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Looking at small advantages prevents great affairs from being accomplished.

- Confucius

General Conduct
Do's

ll Do always remember that you are a public servant and a responsible employee of PSU as such answerable as 
well as accountable for all your activities and conduct.

ll Do remember you are governed by a set of CDA (Conduct Discipline and Appeal) rules which calls for disciplined 
and honest behavior at all times.

ll Do uphold the image of your Organization.
ll Do always keep in your mind Company’s Mission, Vision, Policies and Objectives.
ll Do understand that the Company expects absolute integrity and devotion to duty from its employees at all times.
ll Do be conversant with prevailing CIL Conduct, Discipline & Appeal Rules, and ensure that these rules are not 

infringed. Be conversant with extant rules, regulations, circulars and orders.
ll Do submit the periodical returns of immovable property every year as per latest norms.
ll Do remember to intimate the acquisition of Movable and Immovable properties as per Form IVA and IVB as 

deemed fit with extant limits for the value of property.
ll Do keep your image and your organization image clear before the Client as well as before the General public for 

rendering prompt and courteous service to the public.
ll Do use discretionary powers judiciously.
ll Do put the date and signature in all official documents invariably and carefully.
ll Do check case/proposals at micro level to provide clear recommendation for appropriate and prompt decision 

by the competent authority.
ll Do keep in mind that you have to act in a judicious manner with due care and attention and not for self interest 

or to benefit a few with vested interest.
ll Do remember that you are answerable for any suspected mala-fide action on your part.
ll Do acquaint yourself with the civil laws of the area of your work and observe them scrupulously.
ll Do remember that ignorance of law/rules/regulations/guidelines of the Government/Company are no excuse.
ll Do make surprise and periodical visits to check the progress of the work and to have clear and first hand 

information of the problems being faced by the site employees.
ll Do encourage your subordinates to do their best and take all possible steps to ensure their loyalty to the 

organization, integrity and devotion to duty.
ll Do intensive monitoring of delays and disposal of your files that helps to curb corruption and projects better 

image of the Organization.
ll Do take prompt action to redress the complaints/grievances as per laid down procedures otherwise it may take 

the form of resentment.
ll Do have a designed mechanism for redress of grievances on the basis of existing rules/guidelines.
ll Do create a vigilance friendly environment in the Company through your own positive, transparent and timely action.
ll Do inform to the Company if any member of your family is engaged in a trade or business or owns or manages 

an insurance agency or commission agency.
ll Do remember the reasonable responsibility towards environment around you.

Don'ts
ll Don’t forget to do your duty as efficiently as you can.
ll Don’t yield to temptations or run after petty gains.
ll Don’t take any obligations or gratifications in any form.
ll Don’t decide issues whimsically.
ll Do not delay in processing files /proposal etc..
ll Don’t engage yourself or participate in any demonstration which involves incitement to an offence.
ll Don’t send any official document/information without approval of Competent Authority to any outsider.
ll Do not delay departmental enquiries violating the existing instructions against time limit of completion of CVC.
ll Do not ever exceed the power delegated upon the chair/ Office.
ll Do not bring any political influence in matters pertaining to your service.
ll Don’t send/endorse a document/file without required enclosures, if required.

ll Do not make ambiguous observations.
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Start by doing what is necessary, then what is possible 

and suddenly you are doing the impossible.
- St. Francis of Assisi

Civil and E&M Engineering Works
Estimates

Do's
ll Do prepare preliminary estimates, taking into account various factors for particular works, geographical 

location etc. as laid down.
ll Do give the website address of the organization in the advertisement/NIT published in newspaper.
ll Do prepare detailed estimates from drawings/ sketches fully supported by calculations as far as practicable 

after site inspection.
ll Do prepare estimates in a realistic and objective manner.
ll Do try to include items with standard specifications only. However, if inclusion of some items without 

standard specification becomes unavoidable, reasons for procuring such items must be recorded.
ll Do prepare cost estimates based on approved SOR/ norms only and wherever the norms are not available, 

analyzed rate with proper verifications be taken.
ll Do take approval of estimates from Competent Authority, before calling for tender.

Don'ts
ll Don’t make vague estimates without adequate details, which may lead to huge quantity variations and 

creation of extra and substituted items.
ll Don’t try to procure items without standard specifications.
ll Don’t take rates of previously awarded works for preparation of estimate.
ll Don’t mention conflicting conditions.
ll Don’t include such items or scope of work which are not needed in the work, which may unnecessarily 

load and vitiate the tender.

Inviting Tender through e-Tendering Portal

Do's
ll Do e-Tendering for all open tenders having estimated value Rs 2 lakhs and above or as per decision of CIL/

Subsidiary Company regarding the threshold limit.
ll Do provide the organization website address, email address, contact no. etc in the NIT.
ll Do provide minimum period for bid submission time to the bidder having valid DSC of the bid on e-Tendering 

Portal as per provision of Manual for e-tendering for Civil Engineering works.
ll Do check the dates of bid submission start date, end date and other dates with time on line, of tenders 

with respect of working days in order to avoid unnecessary corrigendum/ addendum at a later date.
ll Clarification may be asked by TC if required as per provision in tender Document/NIT.
ll Do ensure that the eligibility criteria are exhaustive, yet specific and there is fair competition.
ll Do fix in advance the minimum qualification, experience and number of similar works satisfactorily 

completed as per prevailing manual and CVC guide line.
ll Do retender if relaxation on Eligibility Criteria is necessary 

Don'ts
ll Don’t reject any tender without assigning any reason as tender accepting authority is bound to record 

clear, logical reason for all actions of acceptance / rejection.
ll Don’t fix stringent Eligibility criteria as it results in poor competition.
ll Don’t relax the Eligibility criteria after publication of NIT.
ll Do not make any change in the previous parameters (commercial or Technical) without competent 

approval in case of retender.
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There are many things to do. Let each one of us choose our task and stick to it through thick and 

thin. Let us not think of the vastness but let us pick up that portion which we can handle best.
- Mahatma Gandhi

Tender / Bid Document

Do's
ll Do create (by creator of tender having Digital Signature certificated) updated standard tender documents 

to suit the present contract requirements containing all salient details and the created tenders shall be 
published on the dedicated e-Tendering portal of CIL/Subsidiary and also in CIL/Subsidiary website and 
Govt. website as per norm.

ll Do ensure to provide the name and address of IEM in the NIT and the Integrity pact as part of the NIT 
document in each tender having Estimated value above the threshold limit decided as per the existing 
policy of the company.

ll Do ensure the uploading of Minutes of the pre-bid meeting on the e- Tendering portal.

ll Do provide tender specific standard General Tender Evaluation (GTE) Templates on the e-Tendering portal, 
while creating a tender the latest and appropriate GTE template is to be selected. Bid openers will also be 
indicated in the portal.

ll Do mention the form in which EMD is acceptable clearly in the tender documents and how to upload its 
scan copy on e-Tender portal by bidders having DSC Certificate.

ll Do incorporate in the bid documents detailed General technical specifications along with a list of preferred 
IS, makes of major Equipments/materials etc and safety code.

ll Do specify the conditions for tender responsiveness.

ll Do specify in unequivocal terms in the bidding documents, the performance parameters and the technical 
evaluation criterion, if any. Including the BIS standard, DGMS approval, Test Reports etc.

ll Do mention the requirement of valid Electrical license, whenever applicable, in case of electrical works. 

Don'ts
ll Don’t forget to mention important clauses pertaining to earnest money deposit, completion schedule, 

testing of equipments, performance bank guarantee, payment terms, penalty for delayed completion, 
comprehensive insurance cover, contractor’s liability, safety arrangements, statutory requirements for 
labour welfare, arbitration clause etc. in a proper and explicit manner.

ll Don’t sub divide/split a bigger work into smaller work without its approval by Competent Authority before 
tendering.

ll Don’t provide rate only against item in the bill of quantities without giving quantity against them.

ll Don’t provide unrealistic period of completion of work as unworkable period leads to frequent grant of 
extension of time and litigation.

ll Don’t alter specifications and conditions of contract if left out work of a rescinded contract is to be executed 

at the risk and cost of the defaulting agency.



| 4 |
Being ignorant is not so much a shame as being unwilling to learn to do things the right way.

- Benjamin Franklin

Receipt/Opening & Evaluation of Tenders

Do's
ll Do ensure that if the bid received up to bid submission end date is less than three, the bid submission 

end date and time, is extended by 48 hours and if up to extended period the tenders received remains 
less than three ,the bid submission end date &time is further extended by five days ,simultaneously the 
existing bidders shall be allowed to revise/modify their bid during extended periods in both cases. 

ll Do ensure any addendum/corrigendum/date of extension etc in respect of the tender is issued on our 
website only. Bidders must be requested to visit our website regularly to keep themselves updated.

ll Do ensure that after receipt of EMD, undertaking contractor’s bid and other details as per provision of bid 
submission of e-tender notice before schedule submission ,the bid will be opened on line in the manner 
as specified under e-tender notice.

ll Do ensure the validity of bid shall be not less than 120 days from the last extended date, if any /end date 
of submission.

ll Do ensure that the opening of Bid (Cover I & Cover II) and the evaluation sheets generated by the system 
on line is validated by TC members. 

ll Do ask on line clarification during evaluation of Bidders Bid (uploaded document) after on line evaluation is 
received, if required ( at the employers discretion)by the TC members with time limit as per NIT provision. The 
bid submitted shall be evaluated by the system on line based on the information furnished by bidders on line.

ll Do ensure that further off line activity from TCR to award of work/Agreement execution after competent 
approval is done as per specified guide line/manual.

ll Do ensure that any tender hosted on the e-tendering site must be logically concluded i.e either Award of 
work is issued or the tender is cancelled or retendered.

ll Do ensure that the scanned copy of the work order issued in favour of L1 bidder is uploaded on the 
e-tendering portal and original copy of the same will be sent to the bidder by Reg. post.

ll Do establish the reasonableness of rates on the basis of estimated rates and the prevailing market rates 
before acceptance of the offer.

ll Do identify the abnormally high rate (AHR) and abnormally low rate (ALR) items and the officials/ agencies 
responsible for execution of work should be intimated to exercise appropriate control on such identified 
items to avoid complications.

Don'ts
ll Don’t accept tender without E.M.D. submission along with tender.
ll Do not open tenders received less than three without waiting extended time for submission of bid as per 

NIT provision.
ll Do not forget uploading of work order/Agreement in favour of L 1 bidder on the e-tendering portal and 

original copy of the same will be sent to the bidder by Reg. post.
ll Don’t prepare justified estimates at a later date of receiving tender in order to justify already received 

rates.

ll Don’t collect market rate from unauthorized sources.
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Far and away the best prize that life offers is the chance to work hard at something worth doing.

- Theodore Roosevelt

Award of Work & Signing of Contract Agreement

Do's
ll Do ensure that once the offer is found techno- commercially acceptable, the work is awarded without any 

loss of time.
ll Do issue letter of award after approval of tender and take acceptance of tenderer before signing of 

agreement.
ll Do keep all the necessary documents ready before hand and a formal contract agreement containing all 

the requisite documents forming part of the agreement should be signed within a reasonable time.
ll Do ensure that the contract document is precise, definite and complete.
ll Do make the important papers, such as copy of amendments subsequent to the issue of tender documents, 

a part of contract agreement.
ll Do ensure that the detail of awarded contract is sent for posting on the web site.
ll Do make the contractor sign the detailed agreement within the time frame to avoid any complication in 

the contract at later date.
ll Do ensure that the agreement is well bound, page numbered, signed by both the parties and well secured.

