You are reguested 10 obtamn from the D/M & E a copy of the schedule
of rates for all Vehicles, Plants, Machinery and hire earnign equipment.

6. On receipt of the Biiis from D/M & E, you shouid settle the bills by
cheque to D/M & E with intimation of credits to C.L.EE. (Accounting , as weil as
neon Accounting } Range and DI{C &M ).

[



7. Bills received from the DiM & E. if not settled within four weeks will
rencer the officer responsible for 2 surcharge in terms of F.R.115(2). ¥ any
portion of the bill is disputed, such amounts should be withleld and the balancve
paid pending clarification of the bill.

8. The setttement vouchers in support of D!'M & E's Bills should be
scheduted and brought to account through your monthly Cash Account.

8, At the end of the Financial Year, if you experience difficuity in
settling the bills by cheque due to delay in receiving the D/M & E's bills, action
shouid be taken to call for the bills and to settle same by Cross Entry furnishing
particulars of credits to DM & E and should forward copies to
C.LEE.( Accounting as well as non-Accournting } Range and D.I. { C & M} for
information.

Sgd./ ............
Director of trrigation.

cc. S/LP.&H
DIM&E - Who is requested to render buills prom ptly and
appraise delay in setlement of bills rendered
for more than a month to enable follow up action
both by C.1.EE. Ranges and D.L.(C & M ).

(ORIGINAL IN SINHALA WILL FOLLOW)
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Departmental Circular No: 6

To All Officers.

working order.

(a)

(b}
(<}

(d)

(e}

My No:1AS3,,

Iimigation Department,
Colombo.7, 22 March,1979.

Milometers of Motor Vehicles.

All Motor Vehicles should have the milometers in good
To ensure this the following action should be taken.

All Officers in charge of vehicles shouid immediately check
and see that all their vehicles are with properly functioning
Milometers and if any vehicies are found with inoperative
Milometers immediate action should be taken to repair and put
them in working order.

The dirvers of Motor Vehicles should report in writing to the
Q.LC. of the vehicle immediately of any occurance of any
defect in the Milometers of their vehicies, and the O.1.C. shouid
take immediate action in terms of para {a) above.,

Officers signing Fuel Orders should alsc check up and be
satisfied as to the correntness of the Milometer reading given
in the D.R.c. before they sign the fuel order and initial the
D.R.C.

Repairs, if there are any to be done, should be compieted
wwithin a months time. i there is any difficulty it shouild be
brought to the notice of this office.

it is the responsibility of the O.L.C. of the vehicle or that of
ancther responsible person nominated by him t check the
D.RCC. and see that the mileage given is reasonable
according to the pieaces visited and the performance is
correct accoroding to the standard and tested performance of
the vehicle. :

Failure to observe any of the above requirements may result in
disciplinary action being taken against those responsible.

Sgd. A.Maheswaran.
Sgd/ Director of Irrigation.
Chief Accountant.

cc:M.E, LD.- who should stock sufficient Speedmeter cables for the

vehicies in use,

-----
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CEOARTAENTAL CiACULSR KG: 0% of 1982,

No: Cet/ar/sDe wol.i1.
{rricatian Devartment.

Colowbo 7. Z22nd, January, 31982,

Range G.0., / C.R.EE.

Fead iLand Use pivisior.

C.5.L.0, / D.s.

M.E., { lerkshop Uoit / Ratmzlana)
I,£€.,, / R.E2,

Principal G5,i.F.I1.

ELUIPMENT AMD YEHTCLES.

Sirce the hire charges were waived off 2nd now that tiers is no
firaneial liability on the sstimates, there is = tandency for the
i.£8. in cbarge of cdivisions to keep serviceable equipment and vehicles
idling witheut declaring.thsm surplus. This oractive should cdase

forthwith and ths following procedure adopted.

[

1. Information regarding all squipment & vehicles
antidipated to be in excess should be iectimated to
D.U.,,( C. & £,} st least a month in advance af the

probable date they are sxpected tc be surplus.

. . P .
2. Similarly D.D., ( C. & €. ) should be infcrmed af the

”

74

requirements of Equipmant & Ushicles at leest & month

in advanes.

3. 0,0., ( C, & E.) will take appropriate steps regarding{1)
above to suitably deploy vehicles declared as excess and

also regarding {2) to meet the requirements intimated.

1ff;~f"";ﬁ_—_ ;
I Poretas Sgd: A,J.P. Ponrajsh.

0.0., ( t. & E, ) \ Director of Irrigetion.,
c.C.tot— Srt CFDD' roi-

ﬁ;Ev’ T.I.H.P. / ﬂmpara f.i.

W/~

a7



PAR NTAL CURCULAR NO: 1 OF 1986

My No: CT/ME/856/1 (Vol.il),,
Contracts & Equipment Branch,
Irrigation Department,

Colombe 07, 68" January, 1986.

All D.DD.in Head Office

D.DD. Ranges,
C.R.EE., REE., |.EE., Divisions,
Head Land Use,
M.EE.
[} . MACHINERY, VEHIC AND IPMENT

There are instances where circular instructions have not been
followed when Hiring of Machinery/Equipment efc., to out side Agencies ! Private
Parties. The proper Asuthiority in approving such hire is DI, Addl. D..,
or Snr. D.0.{ C & E } on behalf of D.J.

02. If focal inquiries are made in respect of hiring of the above items, a
written “application should be obtained and forwarded to D.I. for sttention of
SarDD. ( C & E ) with appropriate comments and recommendations. Such
applications as well as applications received directly in Head Office shall be
processed by Snr. D.D.{C & E } for decision by D.1. / Addl. D...

03. Hire Charges applicable in these cases wili usuajly be collected in
the Head Office. However special auithority couid also be granted to collect them
at Range Offices. In all these cases the total hire charges coliected shouid be
credited to revenue. Making use of these monies for other purposes is nsot
permitted by Financial Regulations. '

_____



04, Due to exigancies of service, when oral instructions form Head
Office are received 1o release any of the above equipment, such equipmetn shall
be released forthwith with advise to Head Office intimating the direct expenditure
incurred by this Department such as wages of d rivers and operators, Repair
Charges effected etc, during the period of Hire. Conformation of Oral
instructions if given should also be obtained from the Head Office.

05. The Rate of Hire will always be determined by D.1.
08. The use of any of the following items such as Cranes, Low Bed

Trailers efc., by other Government Department, Boards/ Corporations is permitted
subject to such use being of short duration and reciprocat facilities are enjoyed.

07. This circular supercedes Departmental Circular No: 22 of 1982.
08. Piease acknowledge receipt of this Circuiar.

{ Eng. K.D.P. Perera)

Director of irrigation.

¢.c to:- Auditor General - for information.
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DEPARTMENTAL CIRCULAR NO: 13 OF 1997,
' My Ne: 31-00002-00

|
! Jrrigation Department, Colombo 7.

S 274 November, 1997

- To Al Officers,

| ) .
-+ REPAIRS TO MOTOR VEHICLES, MACIHNERY & EQUIPMENT.

01, - General
FR.785, relates to Ropairs to Motor Vehiclos, Machinery and other Equipment. In terms of this

" FIt, Départments with Worksbop facilities shonld get their vehicles, machinery and equipmeut

tepaired at their workshops. However, as facilities for effecting all such repairs at Deparimeatal .

Workshops are jnadequate at present and as additional expenditure has to be incurred for sending .
vehicles and machinery to those workshops in connection with minot repairs and since’ certain
repairs have to be dane without delay, the following procedure should be adopted in future in
connection with repairs to velicles, machinery and equipment of the Deparunent:-

. Rs.25,000/- it sbould be approved by IEME/DD asi the case wmay be before (he
commencement of repairs. If the estimate is more thpn Rs.25,000/-. thep the estimate
shall have the approval of Head Cffice, obtaived through DD(M&WS) before effecting

the repais.

i, Repairs wortl more than Rs. 25,000/= should be done at Departmeutal workshops aud

sub. workshops (see clause 4).

- jii (a} [Repairs jiot exceeding Rs. 25,000/= to vehicles, machinery and Equipment of Colombo,

.AmparaGalle and Anuradhapura Range offices and Colombo, - Ampara, Anuradhapura &
'Gin Ganga divisional offices where Departmental Workshop are available and of 1EE's
Division with subworkshops, should also be done at these worksheg® only(see clause 04).
.If for agy uigent reason deviation is mecessary, pror approval should be obtained from
Dire'ctorFRD&C} through DD(M&WS). ) T
: | =
(b) With regard to other Ranges and LEE's Divisions there is no objection to repairs, not
'exceeding Rs. 25.000/=, being done at Registered Garages at econontical rates afier
“calling for tenders. For this purpose, applications for repistration should be received from
 Garages| within the Range and they should be registered at the Range D.D.s Office.

0. F:E[;alr% by Manufactures and their Agents.

| Repairs to motor vehicles,machincry and cequipment could be done through the manufaclurers

and local accredited agent of the manufactuser provided the the Iicad of the Department is

satisfied that fheir quotatdn is competitive and reasonable. Howeverlhe approval of e

Secretary of the Ministry concermed should be obtained for the repairs exceeding Rs.100,000.

The Head of the Dapariment’s authority is now defepated 25 slated below: :

I !'.Uuucluzs il SisUepuly Liectons (s, 73,000 ' ; . ,

ii.  Range Deputy Directors, DDM & WS), DD{(EM), DD(EG), DD(RD & CC), Head Land’
' Use Division, DD{Hyd), DD(HyD) and CREE Rs 50,000

iii. ° LEE incharge of Division and MEE incharge of Workshops ( with the’ services over 5
. years as a staff officer): Rs. 25,000/~

In all other cases repairs should be done followlng the corupetitlve tender procedisre,
| | 57 -'
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‘I In ail cases, an estimale skould be prepared for each reipair.‘ If the estimate is less lh;-m.....

i
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193 Purchaslug™ of ~spare pafl.s for motor vehlcles and otlier machineries frot.
Manufactures and thelr Agents

£ _- Purchasing of spare parts for inotor vehicles and other machineries coulk! be done from local
3 [ xccredited agent or from: the manufactlurcr following Wie finangial lbuils stipulated ju above
clause number 02 by the authorities stated therein provided thes: prices are competitive or he is

| the only supplier for such spages, Lhe authority concewmed should satisly G necessity of such
g of such sparcs.

spare parts before purchasing and proper zecords should inaintained on supplin
1 In all other cases competitive tender procedure should be followed for purchase of spare paris.

04.  Repalrs at the Departmentat Worlsshops

N Workshop tender boards are setup to purchase spare parts for the deparuucnlal vehicles,
A schinery and equipment The tender board consist of: : y
p) i (i) ME incharge of workshop (with service over five ycars as Staff of ficer)
i (i) Foreman (in the absence of Foreman, DA of thc nearest division)
24 ‘(i) Staff officer of another department or State Insutution.

BAIL T ALY N s
G et

e
e
"
.
WS
oo
-

L

' -

€
.

The limit of this tender board is Rs:25,000/- at 2 lime upto a maximun of Rs.100,000/- per
Gth, . = o | . ' |

5. - Urgent purchases and repairs, -

spare parts : . :
"4 'fIn case of urgency, spares for machinery, vchicles and plant may be purchased up to a limit of
" § : {Rs.1500 per day by the authorities stated below in sub clause b (i) & i} subject to the covering
; ii/ aporoval of the Head of:the Department. : R

In case of minor urgent repair works, the postpenement of which might cavse further Janages
- or loss to government property or impair the services performed by dlm department,authority is

hereby dellegated as follows: _ -t

i. Repairs to a himit of Rs. 1,500/= may be authorised by a LE: incharge of Division and
M.EE incharge of Workshops with not less than five years service in Staff Grade.
. Repairs up to a limit of Rs. 2,500f= by Range Deputy Director, DD (M & WS), DD(EG),
. . DDEM), DD ®RD & C), Head Land Use Division, DD (Hy®), DD (HyD), and CREE.
fi, ' Repairs up to a limit of Rs. 5,000/= by the Directors and Snrﬂ[;p.uly Directors.

ii.

Officets having authoriij; under iLis section for repairs should enter in the payment documents,
the reasons as.to why such repairs could not be effected at Depastmental Workshops or on a

tender basis.Summary of repairs shall be sent to me once 3 year for my informatiot.

06. Procedure for: Repairs exceeding Rs. 25000 /= that could not be done at
" Departental workshops ' ;

In case of repairs cxceeding 25,000 /= that could pol be done at Départmér}tal Workskop (in

accordance with clause 01 () ) due to valid reasons, following proceduse shalt be adopted.

i Registration of garages shall be done annually by Range office/Il) workshop by givin
adequate publicity to enable every repair shop iz their acra of authority 1o p
registered Repairs shall be effected in registered garages ooly, v

58
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| An cstimate for the repairs should be prepared and rccommcndalion of rc]cvanl‘ M
. sbould be obtained. Thereafter it should be submitted to DD (M & WS Yor Lis approval,
ﬁumshmg reasons for not camying out repairs in Dcpann ent W01k shop.

After obtaining approval from DD. (M & WS) the Meclmmcal Engincer should call
eaders from: regisiered Garages to be received by DD(Rapee)/DDIM & WS) for
effecting rcpaus to vchicles, machmcry and equipinent of Colombo, Gatle, Anuradhapurs
and Ampara Ranges. For repair works of other Ranges respeclive IE incharge: of Uie
Division/=DD iRange shall call for tenders from registered garages to be reccived by
respective DD range. Norwal Tender procedure should be followed in awarding these

repair conlraqts.

iili.  Before effec‘.mg payment 1o Contractors in comuection with repairs to vehicles, plant,
machinery and equipment the Mechanical Eagineer should check whether the rcpaus
have been dopc satisfactorily and cestify same.

07. - Repairs aﬂex; an accident

All the accidenis tolhe vehicles and machinery should'be ptcmlﬂy reporied to DIXM&WS)
through proper chanoel. No repairs be. effeclted wilhout the pnor approval of Head Office
obtained through DDMEWS). | L -

Where the cost of the. repait could be claimed from anolber partys insurance policy, the repair
should be done with the concurrence of the relevant Inswapee Company/Organisation.

/

.-08. Worn out pﬁrts

When repairs involving replaccmcnt of worn out parts with new ones ate effected the old parts .
should be kept safely entered in stock, books and accounled for and should be checked by the

Officers of the Board of Survey during the annual Verificatfon. Unserviceable sparc pags
should be handed qver to Mechanical Workshops of the Department for disgsal. The@

should take action for disposal of the unserviceable spare parts.
|

Lol &

09.  Records
All relevant pa:uculars of repairs effected in connection with Govcnnnmt Vebicles, Machinery

_plant ei¢. (ipcluding the date, nature of repair, cost } should be kept in terms of Public
. Administration csra:lar No41/90.

| '_ 10.  This circular supercedes Deparimcntal Circvlar No. 35 of 1982 and supplements circular
No, 14 of 1997. :

‘Note: In this Circular, * Cost of%pmn means all expenses in connection' with a ir
mc[mfm? the cost of spare parts. - : 4

: | . ‘ ‘ Lng L.T. W!j(’-SlU tya
‘ | : 59 Director General of Injgation
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By Noi 66 ~ 00010
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985 = 04 ~ 29, .

)
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' This Dapartment carrles out a large volume of work overy

vyeal, the fotal axpenditure inonrved during 1984

by this Departmont todng

ever nia.'4oo millions. I am glad to ptats that on tho whole the worl hug

:baep cerried out aatisfactcrily..Fcr this I must
-undez.yoa, Bince without the haad work put in and the co-~oporatlc.

"e

thank yuu and tho staflf

Howevor x regrat to state that i, aome Rnnggs thuig have boen

a rew lapsee nnd.irregulurittoa, whioch have Vegn

braught to my notics

rooently. As o reault of which the good naug of this Departmopt hino beon

high’Fhﬂufqoritigp.;

'hrought to disxeputs to soms oxtent in the erez of tlie public and

The Zollowing axs going of the Lrrogulaxities cp lapzesn

brought to my notigeg~

-2

{1) - Poor Quolity of sarth work due to fnaad. .ot vounpaction,

{14y Lirrowdug or oarth within 100
L - the tank *und and outaide the

i, frow the U/8 tue of
speolflicd lLorpow arens,

(141) Lok of acequate moigture in the goll uged for tho,

SR ocarth 11,

1!

"A
LWy

. {iv) Work not exocutoed aoeording to approved plane e.g, in

aro case ulthough the approvoed
dia pipe sluico borrol,.only 9

plany allowod fox a 15v
" dia pipe hnd booen.uased

by the T,A, durdng Sulidruction for whiich the 1,4,

v . hqg Lo explanntian,
{v) Maing gvay Poyments docunting

»

to over Rs, 100, 0L0/ =

to vantractocy far iz eroess of what thay wero

uotuully bullflied v1g,

(vi)  Cheek-xouil lrregularitivs, soua of wl_on huvo boast
66 highlightad in the logal newspspers,

-
- dn -
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.{u) ' Mistnkes in surveying end lovelling. N
{x) . Iﬁp;opbr ns-é of 'stores ond mnteriale. _ ' @
Ly " Misuge of aoéor;m;;nt tronapexrt. vohiclesy wta,

{1} Jhadoqunte mvestisqtipns into presam stotus -of
settlemeants tmd. cunltivation in resewoir bed.

I‘r. mny bq dg.ft;.oult tc amst zmo'of the above 1ppeca. Dat if
you lmd .’uwpeotod; your '«orka regulorly and. oarriud out ohooka in a
sys‘tematio way, mp.st of tl;‘p lopaeg oould have .heen. dateotod &tnd' reotifiod
very oarly. But. what :l.s mopt uni'ortuzmte ia that maat of these lapses
Toemain un@etpctod. for n .‘Loné ti:sne, until poma outsider Buch ns o mambo
of the World- Pank or. &.D.B. roview wisseion, a membor "of the AD.A., an: .
M,P., OO Aud.:l.-t Off;,oa:.- or nn ‘Administrotive Offiocox points out- these, in
BORE instaat;as ROYE. %hun onq year nffer the urogularity had beon

committod. Thisa you vi.:l.l ngree is unsotisfectory and hringo discretit not

only %o you but-to the ant;l.x‘e Dopnrtment. '

Heﬁoe T shn‘.l.l ba 310& 1f you will. taks nacoaaury aation to’ uoo
' ¢hat drregularities ond lopses such os mentionsd above do n‘.. ocour :Ln' .
{the future and oven :i.! thoy do oocur, you will detoct thon .’m iime and

reotify thom boi’ora outsis]era bring those to our neticoe

.
-

. - I am thereforo nppoaum, to uil oconceriod 1o ox.urciuo Josn 'r
oont:ml_and nupervi..uon ovoxr oll works in their oharge 1i ordor to mraid.
dieoiplinary aotion beina ‘tnhuzx u,_a.l.nst officurs for oonu...‘t' tng suoli”
Japaos i;»,{u‘bura._‘,_’_’ _ i

. Please bring tho contants of this oirguler to 8l atefl
working :11.n your Ringo. ’ '

v L.-. . o ’ . - ' ) . . !
AT T . " enge S. Sivnuubmmw
- " Dirwctor of ,I-T_rizu:fibnp

-

e :
Copy toi I.EE.. o LI

",

TN,*/ 429,04+
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i - Ci 1ar Nos 18 il IQQ'Z-' PR T . R .
._an{rtﬁﬁﬂv ?}rcxl or Jo.or lugds"s 7 Trrigation Department,

o Trn e - Colombo 07,

./':. . - .d 15 '10:193?¢ .
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Fmctions-of DivizionsX Aassistant and
Head Clerk of CDivision not Qifices and

Adcounting nits in the --‘-q;a..zo.J.Denartmant.

he functions of Divisional Assistant and Head Clerk”

.

of DlVlleﬂul Cffices and otngr Assasunting units of the Department will

be as Zollows hlth 1m4¢a1 te ellacke-

. . .

- . 1 \ - . . .
{z) Cenirzcis v Theciiing of Geazurements ol work done on

4 . . contracts. -
L. . B T

=

- (vl) Check rclls 3 Checling of atte 4d01ce cr check rolis: and

disizibutior rolls,chacking oF heasurements o -

yorxdone orn chiack rolls,. TWQL
(vii) Vebiclas .«
Machlner; . - o .

(A) Haliutonanse of racords of 10¢eﬂ°nt3 of vehlcles.

(B) Ch.ecl...no of daily runing charts of all vchlcles a‘tanhed

. .»o r} un;t/ 31v1sl - = A‘ .
{e) -, C‘wc rAne of H.C.RR. of aJ.’ utacm.n r:,r attachdd to-the. ey

- dmﬁnﬂmhff'.f.i .-'68 _ .._ : . :

-

. .
" (3) Tunctions of Divisiopxl Azsistant ' cT e
- -(i) Cash . ALY cash rayuents and maintansncs-tof petty.cash

L ‘bosk and disbuesencni register. . '
(ii) Baxk "1 Bigning of cheguss as second signaﬁ%ry when
Hzad Clerk is absent.
(1ii) .Sto;es:- - Checlcing of indents and @)l requisitiom, receipts
- - aad iscucs of stores and occassioral checking
of ma2in and fielcd stores, and signing of issue
' ' ardors. o
© (iv) Haterial  : Checling. of material ‘peturns for the correctness
' returns of receints, usages and balances, inquiring
.o - ) into arny errors, omﬂsz}ons,atc cbaerved,
R dnousing that the returns are perpared properly
. i and razceived *n time..



;(viii) “Checlting of MP & C.RR; .

(1{) Gencral A""lsrancq ‘to the Iu/Qu/T)DL. .

ote:-" DAR should not b2 cntrusted with any warkaite in

any cgpdcity;

(»)  Functiéns of Head Clork:.

. -

" apd ‘cheques. : : e

19?& 05.02) is hernbj cance,led.

(1) General .S{zperv;lsion of oifica.
(1i) ﬁenera‘ Co*réébctdcnce. e
fiii} Rece*vts of cash cheques, n01~yordz:a,;.tc., and 1ssu1ﬂ~ roce

- on Irom Gen: 1?2

C(aw) bl~n1n5 of chequss a8 secowd slan:tcry.

-

() (A) Chachmé cu all paynent vouchsrs ote befor" Subrdz.ss-.non -LTox

. -3
"|

*'uartlfxcaxlon. : . S S S _—_—
fB} uhecking of cash’ oaoh and bank rGOOnc.llauLon at&tcﬂeﬁt
(C) ‘Maintaining loprost Lodger dnd perpimu ImFro';t Le' oy

(D} Checking of contract Gocuicnts . '
e By Chselding of ]outhly cass accomta, schedyulas & “tatemonts. '

~—

:(f&} _{a) Preyaratlon of “1h4h Reports & meresv requlsltmon. .

.- (b} Prepurtlo» af nont}ﬂ.y com:.ut 2d ez:oend:.ture statramnnt.

-

(v:.a.) ‘\!alrtenan'-e of wtes l«dgers.' ‘ -

(v111) Geroral ﬂsalstance to *uu/Eu/hc »/DD -/

_Note:r

Haintensnce of cash Dbook, writing of-chaqucszanﬁ-preparatipn of Dank
?ﬁconc111at1on st atements should ﬂotbbntrus:ea En tho llcad Ciork. The

officer pfﬁparlng tho Bank Reconciliation should not write the ¢ash bogk

- . r
N -

-

Dapartmcntal Jchula, Io: o5 of 197# (letter no GC/G/% of

viL '. " '.,' - mga K.D P. Perera,
f D:.rector .of Irn*atmn. o

Secrotaryl/z.&z,:; . .
3ud*tor Gencral. , e *_ | ,\s

- ®.

.. .. .. ° . . . . . - . B
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My No: GA.1/151,,

frrigation Department,
Colombo - 7.
1580.01.10.
D.DD./S.00.,
- C.LEE/C.R.EEJC.EE.,
I.LEE./D.L.CO.,
Accountants / AAA.,

Heads of Branches.

Responsibilities and Functions of Range
Deputy Directors - Irrigation Depariment
1. Consequent to the re-organisation of this Department, as
approved by the Hon. Minister for Lands & Land Development, it has been
decided to up grade the present Range Offices from middie management
to senior management position.

2. ' Range Offices hereafter will be headed by Range Deputy
Directors, stationed in the respective Ranges. They wilt fucntion through
Senior Deputy Directors and be responsible fo the Director of irrigation in
respect of all activities of the Irrigation Departtnent in the Range.

3. Range Deputy Directors shalt be responsible for providing
detail guidance to the staff in the range with respect to the technical,
administrative and financial matters under the aver direction and guidance
of the Senior Deputy Director.

4. The Range Deputy Directors shall ensure the implementation
of the set programmes as defined by the Senior Deputy Director
maintaining peroper technical and financial conrol and ensuring that the
works conform to accepted and approved practices of the Irrigation
Department.
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5. The Range Deputy Directors shall also ensure that completion
reports are prepared and certified on all completed irrigation works and
these works are adequately maintained and the latest method applied for
water management,

8. The Range Deputy Director will function within the delegated
authority defined by Departmental Circutars with respect to Sanctioning of
Estimates, Procedures in awarding works on Contract and Administrative
Functions subject to overail control of the Senior Deputy Director.

7. The Range Deputy Director shall appraise himself of all
activities of the Irrigation Departrﬁent in his Range and be the source of
information on such matters to the local repreéentaﬁves of the
Nationai State Assembly. He shall be the immediate representative of the
Director of irrigation for the co-ordinated activities involving the
frrigation Department in his Range.

8. The Range Deputy Director will have a Chief Engineer as his
Deputy who will assist the D.D. in all matters connected with work in his
range and in particular assist in the investigations, designs and
Preparation of construction plans for Itrigation Projects falling within the
scope fo the Range and be responsible to the D.d. to ensure the uniformity
of specifications and unit rates applicable for work in conformity with the
standards of the lrrigation Department.

9. The Range D.DD. appdinted to the present Ranges shall
assume full responsibility for all the activities of the respective Ranges
from now on as per directions given above.

Sgd/........ Sgd : R.U.Fernando.
K.Chelvarajah Director of Irrigation.

Senior D.D. { E2)
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Departmental Circular No: 14 of 1982
(This Circular Superecds Departniental
Circular No: 34 of 1979}

No: 1A/1/1:3..
Irrigation Department,
Cotombo 7. 1982 May.04™

REGUI.AR CHECKS ON MAINTENANCE OF BOOKS, INVENTORIES
AND REGISTERS IN DIVISIONAL & RANGE OFFICES.

TR

p——————— e

1. The ANNEX to this Circutar shows the Books, Inventoris and Registgers
(B, 1 & R ) that shall be maintained as follows :-
(aj Divisional offices shall maintain all items in ANNEX.
{(p)  RangeProject officces shall maintain relevant items in A and B and al items in
C and D of ANNEX.
{c) Subs-Project office shall maintain such items under A 1o D of ANNEX as are

televant to the scope of 1Ls activities.

Whenever necessary additional 1tems of registers, cte shatl be maintained arising

out of requirements of Loan Agreements for implementation of projects.

2 Regular checks shall be made of the maintenance of (B, I & R } te cnsure that the
subjects of the B, I & R are under effective congtrol and up to date. Such checks shall
be carried out in the manner descfnibed in paragrapns 6 10 19 below so that each item 1n
the ANNEX is checked at least once for a calendar moth. for this purpose and as some
items will be checked by more than one officer, each officer in the Range/Project office
shall submit a programme in the previous months of the items proposed for checking in
the foifowing month. On receipt at such programmes, the Range D.D. shall co-ordinate
same with his own programme and approve gthe programmecs of the respective officers
to avoid overlap and to ensure that cach item is checked at least twice for a calendar

month.



The items assigned to the Range D.1. ars on account of the importance of his
personal checking of such items. the Range D.ID. shall ensure that the items assigned to

others are checked by them and take appropriate acticn for cases of default.

In the absence of the CIF:Sar. TE in the Range office, the Range DD shall check
as many items as possible assigned to the CIFE/Sszr. IE to ensure total coverage of items
assigned berween himself and CIE/Snr. IE. In the absence of the
Accountant’ Administrative Assistant in the Ran ge Office. the Range DD shall delegate
1o other swail officers in the Range office the checking of the items assigned 1o the

Acct.s AA.

Reports shall be furnished by each checking officer 10 DI with copy to
Accounant(Internal Audit) on or before the 15% of the following month of the items
checked in the previous month. The report shall include such relevant details as follows

but not limited to them:-

{a) No. of CR, description of work and name and desi gnation of officer to
whom the CR was issued.

{b)  No. of Measurement, identity of work, executing agency and name and
designation of officer to whom MB was issued.

(c) Location of stores. idemtity of raterials checked and name Of

store-keeper etc,

Range DD /'Project CRE.
The Range DD/Project CRE shall carry out checks on the following items in each

Division /Sub-Project at icast once in three calendar manth:-

(1) A - Accounts in ANNEX - Ttems [ 4,9.11, 12 and 13
(i) B -Stores in ANNEX - ltem 3

{ti} € - Tenders and Contracts in ANNEX - liems 2 and 3
(1v} D - General in ANNEX - [tems 1, 2and 7
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6.2

6.3

71

7.2

Adverting to Item A9, at the time of checking Register at least one CR shail be
checked in the ficld and similarly for C3, verification of 5% of measurements in the field

for at lcast one part payment on Contract Agrecment shall be made.

in aldiuon to the abvoe the Range DD shall check in the Range office
Items A4 . Al1, A13,C3,D1. D2 and :-

(1) Register of Registration of Comractors.
(itj  Register of Short list of Contractors.

CIE/Ser. IE.

The CIE/SnrlE shall carry out checks on the following items in each

Division/Sub-Project. at least once in two calendar months:-

(1) A - Accounts in ANNEX-Ttems 1, 4, 9, 11, i2and 13

{11) B - Stores in ANNEX - [tems 2, 3, 8 10and 11,

()  C- Tenders and Contract in ANNEX - items 1, 2, 3 and 4
(iv) D-General in ANNEX -Items !, 2, 3 and 7.

Adverting to item A9, at the time of checking Register at least two C.RR shall be
checked in the field and similarly for C3 verification of 10% of measurements in the
field for at least one payment on Contract agreement and one monthly CR payment shail

be made. In any case measurements shall be verified for at Jeast two jobs.

In addition to the above the CIESur. IE shall check in the Range Office
Items A4, All, Al3, B4, B6, Bl1. BI3.Bi3, C2, C3and Dito 7.

- -
- . -



8. Accountant.
8.1 The Accounmant shall carmy out checks on the followinjg items in each
Division/Sub-Project at least once a calender month.
(1 A - Accounts in ANNEX - All temns 1 to 14,
(11} B - Stores in ANNEX - ltems | 10 10,

(i} € - tenders and Comracts - Al Irems 1 1o 6.

8.2 Adverting to tem A9 at the time of checking Register at least wo C.RR shall be
checked in the Field.

8.3 In addition to the abvoe the Acct. shali check in the Range Office ltems

Alto Ald4, Bl to B10 and C1 1o C6.
8.4 The Acct. shall be responsibie for the following:-
(1) Test checks on Monthly Accounts and Summary of Accounts with
relevant Register.
(ii)  Test checks on Bank Reconciliation Statement.

(iif)  160% check of all Paid Documents before forwarding to Audit.

9. Administrative Assistant’ Adminustrative Ofiicer.,

91 The AA shall camry out checks on the following items in each

Division/Sub-Project at least once a calendar month.

(1) B - Stores in ANNEX - rems 12 o 136
(if)y D - General in ANNEX - All i‘ems 1 10 7.

9.2 Adverting to Item A9. at the time of checking register at icast two C.RR shall be
checked in the Field.

9.3 In additin to the above the AA shall check in the Range Office Items B12 to B16
and D1 to D7.

- - w® - -



10.

Divisioral {E. Sub-Proejct RE.

The Divisional TE/Sub- Project RE shall prepare & programme between himself

and the Ddivisional Assistant subject to approval of the Range DI Project CRE 10

ensure that all items in the ANNEX are checked at leas: once a caicnder month,

Howeser he shall be personally responsible for the checking of the following:-

{i)
(i)
(ili)

(iv)
{v})
(vi)
{vii)
(¥iii)
{ix}
(x)
{xi)
(x11)

(xiii}

{xvt)

{xv}

Item Al - Cash book imcluding verification of cash balance.

flem A4 - Monthly Travelling Claim Register.

Item A9 - Register of C.RR including checking in the field of not less
than half the No. of C.RR issued in the montk and verificatin of
10% of mecasurements for work done on not lcass than half the
No. of C.RR in a month.

IternA 10 - Register of Unpaid Wages,

Ttem All- Votes Ledger.

Item A 12 - Voucher Book.

Iten A 13 - Audit Query Register and follows up action.

Item A 14 - Monthly Progress and Cost Reportgs.

Ttem B 3 - Inventory Book of Matenals ete.

[tem B 8 - Distnbution Register of Stores.

Item B 10 - Register of Material Retums.