Don'ts
ll Don’t keep a file pending for decision by the approving authority after the recommendation of the tender 

committee has been received.
ll Don’t award any contract on nomination basis as it would amount to a breach of Article 14 of the 

Constitution guaranteeing right to equality to all interested parties, except in rare and exceptional cases as 
per provision in concerned Manual/CVC guide line duly approved by competent authority.

Execution of Work :

Do's
ll Ensure good workmanship by proper supervision.
ll Maintain all registers records as per CEM provisions at site, Site order book, Material testing register ie. 

Quality control register, Hindrance register, Inspection notes, Complaint records, if any etc.
ll Issue material/equipment to the contractors only through authorized representatives with proper receipt 

from him and control the issues commensurate with progress of work, if any. 
ll Ensure recovery of cost of materials supplied by company on sale account in respect of hire charges for 

tools, plants, machine etc from the R/A bills immediately after their use.
ll Ensure record measurements /levels on machine numbered MB/ level book only ,duly issued by the 

competent authority.
ll Carry out prescribed checks of measurements, paying particular attention to the hidden measurements.
ll Ensure test checks as per rules.
ll Ensure specification all supplied items as prescribed in specification of the item as per contract. 
ll Do ensure that the bank Guarantee normally unconditional is prepared from a RBI scheduled Bank in the 

prescribed format or as specified in tender.
ll Do provide prescribed format for acceptance of Bank Guarantee along with tender documents, if possible.
ll Do ensure taking reasonable amount as unconditional Performance Bank Guarantee for suitable validity 

period /shall be 90 days beyond the Period of contract/extended period (if any) whichever is more 
depending on a particular case but in no case less than one year.

ll Do ensure that whenever the time extension for contract is granted, the extension of validity of BG should 
also be appropriately asked.

ll Do clearly spell out the date of submission for the BG and adhere to it at the time of the execution of the 
contract.

ll Do compare this with the original BG for confirming that the BG submitted by the agency is in order.
ll Do assign the responsibility for verification, timely renewal and timely extension of BG.
ll Do take timely action for revalidation/encashment of BGs.
ll Do incorporate and implement a comprehensive all risks insurance clause for men, material and  
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In matter of style, swim with the current; 
in matters of principle, stand like a rock.

- Thomas Jefferson

construction for work value more than Rs 50 lakhs, so as to meet any loss/ contingency arising on account 
of any mishappennings during execution (excluding reason beyond control of contractor or act of god) etc 
as per manual/guide lines concerned..

ll Do also take care that safety precautions are taken at site during execution irrespective of insurance.

Don'ts
ll Don’t allow execution of work without proper sanctioned work order/award of work.

ll Don’t allow the contractor to execute only those items first which are considered more profitable by him. 
ALR/AHR items must be identified as per CEM Clause in this respect.

ll Don’t allow execution of partly left over work by other agency before taking final measurement of earlier 
contract and getting them accepted both by the old and new contractor.

ll Don’t permit use of substandard materials.

ll Don’t endorse test check certificate without putting dated initials against individual items of work.

ll Don’t allow passing of bill of earth works without detailed measurements.

ll Don’t handover BG to supplier/contractor for getting its extension or verification but through speed/ 
registered post only.

ll Don’t wait till last moment for extension and in such case ask for encashment well in advance.

ll Don’t make RA payment until insurances as specified in the contract are submitted by the contractor. 

Completion of Contract
Do's

ll Do stipulate milestones in the contract for the specific schedule of completion of contract in an 
unambiguous manner.

ll Do monitor progress in accordance with such schedule.

ll Do ensure that each and every contract, in case of big projects, should have its specific schedule of 
completion of intermediate milestone activities which inter-alia should be within the overall completion 
schedule of various activities in advance, if the work is broken into small contracts.

ll Do reconcile materials issued, if any by department at various stages of work.

ll Do ensure that materials are tested at proper frequency.

ll Do ensure that the proper technical staff is employed by the contractor and work is executed qualitatively 
and timely as per agreement/ guidelines of Manual. 

ll Do ensure that the project is not delayed due to contactor’s fault such as non-deployment of adequate 
plant and machinery, technical staff, material, labour, etc.

Don'ts
ll Don’t forget to take final built up drawings on completion in case of turnkey contract.

ll Don’t forget to adjust all advances before completion of project and release of final payment.

ll Don’t forget to record delays on the part of contractor and recover LD as per provision of contract.

ll Don’t forget to take Bank Guarantees for long term guarantee for specialized items, if specified in contract.

ll Don’t release retention money before due date.
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There are many things to do. Let each one of us choose our task and stick to it through thick and 

thin. Let us not think of the vastness but let us pick up that portion which we can handle best.
- Mahatma Gandhi

Defect Liability Period Clause

Do's
ll Do incorporate in the bid documents and in the resultant contract detailed “Defect Liability Period” clause 

embodying all the safeguards.
ll Do reckon defect liability period only from the date of taking over of work viz. installation/commissioning 

in the contract involving installations /commissioning of equipments.
ll Do proceed in such a manner that the time gap between supply and commissioning is minimal, in case 

supply and installations have to be executed through separate contract due to some compelling reasons.
ll Do maintain a proper record of hindrance.

Don'ts
ll Don’t miss to provide this clause in all contracts.

ll Don’t fail to record date of completion in order to calculate defect liability period.	

Payment Terms & Applicability of Taxes & Duties

Do's
ll Do make clear the applicability of various taxes/duties at the outset in the instruction to the bidder’s part 

of the bid document in the case of a composite contract for supply and erection.
ll Do define payment terms unequivocally.
ll Do make the payment to the contractor based on the actual progress of the work.
ll Do record the measurements of the item in the measurement book.
ll Do attest the corrections in the MB, if any.
ll Do get the test check of measurements by officer of a higher level.
ll Do exercise appropriate check and control on the flow of funds while making the payments.
ll Do pay the executed quantities beyond the stipulated time after deducting the LD, if imposed, as provided 

under the contract unless the valid time extension for the contract is given.
ll Do reimburse taxes and duties, if applicable, only on the production of relevant documents.

Don'ts
ll Don’t vary the quantities/amount under the contract. If unavoidable, it shall not be made /paid without 

approval of competent authority.
ll Don’t deviate from payment terms provided in the contract.
ll Don’t make escalation payment, if provided in the contract, on owner issue materials like cement, steel 

and services.

ll Don’t ignore any new taxes and recovery on this account, whether provided in the contract or not.
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There are risks and costs to a program of action  

but these are far less than long range risks and costs of comfortable inaction.
- John .F. Kennedy

Modifications of Contract Conditions/Specifications

Do's
ll Do discourage any relaxation in the contract terms/ specifications after conclusions of the contract.
ll Do allow modifications/ amendments, only in exceptional cases which are considered absolutely essential 

but only after taking into account the financial implications.
ll Do withhold a sufficient amount against the items received in an unfinished /incomplete condition so as 

to ensure that no extra payments are made against such items/ services.

Don'ts
ll Don’t modify any condition of contract as it would vitiate the contract and give chance to other party to 

go to court for claim of damages.

ll Don’t make any modification in contract conditions. 

ll Don’t change the contract approved on percentage basis to item rate basis or vice-versa. 

ËËË

Purchase and Stores
Do's

ll Ensure non availability of items in OMMS module of CoalNet before placing of indents by user departments.

ll Ensure that purchase of items is processed based on proper indents initiated from user department.
ll Provide clear and complete description of required items leaving no scope for manipulation.
ll Adopt competitive tendering processes such as “Open Tenders” as far as possible.
ll All tenders are governed by NIC Portal. 
ll Ensure that Security Deposits and Earnest Money deposits are released promptly.
ll Always go for rate contract for recurring type of consumables and spares.
ll Indicate the estimated/last purchase rate in figures and words.
ll Ensure physical verification of stores at regular intervals.
ll Ensure that Store Receipt Notes (DRR) are promptly raised.
ll Ensure that all materials are issued against proper documents.
ll Ensure that all materials go out from Store through Gate Pass only.
ll Ensure proper maintenance of bin cards/Kardex/Ledger & OMMS.
ll Ascertain right type of scrap before disposal and take all parameters while fixing reserve price of scrap materials.
ll Keep strict watch on disposal of scrap to ensure that usable materials are not mixed up with scrap for sale 

before or at the time of lifting by scrap dealer.
ll Be vigilant & ensure proper security of store premises.
ll Avoid ‘Cartelization’ and ‘Set Tendering’.
ll Ensure reasonability of L1 price before recommending for procurement.
ll Avoid proprietary purchase of consumables.
ll Inspect/accept materials as per Supply Order/Work Order terms and conditions.
ll Ensure execution of repairing work confirming to specifications as mentioned in the Work Order/NIT.
ll Always ensure timely release of performance Bank Guarantee as specified in NIT/Supply Order/Work Order.
ll Maintain proper records for claiming warranty replacement.
ll In case of theft of Diesel/Lubricant/Spares/Scrap etc. report promptly.
ll Do provide sufficient time to the bidder having valid DSC for preparation and uploading of the bid on 

e-Tendering Portal of CCL as per policy.
ll Do check the dates of bid submission start date, end date and other dates with time on line, of tenders 

with respect of working days in order to avoid necessary corrigendum/addendum at the later date.
ll Do check TPS & BOQ compliance and proper functioning before publishing of e-tender.
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- Warren Wiersbe

ll Proper care and due diligence should be exercised before final uploading of the e-tenders documents 
specially the BOQ heads linked with pricing associated calculation.

ll In the event of cancellation of tenders do follow the recent guidelines issued by CVO, CIL for approval/
permission of competent authority.

Don'ts
ll Do not raise indent for items in excess of normal consumption pattern.
ll Do not furnish tailor-made specifications/eligibility criteria to favour selected suppliers.
ll Do not accept materials not conforming to specifications.
ll Do not permit unauthorized personnel to enter into the Stores.
ll Do not hand over any material to unauthorized persons.
ll Do not allow proprietary purchase of any item unless fully convinced with competent approval and 

certificate from the concerned HOD.
ll Do not delay in finalization of tenders.
ll Do not delay processing of bills of vendors.
ll Do not promote committee purchase to avoid normal tendering.
ll Do not shelter the vendors who indulge in forgery and in other unethical practices.
ll Do not accept any hospitality from the suppliers. 
ll Don’t prepare over-estimated/unjustified proposals for repair work/procurement.
ll Don’t prepare purchase proposals for same items under different names.
ll Do not split the work to be executed/items to be procured in order to avoid scrutiny and sanction of higher 

authorizes and to avoid reverse e-auction.
ll Don’t raise inflated/fictitious requirements.
ll Don’t purchase consumables under proprietary purchase.
ll Do not delay in refund of EMD/Security Deposit.
ll Do not procure materials on Brand basis without competent approval.
ll Do not disclose Reserve Price of surveyed-off materials.
ll Keep strict watch on disposal of scrap to ensure that unusable materials are not mixed up with scrap sale 

before or at the time of lifting by the scrap dealer.
ll In case of cancellation of tender necessary corrigendum should be uploaded in e-tender portal.
ll Don’t reject any tender without assigning any reason as tender accepting authority is bound to record 

clear, logical reason for all actions of acceptance/rejection.

ll Do not accept any additional document during evaluation of the tender to qualify the tenderer. Though 

clarification/shortfall may be asked by the TC if required as per provision in tender document/NIT.

ËËË

Contract Management Cell
Do's and Don'ts in Contractual Transportation and Mining Works Preparation and Approval of Estimates:

Do's :
ll Prepare estimate as per Check list of Operation department/CMC.
ll Record background, need and justification of work.
ll Mention Lead slab as per lead certificate.
ll Mention availability of coal route etc in case of transportation works. 
ll Mention availability of land for Hiring of Equipment (HoE) works.
ll Mention whether other contracts are running or not between the same sources and destination.
ll Calculation of estimates is to be made as per prevailing SOR/last awarded rates.
ll Comment on availability of departmental tippers and pay loaders/equipments for removal of OB, extraction of coal.
ll Mention Dispatch programme of the Area
ll Mention Budget provision, provision in action plan etc.
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There should always be the human touch, but behind the human touch 

one should give the feeling of firm decision.
- Jawahar Lal Nehru

ll Mention quantity of coal/OB as per the target
ll Mention Quantity of OB (lead wise drilling/without drilling) after taking the departmental capacity 
ll Mention whether the site is as per approved PR site/approved scheme of HoE works.
ll Mention Status of the land for hindrances
ll Vetting of OB quantity by CMPDIL/Concerned Department of CCL HQ. 
ll Enclose route Plan, detailed drawings, Bore Hole data & dumping location details.
ll Estimate to be forwarded through associated finance and Area Finance.

Don'ts:
ll Conceal facts such as details of running contract in same route, same or part of the patch under current 

scope, same source stock of coal under liquidation by another contract etc.

Tendering and Award of Work

Do's :
ll Ensure approval of estimate. As far as practicable, the estimate should be updated. Further, taxes 

contributing to’ cost to company’ (e.g. -Swaccha Bharat Cess and Krishi Kalyan cess related to service tax /
any other tax notified as per Govt. rules) be added in estimated cost.

ll Arrange approval for inviting Limited tenders recording reasons for taking up limited tenders.
ll In case of limited tenders proposed from Area, enclose list of working contractors* of the cluster of 

respective Area ( *contractors having an ongoing or completed work with period falling in last FY or current 
FY upto last day of month previous to one in which bids are invited) who are eligible to participate in it. 

ll Ensure communication of limited tender to firms enlisted as per proposal.
ll Prepare Tender Document and Notice Inviting Tender (NIT)[based on Standard Bid Document (SBD) 

approved for subsidiary, if any].
ll Prepare work specific bid document including the NIT, if required, and obtain competent approval as per 

Manual for e-Procurement of Works and Services (MePWS).
ll Publish NIT/Bid Document on www.coalindiatenders.in/ approved portal and send soft copy to GM(System) 

for uploading on www.centralcoalfields.in, www.tenders.gov.in, www.eprocure.gov.in. 
ll Upload notice for extension in date of bid submission, if felt necessary before scheduled end date of bid 

submission,if any, on company website(this is other than 2 day/5 day online auto extension done at expiry 
of bid submission end date).

ll Follow the guidelines provided in approved bid document/applicable Circulars/Manual for e Procurement 
of works and Services/CMM related to work/Other Standard guidelines for finalization of tenders.

ll Verify experience certificate submitted by the lowest eligible bidder during the period for submission of 
bid/clarification.

ll Compare the rate of L1 bidder with evaluation of updated cost as per feedback of Area, departmental 
calculations.

ll Justification of quoted L1 rate may be obtained from its bidder, if required.
ll Consider suo- moto reduction in rates if offered by bidder during the meeting or later on.
ll TC to Recommend for award of work to the lowest bidder for tendered quantity If all the eligibility criteria 

as laid down in the NIT/Tender Document are fulfilled by them and offered rates incorporating rebates ,if 
any, are found reasonable and justified with respect to available updated cost and considering intangible 
difficulties associated with execution of work.

ll Recommend for award of work to the lowest bidder for bare minimum quantity, if offered L1 rate including 
rebates, if any, are still on higher side compared to available updated cost as per CVC guidelines.

ll Follow the guidelines as per bid document, subsequent revisions of e-Tendering process by CIL,if applicable.
ll Obtain approval of TCR by competent Authority.
ll Issue Letter of Acceptance (LOA) in the name of bidder as mentioned in Letter of Bid.
ll Complete Tender File along with LOA and other relevant documents is sent to Area concerned, for 

execution of agreement after obtaining Performance Security and execution of work 

Don'ts
ll Reject any tender without assigning any reason .
ll Do not accept any offline document during evaluation of the tender. Though clarification/justification of 

rates may be asked by TC if required as per provision in tender Document/NIT/manual.
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The difference between the impossible and the possible lies in a person’s determination.

- Tommy Lasorda

Execution of Work

Do's :
ll Issue letter handing over site to agency.
ll Avoid change in site/earmarked patch of work from that as per estimate.
ll Obtain approval for change in site/patch or route of transportation/destination of dumping OB/Coal from 

that as per estimate, if unavoidable, recording reasons for the same.
ll Adhere to guidelines prescribed in relevant Contract management Manuals regarding execution of work.
ll Ensure payment of wages to workers engaged in mining activities by agencies as per prevalent High Power 

Committee wages of CIL and to other workers as per minimum wages notified by Central Govt./State Govt. 
ll Ensure implementation of relevant rules of Minimum Wages Act, Provident Fund and Miscellaneous 

provisions Act and other laws of Central/State/Local authorities.
ll Process estimate for fresh work(that will be required after completion of the ongoing work)as per 

expected requirement, with adequate time in hand for approval of estimate, tendering and award, in 
order to discourage extension in quantity/time or both of the running contracts as per provisions in CMM. 

ll Process for Extension of Quantity, Extension of Time, as required, justifying reasons, if unavoidable. 
ll Ensure recording of measurement of quantity duly accepted by agency in transparent and unambiguous manner.
ll Keep record of explosives issued to agency for blasting and ensure consumption.
ll Maintain Hindrance Register with periodical entries by representatives of company and the agency.
ll Arrange to raise bills periodically with deductions for electricity,water, land/house rent, explosives, royalty 

,cess etc as per contract.
ll Reimburse the agency for payment of Service Tax/any new tax as per provisions of Bid Document / rules 

of Government revised subsequently after award of work.
ll Ensure maintenance of necessary records related to payment of wages, issue and use of explosives, etc.

Don'ts
ll Force agency to accept/undertake any text which is beyond the provisions of instant contract or otherwise unlawful.
ll Overlap scope of work (patch - for OB removal/Coal extraction; source stock– in case of loading and 

transportation work) with other running/already proposed work. In case of larger stocks to be liquidated 
fast, more than one contract(s) may become essential. In such case(es), the subsequent proposals must 

mention the fact and parallel operations by agencies be ensured. 

Deviation/Foreclosure/Termination/Closure of Contract

Do's :
ll Judge a contract( in case it is found not executable as awarded) whether the work can be continued by 

allowing deviation/variation as follows:

-	 Allowing alteration (excess/saving) in quantity of awarded item(s).

-	 Allowing addition to (extra item) or substitution (complete saving/non execution) of original awarded 
item(s).

ll Assure that the changes as above do not radically change the original scope of work. 
ll Ensure that the agency has accepted/consented to the proposed changes-expressed or implied by 

continuance of work etc., at the same terms and conditions as per original agreement.
ll Process Deviation Estimate/proposal for quantity variation through associated finance for competent 

approval, citing reasons of changes proposed.
ll Process for Foreclosure of contract in case the work cannot be continued further even with regularization 

through Deviation Estimate, by citing reasons thereof.
ll Process for termination of contract, in case the agency is at fault, with imposition of penalty as per merit 

of the case.
ll Maintain Hindrance Register with periodical entries by representatives of company and the agency.
ll Process Revised Estimate along with the Work History, Payment details, copy of Hindrance Register 

through associated finance.
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For a wrongdoer to be undetected is difficult;  

and for him to have confidence that his concealment will continue is impossible.
- Epicurus

Project & Planning Department
Do's 

ll For achievement of the goal of the Company, proper and realistic planning should be done for long term 
as well as short term objectives.

ll Execution of the project should be as per the approved plan/ project report.
ll All the execution should comply the statutory norms of the regulatory as well as the administrative 

authority.
ll Any indent of capital nature of work should be scrutinised properly and must be approved by the 

competent authority.
ll The selection of the equipment for method of mining operations should be such that the quality of the 

coal is maintained.
ll Foresightedness and practical judgement should be exercised by the indenting authority at the initial stage 

so that there is no need for any re-appropriation of fund. 
ll If re-appropriation of fund is required, then it should be done with proper reasoning & with due approval 

of the competent authority.
ll Area and other technical heads should give their comments on the draft project report for inclusion in 

the same before finalisation of the project report to avoid necessity of formulation of schemes in addition 
to provisions of project report. If needed, the scheme should be in line with the guidelines / circulars & 
directives of the company.

ll Any activity / purchase of capital nature, which is not covered in the project report, should be approved 
by competent authority.

ll Any P&M indent / scheme should be in proper format, furnishing cost benefit analysis and complying the 
guidelines / circulars & directives of the company.

ll Any deviation from project report should be approved by competent authority.

Don'ts 
ll One should not go for any hasty planning.
ll Piece meal indent should not be prepared.
ll Splitting of the jobs should not be allowed.
ll Dumping of overburden should not be allowed outside the approved mine plan.
ll Dumping of overburden should not be allowed over the coal bearing areas.
ll There should not be any cost overrun or time over run as far as possible. If at all needed a revised project 

report should be approved by the competent authority in case of cost over run.

ËËË

Excavation Department
HEMM Procurement :
The cardinal principle of Procurement of Goods, Works and Services using Public Funds is to procure specified quality and quantity 
of the materials/services, at the most competitive prices and, in a fair, just and transparent manner, eliminating randomness.

Do's

A. General
All the documents should be filed in proper sequence and page numbered. Remember that noting side of file is to 
endorse action taken only. Noting is to be signed with name & date.

B. Requirement Assessment Stage
It is required to be ensured that :

ll The need assessment as Shopping List for HEMM procurement and back-up Spares & Consumables is 
based on real and clearly quantified and documented requirement taking into account the current 
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We want to have challenges so that we can prove that we are capable of over throwing them.

- Indira Gandhi

requirement and the requirements in immediate future. For HEMM requirement assessment it is required 
to keep the replacement as per approved S-off equipment & likely to be S-off & additional requirement as 
per approved PR/EPR provisions in mind.

ll The major specifications and quantities are justified and recorded individually.
ll Expenditures on procurements/creation of assets not likely to be utilised in the foreseeable future is 

strictly avoided.
ll In case of proposal for new HEMMs due to obsolescence/inadequate capacity of the existing ones, the 

proposal highlight the action being taken for the utilization of old HEMMs.
ll The proposal for procurement of the HEMMs is initiated well in time so that the need for resorting to non-

laid down procedure in the name of urgency is avoided.
ll The proposed procurement meets the requirement of the user Open Cast Projects.
ll As far as possible, demands for materials from various users should be clubbed and tendered in bulk to 

avail the advantage of best price.
ll The goods and services required to be procured should conform to the latest specifications and technology 

available in the market.
ll The requirements for post implementation maintenance of equipment, spare parts & consumables and 

services are assessed and provisioned for in the Specification part of Notice Inviting Tender.