Item C 2 - Register of Contracts.

ltem C 3 - Register of Contract Payments including verification of 10%
of measurements for not less than half the No. of part payments
made for a contaract.

ltem D) 1 - Attendance Register.

[tem D 2 - Leave Register.



Annex to Departmental Circular No: 14 of 1982,

BOOKS, INVENTORIES & REGISTERS MAINTAINED IN
DIVISIONAL OFFICES,

Note: Range / Project Offices shall maintain relevant items under A and B
and all items udner C and D. Sub - Project offices shall maintain
such items under A to D as are relevant to the scope of activities of
the Sub-Project Office.

A. Accounts,

Cash Book, Petty Cash Book - Disbursement Register.
Register of Cheques, Money Orders etc.

Register of Holiday Warrants.

Monthly Travelting Claim Register.

Register of advances issued on Salaries/Wages/Travelling/Surveys
Register of Rent Recoveries.

P. S. P. F. Register.

Fees Register.

Register of Check Rolls.

Register of Unpaid Wages.

Votes Ledgers.

Yoticher Book.

Audit Query Register,

Monthly Progress and Cost Report.

RN G; RN =
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g

res
Register of counteroiki books.
Inventory books of Furniture, equipment, tools etc.
Inventory books of materials, fuels 8 other consumable articles.
Inventory book of Welfare articles.
inventory book of furniture, equipment etc. in circuit bungaiows
Inventory book of non-perishable articles sof motor vehicles.
Register of indents.
Ristribution book for Stores.

© NN AEON

Register of Material Returns.
Register of Drawing Materials
12. Register of Electrical fittings.
13. Catalogue of books.
14. Register of Stationery
16. Petrol and Mileage Register including D.R.CC.
16. Register of Govt Quarters.
Tenders & Contracts.
Register of Security & tender deposits.
Register of Contracts.
Register of Contract payments.
Register of Defaulting Contractors.
Register of Registration of Contractors.
Register of Short list of Contractors.
heral
Attendance Register
Leave Register
Register of Private cails { Official telephones)
Register of Trunk Calis.
Register of meter readings
Register of {_abour.
Registerof W. P. R R.

)
- D
. A

I
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DEPARTMENTAL CIRCULAR NO: 18 OF 1987
My No: C/CT/GEN/Vol.6

trrigation Department,
Colombo -7.
23" November, 1987.

All Range D.DD.

Sub: Allegation regarding Departmental Officers doing contracts

At the Partiamentary Consuitative Committee meeting of
19.11.87 several MPP and Deputy Ministers alleged that Irrigation
Department Officials are involved in doing Contracts and that the work so
done was of very inferior quality resulting in the Government spending
further ssums of Government funds to rectify.

it is the responsibility of the I.E. incharge as well as the
Range D.D. to ensure that good quality work is executed by the Contractor.
This can be achieved by frequent imspections. In addition it is important to
see that payment is made strictly for the correct quantity of work done
according to the B.0.Q. of the Contract. The LE._ must not make any
contract payments without checking in the fieid the quantity of work done

and its guality.

THE FINAL PAYMENT ON A CONTRACT SHOULD BE
DONE ONLY AFTER THE D.D. HAS INSPECTED THE WORK FOR QUALITY
AND APPROVED SAME.

It is also necessary that a permanent Work Supervisor
should be posted to esach Contract worksite, so that continuous
supervision of the work is possible.

Please maintain a strict check on the award of Contracts
in your Range and by way of surprise checks efc., ascertain and satisfy
yourself that the genuine Contractors are executing the work.
Representatives of beneficiaries of the shceme should be invited for such

surprise checks,

t.e



i you come across any instance where a Departmental
Official is sisnvolved in the execution of a Contract, you are required to
immedhiately bring the matter to my notice with sufficient information.

Your attention is also drawn to My No: C/CT/GEN/Vol.4
dated 24" June 1986 and are requested to stricly comply with the
instructions there in, In the event additional funds are expended in
rectifying defects such sums will be surcharged from the Officers
responsible.

Sgd!...
Eng. K.D.P. Perera
Director of Irrigation.

Copy to: S/L& L.D.
: Case No: 66 - 00054

£3



Departmental Circular No: 3/92

My No: G/6/G/7 Vol.iii.,
irrigation Department,
Colombo - 7.
12"™ February, 1992.
D.DD/C.R.EE./JC.I.EE.fL.EE.
SUB: SUBMISSION OF WEEKLY PROGRESS REPORTS AND MONTHLY DIARIES.
It is observed that in most offices the submission of Monthly Diaries by the
Irrigation Engineers and the Weekly Progress Reports by the T.AA. are not being
done. From 2™ February, 1992 all officers concerned are kindly instrucgted to

submit these returns to their superior officers.

1. MONTHLY DIARIES.
Monthly Diaries of all Range D.DD, C.R.EE, C.L.EE. and |.EE. should be
submitted before the first week of the followoing month to the immediate
superior. A copy of which should be maintaiend in the respective Range
D.DD's Office or in the branch of the respective D.DD. The original of the
Monthly Diaries of the Range D.DD Ishould be sent to the Addi. D.l.to be
retained in the Head Office.

2, WEEKLY PROGRESS REPORTS
The Weekly Progress Reports should be submitted by all T.AA, in duplicate
to the immediate superior officer before the end of the following week. One
copy of which would be retained by the Irrigation Engineer in charge and
theother copy would ke retained by the D.D. in charge.

Sgdf. ..
K. Yoganathan
DIRECTOR OF IRRIGATION.

C.C. :Addl. D.i. - for information and necessary action please.

- A - - -



My No; G/6/¢/7/vel, iv,

Departmental Circular No, 09
Irrigation Department,

T : _ - Colembo 07, .
h 3.’ T May 5 1993

. . e /5 ) Y § .
Dy DD/ Ca R EE/Cs I.EE;/I.EE v

SiB: SIBMISSICN OF WEEXLY PROGRESS REPGRIS AND ! DN"'::’LY DIARIES

Your referonce is requested te Dgpartwmental circular No. 3/92 of 12,02.92 on
the above gwbjoct. It Iis noted that most officers have not camplied with the

above Circular instructions, Therefore all officors ¢onccmcd.ar'c rejucsted
to strickly comply with tho following instructions with cffoct from 1.6.93.

i,  MONTHLY DIARIES

Konthly Diaries of all Range DeDDs, CoRuEE., Cu T EE and I.EE shovld bo
" submitted before tie fir'-t wook of t'?e followirg monti ta his immediate
"upcrior officor. A topy of which ~homd be maintained In the respective
. Ramge D.DD'f' office or in the brar h of the *ospect,zvo Snr, DaDDe The
originr_.l of the monthly Dzemm o}t the Eangc D, DD showld bc gnt: to the
Addl, DyI. to be retained in the ficad OFfFico. (V.G erch) |

I, WEEKLY PR(X;RESS REPORTS

The Ved.ly Progross Reperts sivuld be submitted by all T.Ad, in
duplicate to his immediate superior sfficer before the ond of the
following wocks Onc cify of which should bo rotained by the Irrigation
Engincer in ch:zrgc and the ot4cr copy slhiould be retained®y the. Rango
DD, /Sm-. DD

T R

02, Al Dreughtman should maintain a diary giving the work pc“fomed
. daily, .

03, A1l officers comcorned should maintain these returns and should bo
-~ ‘mado available for zny inspecting Qfficors. A1l inspecting officors
are reguested to personglly chcck tihese during their Inspectionn and
include a note to thig offect in thoir irspection notes.

4

N
04, Addl. D.I,, Snre D.OD and Renge DuDD should onsure that tho regpective

cfficeors haveo submitted theoir montiny diarics/vpk Leofore asprroving the

-annkal fnerowents,

Sovf L )
W - 7 Sgd. K. Yoganathsn,

Re Jayasi .
e A::O}’ir?ﬁef : ' . 85 DMiroctor of Irrigaticn
Snr. Daouty Dircctor, mEAESE
( Personnal & Aduinistration)



Departmentai Circular Nao: 06/2001

My MNo. DD(ESTVDCH
rrigeton Depa't. nen,
Bot,cunm :ka Mawaiha.
Celumbe 07
26-33-2901.

All SirecioreiSny O, _;Dr'c,]n sl Direciars

Al Figads of Divisicrs - Heag Office.

o DD Iri-chiarge of Ranges s R.ES/Chist L erojedt Enginears
EE m-c‘“a't'e of DIVIS|C>”1<-‘-." Res cent Engineers/td cE/C DXOA

[
'
i

- Duties of CROA, DOAA & Drayghtspersons

he Lists of duties of Draughtspersens, D*a-v'mg Cffice Assislarts anc Chief Drawirig
O..loe Assistant are °::pe".dec Leiow and will be 0 force wath immagiate offect. This
Circutar supers Ges ail previous Depariment Circutars or Office Crders ssued in this -
regard N

(i Duties of Draughtspersons

i Frepatanon of dravings, 2003 anc estimates of 2l works | {whenever raquired)

. by he —epanment uncer e sLeervision of “Cﬁzq-v Uperscrs s
ay tre Divisionai Ergineer/CIEPDIDOSN: DOThects:, ConliTming 0 iatest

B

Grawing cfice siandards and gractices

}

< Agsisi DOABrgiree” 0 tne preparaton of

(@} Land asauisition pians and apptisalions
(o) Pregram and P'omess rians

{u} Rate Erc.lfb g ars ol of uznrites

(d) Any other rziavant occuments

3. Assist DOAEngnesr i= the calisclior of the foiiowi! N2 Q3 a2 recorcing in trs
reg:sters and fumshing therm to tha raisvarn: zothenlies,

Tanx r2fuirs fwzier iével receras:
Rarfad Daiz

P Cutvaten Ttz

i Scheme detaiis

‘At Tingr rplevgar iomms
2. relevgny =LA

v et .
e o

}"i 7w

{
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- & = s =



/

e

4.. In addition to the above duties, D'persons wil attend to the following also

5.

(i

as directed by Divisional Irrigation EngineenCIEPD/DODSHr DO/Director

(@} Checking of measurement books with relevant documents and
measurements.

. {b} Checking of estimates of ail categories inciuding P repots, | :
(c) Checking of work schedules for agreements and direct labour applications.
(d) Checldng of cross-secticns ete. and measuring the areas (for payments)
{e) Checking of any other documents entrusted by Divisional IE/CIE/DD

+{} Preparation, Checking of comparative siatements and revised estimates
(9) Preparation of progress diagrams

"~ {h) Preparation of mairtenance diagrams

(} Comparing estimates for sanctioning. '

) Checking of finaj payment reports and reports for release of reiention,

.Any other relevant duties entrusted by Divisional EACIEPL/SNr-DO/Mirector as the
case may be. : '

Note.This is subjected to any changes in functiéns of the depariment hierarchy on .
any future date. .

-
-

Duties of Drawing Office Assistants

- Incharge of Drawing Office and distribigion of works emong Draughtspersons based

‘on the pricrity decided by the Chief Irrigation Engineer/Deputy Diractor,

~¢

At .
- 1

‘Supervision of the works of the Draughtspersons in the Drawing OfficéS in HO,
Range offices and Givisonal offices to maintain stancards and quality.

On the job training of traines D'persons and juniors.

Regular revision of rate - analysis relevant to the Divisions in the Ranges and ’
collection of data required for same as directed by CIE/DD.

Maintaining a register of water levels of Teserveirs, rain - fal data, cultivation data etec «
and rendar them to H.O and olner agencies under the direction of CIE/DD,

Assist GIE/DD in the predaration of plans and applicaticr:s for fand acquisition

Preparation cf Progress Reports and Programmes as dricted by CIEDD. |
g7
e -



leave, recommencing increments angd rerformance 2pparisal of O'persons in
HO.’Range:Projec; office as drectad by DireztoriSnr 2DDCFDICIE

9. Meintainingtescitting in the DiCfice

10 Méintar‘ning aregister of estimates 2rd plans and safe keeping of plans in
Range/Branch ofﬁceﬁ-"rojec{f cifice _

11, Assgsment gf the requirement of drawing instruments anc materialsicf anhge!
Branch Office and Place orders to meet the fequirement, Issuing drawing rnaierials
- and prints to Divisional Ofiices as and when fequired under the direction of DD/CIE

12, Altending Range Tender B-OérdfTEC; District Buying Commutee Meelings when
Cailed upon ta do so by the DD '

13. Any other relevant duties entrusteq by ClE/DD. s

~-

(M} Duties of Chief Drawing Office Assistant

(1) General guidence to Craughtspersens attached to ajf drawing offices in the --=P-
frfigation Deparment to give the optimum efficiency :

(2) Towe In-zharge of the folicwing sactions in the irigaticr: Cepartment Head

Office.
) Lrawing office main steres
{if Flan Record Roem

M} Prlan Printing anct Ciisat Printing Units

o)
~a

- ASsassment of requirements. Freparation of Spec:ﬁca‘:fcnsi €vaiuation
{Procursment by Procurement Branch), issues of drawing materialg and drawing -
instrumenis to ayl Drawing offices. COOA wit! pe @ member cf the TEX for the
above Preceraments and aiso attend the DTS as an clserer when aajjed Hfelely
0 do so by DGl :

—,

c Checking of monthly matariar relums of plan; Frrking ard ciiget Prnting work arg
laxa aperopriate acticn,

5 T0 assist the Senior Ceputy Dirssior {Trainrg) LT Training in raining of
O'Fersens i v rous byoes of Gravirgs, Drawing Cffica £racuces s )

~B8

- e - s - .



(68)" Totake appropnate steps to preserve and maintain old plans, drawmgs
instrurnents etc which were used by the Irrigation Depariment in the past.

(7} To assist Directorate in fumashmg relevent statistics pertaining to cadre -
vacancies etc. in, the grades of D'persons , plan keepers and Map mounters ste

(8) -.Maintain and update statistical data relating to old rrigation schemes comi: ng
under Imigation Dept, Provingial Councils and Mahaweli Authority.

(9) o :Attencl the Mmlstry Rate Foang Ce:mrmttee as a memnber if mstructed by the DG,

{10 J Any uther relevem dutaes ertrusted by the Director (RDXC}.-
CDOA wull fmcnon under the adrmmstraﬂve controi of Directer (RD & C)
Note:- This is subjected to any changes in the functions of the Department

' merachy oi any future date.
75 MWWW

- Copy:- 1. Secretaryfl.& WRM - For information

hand - -
o - Al
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Deparimental Circular No:7

My No: 1A /37 04.,
Irrigation Department,
Colombo.7, 27 Jan. 1877.

. Resident Engineer,
Irrigation Engineer,

Sub; Maintenance of Cash Books

it is observed that a uniform procedure is not followed in the maintenance of
Cash Books in the Divisional Offices. While in some Divisions, one Cash Book is
writter up for both Cash and Bank transactions in others two separate cash
books are written up for Bank and Cash fransactions. With effect from 77.2.1 the
following procedure shoukd be strictly followed:

2. Bapk Transactions

The main Cash Book shouid be maintaiend utilising the Cash
Columns to record all deposits to and payments out of the Current Account in the
Bank. Both the "Cross Entry" and “ Total columns shouid be suitably posted,

Cheques, Money Orders or cash received from whatever source
should be entered on the Receipt Side of this Cash Book and deposited in the
Bank, promptly. Al such receipts should be acknowledge on Form Gen. 172,
(Yellow Receipt ). All monies received other than imprest cash must be
remitted to Head Office, by cheque with the Paying-in-Vouchers. {Chapter 2 Sec.
30 of Manual of Accounting Procedure). Your attention is drawn to the
requirement in FR.177, that any monies received on behalf of the Government,
whether such money forms a part of Revenue or not, the whoile amount shouid be
deposited in the bank daily or at the earliest possible opportunity.

2:2 Payments: Ali payments by cheque should be entered on the payemnt
side of this Cash Book in the * Cash " Column. Abatements if any, should pe
entered in the " Cross Entry “ Column and the total payment on documents
extended to the * Total “ Column,

90



Numbering of Check Rolis.

All supplies of Check Roll Forms indented for from the Govt will in
future hbe print - numbered. The print - numbered check roll will be faken on
charge from the Govf. Printer by the Chief Stores Officer and issued to the
Divisional Offices in strict order of inted - number of Stock Receipt form -
lrrigation 131, in duplicate printed number on Stock Receipt form - irrigation 131,
in duplicate number against the quantity of forms issued. The €.$.1.0. should be -
that an acknowledgement is received promptly in respect of ail made and filed of
record.