C. Indenting Stage
ll After Shopping List for HEMM is approved by the competent authority, the Indents are to be collected 

from user Area dully authenticated by all concerned for clubbing and processing for procurement.
ll The clubbed indents are required to be approved by competent authority. 
ll Estimates should be based on recent past available landed price with suitable escalation or from data 

available with CMPDI Ltd/ furnished in approved PR/EPR to avoid large scale deviations at later stages.
ll Adequate budget as per the estimated value is required to be provisioned before Indent registration for 

initiation of procurement activities.
ll A detailed Technical Specification is required to be drafted and approved by competent authority before 

Indent registration for initiation of procurement activities. 
ll Ensure Technical specifications are sound and well-spelt out the various mandatory & essential 

requirements both in terms of Equipment, Spares & Services. Specify parameters/ loading criteria having 
financial implications in unambiguous manner. Technical Specifications should not be tailor made to suit 
a particular/select firm.

ll In case of specialized items, establish reasonability of rates and should be based on average value of 
budgetary quotes or on the basis of average of last accepted rates for the similar Equipment/ Machinery/ 
items ordered for other govt department/ private firms, collected before floating of tender and not solely 
on the basis of a single budgetary quote.

D. Tender Evaluation Stage:
ll The Technical Evaluation of the bids should be system generated on the basis of e-template only without 

any scope for the subjective interpretation. Ensure that technical evaluations are done objectively on 
equitable basis.

ll The checking of technical documents should be in line with technical parameter sought in NIT and offered 
by the bidder for their offered product.

ll “Similar” should be clearly defined in the NIT and should not be left to the subjective assessment of 
an individual executive. It should not be narrowly defined so as to suit a particular bidder or a group of 
bidders but be aimed to generate adequate and healthy competition among the reputed bidders.

ll All the pages of the tender documents should be signed for any correction, omission, addition / insertion 
and overwriting before issuing. Complete tender document, irrespective of value should be uploaded on 
the website. Tender document on the website should preferably be in PDF format. Retain a copy of the NIT 
“as appeared on website” for record. 

ll Inability to upload tender documents on the website should immediately be brought to the notice of IT 
in-charge under acknowledgement. Ensure wide publicity through advertisements in the media.

ll Allow reasonable time, as prescribed, for the collection and submission of tenders. Any change in NIT 
should be informed to all the bidders in writing.

ll All the documents/ certificates required from the bidders in support of their eligibility for participation in 
the tender should be notarized public. 

ll The performance report of the equipment supplied in past of same offered type & model of equipment 
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If ever there was a country for which a man might  
work with pride, surely it is our own.

- Rajendra Prasad

having same configuration i.e. major assemblies/ sub-assemblies in support of the eligibility criteria 
of provenness of the bidders should be on the basis of clients certificate in respect of satisfactorily 
performance of supplied equipment and not on the basis of supply order received only. 

ll Copy of the supply order of the offered type and model of equipment should be submitted to verify the 
stipulations & obligations.

ll Ensure that tender committee meeting minutes contain date, time and venue and the dated signatures of 
all the members.

ll Ensure that equal opportunity is given to all the bidders at all the stages of the tendering.

Don'ts:

A . General
ll Don’t extend the existing contract/ repeat order/ change in scope of work without proper justification 

placed on record.

ll Don’t forget that tender documents/ files are confidential only till the opening of the tender so it is better 
to be just, fair and transparent at all the stages of public procurement.

B. Requirement Assessment Stage
ll Don’t consider equipments for replacement against Write-off equipments while preparing shopping list of 

HEMM for the financial year unless proper directive from competent authority is there. 

ll Don’t take procurement action of HEMM against any scheme without clearly identified, assessed and 
approval of competent authority.

C. Indenting Stage
ll Don’t take procurement action without clearly identified, assessed and approved shopping list as per the 

requirement for a User Project.

ll Don’t allow preparation of Indent in any format other than prescribed in the approved Purchase Manual 
& on inflated value.

ll Don’t split the proposal into parts to fall within the powers of a particular executive.

ll Don’t put stringent qualification criteria to restrict competition.

ll Don’t Issue the tenders without the approval of appropriate authority.

D. Tender Evaluation Stage :
ll Don’t seek clarification on tender related matters from the bidders on phone. In case it is necessary follow 

it up immediately with a email through portal and maintain proper record of all the communications.

ll Don’t entertain any documents for the tender submitted by the prospective bidder after opening of tender 
without the knowledge of respective Tender Committee. Short-fall documents, if any, can be uploaded 
only through a e-portal when asked for within the prescribed period date.

ll Don’t reject inconvenient bids on flimsy grounds of technical unsuitability.

ll Don’t reject the tender on account of credentials not well substantiated particularly when no such criterion 
is pre-laid in tender document.

ll Don’t relax the qualification criteria after the call of tenders.

ll Don’t change the tender committee once constituted, without the approval of the competent authority. 
Reason for the change be recorded.

ll Don’t treat the recommendation of the tender committee with the dissenting note of one or more 
members as unanimous recommendation. Take an objective view of the dissenting note before arriving 
at final decision.

ËËË
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There are risks and costs to a program of action but these are far less than long range risks 

and costs of comfortable inaction.
- John .F. Kennedy

Coal Stock Management
Do's 

ll Be conversant with procedures for firm measurement of coal stock.
ll Verify the correctness of the benchmark.
ll Preserve all duly signed field books for future reference.
ll In reporting coal production, discount the percentage of stone/shale band if it gets mixed with coal.
ll Keep the stock yard properly fenced and well guarded.
ll Check the conversion factor of coal every year.
ll Check trip/tub factor regularly and apply correction as required.
ll Dispatch old stock first.
ll Duly record “Transfer In” and “Transfer out” of coal after observing all the prescribed formalities.
ll Guard against pilferage of coal.
ll Ensure proper compaction of coal stock and give top portion of stock an aerodynamic shape.
ll Make necessary arrangement of fire fighting.
ll Guard against false-excess billing in respect of:-

•	 Transport of coal
•	 Lift/lead
•	 Overtime
•	 Shale picking/stacking

Don'ts 
ll Don’t over report/under report figures of production of coal.
ll Don’t accept “Transfer In” and “Transfer out” of coal without documented weighment.
ll Don’t consider in-situ coal in quarry bed as stock.
ll Don’t issue more coal than norms for boiler/domestic consumption.
ll Don’t make stockyard below HFL.
ll Don’t stock coal on “un-contoured” and “soft” ground.
ll Don’t allow the stock of coal to pile high to avoid self-heating.
ll Be vigilant about receipt/issue/movement/use/return of explosives and strict maintenance of record.

ËËË 

Safety Department
Do's

ll Obey the instructions of your superiors.
ll Prepare written Safe operating Procedures for each activity of mine and distribute amongst workers of 

different categories.
ll All the activities shall be supervised by the competent persons.
ll All persons working in mine shall wear personal protective equipments.
ll Proper shutdown procedure shall be done while working on overhead lines.
ll Initial and periodical Medical Examination shall be done as per the provision of mine rule.
ll Vocational Training should be imparted to all persons before they are deployed in mines.
ll The parking of all dumpers shall be at the place designated for the purpose.
ll Proper drains shall be made on each side of the haul road to avoid accumulation of water.

Don'ts
ll No biri, cigarette or any other smoking material shall be taken in mines.
ll No unauthorized persons/vehicles shall be allowed to enter the mine premises.
ll No explosive material shall be transported except in Explosive Van as required by the regulation.
ll No vehicle shall be run in the mine premises beyond the prescribed speed limit.

ll Loading and unloading of coal shall not be carried out simultaneously from the same coal stock.

ll No light vehicle shall be allowed to ply where HEMMs are plying.
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The only correct actions are those that demand no explanation and no apology.

- Red Auerbach

Sales & Marketing Division
Area Level :
Do's:

ll Assessment of offer for despatch by Rail & Road mode on month to month basis based on position of 
stock, planned production and loading capacity.

ll Maintenance of sales register to record detail of orders received and planning lifting of coal against such 
orders within validity period.

ll Verification of related documents to ensure that coal is supplied against valid orders to duly authorised 
representatives only.

ll Maintenance of records related to truck / rake wise lifting of coal against each account.
ll Ensure that coal is supplied only to the extent of value deposited against each order.
ll Submission of lifting data to HQ on monthly basis.
ll Maintaining total transparency in allotment for lifting of coal by each buyer in a uniform & proper way.

Don'ts
ll Not to supply against orders after validity expires.
ll Not to accept any gratification or gift of any kind from buyers.
ll Not to provide undue favour to any individual / firms / buyers.
ll Not to delay in processing of refund or issuance of balance certificate to HQ against lapsed orders.
ll Not to release coal or process refund against orders which are suspended / stopped by HQ for any reason 

whatsoever without due clearance by the competent authority.

HQ Level :
Do's

ll To analyse offer received from Areas on monthly basis and allotted quantity for booing orders by valid 
consumers / buyers through a transparent computerised system.

ll To accept booking of orders with coal value in accordance with stipulated guidelines.
ll To verify documents as per stipulated guidelines and issue orders only after submission of required 

documents by the buyers.
ll To issue orders only to duly authorised representative.
ll To maintain uniformity in booking of orders against each scheme and advice Areas about issuance of 

orders immediately.
ll To assess status of stock, production and dispatch on regular basis and plan for evacuation in accordance 

with stipulated guidelines.
ll To liaison with Railways for supply of rakes as per requirement.
ll To maintain due liaison with consumers and give top priority to consumers satisfaction with due attention 

to stipulated guidelines of the company.
ll To maintain proper information system so as to keep all authorities updated with the development related 

to booking of orders, despatch of coal and problem, if any.
ll Realisation of account with consumers in accordance with the stipulated guidelines.
ll Co-ordination with the concerned department, Areas of CCL, CIL, Govt. agencies etc. for maintaining and 

improvement in dispatch.

Don'ts
ll Not to provide any undue favour to anybody.

ll Not to accept any gratification or gift of any kind from buyers.

ll Not to supply coal to buyers if any adverse report is received from Govt. agencies about misutilization of 
coal / involvement in criminal activities.

ËËË
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Looking at small advantages prevents great affairs from being accomplished.

- Confucius

Finance Department
Do's

ll Follow the CIL rules, manuals, circulars and vigilance/CVC Guidelines.
ll Always work in the interest of the company.
ll Deal the file in a transparent manner with due diligence.
ll Ensure compliance of observations of different auditors.
ll Ensure movement of bills/files through Tracking system.
ll Ensure 100% payment through Cheque/RTGS.
ll Timely submission of management information.
ll Ensure timely payment of Statutory dues and passing/disposal of bills/ files.
ll Ensure Budgetary control.

Don'ts
ll Don’t use outside influence for individual benefits.

ll Don’t get influenced by external pressure while performing the official work.

ll Don’t divulge the secrecy/policy of the company to the outsiders.

ll Don’t misuse official position in the company.

ËËË

Washery & Washery Construction Department
Do's

ll All safety measures should be strictly followed as per Factory Act 1948.
ll The entire factory act related to Washery should be followed.
ll Production target should be achieved on monthly basis as per Annual Action Plan (AAP).
ll Washed coal should be dispatched to the consumer as per MoU and MOEF Guidelines.
ll Measures should be taken to keep environment pollution free.
ll Cost Estimate should be realistic.

Don'ts
ll Any decision should not be guided by any external influence.

ll MOEF Guidelines should not be violated.

ll Inferior quality of raw coal should not be fed to the washery.

ll All major and minor jobs should not be done without the approval of competent authority.

ll Dealing files or any official paper should not be delayed.