The same procedure shouki be followed when print numbered check roit
forms are issued within the Head Office,

On receipt of the print-numbered check roli forms in the Divisionai Offices,
one copy of the Stock Receipt form, lirigation 431 should be in acknowledgement
and promply returned to the issuing officer. The officers in charge of the counter
foild bocoks in the Divisional Office will be responsible for the safe custody and
accounting for all print-humbered check roll forms. issues to the officer dealing
with issue of check rolls will be made on an Issue Order and acknowledgement
obtained for each officer.

Each issue should be entered in the Ragister of ‘Check Rolls vide indix il
of the Manual of Accounting Procedure. The printed numbers shouid be entered
in cofumn No: 2 of the Register.

If any form is spoilt, it shoul dbe scored across and the word "cancelled”
written across it and authenticated by the CE. Such cancelled should be
carefully fited of record to the produced when required by the Checking Officer.

The C.EE. shoukd apply immediatety for adequate stock of printered Check
Roll forms to the Chief Stores Liaison Officer. After obtaining this supplys, the
C.EE. shouid despatch the unnumbered unused check roll forms available in their
offices without delay to the Chief Stores Liaison Officer. Stock Books for check
rolls shouid be maintained in form Gen.20 with the following particulars.

91



Dateof From whom "Numberson Qiy. Pate Towhom Nunbers Qty.

Recpt. Recelved. Form™ Reced. of jssued on Form iwsued.
received issue unased
From... To.. .. From.. To...

‘ In case of check rolf sissuad being soiled mutilated or fost duplicate check
roll may be issued in terms of Section 236 and 236 of the manua! of Accounting
Procedure. A report from the officer reporting the {oss shouki be obtained and
filed of record in the file for mutilated and lost check rolls. If a check rolt issued
had not been used subsequently, for whatever reason, such check roil shouid be
returned to the issuing officer for canceliation and be filed of record in the file for

cancelled check rolls.

Director of Irrigation.
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wEPARITMENTAL CIRCULAR NO: 2 OF 1975,

To: C.EE.
D.IL.EE.
DS.

such worker:

(a)

My No: 1A/11/3,,
trrigation Department,
Colombo 7.
16.01.1975

Payment of Wages - Casuai Labour.

Attention of all Paying Officers in the Department is drawn to the
provisions in Chapter 136, Section 2 of Legislative Enactment, Volume V.
extact of which is appended for your information and necessary action.

Payment of Wages.

2. The employer of workers in any trade shal comply with the
following provision of this section regarding the payment of wages to every

No. shall, subject as hereinafter provided, pay such wages
in tegai tender directly to the worker, without any deduction
other thanan authorised deduction, as hereinafter defined,
macde with the consent of the worker :

Provided that the aggregate of the deductions so made at
any one time shall not exceed -

{)

(8

seventy five per centum of the waged due, in the
case of a worker in any trade specified by the
Minister for the purposes of this paragraph by
Notification published in the Gazette; and

fifty per cnetum of the wages due, in the case of a
worker employed in any other trade:

Provided further, that nothing in the preceding
provisions of this paragraph shall affect or be
deemed to affect -

{1} any deduction authorised to be made from

such wages by the Income Tax Ordinance or
any other written taw: or

03



(b)

()

any retention or paayment of the whole or any
part of such wages made in pursuance of or
compliance with any order, process or decree
made or issued by any court of law.

for the purposes of this paragraph a payment
which, immediately after the wages are p aid to
the worker, is made out of the wages by the
worker to the employer or to an agent of the
empioyer, shall be deemed to be a deduction
from the wages.

in this paragraph “authorised deduction™
means a deduction made in the prescribed
may of in respect of -

(i} any advance of money made by the
empioyer 1o the worker,

{iil any payment which, at the instance of
the worker, is made out of the wages of
the worker by the employer to any
person other than employer or an agent
of the employer in order to discharge
any obligation of the worker or for any
other purpase of

(iiiy any other prescribed maftter.

Subhject to the provisions of subsection {1} of Section §,
he shall fix the wage period { not exceeding one month)j in
respect of each worker employed by him shall pay the
wages for that period to that worker -

N

{it}

where that period does not exceed one week, within

three days after the expiry of the period or .

where sthat period exceeds one week but does not

exceed two weeks, within five days after the expiry of
that period, or

¥4



(iii} where that period exceeds to weeks, within ten days
after the expiry of that period;

Provided, however, that where owing to the absence
of any worker or to any other unavoidable cause, itis
not possible to pay the wages of any worker within
the time limited by this paragraph, he may retain
such wages and shail there-after pay such wages to
that worker at the earliest possible opportunity.

Noting in this paragraph shall in any way affect the
period of notice or warning necessary under any
provision of written law other then this Ordinance for
the termination of any contract.

{¢) I he terminates the employment of a worker on any date,
he shall before the xpiry of the second working day afgter
that date, pay the wages due to that worker.

2. Please make arrangements in your Divisions for the payment of
the month's wages for check roll labour to be made within ten days after the
expiry of that month.

Sgd. P.H.Perera
K.Sathasivam < Director of Irrigation.
Chief Accountant.



Deparimentai cucuyiar No: 19

My No: CT/ME/GEN.,
Irrigation Department,
Colombo 7, 26'™ May 1978,

D.DD.

ClLEE/C.EE.C.A..

LEE D.I.OOQ.

Sub:- Check Roll Work

Reference decision taken at the C.LEE. held on the
20" April, 1978 viz : that ;-
"Construction work should not be done on check roll unless
prior authority is obtained."”

Please note that his decision does not apply to -
{a) Emergency work such as flood damage repairs.
{b) Urgentwork - in times of loods etc.

Check roll work on the above could be undertaken as and when required
and any authority reguired as outlined below could be obtained subsequently.

2. Works Costing Rs. 15,000/= and under.

When there is no response to tenders, work could be carried out on check
roli. However, the C.L.E. of the Range shouldbe kept informed of the work being
done on check roll.

3. Works Costing Rs. 15,000/= to Rs. 100.000/=

When there is no respbnse to tenders, work cotld be carried out on Check
roil with the authority of the C.L.E. of the Range.

4. Work Costing Over Rs. 100,000/=

When ther is no responsible to tenders, work could be carried out on check
roll with Head Office authority.

5. Departmental Circular No: 17 of 17.05.1978 is hereby canceiled.

6. Please acknowledge receipt of this Circular.
Egd. R.U.Fernando Sgd. A.Maheswaran.
0.D. Director of irrigation.
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Departmental Circular No: 26
My No: C/.CT/GEN- Vol .2
Irrigation Department,
Colombao 7, 8™ June, 1978.
CLEE/LEE.{D.L.OO.

Sub: Procedure to be adopted in awarding
work on contracts.

Further to Departmental Circular No. 20 of 1978, the following
procedures also can be adopted in awarding works on contracts:

1. Awarding work to approved societies:

Work can be awarded to registered Rural Development Societies,
Co-operative Societies and Labour Societies at eslimatged rates less
Supervision and other charges not exceeding 10%.

A [ist of all such societies should in the first instance be forwarded
to the C.1LE. of the Range for his approval. For works over Rs. 15,000/= an
approved society should also be registered as Contractos of the
Department,

2:3  Authetilation of C.B.Entries

All Cash Book entries, both on the Receipt and the Payment Sides
should eb checked and initialled by the R.E. with the relevant Paying-in or
Payment Vouchers respsectively.

2:4 Balancing of the Cash Book.

This Main Cash Book should be baianced daily in terms of
F.R.446 [2). sAll accounting officers are requested to read F.RR. 380 - 396.

3. Petty Cash Payments. : All Petty Cash Payments should be
recorded in a separate Petty Cash Book which is a memorandum Cash
Book. It should be clearly udnerstood that except for the opening and
renewal of Petty Cash no entries shold be made on the receipt side of the
Petty Cash Book. Please read F.R. 446 {3).

3:1  Payments out of Petty Cash should always be made on vouchers
duly certified by the R.e. and receipted by the Payee and should be
attached to the Renewal Voucher.
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3:2 The Petty Cash Book should be balanced at every renewal and at the
end of the month and cash in hand verified by the R.E.

3:3  The Petty Cash Imprest should be reimbursed at frequent intervals,
atleast once a month depending on the payment needs of the Division.

4. Register of Disbursements.

When cheques are received from D.. or D/t and E for payment to
staff such receipts will be posted on the receipt side of the main Cash Book
and the cheques banked. TYhereafter a cheque in favour of the R.E.JO.E,
should be drawn for the exact amount of the cheques received from DJ. or
D/M. & E. and this amount should be entered as a receipt in the
Disbursement Register. Payments against this amount would be shown on
the payment side of Disbursement Register as and when payments are
made. any absentee wages returned by Paying Officer should be furnished
with a receipt of form Gen. 172 and deposited in the bank and remitted to
©.I. or D/M & E in terms of F.R. 290.

4:1  Similarly when the R.E. has to make payments sor wages or
advances to a large number of employees on Check Rolis, pay abstracts or
advance payment documents, a cheque in favour of the R.EJO.E. should be
drawn for the exact amount of the vouchers and this amount should be
entered as a receipt in the Disbursement Register and payments shown on
the payment side of the Disbursement Register as and when payments are
made. Absentee wages should be dealt with an mentioned above
(F.R. 290). Under no circumstances should monies be dragwn from the
Bank on a estimated or round figure without a duly certified payment
voucher.

4:2 The Disbursement Register should be balanced daily and the
balance cash in hand reconciled with the unpaid balances on documents.
In this connection your attention is drgwn to FRR. 271 and 281. All
payments should be closed well within the specified periods.

4:3  The daily closing of balances, namely Cash Receipts, Bank Deposits
for Cheques, M.CO., P.OO., efc. deposited in the Bank, Re-imbursement
Regisgter Balances compared with the payment documents and Petty Cash
balances, should be checked by the R.E. and certified correct,



Numbering of Documents and Schedules.

Please follow the instructions contaiend in departmental Circular
No:16 of 1871 { F.1/1 of 71.10.05 ) with regrd to the continuous numbering
of Schedules and documents for the Financila Year

| am attaching for your perusal and guidance a brochure on some
aspects of accounting procedure,

The sinhala copies will be supplied in due course.
K.Sathasivam. Sgd. A. Maheswaran

Chief Accountant. Director of [rrigation.

CC: AH D.DD/! D.LEE !Accountants

Y



My No: 1A73,,

Irrigation Department,

Colombo.7, 30™ Jan.1879
To AH : C.LEE / LEE,

Manual of Procedure pertaining to the Maintenance
of Check Rolls and Distribution Rolls.

A Manual of Procedure pertaining to the Maintenance of
Check - Rolls and Distribution Rolls is annexed herewith for strict
compliance,

This will be effective from 1.2.78.

C.LEE. should see that compies of the manula are issued to all
officers who normally handle check rolis and obtain acknowiedgement and
keep them filed of recorg.

Printed copies ( in all three languages ) will be issued to each

officer in due course.

Director of Irrigation.

cc: 1. S/L&LD. - for information.
2. AG. . for information and necessary action.
3. D.DD. - for information and necessary action.
4. O.A. - for information and necessary action.
8. A.D.A. - for information and necessary action.
8. C.EE. - for information and necessary action.

ceeeme... Copies are sent herewith, If addditional copies are
needed make your applicable to Accountant {Internal Audit )
of this office.
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MANUAL OF PROCEDURE, PERTAINING TO MAINTENANCE OF CHECK ROLLS

i:1

2:1

2:2

3:1

AND DISTRIBUTION ROLLS,

Authority for cmplovment of Labour.

Before works are undertaken on checkroll Labour authority should be obtained in
terms of departmental circular No: 19 of 25.05.78 and No. 26 of 08.06.78.

Recruitment of Labour

Here-after recruitment of all types of labour required for Departmental purposes
should be on the following basis.

(i) Unskilled labour required could be recruited from among those registered n
the Range, as at 31.12.78 and were in cntployment during the 3 months
proceeding this date. .

(i) If sufficient labour eligible for employment on the above basis is snot
avzilable, rcruitment of additional labonr should be th rough the respective
Job Banks according to the isntruction given in the Departmental Circular
No.3 of 1979 GX 725 of 16.1.79) and the Minisiry of Plan Implementation
Circular dated 28.10.78 annexed hereto.

{(iii)  No Drivers, Operators, Kanganies or Supervisors should be recruited by
the L.EE/O.I.CC and engagted on work without Head Office Authority,

If anyone employes labour on basis nther than the above, be is sliable to be
surcharged the cost of such jabour,

Registration of Labour.

Each LE./O.LC,. of a Divisions should maintain in his office a Register of labour
with the following particulars in respect of casnia labour available in his Division
for cmployment.

(a) Seriat No

(b}  Fuill Name

{c) Designation/Grade/Trade:;

(d)  Age ;

] Permanent Address :

() Temporary Address :

{® National {dentity Card/Job Bank Reference
()  Specimen Signature/Thumb Impression.

The existing register should be revised on the above basis.
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Labourers who have absented themselves for 2 vears and aver should be deleted
from the register.

No acw pames sheuld be registered unless they are sent by the Job Bank or as
provided in Departmental Circular No. 3 of 1979.

If sutficient work is not available in the range for all those registered. employvment
should as far as possible be on a rotational basis on each acsivity within the range.

Note 1 - No person without a National Identity Card shold be registered
unless his names has been sent by the Job Bank.

Note 2 - Separate folios shouid be opened in respect of each category of
Lahour j.e. Unskilled, Semi-skilled, Skilled etc.

Note 3 - The Register of labour shou!d be available for inspection at any time.

Applicasion for Checkrolls,

The officer in direct charge of the work or gang of labour should apply in writing
to the LF./Q.L.C. before the 20" of each manth for necessary checkralls to carry
out to work during the following month. The following information shounld be
furnished in the application:

{a) Name of work and the numebr of the estimate sanctioned for the work.

(bj Number of each Sub-item of work to be done during the monthwith nature
and quantity and the amount required against cach sub-item.

(c) Name and designation of efficer to whn the checkroll should he issued.
{d) Probable number of labour and other personal te be employed on ihe

checkroll during the month.

issue of Checkrolls.

LE./O.L.C. on receipt of the aplication and after satisfying himself that the amount
applied for is within the amnount available for expenditure aguainst the sub-item
and that it roughly corrcsponds to the wages and allowances of the personnel
necessary to be emploved on the cheekrall, cause a checkroll together with a
Distributin roll to be made out and submitted to him for signature 2long with the
Register of checkrolls with columns 1 - 8 are duly entered as indicated in para.12
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6:i

7:1

Only Printed numbered Checkroli Sheets should he used.

One and only one C.R. should be issucd to makrd the atendance of casual labour to
be engaged on a particular work apd on a particular shift. Nighi Watchers, if
emploved should not be marked on the sume C.R. used for day employees,

checkroll should be issued only when the issuing officer is satisfied that relevant
work could be commenced during the following month, vide para 5:1 above.

C.RR. should not be issued to casual work supercvisors without the specific
authority of the C.J.EE.

Packet check rolis shonld not be maintaiend as an 1 nterim document to record
attendance.

Separate Checkrolls should not be issued to makr the attendance of cusula

supervisers or supervising labourers, but their attendance aste should be marked
in the main Checkroll issued for the Worksite.

Number of Check Rolls.

LLEJO.LIC. should maintain a Register for issue of checkroils for each Financial
Year and numbering of Check Rolls should be a continuous series from the
beginning of the Financial Year to the end. The first C.R. issued should start with
Nao.0001.

Essue of Additional Check Roli Sheets.

If more than one check roll or distribution roll is isscud consecuiively they should
be serially numebred. The Total number of sheets issued should be entercd in
words immediately above the signature of the Le./D.0O. on the issue page of the first
sheet of the Check Rool thus:

" Issued ....... sheets of Check rolls and ........ sheets of distribution rolis duiy
authenticate by me.
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7:2 If in the course of the month ef work, additional sheets are found -
- neecssary extra sheets (scrially aumbered) may be issucd after
Aauthcntication as indiested in Sub para (1). Ap cnidorscment should
- b€ made .on the issue Pege of the firgt shect regarding ¢ puber of
. supplementary sheets issued and the endors=cment Bigricd and dsted.
Refercnec to the originel shect No, should alec he given. The issue
of the additional shccts ol se should be entered in. the Register of

Cheek Rolls,
8.  Bartéwlars to be furnished op Chock olls ot the time of Tasue. -

8:1 Op the I#S0C pagc of the Claek Tell ip addition <o the particulars
required to be inscrtcd According to the printed kheadings, the name
aod location of the work #ite for whick the Chcck roll is iasucd

« should be clearl indicated at the Lrn of the issue prge.
. XLy T ( peg

8:2 Tht pumber Asaigned to o cicck roll sp the printed fhcnding should be
Lt thc-mmbcrj recorded in the Register of Cheok Rolls . for the sAME one,

" 8:3 Under the 'hbacii'ng' "Ttems of -mork to B done" should be given the
numbera- of the sub itegs A% Appeaxing in the sanctioned estimste
together with the nature of work to bc denc and the amount allowed far
expenditure under cach of them, If.the work to be donc refers to work
Ranctioncd under ' sub cetimate, the number of the subd-jted of tho
Main Bstimnte as well gs that of the eub Estimate should Se given.,

8:4 Undcr the zhcnd.jng "Overseer” ahedld be enicred tic names and designat-
cdona of the officer in dircet cherge of the work and that of his ~
supcxrviser, - ' ' ) .

Ba Officors to whem fjhcck ;Rc'.'lls sheuld be izaued.

9:1. Chrckrolls shouid be issued to Monthiy mid officers only. They sheuld
Dot be isswed tp daily pa3d cmployces. ' ' :
10. Authoriscd amounta of Cheek Roll.

10:1 The _amountf z.authorisé:d czn a.Chc~c.i§'Roll should not be exceeded without
| . mritten ruthority of the authorising of ficer. )
’ . . e ﬁ'

1. - Increasc of avthoriscd amount of thc-Cﬁcck Rell.

T T It would not normelly be neocessary tr incrcase the original amount
'~ eallowcd on a checkroll Wwless the output of work on the sub-item.
included in the checkroll kas to b¢ increascd or a new -sub-itcm under -
taken, Such incrcase or addition sheuld be endarscd on the iasuC page
thuys: tom B L

Expenditure not to exceed Hs.. 1,000 Ibitials of the issuirg officor

D P and date
- Increascd by . «» Ra. 50C ~dd - - gg -
' Rs. 1,500 :

- Total .-nllm_v_t_:d_- .. .. ke 15
T (the AMOUNLS -are only cxamples). .
The new sub iteme i my should be added to these shown undcx:_ti;;c
heading "Itcma of work te be donc”. and initinlica by the Iasuing
Officer, Appropriatc ¢nirics mwst be made in the G.R, Regiator to -
iIndicatc sich puthorisation, :

2. Registor of Checkrolis.

3:1 A Rogister of Theck Rolls should be modnteincd in cach Divisicon/Sub
- . Pivision/Univ o Yorm shows in appcndix.A. Op c.:,lt'zarcnfianshpgdd;,-bc
ahown the serial number of the cheekroll, Humbering -ahould bc.‘:"tfcr}.c.‘
eopaccutively, fer ¢ach Financial Year. ’-"hc'h.imbcrmg of ohcckrolls
~.ahould atart with 0001 for cach Fifmncinl Yéar, bach dseuc should
be initiallcd by the I.E./0.1.6. in column Sb of the hegistor at the
time he mignx the issuc particulears in the check roll. ’

1Na 9% : (B )
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Serially Printed puibcrs of the UC.RR ahccts should be given in
corumn oba, ihc Hesd Clerk’s dnitials ip colwin 2 o arc intendos
to cpsure that the psrticulars have been. corrcetly recorded in the
Register and the liabilivics have been notcd in the Votcs bedger.
Column 10 to 12 should be filicd in whep the paid veuchors have
been scheduled. ‘he bHead Clerk's initial in column 12 a will vouch
that the particulars of paymcnt have becon cerrectly roccerded in the
Kegister, the 1isbility noted on mecount ol the Uheckroll has becn
dcleted -in the Yotcs Ledger and the cxpenditure ¢ntered tiwrein.vlhe
cntry rclating to the payment should he initielled by the Paying
Officer at the time e signs the schedules of vouchers.

5. Statcment of Check rolls issucd
1%:4 .  An cxtract of column 1 - 8 a from the Register of Checkrolls relating
to the month should be ferwarded to C.I.E. with cepics to Dircctor of
Ipveatigations, Ministry of Lands, & Lapd Deyclepment and the
Aocouptarit, Internal fudit of %he Departmentx to reach them atleast
.. threc dnys before the end of the provious mopth. Particulars regard-
‘.. ing subscquent issucs of chock-rolls, isgucs of additional forms cie.
alse ahould bc forwarded within Tive days o sueh issuca.

14.. Cinsaification of Lalwour.
14:1  Lsbour cmploycd should be cntercd in the Check roll in ihe orucr 2
-« * . whieb they are cmploycd. Their classifieation, their status .
" 1.6. Cadwl, Tcmporary cte. Grhde i.c. Skilled C1.1, 8killed TL.IT
©  aemi-gkilled cte. and Trade i.c. Mason, Carpenter, Bercr che. should
bc cntered against their names. '
14:2. . The column . oul? be sub-divided into two columis, enc of whieh slould
" be uscd for consccutive numbering of the cmployucs. The other sub
column should be headed "Depaywucntal Numbez" apd utiliscd for
dndicating the Departmental No. assigned to the employccs at the
time of the registration. o - ' : .
14:3. > "%he - grades, Tradcs and statue of cmployces should e givem in th
.colun for ®Rapk or Ulass”.  Tredcs of all ‘labour cther thapnskillcee
labour. should be givep in thia column

13
o

N
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15:  Marking of Attendnpce of Labour on Gheck Rolls.

18:1 - There stnll;bc-an Attepdancce Register in cvery worksitc. Al caployces

~ahould aign same. at tle commencement of work sand close of work giving
their Departmentsl number (Registered number) in coltmn providdd .
Attcndance Register stiould be closed immediately after start and

- elosc of work by the officer in charge. Vhe Attendance Register should

" be aveilable for inspection and shpuld be a pormanent onc.

15:2  The Check 7oll shell be marked immediatcly after scttling thc cmployccs
v - far work in the merning and in the afternoon. The merking.of tac
. cheek roll should be done by the officer in charge of e Check Roll
-or, in'his abacpec nny othcr officcr who has bteen assigned to work for
him. 'When sp officer In charge of work fails to turn up for work his
jmmedimtc superior should maRC arrengemcnts for marking the chefkroll.

15:5  The T.4, or Work supsrvisor sheuld hold themselves responsible for
cvery oame in the CiR.. : E :
13:4  --No” cheock Roll ‘ahould bé merked by any unauthoriscd ;:Cr:fon i.C.pcr.son
.:mther than to wham the €., is dssved or aasigned, except as
Cprovided for- lp gara 13:2, .. o .

- s Sl e, - . - - -
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. . -5 -
he following method of marking the Chcek Roll sheuld be adopted.
x/ - for pré«cncc in the firat half of the day.

/o for prescnce in the first belf and sbscnecc in thc sccond half.
L of the day.
¥/x. for presence whole-day.

-8/ - for abscnet “in-the first half of the day.

o'x  for ebscnee in the .irat healf snd prescnce in the second half

of the day.
‘ofo’  for sbscpce wholc dey.

) Following abbrivations nrcfcrnblv in red :nk may bec uv.cd for marking

paid leave ctcy . ‘

. SL/ML - for Sick/Mcdieal Leave-

15:86

$5:7

1558

C/L for Casual Lcave
A/L for Accident Leave
" B/L for Duty leave .

-H/P for Publne Holiday Py

..'Imcdia*cly aftg:r the attendance has beop marked -in thc clheckroll

-cach time the total of thoac prosent should be Inscrted just telow the
last ¢ptry in the column and initinlled by the ofTiccr .who marked the
cheek roll. At no ipstance should any -column be lcft blenk.  VWhen

the lnqt ahcet or shecta of a -.H. arc-not required for warking
attcndance, a vertical linc .should bc drawn againat cach. oay oi frnrkmg.
_After the cmployecs have besp marked present it ie the duty of the
-supcn':.amg officcr to sce that they. arc prescnt at the sitc ard rork,
extept ‘during lunch Intervala. Iff any caployce, leave the sitc after
marking C.R."Pr should be plnccd oo no pry and thc ‘abscnee showld

- be iodakated . wure C.R.

If at the timec of inspcction by supcrior offaccre., it is ochrvcd that ..
thia is not done, the supcrvuor is liadble to bc surchnrgcd the cast

of* absc{ntcc labour. :
Whep the pay of an employce. i chocked the lotter "CM. prcfcrnbly in

“red ink should be plnccd over what is disallowed.
. ¥Wian cemployees arc allover. to work overtime, the timcs of arrival and .

. departure should be jndicatcd c.g. 7.30 dnd the inscrtiomfof the

15:9

15:10

152144 =

symbol x/x dispensed with. Such 0.T. should be paid on the U.R.
itself and pot on separate vouchers.

.. ¥hen .an omployce ia diseontinued, rctired or transferred ‘it s‘h'c-uld be

so stated on the C.R. agninst his namc snd a line should te drawn
“imncdiately against his name for the balance daga of the manth,

-When cover, nn cmployce works on morC than on¢ check roll, during e
month, remarks should be madc in all such check rolls against the
pame of jthe employec. '

- If~and nfhcn an cmpleyec or a numbcr of cxnployt:cq out of the cmployccs
engaged lon a C.R. isaued to a particulnr worksite is dctailed to work

" outside wjthat worksite a dctailed rote should be made in the Log Book
--atthe rkaitc gixing the namcs of such cmployees, typc nﬁ('i plncc of

15:92

15:13

'_-work ctc. on dnys they arc so dcployc&.

Ofi‘iccr mrkmg C.RR. should ensure thet therc wall bt no crasurcs,
altcrations cte. Any alteration on C.R, ahowuld be dJdonc with tic
authoriy of the IE/0.I.C. Alterations without thé permission of
the I.LSC0.I.7 3%} subject the officer responsille fer surqhargc
and dmcnplmary actmn. : . o

When a Chcck Rbll issucd is not used or not rcqui"cd to be used duripg
the reat:af’ the month, it should be retumed to ILIL. immcdiately when
it is dmow that no work is to be don¢ during the rcet of the ‘month. .
In a1l auch cascs a vertical line should be dramm wnder each day and

:m:t:.nllcd. )
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- '45:1¢  Labour Registration hougiber s'hou_lri x g:.u:n in C.:R.. beiorc the name
7, . of cach cqployec » .

46. Merking of Distribytion Rolls.

464~ The distribution of 1ebour to various sub itcms of work for which

. ' ohcok roll is issucd should Be done daily in the Distribution Roll

f:"’ ¥ % the officer to whom it is jgzuved. e punber of labowrCrs in ¢nch
gradc and tradec should e Furnished agrinst each type of work uncer
cach sub item of work donc dnily.

622 Where theidaily distribution of the wages of A KG/Supervisor to
- yarious typcs of work under a sub item will hocessarily result 3o
factional yeckonings, distribution to difforont work may be diapcnscd

with and the expenditurt as e whooe. charged to the sup item. If
during n momth, n XG/Supcrvisor s cngaged op simultancous supcrvision
of differcnt sub items of work, sttcndance should be distributed =0
that the pxpcndituré chargtable 1o cach wub itcm may b in proportion
to total |wngcs of labour cmployed op the sub item. o

47. Preparstion-ef Check Rolls.

4731 he officer in dircet charge of the work should at the cnd of the

‘- mopth” or :the peried for which 'E?gc éhock Yoll is issucd, prepare the

check Toll in the following ma ncr» _
l(n) ToLdl the number, of days ! arked by cach cmploycc apd inscry
she |total pumbcr of days worked in the approprinte column«
e In the samc column imwery the number of days liave with pay
LTl and fHoliday pay with plus merks ngainst the actual pupber of
' " dayd worked. . -

o “(b) TInsert the retc of pay, total wagcs carncd leave and holiday pay
.t - % oveptime if any, and allowence in scparate columns apd inscri
- Totgl Gross Wages in the Tast column under the "Salarics”
Scetion of the C.it. I¢ sufficicnt columns ere not availablc
additional colunns mey BC roleds '

i o7 {e) Inscrt the deductiqus for any Advanccs, grantcd in the first
S colimn wndcer "tlcd.uéi.ions“' Scction of L€ Cheek Roll and
_authoriscd dcductions ip the other columns and thé total deduct-
“ion in the. last cglumn under the "Deductions® scotinffef the
Cheek Roll

" . (). Caloulate the balencc dwe to the. cuployce and imsert it din the
Y. Tappropriate calumn. - '
{c) Total up the dgifferent columns verticelly from shect 1o sheet
“£411 the last shoet and inscrt-the grand total of labowur
. mqﬂ.oyCd, paid holidays, wagcs, allowance cte.

£)” Deduct any poymeats madc to ‘1abour en SCpnrﬂtC._ document s and
inscrt net grand totals of the amounts duc to be. paid on the
— Cheek Rell thus: . . _

-

- -7 No.of days Whgcs . Leave 'A%%gw - ' Total beduct Salanct
. : - Q7 - A : : SONS .
. Wy % ofo 23o0fo s

Crapd Total = 95+10+10  475.0 00.00 181,00 162.00 906,50 100.07 £03.5C

AT

Less pay- ‘

ment made - - v

to Labour .

Ro. . - 0. _50.00 _ - 48.00 . _17.C0 * _§5:00 85 .
a . B .--425.00 160,00 155.00 4550 825.50 100.00 723.W

R .b?t ._ |
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18. Abstract of Tleck Roii.

18:1 The Abstract of the -Sheck Roli appearing on the back of the shect of
Cheek Roll shiould be filled in and a sunmary of the 1abour empleyed
shoudld b furnisied as follows:

Ko.of flaseifienticn of Lalour " Rate : Amount
deys .

95 Unskilled Isbew 5.00 475.00

10 Leave with oy ' 5.00 50.00

1C ol iday Eny 5.0C 50.00

’ 38 ofs Allowance . . 171.C0

- 162,52 .

25 /o Allewsrce
808.50

-

t9. -Certification to be given on the Check Rolls.

1924 The printeg cortificate bolow the abstrect ehowdd be sipned Ly the
officer in dircet charge of the wark. If labour was cmployed on
SundaysjSaturdays, Folidays, the following additicnal certificate -
aleuld be furnished, .

" 'T cfrtify that it was néccasary 2o tmploy labour on the Sundays/
- Satuerdays ‘and Publie Holidays". | :

19:2 The following certificste should be sppended at the end of the last
form uscd. - f ' : -
- "I certify that the lebcur and other employces whosc aiiendsnce has
been marked on ilis cheek roll have actuelly mnd bona-fide employed
-on the works indiented in the attached distrizution roll and they
actually worked on tiwc days they sre marked present. I further
ecrtify that nonc of the cmployses have boen crployed or any private
work during working hours en any of the dntes +hey arc marked prescnt
on the ehoek roll, and all labelr employed in this checkroll are

rcgistered in the Ddvisional Offiec .

-This.certificatc should bQ‘Sigth by the officcr to whom the checkroll

. s isevcd and courtersizned by tle officer in dircet charge of the work. '

20. 'Offiécr.rCSPODSiblC for the preparaticn of the Cheok Roll.

20311 Evcr} chtox raoll shouvld be prepsred p thoe meoncr apccif'ied in para 16
by the officer in direcct charge of the werk and should sign ngainst
the printed cage " Preparcd by " provided at thc bottom of the check-
roll . .. ’ : :

1.  Preparation of the Listribution Rell.

21:1 When the cheek roll is preparc® ip the menncr spefificd, the Distribut-
ion Roll should be prepared by the officer in dircct charge of the work
- to mkshow: g - _
(1} The totsl of cack gradc of labour and the grard toial of the
o nmber of lavourers empleyed 3 each Ty of work umder each
. of the sub. itmms on which tloy were employe? durirg the month.
~ . ° "- ’ .
e (Ii) © The toval wsges, overtime of each grade of labour snd thcir
- grand toiel for cnch typc of work unier cach of the aub itoms.

(433} The materials suppilicd at Sovt.expenses for cach work under .
cach Sui- itGr. :
(iv) Total quantity of work dome on ench work undcr .cacl sub iten,

giving cress refercncea to Lécnsurémnt Book and folin rushcrs
in wnhicl the detail measuruments are cnteored.

(v) Grand total of the ladbowr wages, overtime, of the Aistribution
reli, .
(vi)‘ .31.6iat:ibution of work donc undcer each sub item giving unit rate

. - .. .
ﬂfﬁ 8157 AnmaSeitws Aae- a .o -
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, Certificate to bo_given on tht Distribution Roll.

F¥iPhe -diatribution roil should be prepercd in the manncr spceified in
T para 8¢ -and’ the ecrtificatc foortificd correct” should be appended
and signed by the of ficer to whon the check roll is issucd and the
officer in dircet cherge of the work. '

23, gubﬁissian &f Chcek Tolle for paymcz;t.