ËËË
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Vision is the art of seeing things invisible.

- Jonathan Swift

P&IR/Welfare Department
Do's

ll Ensure timely issuance of charge sheet in cases of unauthorized absence from duty.
ll Ensure timely issuance of charge sheet in cases of other misconducts too.
ll Monitor progress of ongoing departmental enquiries, and ensure its timely completion.
ll Ensure reply to RTI applications within stipulated period as per the statute.
ll Issue promotion orders after proper scrutiny of seniority, caste certificates, VC/DC, Validity of Statutory 

Licences & Certificates on the Scheduled Day.
ll Ensure structural Meetings with Trade Unions as per the schedule.
ll Ensure compliance to Principals of Natural justice in cases of Departmental Enquiries.
ll Utilise ‘Welfare Fund’ only as per the norms of the company.
ll Before initiating any proposal for release of grant/fund etc. to outside agencies, check prior approval of 

the competent authority.
ll Ensure checking of all financial matters by concerned executive of Finance Discipline.
ll In respect of schools receiving grants and aid from CCL, ensure adherence to related Memorandum of 

Agreement, Circulars and Directions issued by Competent Authorities on the subject.
ll Ensure timely closure of Attendance Registers.

Don'ts
ll Disciplinary Authorities should limit award of Punishment to relevant clauses of Certified Standing Orders.

ll Don’t pick and choose between employees while closing attendance.

ll In any case do not violate guidelines/instructions issued by CCL/CIL.

ll Avoid favouritism or partiality in matters of promotions etc.

ËËË



djsa uk djsa & fgUnh vuqHkkx

bZekunkj gksus dk vFkZ gS_

gtkj eudksa esa vyx

pedus okyk ghjkA

dksf'k'k djus okyksa dh---

ygjksa ls Mjdj ukSdk ikj ugha gksrh]

dksf'k'k djus okyksa dh dHkh gkj ugha gksrhA

uUgha phaVh tc nkuk ys dj pyrh gS]
p<+rh nhokjksa ij lkS ckj fQlyrh gSA
eu dk fo'okl jxksa esa lkgl Hkjrk gS]

p<+ dj fxjuk] fxj dj p<+uk u v[kjrk gSA
vkf[kj mldh esgur csdkj ugha gksrh]
dksf'k'k djus okyksa dh gkj ugha gksrhA

Mqcfd;ka fla/kq esa xksrk[kksj yxkrk gS]
Tkk tk dj [kkyh gkFk ykSV vkrk gSA

feyrs u lgt gh eksrh ikuh esa]
c<+rk nwuk mRlkg blh gSjkuh esaA

eqV~Bh mldh [kkyh gj ckj ugha gksrh]
dksf'k'k djus okyksa dh gkj ugha gksrhA

vlQyrk ,d pqukSrh gS] Lohdkj djk]s
D;k deh jg x;h] ns[kksa vkSj lq/kkj djksA

tc rd u lQy gks] uhan pSu ls R;kxks rqe]
Lka?k"kZ djks eSnku NksM+ er Hkkxks rqeA

dqN fd;s fcuk gh t; t;dkj ugha gksrh]
dksf'k'k djus okyksa dh gkj ugha gksrhA



vLohdj.k%
bl if=dk dh lkexzh flQZ ladsr izd`fr dk gS vkSj lEiw.kZ ugha gS vkSj fdlh Hkh le; 
daiuh@lhohlh@dks;yk ea=ky; bR;kfn ds eSuqvy] fn'kk&funsZ'kksa ;k buds }kjk bl 
lanHkZ esa tkjh ifji=ksa dks jn~n ;k izfrLFkkfir ugha djrk gSA
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lkekU; vkpj.k
djsa

ll ges'kk ;kn j[ksa fd vki ,d ih,l;w ds ,d ftEesnkj deZpkjh gSa vkSj vki vius lHkh xfrfof/k;ksa ds 
fy, tokcnsg gSaA

ll vius laxBu dh Nfo dks cuk, j[kus dh dksf'k'k djsaA

ll ges'kk vius eu esa daiuh ds fe'ku] fotu] uhfr;ksa vkSj mÌs';ksa dks j[ksaA

ll daiuh dks gj le; vius deZpkfj;ksa ls iw.kZ bZekunkjh vkSj drZO; ds çfr leiZ.k dh mEehn jgrh gSA

ll çpfyr lh-vkbZ-,y- vkpj.k] vuq'kklu vkSj fu;e vihy ls okfdQ jgsa] vkSj ;g lqfuf'pr djsa fd 
bu fu;eksa dk dksbZ mYya?ku u gksA orZeku fu;eksa] fofu;eksa] ifji=ksa vkSj vkns'kkas ds lkFk ifjfpr jgsaA

ll gj lky uohure vkns'k ds vuqlkj vpy laifÙk dk le;&le; ij fjVuZ tek djsaA

ll dksbZ Hkh mPp dher dh py@vpy laifÙk dh [kjhn@fcØh ds lacfU/kr xkbM ykbu ds vuq:i lwpuk 
fu/kkZfjr çi=ksa (IVA ,oa IVB) ds ek/;e ls daiuh dks nsaA

ll vius vkSj vius laxBu dh Li"V Nfo] vius xzkgdksa vkSj vke turk ds chp cuk, j[kus ds fy, dk;ksaZ 
dk çfriknu 'kh?kz vkSj fouez :i ls djsaA

ll foosdiw.kZ rjhds ls foosdk/khu 'kfDr;ksa dk mi;ksx djsaA

ll fujiokn :i ls vkSj /;ku ls lHkh ljdkjh nLrkostksa esa fnukad ds lkFk gLrk{kj djsaA

ll ekeys@çLrkoksa dks l{ke inkf/kdkjh }kjk mfpr vkSj Rofjr fu.kZ; ds fy, lw{e Lrj ij tkap dj 
Li"V flQkfj'k djsaA

ll ges'kk foosdiw.kZ <ax ls dk;Z djsa vkSj vius fufgr LokFkZ ds fy, fdlh vU; dks ykHk u igqpk;saA

ll ;kn jgs fd vki viuh vksj ls fdlh Hkh lafnX/k@HksnHkko@nqHkkZoukiw.kZ dkjZokbZ ds fy, tokcnsg gSaA

ll dke djus ds fy, vius dke ds {ks= ds ukxfjd dkuwuksa ds lkFk vius vki dks ifjfpr j[ksa vkSj 
ltxrkiwoZd ikyu djsaA

ll le;&le; ij dk;ksaZ dk vkSpd fujh{k.k djsa ftlls dke dh çxfr vkSj leL;kvksa dh Li"V tkudkjh 
jgsA

ll f'kdk;rksa@f'kdk;rksa dk fuokj.k djus ds fy, 'kh?kz dkjZokbZ djsa vU;Fkk ;g vlarks"k dk :i ys ldrk 
gSA

ll viuh Qkbyksa ds fu"iknu eas nsjh u djsa] ;s Hkz"Vkpkj ij vadq'k yxkus vkSj laxBu ds csgrj Nfo cuk;s 
j[kus esa enn djrk gSA 

ll ekStwnk fu;eksa@fn'kk&funsZ'kksa ds vk/kkj ij f'kdk;rksa ds fuokj.k ds fy, ,d fMtkbu ra= cuk,aA

ll vius [kqn ds ldkjkRed ikjn'khZ vkSj le;c) dkjZokbZ ds ek/;e ls daiuh esa ,d lrdZrk vuqdwy 
okrkoj.k iSnk djsaA

ll ;fn vkids ifjokj dk dksbZ Hkh lnL; O;kikj] O;olk; ;k ,d chek ,tsaV ;k deh'ku ,tsaV dk dke 
djrk gS rks daiuh dks lwfpr djsaA

ll vki vklikl ds i;kZoj.k ds çfr mfpr ftEesnkj jgsaA

eSa fdlh Hkh xans iSajksa ds lkFk vius fnekx ls ugh xqtjus nqaxkA

& egkRek xka/kh
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u djsa

ll viuk dk;Z dq'kyrk iwoZd djuk u HkwysaA ykyp esa NksVh&NksVh phtksa ds ihNs u HkkxsaA

ll fdlh Hkh :i esa fdlh dk ,glku u ysaA euekus <ax ls fu.kZ; u ysaA

ll çlaLdj.k Qkbysa@çLrko vkfn esa nsjh u djsaA

ll bl rjg ls dk;Z u djsa ftlls fdlh :i esa daiuh dh laifÙk dks uqdlku igqaprk gksA

ll fdlh Hkh ckgjh O;fä ds fy, l{ke inkf/kdkjh ds vuqeksnu ds fcuk dksbZ Hkh ljdkjh nLrkost@lwpuk 
u HkstsaA

ll lhohlh ds ekStwnk vuqns'k dk mYya?ku dj foHkkxh; tkap esa nsjh u djsaA

ll vkidh lsok ls lacaf/kr ekeyksa esa fdlh Hkh jktuhfrd çHkko dk mi;ksx u djsaA

ll vLi"V fVIif.k;k¡ er fy[ksaA

ll ukSdjh çkIr djus rFkk lsok lca/kh fooj.k esa dHkh Hkh xyr tkudkjh u nsaA

ll tkyh çek.k i=k nsuk ,d xEHkhj vijk/k gS] bls çLrqr djus ls nwj jgsaA

ll nwljs O;fDr dk uke /kj.k dj /kks[kk iwoZd ¼N~ne#i½ ukSdjh u djsaA 

ll /kks[kk/kM+h pksjh tkylkth ,oa vU; vijkf/kd dk;ksaZ esa fyIr u jgsaA

ll dEiuh ds vfHkys[kksa esa gsjkQsjh u djsaA

ll ,y-Vh-lh-@,y-,y-Vh-lh- ds fy, tks ik= ugha gS muds fy, ;k=k nkok çLrqr u djsaA

ll dEiuh ds vkoklksa@Hkwfe ij vukf/kd`r dCtk u djok;sa ,oa bldh vuns[kh u djsaA

ll xSj ik=rk/kkjh vkfJrksa ds fy, vuqfpr :i ls fpfdRlk mipkj@jsQjy çfriwrZ jkf'k@ çkfIr gsrq 

nkok u djsaA

ËËË

Hkz"Vkpkj cQZ ds xksys dh rjg gS] ,d ckj vxj blus pyuk 'kq: dj 

fn;k rks c<+rk gh tk;sxkA

& dVZ dkfcu
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flfoy vkSj bZ ,aM ,e bathfu;fjax dk;Z 
dk;Z dk çkdyu

djsa

ll çkjafHkd ^^dk;Z&çkdyu** fofHkUu dkjdksa] HkkSxksfyd fLFkfr] dk;Z&LFky fd orZeku fLFkfr ,oa ifjfLFkfr 
dks /;ku esa j[kdj rS;kj djsaA

ll foKkiu@lekpkj i=ksa esa çdkf'kr ,u-vkbZ-Vh- esa laxBu dh osclkbV dk irk t:j nsaA

ll foLr`r çkdyu dks lacfU/kr uD'kk] js[kkfp= rFkk foLr`r lax.kuk ds lkFk cuk,A

ll ,d ;FkkFkZoknh vkSj mÌs'; iw.kZ rjhds ls çkdyu rS;kj djsaA

ll dsoy ekud fofunsZ'kksa ds lkFk vkbVe 'kkfey djus dh dksf'k'k djsaA gkykafd] vxj ekud fof'k"Vrk 
ds fcuk dqN oLrqvksa dks 'kkfey djuk vifjgk;Z gks tkrk gS] rks ,slh oLrqvksa dh [kjhn ds fy, 
dkj.kksa dks ntZ djsa rFkk cktkj nke ls fu;ekuqlkj mfpr ewY;kadu djsaA

ll vuqeksfnr ,l-vks-vkj-@ekunaMksa ds vk/kkj ij ykxr çkdyu rS;kj djsa vkSj tgk¡ Hkh ekunaM miyC/k 
ugha gSa] ogk¡ mfpr fo'ys"k.k vkSj lR;kiu ds lkFk nj ysaA

ll fufonk vkeaf=r djus ls igys l{ke çkf/kdkjh ls vuqeksnu vo'; ys ysaA

u djsa

ll çkdyu vankt ls u cuk,a vU;Fkk ;s cM+h fopyu (Deviation) rFkk vfrfjä vkbVe dk dkj.k gks 
ldrk gSA

ll ekud fofunsZ'kksa ds fcuk vkbVe dh [kjhn djus dh dksf'k'k u djsaA

ll çkdyu dh rS;kjh ds fy, dsoy igys ls vknsf'kr dk;ksaZ dh njksa dks er ysaA mfpr cktkj losZ vo'; 
djsaA

ll ijLij fojks/kh fLFkfr;ksa dk mYys[k u djsaA

ll ,slh oLrqvksa] tks dke esa t:jr ugha gS] dks vuko';d :i ls 'kkfey u djsaA flfoy vuqj{k.k dk;ksaZ esa 
nqckjk bLrseky esa yk;s tk ldus okyh lkefxz;ksa dks dEiuh ds LVksj esa tek djsa ,oa rnuqlkj fjdkMZ 
esa ntZ djsaA

ll v.Mjxzkm.M dk;Z ds ekih ds nkSjku eki&iqfLrdk (M B) esa çfof"V;ksa dk feyku fu;euqlkj djus gsrq 
losZ;j dk gLrk{kj M B esa vo'; lqfuf'pr djsaA 

ËËË

Hkz"Vkpkjh ds vusd Lokeh]  

bZekunkjh fdlh dk nkl ughaA
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bZ fufonk ek/;e ls VsaMfjax& vkea=.k

djsa

ll lHkh [kqyh fufonkvksa ftudh vuqekfur jkf'k ewY; 2 yk[k vkSj mlls vf/kd gks ;k blds çfr dksbZ 
vU; lhek ds ckjs esa lh-vkbZ-,y- ;k bldh lgk;d dEiuh us vxj dksbZ fu.kZ; fy;k gks rks mlds 
vuq:i bZ&VsaMfjax djsaA

ll ,u-vkbZ-Vh esa laxBu ¼daiuh½ ds osclkbV dk irk] bZesy irk ,oa laidZ uacj vkfn t:j çnku djsaA

ll fufonk viyksM djus ds fy, ml fufonk ds lHkh oS/k Mh,llh /kkjdksa dks i;kZIr U;wure vof/k t:j 
çnku djsa] rkfd fufonk /kkjd bZ&VsaMfjax iksVZy ij viuh fufonk] fufonk nLrkost dks bZ&VsaMfjax 
çko/kkuksa ds eqrkfcd Mky ldsaA 

ll fufonk çLrqr djus dh vkjaHk frfFk] lekfIr frfFk vkSj vU; frfFk;ksa dh le; ds lkFk v‚uykbu tkap 
vo'; djsa] rkfd ckn esa vuko';d 'kqf)i= ls cpk tk ldsA 

ll ;fn vko';d gks rks Vh-lh- ds }kjk Li"Vhdj.k ds fy, dgk tk ldrk gS] ;fn fufonk nLrkost@,u-
vkbZ-Vh- es ,sls çko/kku fn;s x, gksaA 

ll lqfuf'pr djsa fd ik=rk ekunaM foLr`r gksa] fQj Hkh fof'k"V gksa vkSj ogk¡ fu"i{k çfrLi/kkZ lqfuf'pr gksA

ll dke ds fy;s U;wure ;ksX;rk] vuqHko vkSj blh rjg ds dke ds larks"ktud fu"iknu dh la[;k vlSfud 
eSuqvy vkSj lhohlh xkbMykbZuksa ds vuqlkj vfxze esa gha r; dj ysaA 

ll i;kZIr Hkkxhnkjh u gksus ds fLFkfr esa] vxj ik=rk ekunaMksa ij NwV nsuh vko';d gks rks fjVsaMj t:j 
djsaA 

u djsa

ll fcuk dkj.k crk, fdlh Hkh VsaMj dks vLohd`r uk djsaA VsaMj Lohd`r djus okys vf/kdkjh dh ;g 
ftEesokjh gS dh og fdlh VsaMj ds Lohd`r@vLohd`r dk Li"V ,oa rkfdZd dkj.k fjd‚MZ djsaA 

ll vuko';d :i ls tfVy ik=rk ekunaM dks ;Fkk laHko mi;ksx uk djsa] D;ksafd ;s vLoLFk çfr;ksfxrk 
es ifj.kr gksrh gSA 

ll ,u-vkb-Vh- ds çdk'ku ds ckn ik=rk ekunaM esa ifjorZu u djsaA

ll fjVsaMj ds le; fcuk l{ke vuqeksnu ds fiNys ekudks esa ¼okf.kfT; ;k rduhdh½ dksbZ cnyko u djsaA 
tkjh ysoj isesaV lfVZfQdsV ¼,y-ih-lh-½ esa lHkh oS/kkfud nkf;Roksa dk ikyu dj fy;k x;k gS ;k ugha] 
vo'; lqfuf'pr djsaA

vkidk var%dj.k gh Hkz"Vkpkj  
ds fo:) loksZŸke izgjh gSA  

bls lnSo izcy cuk jgus nhft,A
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fufonk nLrkost

djsa

ll orZeku vuqca/k vko';drkvksa ds vuq:i ekud ,oa vuqeksfnr fufonk nLrkost] çekf.kr fMftVy 

gLrk{kj okys l{ke vf/kdkjh }kjk rS;kj djk,aA rS;kj fufonk dks lh-vkbZ-,y- ds lfClMh;jh bZ&iksVZy 

,oa lh-vkbZ-,y-@lfClMh;jh ds osclkbV vkSj ljdkj ds osclkbV ij Hkh vkn'kZ ekunaMks ds vuq:i 

vo'; çdkf'kr djsaA

ll lHkh fufonkvksa ftudk çkdfyr ewY; daiuh dh ekStwnk uhfr ds vuqlkj r; lhek ds Åij gks] mu 

lHkh esa vkbZ-bZ-,e- (IEM) dk uke vkSj irk ,u-vkbZ-Vh rFkk ^^bZuVhxzhVh isDV**@lR;fu"Bk le>kSrs esa 

'kkfey djuk t:j lqfuf'pr djsaA

ll çh chM ehfVax ds fu.kZ; dks bZ&iksVZy ij t#j yksM djsaA

ll bZ&VsaMfjax iksVZy ij fufonk fof'k"V ekud tujy fufonk ewY;kadu (GTE) VsEiysV~l çnku djsaA fufonk 

cukus ds oDr gha uohure vkSj mfpr GTE VsEiysV dk p;u dj fy;k tkuk pkfg,A fufonk [kksyus 

okyksa dk uke bZ&VsaMfjax iksVZy ij tkuk pkfg,A

ll bZ-,e-Mh- fdl :i esa Lohdk;Z gS vkSj dSls] Mh-,l-lh- çek.ki= /kkjd fufonkdrkZvksa@cksyhdrkZvksa dks 

bZ&viyksM Hkjus esa LdSu d‚ih dSls yksM djuk gS] ;g Li"V :i ls fufonk nLrkostksa esa mYysf[kr 

jguk pkfg,A

ll fufonk nLrkostksa esa foLr`r rduhdh fof'k"Vrkvksa ,oa çeq[k midj.kksa] lkexzh vkfn ds ilanhnk IS marks 

dh lwph lqj{kk dksM ds lkFk 'kkfey djsaA 

ll fufonk Resposiveness ds fy, 'krsaZ Li"V :i ls fufnZ"V djsaA

ll vxj dksbZ fu"iknu ekud vkSj rduhdh ewY;kadu ds ekunaM gSa] rks Li"V 'kCnksa esa cksyh nLrkostksa esa 

bldk mYys[k djsaA tSls dh ch-vkbZ-,l- ekud] Mh-th-,e-,l- vuqeksnu] ijh{k.k fjiksVZ vkfnA 

ll fctyh ds dkeksa esa oS/k fo|qr ykblsal dh tgka vko';drk gks] bldk Li"V mYys[k djsaA

u djsa

ll egRoiw.kZ mi/kkjk@mifu;e (Clauses)] tSls dh nsjh ls dke iwjk djus dk naM] O;kid chek doj] 

Bsdsnkj ds nkf;Ro] lqj{kk O;oLFkk] Je dY;k.k ds fy, lkafof/kd vko';drkvksa] dke iwjk djus dh 

vuqlwph] midj.kksa dk ijh{k.k] fu"iknu cSad xkjaVh (Performance Bank Guarantee)] Hkqxrku dh 'krksaZ] 

e/;LFkrk dh 'krksaZ dk fooj.k mfpr vkSj Li"V rjhds ls djuk u HkwysaA 

ll l{ke çkf/kdkjh ds vuqeksnu ds fcuk cM+s dk;ksaZ dks dHkh Hkh NksVs dk;ksaZ esa foHkkftr (Split) u djsaA 

ll vkbVe dk;Z dh ek=k fn;s fcuk fcy v‚Q DokfUVVh esa flQZ vkbVe nj gha çnku u djsaA 

ll dke ds iwjk djus dh vokLrfod vof/k u çnku djsa] D;ksafd vokLrfod vof/k yxkrkj le; foLrkj 
vuqjks/k ,oa eqdnesckth esa ifj.kr gksrk gSA 

ll fofunsZ'kksa vkSj vuqca/k dh 'krksaZ esa dHkh cnyko u djsa] "Rescinded Contract"¬¼v/kwjk fu"ikfnr vuqca/k½ 

ds NksM+ fn;s x, dk;ksaZ dks nks"kh ,tsalh ds tksf[ke ,oa ykxr ij iwjk fd;k tkuk pkfg,A 