28:1  Chook Rolls and Distribution Rolls should be prepared in the menncry

. spceificd in- the previous paragraphs apd aubimitted to I.E/O «I.C.beforc
the 4th of the foliowing month with the relevant Mcasurcment Books

.- . duly completed. .

2%:2° ¥Wheye leave with p&;’y is merked, the 1étter af authority for such leave

" should be attached to the relevant chock roil.
9%:3 Abastract should bec prepared and sttached to cach C.R, for I.E/0.I.C's
certifications . L

24 Berutiny of Ohceck Redls in the Livisjopal Officc. |

* 24:1 ° On reccipt of “the cheok roll in the Divisional Offiod, the Head Clork

. " ghould pass them on to the Batablislment Vierk to check leave with

7 pay cte. and make nccesgary eptrics in the lcave reogister

jn.the leave Register should cndorsc'in £very gheck roll where 1eave

£ v .5 with pay d4a ipcluded, to say that leave bas been noted in’ the leave
.- .reglater and pasgs them on to the Head Clerk who should takc tirm ov¥er
: apd pars All check rella sent to him by thc BEstablishmcnt Clerik, to
the Accounts ~lcrk or any other efficer detailced for this work by the
I.B/0.1.C. wi. siwul@ checs the cheek roll and Distributior rolls with

'2@:2._;..,:.1‘116 Eatabljslmm.tblcrk after chocking lcave ete. apd entcring them

particular reference to the following points:

i~ - {a) Scrutiny of the marking of attendance of labour as regerds
© . 07 ifregulsr altcrations in attendapgc, total attondance of
cmployce and the eorreptncss of vertical and horizontal totals
and carry oveyr totalsS e . ' .
(b) Classification and gr-.dcs of labour in rocordance with their
' registration whose rogistration numbcrs arc givern on tHicsC.R.
and irreguler cmployment of wun-rogi stercd labour.

{e) '_Th'_c_fﬁu'nbc_r of nutf_;cnr.ic,atcd. forms issucd be fully accounted
i.e. thosc rcturncd, used and unuscd cgual the numbcy issued.

-, {&) _ Frequeney of verification of lebour by the officer in dircet
- * :n. chargc-ol cthe works. -~ ) _ R
.2+ {c} Ratés of pay {.c. of lnbourcrs as laid down in Treasury Circular
-7 and"Departmental instructions. . Coe
B (f) Gorrpcj;néz_n_s of ratcs, computation of wagcs ctc. .
(5) Authentication of. markings of daily attendamee by the of ficcr to
. whom the check roll -is Jdssucd below the last entry on the laast
< ¥ . form.of check roll used. L
Yy : .
(‘h} Correctncan of thg markings for lcave and Holiday pay.
- (1) 'C!jarg.ﬁ':g o'f‘ 'c:q:cnditt.g'c' 't;o diffcrent audb items on thé.,ch‘ stribut-
ion Toll, - its proper preparatien and computations, mcasurcancnt
book entrica ctc. ; ’ s .
{3} Authority of altcrations.om thc C.R. .
- 24:3 T If the) check "’"}_Jl‘.."th'é..,Di"stﬁbution.Roil and the Abatract are in order
STtk oEficer wio checked them shall sign-nga inst tie 1ine “"checked by"
o dntthe printed orge provided in the check roll and alse in the
BT abstracdgend pass them on to the Head -Clerk, Tf they are not ip order
‘( he ‘ghoyld pf.uas them:with ids obscrvations. - o
. ) n- R . s R

1 ?" | -. .. .'- oa s ..éf',m'9.~....: Cae . . .. » x -.(Gontd’ ."-‘} ;‘g.
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24.4 The Hcgd Clerk should tést-check a few entrics in ¢ach. check roll and
'c’xéﬂ*cfpg;c’ ageinst the “checked by” column, just below the Accounts =
- * Glerk's initial to say the specific ontiics tcat checked and if in
! erder sybmit them to I.B/O.I.C. for cortification.

25.  Scrutiny of “heck Rolls by I.E/0.I.C.
L2 2o A :

25:1  Yhe 1.E./0.1.C. should satisfy humsclf .that 1he chokk rolls have bocn
. '.propcrly checked sand chock the distribution roll with recgard te -
distridytion; quantitics and ratcs of works, messurcments of works cte.
and getiany crxors, ocmmissions snd ather Gbservations attended to, and
pasacd By checking of ficer. He shall then complcte the declaration
At the fop of thc cheeck roll sign oclew ke signature. of | the of'ficer
. in . diredt charge of the¢ work in the distridbution roll holow the abairaet
of the ohtekroll and pess the shoeldoll for payment.

.
»

A T - .
26. Sigmsturcs or thumb marks of labowers on Chcok Rolls.

26:1 Signaturca of labourcrs cp cheock Tolls in acknowledgement of amounts
. .paid to ithem should be taken se that a larger porticn of the signaturcs
. .,8ppcar outsidc thc rovenuc stamp. The datec of payment and initials
©.of the dfficera who identificd the cmployce should bc given below the
.- Rignstune. Left thumb impression from flliterate persons too should be
obtaincd likewisc and should be clear and capablc of idchtification
. - Finger print slab snd Indian ik should be used to takc thumb impress-
ions. “he use of the self~ inking pad or writing ink for' this purposc
_-is strictly forbidden. ‘The datc of peyment and the initigls of the
L officer who identificd the 1lsbowrer should be given below -the
_aignatwre or thumd impreasion. . E L . L

Lo
~

'27. " Payment of Check Roll Labbwrera. :
37:1 - ALl payménts should be programmed well 4n advance and payments madce
strictly aoccrding to the programme. In preoparing the Payment Programme
 instruetions cabteiped in Departmental Circular Mo. 2 of 1975 should be
"~ followed: . g )
Sopics of thc payment pPBgenmac, should bc scnt to the Dircctor of
- Irrigation, M/{ & L. & M.v., Accountant (T.4.) and C.i.E‘vpcforc the
3rd working day -of the previous month. 5 d

87:2° .The Paying ofticer should make¢ payments personally to cach labeurcr
dmmcdintcly after the labowrer receipts the payment due to him on the
checkroll. Each labourcr should be identified byi the officer to whom
thc Cheek rol) is issucd or. in his absence by any other responsible
officer. He should alsc sign ns & witncas at the bottom of the last
. form of checkroll, The efficcr in dircet charge of the work showld
© 7 -eonfirm the identity of the payce by signing as a,sceond witncsa.
Paying officcr should before meking paymcent to labourcrs shoultd
" Insdst them to producc'the registration eards or in casce of doubt
« .. ddentity cerxds ttel Aftcr payiment, Paying Officer should sign the
printed,oertificate provided on the Check roll’ form and wherc the form
docs not contenin the certificate,-the ccortificatc should be inscrted
in ink and signed. . , U
27:3 . The Agoountant in.tht C.I.E's.Officc should.pakc surprisc inspections
LT of payie By, atleast once s worksite apd scnd report-to C.IE. with
- ' copitas to Head Office {Intornal Audit ) . Co

28:. ' Dimpurgemept Register. . . :
28:1  Bvery paying officer should meintain a Disburscrmert-Regiater and . .
e '-hﬂlﬂnQC ﬁ' df"*--:'; In this conntction they should strictly comply with
) dnstruotions coninined in Departmental Circular No.. 7 of 37.01.77.
9,  Urpaid Wages on Sheck Rollis, - - Y T A
20:1 Aa soon A the check rell paymenta rc completod, sll unpadd wages
should bejkept scparmtely in the safc with the C.R, number, namcs and
Amounts -of the unpaid cmployces shown in the Disburscment Regieter.
i .

=T o.'&{ (Po‘l‘v()}
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29:2 Subscquept PRACATS OX Awdluvees == i
b _be made put and thc neceszary cntries madc in the payment side of the -

Digbursement Register giviig cross-aaference to receipt aide. The \
‘1* - payces ajclgnata.zrc or thumk impression and thosc of the witncsscs
It ghould he -obtaincd on the ehcekroll. and payment madc as in paras
- sg"and.g?.' ' _ .
Trc Paying off iccr should insist from CVEIy cmployee who has failcd to
obtain his wages at the programmncd place and date of paywent 1o
product tabour Identity Card and a duly authoriscd lctter from the
- officer ip ddrcct charge o the checkroil ccrtifying the identity of
the payce and requesting the payment af o be mdc, Such lotters
ahouéd"bc appreved by the I.L. 0.1.C. Ec should keep thosc letiers
. -{4lecd. . : : . ~ o

%9:3 © Wagea Témaining’ unpaid on the datc of ¢loging of accounts should be
o accounted in the manncy-prescribed in Regulations 72 and 83 of the.
' . Manupl of Accounting Proccdurc. In this copncction instructions

o coptained in F.R.483 should be atricily cemplied withe

30, . Paying of Lebourcrs beforc closing of Sheek Roll.

‘ -50:4 When any lsbourcr .has to ve peid beforc a cheek rell is closed, a line
“ghould be dramn againat hia name for the romnining days of the month
and paymcnt madc on A scparate voueher and mccountcd for in tht
acoounts, of the -month of payment. After inscrting on the Check yoll,

© - g¢Re-detsils of payments agninst the namc of the cmployee so paid, the

oo document No. snd the Schcdule Mo, should bec given on the same linc.

.. “WHen the checkroll is preparcd aubscquently the amount 8o madc should
CIipe .'i'neqrtcd w8 required. ' -

-
-

-

LT IR ;Pmcnt of Advances to. Cheek Roll Labourer s,

3123 ~_.Paymnts.pf._ndvancca to checkroll labour should:be made only oncec, A
- - month mnd the smount should not cxcced basio Wages carncd upto the

day previous to the dny of paymcnt Advnpces on allowancCs or OVEr=
time sre not permitted. o '

54:2 Payment of advances to a nmber of cmpléyecs. on .one -cheek roll should

be mad¢ on form Gen. % a. *he officer 1o dircet charge of the work
“ Bhoa.nld:-p'rcp:}_rc the advancc list-on Gen. s6n. Thc degeription of the
... . .payment on the advancc 1ist should rced as follows: gl

" Pay list fid ncquittancé for Advanccs paid to empleyecs ob ohcek-roll
.1,\‘9-_- e __30_1.'.',._-.‘.‘_ 19 -, botween 1zt and 15th of seesree 197 "

. Thc.q.ymbcr._pfdnya:workcd by x cach employce and hia rn.tc of poy should
R inscrted against his namC advapce 1iat and certificatc should be

w5 TP gnpepded by him at the cpd of the advance 1ist thus.

L "I.cextify that thc cmployccs whoaC names Rppear in this pay list
have been actually apd bone fide cmployed em Check Roll Na. for
+ . 'the. pumber of ‘days showm™ ) :
" This advance list should be forwarded to the 1.E./0,I.C. for
certification md payment.
S51:5 - 3 i p.t.dvf‘_apcc is ;to be pa:itl to a sz‘mg]'.c- cmployce, @ voucher .on form
‘Geny 35 should boy, prepared and similarly certificd.

5414 Fpid documents.should be forwarded with thc Cesh Account to the G.I.k.

L.

~ 35, Rcédﬁcr}?_ﬂ of ad\'é;-iccs ahould be made op the Cheek Roll -
38, Soiled or Mutilascd Check Rolls. .
V. . . . ,' .\, . . . - K . . T - . ' ' .
32:4  Should any. cleokESIL. be soiled or nutilsted before the payment due on
’;i.t have been: made , a duplicate checkrell may be isasucd for usc in the
: -‘a;,"{.:;:':-‘ ., The regilations in respect of the iasue of fresh ~
.Q"Q‘g [ eatabould be complicd with inall reapeéts. The duplicate,
AL p!‘;o_gﬁl}{#n ‘addition bear an endorscment on the iasuc page under the
fi R L ':_fﬁ?I.E/D.OJ. as Follows: L Joees
o:_\ QfD .;r'mtctghéi Roil 1ssued in 1licu of origipal check rell No...,
S oeiT s S, AT '-n..s ¢ tter v .
_.__._L“h_ ¢ latter was g?f.}%qtmtcd/lost and the soiled/

- . -
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531 1

33:2 .

“.
34:1

- 11 =

: Loat’ leﬁck Rolia .i . " .,'- - - -
. WrSn o fhock roll is'reported lost during the course of the momth of

©. isswc, a Duplicate cheek roll must bBe jssucd immedistcly to cnable

the ettcndancc to be marked for the remaining days of the month.
Regulations in respect of issuc of frosh check rolls should be ;
- gomplicd with 3p all-rcapccts, Duplicate cheek rolis should in '
nduztlon bear the CndorSCmunt guvcn nt para- 91

An anuu‘y should be held by the I.E /.U 0. to ascertain thc causcs
of the losa and. officers responsidblc for it and how it is proposcd
to pay thc cmpleyecs said to have worked upto the dntc of loss. A
detniled report should be forwarded to the Head Office (¢.1.E/D.I)

..- statipg.whether there be evidencee to corroborntc coployccs atatoancnta

35 .

3521
T ¢ . responsiblt teo him for safc sustody of all peid oheckrells cte, They

963

oF -
374

.wu ’ .._

1

sbout ‘their having worked during the period upto date of losa if they
[did aotuwlly work and if any other officer superior to thc of ficer to
whom the check roll has becn isaucd can certify from tis pcre.onnl N
knowlcdge that the cmpleyees did in fact work on the dates in questiont
Hcad Offioc instruetions should be awaited before further agtion. The
-labowrers atatcments aleo ahnu]a. b¢ checked with the attendance

Register.
Custody of the Checkrolls during the manth of Tosuc.
Other then the Attendance chw'..cr the Checkroll dis the enly record of

© At¥endsnce of the cmployces. It is thercforc imperative that the

greatest care should be cxcreciscd in‘its safe k:ecpmg tjll it is
closed and hapded over to the I1.B/D,0. It shall'be the duty of the
officcr to whom the check roll is. issued to sce that the Q-WD RR.
relating to any we.k 6c alveys available st the wirksite during
working houwrs. Pockct chCCla'oZL,° or any nthcz' altcrnat:wcs wmill not
~be pcrm:ttcd. . '

Jp inclement wcathcr, the cheax roll si.ould be carricd in the ficld
in a tin roll or in some other water proof eover,

Custody of Paid Chock Rolls,
“The Accounts Clerk or agy ather detailed by tle 1,8,/0.1.C. should be

sholld bc rrranged and filed apd kcpt in & safc place. -
Res Eomabxnty of the officcr to whom the chck roll is issued.

The cfficcr to whom a Check roll is 1a=mcd in additiwn to the
responsibllitn.q c¢aat clscwhere in thoae mqtmct:ons bc alsu responsi-

" blc for -
{n) The mmtcnanoc of an Attendance Register for all: lﬂbuur under

his” charge -

_ .-T_(b%.__,_ The daily mirking of the Attendance of labouwr specificd in thesc

inptructidns and for maintaining it neatly and lcgibly. He
~ should not dclegete this duty te any othcr afficer.

(_C) Supervision of diffcrent gnngs, of _sbmur working st yezrious.
: pojints with a vicw to secing that the labourgrs are on.the job
and that they turn out the requisite amount of work according
 ¥oithe specificqtions nnd imstructions given-tc him. Failurc
onttke part of any officer to comply with this will make -him
lmblc to be surcharged with mﬁr mvmn't not nccr:pted in A.ud it.

Rcspanﬂib'tlltict‘ » the offi:cr in d:lrcct chnrgc gf thc wirk.

‘_

I ~
M o:tf';ccr in dnrect chargc of “the work shnll 4h add.;titm to the
rcqponn‘pzlzt:ca cast on hm elscwhere - in thesc mqtrmticma -ahall

-
Y
-

be rcaponaiblc for-- - L PP :

: ( ) Propcr and. rcgulnr aupcr':nion of mrk and zt:s performance
nocording to ipstructions, drewings,. spceifications ctc.

. - 1‘1‘2 (conta....J-
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{b) Verification of labeur at all times he visits the worksite, such
- ¢ v@rdfication being indicated by his initiala boclow the initial of
the, officer to whom the C.R, is issued. This should be donc at
lcagt onec in five days. In casc it ia not neecEsa-, to visit the
narkaite for any other woTk,speeial visit should be made specially
forl this purposc. : '

(¢} Enswuring that nll workaco are kept fully oceupiod and that the |
.Goverpment reccives the maximum velue for the labour cmploycd.