'kfDr dk xyr bLrseky Hkz"Vkpkjh vkSj ihfM+r nksuks dks ijkftr dj nsrk gSA

& oSyh ySEc
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fufonk dk vksisfuax@ewY;kadu

djsa 

ll lqfuf'pr djsa fd ;fn cksyh çLrqr djus ds vafre rkjh[k rd de ls de rhu cksyh çkIr uk gks rks 
cksyh çLrqr djus ds vafre rkjh[k vkSj le; 48 ?kaVs ds fy, c<+k nh tk, vkSj vxj foLrkfjr vof/k 
rd çkIr fufonkvksa dh la[;k rhu ls de gh jgrk gS rks cksyh çLrqr djus ds vafre rkjh[k vkSj le; 
iqu% ik¡p fnuksa ds fy, c<+k nh tk,A bl chp ekStwnk cksyhnkrkvksa dks nksuksa gh ekeyksa esa muds çLrqr 
chM esa la'kks/ku dh vuqefr nh tkuh pkfg,A

ll lqfuf'pr djsa fd fufonk ds laca/k esa foLrkj vkfn ds fdlh Hkh ifjf'k"V] 'kqf)i=@rkjh[k esa ifjorZu 
dh lwpuk vius gh osclkbV ij tkjh fd;k tk,A cksyhnkrkvksa dks gekjh osclkbV ij fu;fer :i ls 
voyksdu djus ds fy, [kqn dks rRij jgus ds fy, fn'kkfunsZ'k ,oa vuqjks/k tkjh fd;k tk,A

ll lqfuf'pr djsa fd bZ,eMh dh çkfIr ds ckn] cksyh çLrqr djus ds çko/kku ds vuqlkj Bsdsnkj 
¼cksyhnkrkvksa½ dh cksyh vkSj vU; fooj.k dk;ZØe ds vuqlkj nLrkost tek (SUBMIT/UPLOAD) djus 
ds ckn fu/kkZfjr le; ij v‚u ykbu [kksyk tk,A

ll lqfuf'pr djsa dh cksyh (Offer) dh cS/;rk vafre foLrkfjr vof/k vxj dksbZ gks] ;k leiZ.k frfFk ls 
de ls de 120 fnu gksA

ll lqfuf'pr djsa fd fufonk [kqyus ds ckn cksyh nLrkost vkSj v‚uykbu ç.kkyh }kjk mRiUu ewY;kadu 
'khV Vh-lh- ds lnL;ksa }kjk ekU;@HkSfyMsVsM gSA cksyhnkrk ds nLrkostksa ¼viyksM x, fd, nLrkost½ 
ds ewY;kadu ds le; v‚uykbu ewY;kadu ds ckn vxj t:jh gks rks muls Li"Vhdj.k dh ekax] Vh-lh- 
lnL;ksa ds }kjk ,u-vkbZ-Vh- çko/kkuks ds vuq#i] fn;s x, lwpuk ds vuqlkj dh tk,A 

ll lqfuf'pr djsa fd vkxs dh Vh-lh-vkj- ls dk;kZns'k@vuqca/k vkSj dk;ZU;ou rd dh v‚Qykbu  
xfrfof/k;ka l{ke vuqeksnu ds ckn fufnZ"V xkbM ykbu@eSuqvy ds vuqlkj fd;k tk,A

ll lqfuf'pr djsa fd fdlh Hkh bZ VsaMjhax lkbV ij viyksM fd;k x;k fufonk rkfdZd fu"d"kZ ij igq¡ps 
vFkkZr ;k rks dk;kZns'k tkjh fd;k tk, ;k fufonk jÌ gks ;k fjVsaMj fd;k tk,A

ll lqfuf'pr djsa fd U;wure cksyh yxkusokys ds i{k esa tkjh fd, x, dk;Z vkns'k dh LdSu dh gqbZ d‚ih 
bZ&VsaMfjax iksVZy ij viyksM dh tk, vkSj mldh ewyçfr cksyhnkrk dks fucaf/kr Mkd ls Hksth tk,A 

ll cksyh ds çLrko dh Lohd`fr ls igys vuqeku njksa ds vk/kkj vkSj çLrko dh cktkj esa çpfyr njksa ds 
vuqlkj njksa ds vkSfpR; dks LFkkfir fd;k tk,A 

ll vlkekU; :i ls mPp nj (AHR) vkSj vlkekU; :i ls de nj (ALR) dh oLrqvksa dh igpku dh 
tk, vkSj dke ds fu"iknu ds fy, ftEesnkj vf/kdkfj;ksa] ,tsafl;ksa dks bldh lwpuk nh tk, rkfd 

Msoh,lu¬¼ewY;&fopyu½ ls cpus ds fy, bl rjg dh oLrqvksa ij mfpr fu;a=.k j[kk tk ldsaA 

u djsa

ll fufonk ds lkFk E.M.D. ds oS/kiw.kZ tek ds fcuk fufonk Lohdkj u djsaA 

ll rhu ls de çkIr fufonkvksa dks ,u-vkbZ-Vh çko/kku ds vuqlkj cksyh leiZ.k ds foLrkfjr le; ds 
bartkj fd, fcuk u [kksysaA 

ll cksyh yxkusokys ds i{k esa tkjh fd, x, dk;Z vkns'k dh LdSu dh gqbZ d‚ih bZ&VsaMfjax iksVZy ij 
viyksM djuk vkSj mldh ewyçfr cksyhnkrk dks fucaf/kr Mkd ls Hkstuk u HkwysaA 

ll cksyhnkrk ls çkIr nj dk vkSfpR; lkfcr djus ds fy, ckn ds frfFk es tk;t çkdyu (Justified 

Estimate) rS;kj u djsaA 

ll vukf/kd`r lw=ksa ls cktkj nj ,d= u djsaA 

;nh ije lÙkk iq.kZ :i ls Hkz"V cuk nsrk gS] rks fQj Hkxoku dgk¡ cprs gSA

& tktZ Msdu
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dk;kZns'k vkSj vuqca/k  
le>kSrs ij gLrk{kj 

djsa

ll lqfuf'pr djsa fd ,d ckj tc çLrko dks O;kolkf;d@rduhdh :i ls Lohdk;Z fd;k tkrk gS rks 
U;wure cksyhnkrk dks dk;kZns'k fuxZr djus es le; cjokn uk gksA 

ll fufonk dh eatwjh ds ckn dk;kZns'k fuxZr djsa vkSj vuqca/k ij gLrk{kj djus ls igys fufonkdrkZ dh 
Lohd`fr ysA

ll lHkh vko';d nLrkost igys rS;kj j[ksa vkSj vkSipkfjd vuqca/k dk fgLlk cuus okys lHkh nLrkostksa 
ij mfpr le; ds Hkhrj gLrk{kj gksus pkfg,A 

ll lqfuf'pr djsa fd vuqca/k nLrkost lVhd] fuf'pr vkSj iwjk gksA 

ll lHkh egRoiw.kZ dkxtkr vkSj fufonk viyksM gksus ds ckn ds la'kks/ku dks vuqca/k le>kSrs dk ,d fgLlk 
cuk,¡A 

ll lqfuf'pr djsa fd vkoMsZM vuqca/k dks foLrkj ls osc lkbV ij iksLV djus ds fy, Hkstk tk,A

ll Bsdsnkj }kjk foLr`r vkoMsZM vuqca/k ij le; lhek ds Hkhrj gLrk{kj djk;k tk, rkfd ckn dh rkjh[k 
esa vuqca/k esa dksbZ tfVyrk ls cpk tk ldsA 

ll lqfuf'pr djsa fd vuqca/k vPNh rjg ls ca/ks ist es gks vkSj fxus gq, ist esa nksuksa ikfVZ;ksa }kjk gLrk{kj 
fd, x, gksa vkSj vPNh rjg ls lqjf{kr gksA 

u djsa

ll fufonk lfefr dh flQkfj'k çkfIr ds ckn Qkby dks l{ke inkf/kdkjh ds vuqeksnu ds fy,  
vf/kd fnuksa rd yafcr u j[ksaA

ll eSuqvy@lh-oh-lh- çko/kkuksa ds vuqlkj flQZ nqyZHk vkSj vlk/kkj.k ekeyksa dks NksM+dj vkSj l{ke 
inkf/kdkjh ds vuqeksnu ds fcuk dksbZ Hkh dk;kZns'k ukekadu ds vk/kkj ij fuxZr u djsa D;ksafd ;s  
lafo/kku ds lekurk ds vf/kdkj dk mya?ku gSA 

/kjrh ij ftruk dqN gS]  
og izR;sd O;fDr dh  

vko';drk iwfrZ gsrq rks Ik;kZIr gS]  
fdUrq mudh ykyp iwfrZ gsrq ughaA
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dk;Z dk fu"iknu

djsa

ll mfpr i;Zos{k.k }kjk vPNh dkjhxjh lqfuf'pr djsaA
ll Civil Engineering Manual (CEM) ds çko/kkuksa ds vuqlkj lHkh jftLVjksa dk fjd‚MZ lkbZV ij j[ksa] tSls 

lkexzh ds ijh{k.k ds jftLVj] lkbV v‚MZj cqd] xq.koÙkk fu;a=.k jftLVj] ck/kk jftLVj] fujh{k.k uksV~l] 
f'kdk;r fjd‚MZ] bZR;kfnA 

ll e'khujh@lkexzh] Bsdsnkjksa dks jlhn ds lkFk vf/kd`r çfrfuf/k;ksa ds ek/;e ls fuxZr djsaA dk;Z dh 
çxfr ds vuq:i fuxZr lkeku dk C;ksjk fu;af=r djsaA 

ll daiuh }kjk vkiwfrZ lkexzh dh ykxr dh olwyh rFkk e'khu vkfn ds fy, 'kqYd fdjk;k dh olwyh muds 
mi;ksx ds rqjar ckn muds Running-Account (RA) fcy ls djsaA

ll ;s lqfuf'pr djsa fd fjd‚MZ eki@e'khu ij ysosy] MB@ysosy cqd fof/kor l{ke çkf/kdkjh  
}kjk tkjh fd;k x;k gksA 

ll Nqik;k x;k ¼fgMsu½ vkbZVe dh eki ij fo'ks"k /;ku ns] eki fu/kkZfjr fn'kk funsZ'k ds vuqlkj djsaA 
ll fu;ekuqlkj lkekxzh ijh{k.k dh tkap ¼esVsfj;y VsfLVax½ lqfuf'pr djsaA 
ll vkiwfrZ dh vkbVe fofunsZ'k esa fu/kkZfjr fofunsZ'k ds vuqlkj vuqca/k esa of.kZr ekin.Mksa ds vuq:i gks ;s 

lqfuf'pr djsaA 
ll lqfuf'pr djsa fd cSad xkjaVh lkekU; :i ls fcuk 'krZ gks] Hkkjrh; fjtoZ cSad ls fu/kkZfjr çk:i esa 

rS;kj fd;k x;k gks ;k tSlk fufonk esa fufnZ"V fd;k x;k gksA 
ll fufonk nLrkostksa ds lkFk cSad xkjaVh dh Lohd`fr ds fy, fu/kkZfjr çk:i çnku djsaA 
ll cSad xkjaVh fcuk 'krZ gks rFkk mldh ekU;rk vuqca/k [kRe gksus ds 90 fnuksa ds ckn rd dh gksA cSad 

xkjaVh dh vof/k] fdlh Hkh dher ij ,d lky ls de u gksA 
ll tc Hkh vuqca/k ds fy, le; foLrkj çnku fd;k tkrk gS rks lqfuf'pr djsa fd] cSad xkjaVh dh oS/krk 

dk foLrkj Hkh lkFk&lkFk gksA 
ll lafonk ds fu"iknu ds le; esa caSd xkjaVh çLrqr djus dh rkjh[k Li"V :i ls fn;k gksA cSad xkjaVh 

dk feyku ewy cSad xkjaVh ls vo'k; dj ysa] tks ,tsalh }kjk çLrqr Øe esa gksA
ll cSad xkjaVh ds lR;kiu dh ftEesnkjh vkoafVr djsa] lqfuf'pr djsa fd le; ij cSad xkjaVh dk uohdj.k 

gks vkSj le; ls foLrkj gksA cSad xkjaVh dk iquoSZ/khdj.k@udnhdj.k ds fy, le; ij dkjZokbZ djsaA
ll ekuo] lkexzh rFkk fuekZ.k ds lanHkZ esa ,d C;kid chek ykxw djsa rkfd fdlh çdkj ds uqdlku dh 