" (a) Taking in chargc of his ¥atcrial Return, e11 Materials obtained
coployment of labour on check roli. -

’ (cj To see .thét the "attendance Registers and tie Check rolls are being
maintained according to thc. instructions and. arc readily available
:during tht working h urs at the worksite for any Inapceting officer

S () To cxploin the responsibilitics of officcrs to whom cheek ralls
- have been” issucd ard who are dircctly under Him zeading out and
=40 U andliexplain the relevant paras in this Cireular and- clscwherc. -
A statement th £ this hes been dene gh uld be obtained from sach
‘offioer to whom a ohtck roll has been issued and the signaturc of
T each person obtaincd below it and filed af ‘rceord.

-

bE |

5.3«1- .i.L/G;.I.. iy sh:;J,J. in additien to respensibilitics cast on him clse—
- t..,. Where;dn these dpsiructinn also be -reeponaible for - a
5ot "{a) Making periodical Anspections of the worksitcs as froguently

ss'ricecssary ard at loast once a month-apd verify the labour
ceploy=d at cach visit, “‘ho dates of inapcction should be
" inscrted, initiallcd in the spacc provided fox thia purposc at

ERCTERR ~“the top.of e cheek Toll and also initialled belew the
LA : - . vettondanee total in the cieck rall agninat the dates of
verification. :

132 ‘Serutinising the Distribution Polls both at inspcctions of-
vt “i-warksites and At the end of month of wark in the office and

S ‘Inswring that the provisisns of this Cireulrr relseng to =
© 177 -maintémance of distribution rolls arc: properly obscrvdd.

R (é);"ﬁln.awing- ‘that the work hes been earricd out cconomienily and
- ;. Ap accordancec with the plana and epccifications.
70 (ad) ‘Taking -on charge in the Stock Book a1l matcrisls obtained by
.- o employment -of labour on check rolls. . " . ' .
(¢) Bnswing that lebowr is cmployed at approved ratcs of pay.

(£)- Submitting his Chcek ‘Roll poyment Programnc to the C.I.E.
.. of his Rangc with copics tao D/Invcatigation, ML &L.D, &n.b,
G - Ayditor Genecrpl -and Accountant {I.4.) of the Department

- within firast 3 day=-of- the merth., = .. - .

ey

(SJ, At lcaa.n'tjp o'/o. of ¢ach item af'.work un . the Hcasumment book

.'c- Bholﬂd be ChECde ‘by thc I.E.. - .: - )
- Lk P N L Y . _— . )
(b) 1.E./0.1.C. should indicatc in his W.P.RR.. the datcs and nunbers.
'Qg t!jc Cl.RR‘-‘:. ‘chcde by him i—n tcrms Of.ﬁub‘p:}rn (ﬂ) above,.

5.‘9-‘ Rcsjc"néib.iiitics of CiT:EE.

C4
w1

305 4 : ¢£:E;,&thc : R.-ang-ﬁj';.‘,Sh ;uld..-maicc .peccs séry e;rrnngmcmts “to -ensure
i s o ARG Hidtrvet fons  auptained herein. are striotly adhered to,
© .. (B). work is carried out-hécording ‘to plana ma specifications

. without loss or wastege. - : . . -

e - 113 (Comtan.. .
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" ghecked hy them.
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33 -
(¢) verification of labow cmplnyed rn cheek
when op inspcctions.
: etions arc crnducted on C.R. paymenis to cpsure
according to approved programmé ,

rolls arc donc by him

{a) surprisc inspcct
=~ thHat thc paymentis arc being donc
and to correcct partics.

C.i.EE ah mld'chcck at lcrst opc C.R, per Division pex, mon;h and
indicatec in their Monthly Diarics, the dates and the C.R, Nos, 50

Hire of Privatc Caris, Fractors for Transperis

Each Rapge should maintain a Register of owpers aof Carts, STracturs
ctec. : .

As for as possible quoiaticn should be called for among them and
ergapge the ones from the chcapest source, not cxocciling the ratcs
fixed by the Distriet Pricc Fixing Committec.

Tractors ctc. bclunging to employees of the Department sizould not -
be cngnged. ' :

Tho. arvangcment for hiring a vohiele or item of cquipment should
be in writing by a letter issuvcd to the Contractor or in the cagqe
of hirc involving large payments, by an agreerent. A11 conditions
of hire should be 1aid down in these documchts. Copics of such
detters or agrécments should bo jssucd to the T.A./Overseer cte.in
charge of the work and they should be inetructed to maintain the
ngoeasary rcenrds, .

A check -roll should be issucd far the vchicle or cquipment hircd,
The time of arrival and the time of departure cach day of the vchilc
or cquipment ahowd be recorded in the Cheek Toll..

4 Dpily Record Sheet on Form attached should be maintained io
duplicatc in rcspeet of all private vchicles and equipment hired.
This should be maintaipcd by the T A/Oycraccr in charge of the

X w-rksite snd suomitted to the T.B,,0ffice.at thc ecnd of €ach month.

These dseuments should be carcefully cxamincd and the necCssary
deducticns made Trom the payments if there s a shortfall in the
quantum of work donc., Une copy of Daily Record Shoet shouid be filed
in. officc while the other cupy should be pasicd to the voucher. App.2

The I.E/T.ANork Supcrvisar in chérge of the work il be responsible
for the following: : :

(i) To sec that conditions of hire arc abservad by the

Contractor.
(4i) To scc that kk& full veluc is abtainpcd Far *he Firc paid to the
.. Doptractor and cmsurc that dcductims are made from paymenis
far shortfalls in output.

-—

" (441} To sce that the contractor docs not obtain any undue advantage

at thc expensc of the Statc, such as the use of Departmental 3=
-labBur or materials. ' e T - :

{iv) Thc officcr in the LI.E's Oi*f’iéc'&z,ti‘:cndihg. to thi checking of

bills, hire charges cte. should verify whether .the minimum
quantity of work bas been done cach day and that appropriate
deductions arc made for shortfalls, before passing the '
documents fo) payment. This of{'icer as checking efficer and
. the LE. as curtifying officer will buth be -cqually rcsponsible
for any lapscs in these .paymend. - .- - TR :

’

114 (Contde....)

-~
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&41. All C.I.BE. shuuld cnsurc that cvery officcr whe hns any connceti-n
) with the Check roll labour is issucd with a copr »f this Manual and
acknowledgement obtained and {iled -of rccord ip his oaf'f'iec,
a2,  Officers who fail %o carry cut tihe responsibilities east upor them
are lisble to bc suwrcharged with the payments that arc not geccptabl
k1 in Avdit duc to such frilurcs. )
46.

Copicts of circulars referrcd to in this Manusl arc appended far casy
referen €.,
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Bcgartmental Circular No.12 of 1986. My Ho:-C/CT/GER. Vol.5,
Irrigation Department,

i
0 b,,u"‘,, Colomho 07,
-f\Q#Q - 154 September, 1386,
N *ip i
TN g

Kandy/chirawa/Kilinochchz/Kurunegala/Honeragala
Polonnaruwa/Puttalam/Trincdmalee./Vavuriya

Hénﬁing.ovcr,sﬁall'Scalg Naintenance Work
to Farmer Organisations. on Contract Basis.

0l. . Your attention.is invited to 5/L & L.D.'s letter
. Nos. 10/30/06{5) dated Tth August 1566 addressed to Projcct Hanagcrs
- with copiez to D.I., DDI, Ranges and others..-

02 - 88 contained therein, Small Scalc Contracts can be awarded
.;‘fon Irrigation.uaintenance works to 'D' Chamnel Farmcr Organisations
. '~set up under the INMAS programme,.

*'03. ﬂegistration of | Farmcr Organisazign_

' ﬁn applicaxzon for rogistration on thc format in QRNHI AV
ghould- be aubmitted by the President of the ‘D' Channel Organisation.
 Tha'applicstion should be recommepded by the Project Manager and the
" following documents chall accompany the application:-

: L
- - 1. Copy- of the conztitution/Tules govering the
' acviviticz of the relevant organisation. . -

ii. Copy of the minutag of the meecting in whlch the
conztitution had been adopted,

Subjcct to pcru zale and acceptance of the abeve, application,7
action shall be taken §1. regieter the 'D’' Chamiel Organdsation with
ID assignipg a.registration number with date of rcgﬁstration.
The IE/RE ifc of Division, Project Manngoer and the Parmor Organisationn-
shall ba informed rcgarding the registration with date of regiestration”
and IE}RE to take ncceszgzary action.
b4g Award of cOntract work. -

Ol WV P W AP b S b M AR Bl —

" The value of cach contract work awerded to such organizetion
shall not extced Re,5,000/- and the relevant work shall fall within
its arca of muthority. The work shall be offered at cetimated rates
lesz component for cupcrvizion. Scveral contracts may be awarded by .
IE/RE i/c of the Divisgion t0 cach registered 'D' Channel Organisation .
provided the value' of worksfbalance workaﬂin hand by  each .crganieation *-
at any timge shell not excced Rs,25,000/-.", The 'D' Channel Organieation’
- Ehall produce to IB/RE wrltten approval of the °roject CQnmntteo bcfore
signing Qf agrcement.- : )

The partlcs to the contract aro:

IB/RE i/fc of Divigion on the onme part and the
pther party to copsist of, the Preaident, Sceratary
and the. Treasurer of the ‘D! _Channcel Organhsation.

11 7 COntad saveve 2
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The ontre.ct form to be used ia I’orm Irngation 28.
?completion of ‘work shall not exceed 30 dnye unlsss for

Bpucif:L? reaso I coL,

-

Q5. ' Bxec tion. of contract - .

e LT t ¢ 'D"Chann.l Orgam.::atlon defaults ox. :failf' to WARALC.
thc contracts {0 ‘the satisfaction of ID, ‘the rogictrahon iz liablc
for camollati?n. ‘Tha Project Committee should be kept informud 0£ Y

'..;such instarmeq

06, - ‘Gcneral

------- .-
Ed

AT T ' Tho IE/RB ghall maintain a reoord of” progress of contracts
: awarded to cach . 'D'- Channel Organisation at the Diviaional Office as

Por fo¥mat-in ANKEX 'B'. It shall be aveilable for inepection by th

' Directoratc of 'ID and IMD.. In no way should this ecircular be .
interprqted to mean any construction itome of work to be donc with
\,,_:..-bthis rqqistrat:qon.. Thea. ‘l‘rcas;my hag -approvcd oply rgntruatins of the

maintona,nce wo:;ka to the farmor organimations outside the Tender

" Procedurc as mqntioned in S/L & L.D."g ‘aforceaid -;’s.circular.

A Eg. K.D.P.Perars,
i - Director of Irrigation.

3 “Copy to:= 3

1., S/L & L.D. casd No, 10/,:%0/06(5) ' - | ;
| 2 D{Lrector, Irrigetion Management D:.viﬂion.
{ 3. Auditor Gcneral. T
- 4o BO(R)/ hceti (IA). . o
E . 5. Pile &8/000404 (Vol. ii) of Worke_Br.[W.}{.Div:@'
o MRIN/ ... .-

1 . .
. I . . - -
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6epu,ty Directcr of’ Irrigation, "

,.‘..II'.'...'IIQIOQQQ Rme.

TS §Appliceition for the Reghstration of Farmer
o : " ¢ QOrganisations as contractors . for, S:Jall Scalﬂ.

01. Name of ,.: the Orgamsa'tion. :
102, Addres"! i R

"'04'. Tamea 01' Authority o :

wﬂ-r-fﬁq?r—:- WAy

Mﬁ. »- Has .& cons¥itution- baen adoPted: .
M Foe-fho organisation. T If =o”
. "*hc da.o of MOpti_on RS

.
- £e .

Bonn

LRI

W TR R

...|.

.- FPRES II_JB NT'

T .
—— - -

n-Identi'l;y card
_"HO- : :
?’Da.ta of” appointmerr‘

3 - .

is

A
-y

£
£

07‘. ,.-?az-tmnlaxa a£ the office bearera'

v : : Irrigation ¥ainfémarce ‘Works.,

03... - Irrigat on-Scheme - : Lor o

05. B '?umbnr of . Bembers. - .. - oo

;h'zigaticn Depar‘f:uc'nt . a4 a contractor._ _

‘?F"..:.:}_: —— e e RPN
i,’na‘l:e'* S

z.;.

et ,W‘ﬂ%‘g&

-y,
= i

AP
".-,.'.,-_,.

-
A
.

President, .

. l. '. [N R N '..FSI'IIIQI'. Organi-ﬂ'ation. - .

|
|-

. * _SEORETARY
|

G}'

.‘#’ 3

o~

' i' Eeri:ify thai the pa.rt:.cu" ar“ f;irnished above are correct.
Therofore. ploase rogister the above Farmexr (}rganisataﬁn with the

T Contd. «vfees 2
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The following docuéents are anpexed hereto,
. C 1 : ’

(1). The con’stitut;n; on of the orgm‘sation.
"ta).. A copy o$=thc ninutes of the meeting whcre the

congiitution
i had been dep adopted. E |

- . . " .
-~ . . o

gi:;nﬁbcumonAAtibn of the Project Manager.

I certify that the informaﬁion £iven in this application ig

= covrect and recomme that thin Parmcr Organteat*on ba reg1stcred as
a contractor 10 undeitake Irrl
Irrdgntion 3opartuen o

gatlon.ﬂaintenancc Works wlth the'

Project Manager,

| L o,
Dato:".’-...-l-'o:’-o ! .II'..II..’I‘I'..‘I'. Pro,jEC'tu

i
'u‘ o s T ! E 3
Che : ; - -
.
w/o - - ]
: !
H
i
. .
126 .
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y - _ ANNDX 18"
:nncmo a—.n umammmmm OF MAINTENANCE WORK be.pzumo .ﬁo N &
. : _c. nx:z’.nr FARMER omapzwmimozm. S " _
L - ’ .
1. Nama pf Scheme? o
2. Name af DCC3 iy Ty i A"
3. Registration No. & dats: " .. T R
a, 5.5, b.@.n-s No.: = ..“. ..k . | . — B "
: ] 28 o @i t0° .
-5, - Nage-of workatl € .ie . LR>3{c. jo3qe -
. o . B = 3 SR A R R
6, 'Date signing-AgQrT.: 3 & to = e | _.n_.w s |.% ‘. .
. bation IS5 15 Ewisd BylE | L
fs Detd oy Lemplation . T2 D0 {0 OB Do (B D). v _ o~
N . = e o v v e v A4 a|] o aAal. 0y_3) ="
- = - ( i 4 . -ﬂ . L] ] = - - - 8 - —
5.14 Brief - v \ Su et E IR IDEIDSlLE . .
! Description. ":5( Unit 1 Rate “ Amount 10« TN o @ joo o juep - T Remarcksa.
] - —— |.|. m!. —— p - e e b + I"Tll!ll.l. - g e e bt : . -‘.lllcll..lcllllll-l. - = - - -
1 | I A i . 1 . .
3 I t O
1 t T A .
1 :
i
1 I
. 1. “ . .
ﬂ ' ’ o
| . ' ' . - "
. < . . ’ . .
. . ' F ) ' | .-. *
N . t Y .
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] ; : My No. 70-000404

- Lo ’ : ' Irrigation Department
' Colombo 07
13.01.1989.

i -ANDINQ OVER, OF DISTRIBUTORY & FIELD CANALS FOR
E OPERATIQN &H&INTENANCE; TO FARMER ORGANISATYONS

Further to my letter of .even !number of 1988-05-23, the
following procedure |should be followed in handing over qf the -
already identified channels to the farmer organisaticns in the
irrigation schemes | under the INMAS Project. The same
procedure should be! followed in all other schemes if & when
the decision.are made to hand over the distributory canals.

Operation -~ ! !
. i s

0l iurn -out attendants whao are pr°sently attending to
the operat10n of gates in the selected canals which

are handed over should be thhdrawn

92, Turnout attenda1ts should be re-assigned wlthln rhe
rest ' of the canals not exceed1ng the norm “of one

4,

' turnout attendant per 500 Ac.. I they are in
:  excess, they - should ' be employed! elsewhere on
-~ .- maintenance- work & if suck work| is also mot

availahle-& their - service should ©be = terminated.
" "'Bowever ifj‘they’ belong * to the K permenant cadre where
BV '*yog do -  nat -havel. the authorlﬂy in terminating the
v [_ “'services ‘such cases should” be Teferred to me to be
_ tranﬁferred to -places where  there are shortages of
_such lemployees. All-IVEE should therefore,inforn me .
_ about the 'shortages of- turnout attendants wzhk;n the

- scheTes as‘well B

03. Faramer Ogranlsatlons should be. pald an amount
ealcylated on the following basis for operating the
canals that are handed over to them. Amount to be
paid |per annum ;

-

}A X PxEFx 8

: 500

.o |

. Wherd A = Area in acres operated by the farmer
orgarnisation. i

»

{ P = ﬂonthly wage of a turnout attendant computed on
the basis of daily casual wage .and allowances, for

- 3D ddys

. Conld..2/
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éystem that will also affect the operatlon of the
canals- that are handed over)}

i = o}.5 (Factor to take in to . account the

~ 500 Acs ,is assumed to be the Departmental norm for a

turnout Attendant.

. This total annual zmount is to be paid in two instalments
to: the farmelr organ1sat10n for regular paymeat by them to the
-farmers- engaged ‘by thém on operation of the canals. As far as
pOSSLble each’ payment should be made te the farmer
organlsat1on a wedk prior to the first date of water issuefor
the ensuing. season as decided at the Kanna meeting, If the
canal handed over to the farmer organisation are not reQU1red
to be operated during a season due to ncn-cultivation arising
from lack of water for the season,bethma cultivatiom, canal
rehabilitation or ‘any other reason, the I.E. should inform the
D.D of the Range and Pirector I.M.D. and the saving of the
funds for that. season can be used by the I.E for his normal

work. . .. . Ce E

.Haznten¥ngé co ;

o 01l. No maintenance  ather than nwajor repa1rs L O

structures should be done by the department i the
- - -canals - that are - handed over to :the farmer
- organisation. - All other maintenance work will be
the respon51blllty of the farmer organlsatlon.
: |
However cany edarth fillxng requiring mwore than one

"be costed as a separate work item and cost should be

-charged to Improvamggts to water management. Such
work can be given® on: contract to the , Parmer
Organisation on measurement basis. If. the E

Organisation does not undertake the work it can be

awarded under the normal coantract procedures to any

other contractor. This arrangement of separate

costing :should be limited to the first two years

since such large scale earth work is likely to be
ngigﬁgr pricerity within a scheme. :

02.. On satisfactory cowmpletion of maintenance work, the
farmer .organisation should be paid z2n amount
calculated on the following basis, for maintaining
the dlsﬁr1butory cznals that are Nlianded over. The
first step in werking out the allocation Fo the
farmer organisations involves the proportioning (Ap)

-of funds] for the waiutenance of the D channels and
F.CC (tliat are currently maintained by the Dept. if
any) handod over. .

! O { 2 3 - Contd..3/

.,eube .of earth in 106" of distributory canal should .

. f:u&f“.ﬁ X



e e DI
T,

P2 rotal waigtenance alloc. for all canals x (LE + 1.5Ld)

{Lf2+ 1.5%Ld + 2.5 La)

Lf = Total length of F.CC maintainegd by tﬁe L.D prior to
handing over _ i

Ld = Total length of .branch channels and D chls.
maintained by the I.D prior .to handing over
Lo = Toﬁﬁl length of Main channels. = | : :
1.5 and 2.5 are the weightages adopted in' the
distribution' of allocation for canal maintenance.

Then the amount to be paid annually to the farmer
organisation_cap be calculated by the following expression.

Amount to be paFd annually = Lh x Ap X C
' ! (Lh + Lt)

Where Lh & Jéngth of D - canals gnd F.CC (curreatly
S waintained’ by I1.D) handed over to +the

j farmer organisation. . -
' Lt'.é total length of Branch canals, D - canals
© - . |~--& F.CC (maintain by -I.D) in the systenm
1_ "'maintaiued by the Depaﬁtment'after handing
- f'_pver, .

B v ]

v . . |
£710.8 . L e

" (A factor to account for the retention
Deptl. oYerheads for supervision},

L LR B

- T o

RRTIAA 4 C ERw

T ] T L
. .

This payment may be made in instalments to the"%-amer
yrganisation. -! Agreement " 'should be reached between the
epartaent - and; the farmer organisation at the Project
ommittee at t

e begining of the year as to the work to be
lene on-maipntengnce during each season and the instalment of
>ayment that should be nade after the satisfactory completion
f the seasons work. '

}engral

Gl. At the begioning of the year, I.E should inform the

farmer organisation of the amounts available for

T paymeuts to' the farmer organisation -for both

' operation & maintenance of the canals handed over to

them, computed as explained above.

N _ . )

02. Farmer organisation should be given technical advice

and dssistance regarding both the ' pperation &

maintenance and their work should: be closely
supervised.

»

Contd.. %
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04.

05.

06.

07.

'3.:?Part1c;pat1on of T.AA & W.
“committees should continue, to ensure a.constant,and.
-:heal%hy dlalogue'- for co-operation, - advice Xk
- “supervision. The observations by the Departmeut “on

I B : S
A Tl TAN I et e g - - . Y g : *%ﬂ*.

| R -’;:’rﬁc&
SS in’ the, sub prOJecf\v

maintenance: work. done by the farmer organisation
should be brought to the notice .of the farmer
organisation ‘while the work is in progress for any
rectification. required, thus -avoirding the
possibility of a disagreement -at the time of payment
after the work has’ been completed.

The payments for ‘completing the agreed maintenance
prograume of work.by the farmer organisations should
be wmade .as lump sSum payments on the satisfactory
complet1on and after a joint inspection by the I.E
and the farmer organisation. The funds available on

- computation .as - above ouk of the inadequate
.maintenance allocation received by ithe Department
aré likely to be much smallier than lhc value of work

actually performed by the farmer; orgaznisations
working ou virtually.a veoluntary b351s. The payment
made will therefore be only a service payment for
the maintenance of the canal rather than an adequatv
payment for the work done. ' , . O

Any disputes . rcgard1ng the  work that caunot be-
settled at the field level should be reselved at the
Irr1gat10n Sub Committee of the D.A.C.

All payments should be madc'fip favour of farmer

organisation in. to. their official .Bank account.

Normal ‘financial. regulatlons pertaining to payaents

should be followed in making the payments. - Im this
regard ‘the I.E 'should enter in to service contract

agrecment with therarmer organisation signed oan a

small scale agreement forms for prov1d1ng the above

sérvice on the guide lines stipulated in ‘thege. 1.D

c1r0ulars No. 26 & 33 of 1986.

Spec1f1cat1ons to be used in =assessing the quality

”aud~standard of work are annexed.

Segd. Bng. K.$.P. Pererva
Director of Irrigation.
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No:70-000412,

Irrigation Department,

Colpmbé 7e ’
«04.1990,

fpepnrfnental Circular No. 8

A

. Sub: Handing Over of Diatribuytory Channals & Field:

?? - Channels to the Farmer Organisations for 0 &M

:ﬁ,' Ihis circular 18 further to the Departmenc Circular No,l ot 1989
e ) ;
i on the same aubject. o :

cEer- Ogeration & Naintenance Contracta

'1:.' '

According to the above circular once the D & F channels have been
;hlndad OVﬁr to & farmey Organiaacibn,aepartment has to enter in to an - .
‘Srtement on 0O & ¥ of the channols with thei «00 before the conmennemont

.of esch season. However in future such Kgreement should not take the
‘brn of a pervice agreement as stipulated fn the above circular. The
s@rk should be given out en a amall scale contract en e'measurs & pay baais
baaed on aIBGQ as in zhe caze of any other small scale contract. 'BOQ '
uill anlude only the itema of work sclected from a priority liast (agreed
1n congultation with tho farmer, Organiaation) depending on the funds -

,A}ailable ror Gperation & Maintenance computed according to the cireular

Hb. H of 1989

~

& ‘farmqt Organisactona aré. expected to.do any balance work that
:tbnnct be ﬁncludad in the contract, in the channel that*fhey have taken
'over, on & voluntary basis even though ne payment’ is wade due to tha .
41nck of funds., Such extra work ahould also be measured & entered
aePetately in the measurement book wventhough no payment is made and
;the F.0 should be informed of the extra quautltiea done, However
-performing additional wozk should not be considered to be a necessary

'cundition of paying them for work complated under the agf Sement.

Fnrmer organisatioas, that contract for 0'& M works, should net he
cousidered similar to otrher contractorw, gince they will continue ¢o
vadertake contracts nnnually tq‘lperato and matntain’the azme canals
unless the Farmer Qrglnication is found to be incapablo oﬁ perforaing
the work., ZTherefore retention money ohould oot be deducted from their

paymenta witk regards to 0 & M contracta.
cODC-.b!nz
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2, - ﬂandiug over of gates & jpadlocks to the farmer organisations

Ag decided at the stearing conmittee meeting on irrigatiom -

management -convened by 3tate Sccretary, irrigation all gates, gate

planks & pad locks of distributo:y & field channels (including

pad-.locks & keys) shouid be handed over to the regiatered Ducharnels
Qrganisations " whon the channels are handed over to thcm fox Joint
(The minutes of the stcering committee held

.msnagemenz of O & M work.
on 11, 12.1989 have been already circulated) _ . : ;‘

. After handk\g over acording to the procedureg meationed below they -
should not be retained in the I stock books thereafter, ‘After such
handxns over raplacement of gate planka, padlocks etc, ahould be the
reaponaibility of the D-channsls. organisations. Following are the

conditions & procedurcs for handing over of gates, gate ‘planks; padlocka

‘& kave. - .
v . The relevant D~channel organisation ahould be- registerEU

Y 1l '£n"bhe‘1HBhin"c§He*6£Latl.IBH&S -PeBjécte lEndTwigh: thur 12

‘ tha D2 -4n tase of all .other achemes. Registration of farmer

“.: organieatichs shnuld'beudonerhaeed oﬁ*the~:equttenentedetﬁput&zed
in the IMD circular No. 26, (dated 1986.08.17) under the pud

haading of reglstraticon of farner organisaticonae.

- 2. The items handed over should be properly receipted by the D
channel organisation and certified by the projectiﬁgnager of -
" IMD in the case of IHHAS projects & by the DDI in the case of
.7“J4"other projects, The refezance number of the Project managers
letter or the DDI's letter forwarding his certification should

ba quoted in all relevent documentu cspecially the etock book

4;;¢&rm-°”25;

Eng' K. Yoganathan

& matarial returns.

‘Director of Irrigation.

L/23
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s l . _ . . ) - : . ;Y. LA
DR CL r // \u Co My No, c/CT/GEN/Voi.e, L

. : £ ¥ ' Contracts Unit, \ :

- S N : Trrigation Department, o
nnrmmH:‘aL-c;achg-_No. £/1992, % Colombo 7, 16th Kareh,1992. |
To 4_..11 officars, " L _ ¢4 }9 v ,

Sub : Payment of Hobilizatisn Advaricos to

. Farmor Organizations.

The Cadbinot ‘o:f,'__aﬂin;\stezia has approved the.paynent' of mohilieation advancem
upto 20% of thd valueo of contracts given to the Farmer Offrgm:izations without

&' demand Bank Gﬁa:x"a.utee; and has requedied the Sceretary to tho Troasury to
‘sauge nacoseary instructions accerdingly. The mobilisation advance would

nablo the Farmor Organizationz to purchase the materials such as cement,
faol,_mctal (coursc aggregate for conercte) required foh- tha cbmtmction. o
ierk undertaken by ‘them. The present practice of the Ivrdgation Departunent of
:upplyiﬁé.'tiicsb materiale could bte terminated with these, a.rrimgcrﬁo'nts. You

wo thercfore instructed to be in readyness to make thesk mobilization

wdvance yaymonts_bn raceipt nt furthef'ﬁti*ucfions according to the lmstruct-
-ons that will be given by the Secretary to the Treasory. -

N
ow centracts te bg signed w®ith the Farmer Orgapiga'tions :rar IS¥r works sf:ou;ld
nelude tho payments of a mobilization advance upto z20% of the contract amount
né no meterdals wifll be Supplied by the Department. (It may however ba
ccessary %o supply fabricated gates in the futurc a8lsn).

t should bo hotod fthat the payment of mobilization .édvnnccs to Farmer
rganizations is re;:st:ricted raly v Farmer Organizatisns whick have proved

hat thoy are vepable of handling contrects fap construction worlge undertaken .

v them in tho a.asof;smcnt of the I.P. and IMD with tho :f'c:u-ther roquirement
2at tho Farmoer Organizations havae been registered with the Commissionor of
zrarien Soryices. Please await further inatructions bafore inmpleomentation.

ch%“ . g |
e

- . EEEET T,

g K.Yefansthan, r . "

irector of Irrigation.

opy to : %, Secrc‘tiar,v = L.I & K.D, ref. lotter Ns, Q2/9/3/5 dated 31 12,91,
: 2, Stets Scerctary for Irrdgetion, -

X/lali, . - . N

s -

+
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Departmental Circuiar No. 15 of 1888

My No: 66 - 00078..
Irrigation Department,
Colombo - 7.
1986.11.27.

Range D.D. ......o.coeunnnee

Irrigation Engineer ...............

Removal of Trees From Tank Beds

It has been found that, in some instances, when tanks are built
by the Irrigation Department stadnign frees in the tank beds are not
extracted before water is impounded. This action deprives the coimtry of
valuable timber which is becoming harder to come by, day by day and aiso
prevents sthese tanks being used for indand fishing as weil.

2. The following circuiars have been issued to G.AA. regarding
the release of State forest [ands which have to be cleared for development

activities. to the STC for extraction of time.

Circutar No. 135 of 25.08.1982 - On "Release of Forest
for exploitation by the
District Authorities.

Circular No:02/200 of 30.4.1985 - On "Release of Forests

Administered by G.AA.

Gircular No.02/ 207 of 24.12.1985 - On "Release of State
Forests for extraction
of timber by the STC
and supervision of

filling operations.

1o



It is revealed that a substantial number of lands released, involves the
construction of Minor Irrigation Tanks, falling mainty in the districts of
A'pura, Moneragala, Ampara, Hambantota, Polonnaruwa, Puttaiam, Badulia,
Ratnapura and few other districts.

3. Sometimes delays in, timber extraction, it is reported, had
affected construction work, while in some other cases timber had been
~ allowed to be submerged to achieve construction targats, in order to avoid
this situation, you will apapreciate that construction work should be
coordinated closely with the District Authorities so that the delays in timber
extraction, construction work and non-utilisation of valuable timber could
be avoided.

4, When an item fo work is inciuded in the construction list for a
given year, if a plan showing the area coming udner FSL and the command
area, wherever new lands are involved are sent to the GA early, action
could be taken by him to inform the STC to remove the timber. The S1C
also could then programme their work well in advance.

5. Please acknowledge receipt of this Circular.
Sgd./
Eng. K.D.P. Perera,

Director of Irrigaition.

Copyto: SiL &L.D.-Reference 06/02/6 (1) of 19.11.1988.
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Departmental Citouial No. 06 i (355

My No; 66 - 00007..
irrigation Department,
Coiombo - 7.
06.03,1987.

Snr. D.DD./C.DD. in H.O/D.DD Ranges

C.R.EE/R.EE /i.EE,

Sub: Restoration of abandoned breached tanks.
l am agreatly purturbed that 3 number of tank bunds, anicuts,

structures built by the Department had breached or got wahsed off within a
year of thed construction; this reflects very badiy on the Department. It is
fejt that these failures had occurred mainty due to one or more of the

following reasons :-

1. Insufficient and poor investigations.
2. improper designs,
a Poor qualaity of construction.

Hence, when taking up abandoned tanks for restoration, the following

instructions should be strictiy adhered to :-

(1) The tank bund must be fully investigated, augur hotes should be
done at a numebr of places and 2 study made of the nature of the
existing bund.

(2} A complete investigation should be doen on the nature of the soil in
the bund and the degree of compaction especially if any Shramadana
work had been done earlier.

(3}  The beach site surveys shouid include a study of the foundation
conditions with the help of the trail pits or augur hoies, The depth to
which the breach has to be excavated to receive the new fill should
he determined with these investigations The plans shouid show

these.
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(5)
®)
M

(8)

Alt ant hilis should be cut open and fuily clearned. Ali trunks of dead
trees shouid be removed along with the roots.

All holes and weak spots in the tank bund should be located and
provision made to open up the bund and refull these piaces properly.

The storage capacity of the tank should not be increased fo more
than that had been existing.

Inspection of the tank bed should aiso be done to check on the
permeability of the tank bed.

After preparation of the plans and proposals, the Divisional LE. and
the Range D.D. should personally inspect the sites especially the
tank bunds and anicut sites and satisfy themselves that all the above
actions have been taken and the proposals are in order. A cedtificate
should be given by the Range D.D. and the Divisional |.E. that the site
had been personally inspected by them and they are satisfied with
ﬁfe proposals.

Sgd/.

K.D.P.Perera
XRECTOR OF IRRIGATION.
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