HkjikbZ fd;k tk lds] tSlk dh fn'kk funsZ'k gksA 

ll fu"iknu chek dh ijokg fd, cxSj dk;Z fuLiknu ds nkSjku mfpr ,oa i;kZIr lqj{kk dk /;ku j[ksaA

u djsa

ll dk;Z ds fu"iknu dh vuqefr@mfpr eatwjh vkSj dk;Z vkns'k ds fcuk dk;Z u djk,aA 

ll dke dk fu"iknu ALR/AHR dke dh igpku ,xzhesaV Dykmt ds fglkc ls fu/kkZfjr dj djk,aA 

ll fdlh Bsdsnkj }kjk v/kwjk NksMk dke] djus dh vuqerh fcuk ekih djk, nwljs Bsdsnkj dks u nsa] dke 
nsus ds igys nksuksa dh LohÑfr ys ysaA 

ll fuekZ.k lkexzh dks mi;qä tkap fjiksVZ ds fcuk mi;ksx dh vuqefr ugha nsA 

ll vFkZ odZ dh foLr`r ukih fd, fcuk fcy ikl u djsaA 

ll Bsdsnkj dks gkaFkksa gkFk cSad xkjaVh foLrkj ;k lR;kiu ds fy, u nsaA bls LihM iksLV ;k iathd`r Mkd 
ds ek/;e ls cSad dks HkstsaA foLrkj ds fy, vafre {k.k rd bartkj er djsa vkSj bl rjg ds ekeys esa 
udnhdj.k ds fy, igys t:jh dne mBk,A 

Hkz"Vkpkj ds f[kykQ U;k; ds fy, yM+kbZ vklku ugh gS] uk ;s dHkh 

vklku Fkh uk dHkh gksxhA

& QzSad lsfiZdks
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 vuqca/k dh lekfIr ij 

djsa

ll fdlh Hkh vuqca/k esa dk;Z ds egRoiw.kZ iM+koksa ds lEiknu dk ,d fuf'pr le; lkj.kh t:j j[ksaA bl 
fuf'pr le; lkj.kh ds vuqlkj dk;Z ds çxfr ij utj j[ksaA dk;Z ds fofHkUu pj.kksa esa] foHkkx }kjk 
ç;qä] lkefxz;ksa dk feyku djrs pysaA 

ll le; le; ij lkefxz;ksa dh tkap djkrs jgsaA dk;Z dh xq.koÙkk cuk, j[kus ds fy, ;g t:j lqfuf'pr 
djsa fd laosnd }kjk] vuqca/k ds 'krksaZ ds vuqlkj] l{ke rduhdh deZpkjh ls dke djk;k tk,A

ll ;g Hkh lqfuf'pr djsa fd dk;Z esa foyac] laosnd fd xyrh ls ,oa mlds }kjk vi;kZIr  
lalk/kuksa@dfeZ;ksa ds dkj.k u gks jgk gksA 

u djsa

ll rS;kj'kqnk ifj;kstukvksa ds vuqca/k lekfIr ds iwoZ lEiw.kZ uD'kk ysuk u HkwysaA

ll ifj;kstukvksa fd lekfIr ds ckn ,oa vafre Hkqxrku djus ls igys] lHkh çdkj ds vfxze dk lek;kstu 
t:j lqfuf'pr djsaA 

ll laosnd }kjk fd, foyac dk fglkc j[ksa vkSj fu.khZr gtkZuk dh olwyh lqfuf'pr djsaA

ll vuqca/k esa fu/kkZfjr 'krksaZ ds vuqlkj] fof'k"V dk;kZU'kksa ds fy,] nh?kZ dkyhu cSad xSjaVh t:j ysaA vnk;xh 
dh rkjh[k ls igys çfr/kkj.k jkf'k dk Hkqxrku u djsaA

djksa ,oa 'kqYdksa dh çklkafxdrk vkSj Hkqxrku dh 'kÙksaZ

djsa

ll tc Hkh vkiwfrZ ,oa fu"iknu dk lfEefJr vuqca/k gks jgk gks rks] dk;Z ds fy, çklafxd] laosndksa }kjk 
ns; djksa ds Hkqxrku dh 'krksaZ dks Li"Vrk ls ifjHkkf"kr djsaA

ll dk;Z ds okLrfod çxfr ds vk/kkj ij gh Bhdsnkj dks Hkqxrku djsaA

ll dk;Z ds fofHkUu Hkkxksa dk lgh ekih vkSj ekih iqfLrdk esa bldh çfof"V lqfuf'pr djsaA

ll vxj vuqca/k ds rgr le; foLrkj çnku u dh x;h gks rc fu/kkZfjr le; ds mijkar fd, x, dke 
ij fu.khZr gtkZuk (LD) ?kVkus ds ckn gha Hkqxrku djsaA 

ll dsoy çklafxd nLrkostksa ds çLrqrhdj.k ij gha] djksa vkSj 'kqYdksa dh çfriwfrZ djsaA

u djsa

ll lekU;r% vuqcaf/kr dk;Z dh jkf'k@ek=k es cnyko u djsa ijarq vxj ,slk djuk gh gks rks fcuk l{ke 
vf/kdkjh dh vuqefr ds fcYdqy uk djsaA

ll vuqcaf/kr Hkqxrku dh 'krksaZ ls fopfyr u gksaA

ll ,sls vuqca/k ftues lhesaV] LVhy vkfn lkekxzh foHkkx }kjk miyC/k fd;k tk jgk gks] ogk¡ bl en es 
c<+ksrjh dk Hkqxrku uk djsaA

ll ,sls u, dj ,oa 'kqYd ftudk ftØ vuqca/k esa ugha gS ijarq dkuwuu t:jh gS rks mldh dVkSrh vo'; 

djsaA

ËËË

dk;Z iz.kkyh lqxe vkSj ljy djsaA
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[kjhn vkSj HkaMkj
djsa

ll bl ckr dks lqfuf'pr djsa fd lkexzh dh [kjhn mi;ksxdrkZ foHkkx dh vksj ls 'kq: dh xbZ mfpr 
ekax&i= ,oa çkDyu ds vk/kkj ij gksA

ll vko';d oLrqvksa dh Li"V vkSj iw.kZ fooj.k çnku djsa vkSj gsjQsj ds fy, dksbZ xqatkb'k ugha NksMsaA

ll tgk rd laHko gks] ^^[kqyh fufonkvksa** ds :i esa çfrLi/khZ fufonk çfØ;kvksa dks viukus dk ç;kl djsaA

ll lHkh fufonk,a ,u-vkbZ-lh- iksVZy }kjk lapkfyr gksrs gSaA

ll lqfuf'pr djsa fd lqj{kk tek vkSj c;kuk tek rqjar tkjh (release) gksA

ll vkorhZ çdkj ds miHkksX; lkefxz;ksa vkSj iqtksaZ dh [kjhn ds fy, ges'kk nj vuqca/k ¼jsV dkaVªSDV½ djsaA

ll çkDdfyr@vafre [kjhn nj dks vkadM+s vkSj 'kCnksa esa bafxr djsaA 

ll fu;fer varjky ij Hk.Mkjksa dk HkkSfrd lR;kiu lqfuf'pr djsaA

ll lqfuf'pr djsa fd xksnke jlhn vfHkys[k ¼Mhvkjvkj½ rqjar tkjh fd, tk;saA

ll lqfuf'pr djsa fd lHkh lkexzh mfpr nLrkostksa ds vuqlkj tkjh fd, x, gSaA

ll lqfuf'pr djsa fd lHkh lkexzh xsV ikl ds ek/;e ls LVksj ls ckgj tk,A

ll fcu dkMZ@KARDEX@ystj vkSj OMMS dk mfpr j[kj[kko lqfuf'pr djsaA

ll LØSi fuiVku ¼fMLiksty½ ls igys LØSi ds lgh çdkj dk irk yxk, vkSj LØSi lkexzh dk vkjf{kr 
ewY; r; djrs le; lHkh ekinaMksa dk ikyu lqfuf'pr djsaA

ll ;g lqfuf'pr djus ds fy, dh LØSi Mhyj LØSi mBkus ds le; esa dk;Z&;ksX; lkexzh Hkh LØSi ds 
lkFk fefJr rks ugha dj jgk gS] LØSi ds fuiVku ij l[r utj j[ksaA

ll lrdZ jgsa vkSj LVksj ifjlj ds mfpr lqj{kk lqfuf'pr djsaA

ll O;olk;h lewgu (Cartelization) vkSj ^lsV fufonk* ls cpsaA

ll [kjhn dks vuqeksfnr djus ds igys U;wure dher dh rdZlaxrrk lqfuf'pr djsaA

ll miHkksX; ¼datwescYl½ lkefxz;ksa ds ekfydkuk ¼çksijkbVªh@Proprietary½ [kjhn ls cpsaA

ll vkiwfrZ vkns'k@dk;Z vkns'k ds fu;e vkSj 'krksaZ ds vuqlkj lkexzh dk fujh{k.k@Lohdkj lqfuf'pr djsaA

ll ejEer dk;Z dk dk;Z fu"iknu dk;Z vkns'k@,u-vkbZ-Vh- esa mYys[k fofunsZ'kksa ds vuq:i gks] bl ckr 
dks lqfuf'pr djsaA

ll ,u-vkbZ-Vh-@vkiwfrZ vkns'k@dk;Z vkns'k esa fufnZ"V le;kuqlj çn'kZu cSad xkjaVh dk NksMuk lqfuf'pr 
djsaA

ll okjaVh çfrLFkkiu dk nkok djus ds fy, lkefxz;ksa ds fQVesaV vkSj çn'kZu dk mfpr fjd‚MZ cuk,A

ll Mhty@yqfczdsaV@iqtksaZ@LØSi dh pksjh ds ekeys dks rqjar lwfpr djsaA

ll ekU; Mh-,l-lh /kkjd vkiwfrZdrkZ ¼fcMj½ dks cksyh yxkus dh rS;kjh vkSj bZ&VsaMfjax iksVZy ij cksyh dh 
viyksfMax ds fy, lh-lh-,y- ds uhfr ds vuqlkj i;kZIr le; çnku djsaA

ll cksyh çLrqr vkjaHk frfFk] lekfIr frfFk vkSj vU; frfFk;ksa dks tkjh djrs le; bl ckr dk /;ku j[ksa 
dh lHkh frfFk] lh-lh-,y- ds dk;Z fnol es gks] rkfd ckn dh rkjh[k esa vko';d 'kqf)i=@ifjf'k"V 
ls cpk tk,A

ll bZ&fufonk ds çdk'ku ls igys Vh-ih-,l- vkSj BOQ çi= dh leqfpr tk¡p djsaA

ll bZ&fufonk nLrkost] fo'ks"kdj ewY; fu/kkZj.k x.kuk ls tqMs BOQ çi= dh mfpr ns[kHkky ds ckn gh 
viyksM djsaA

ll fufonk jÌ gksus ;k djus dh fLFkfr esa lhohvks] lhvkbZ,y ds }kjk fuxZr fn'kkfunsZ'k ds vuqlkj l{ke 
inkf/kdkjh dh vuqefr@Lohd`fr izkIr djsaA

ikjnf'kZrk lq'kklu dh dqath gSA
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u djsa

ll lkekU; [kir iSVuZ ls vf/kd lkexzh ds fy, ekaxi= u cuk;saA

ll fofunsZ'kksa@ik=rk ekunaM fdlh fo'ks"k vkiwfrZdrkZvksa ds i{k esa çLrqr u djsaA

ll lkexzh ds ekudksa ds vuq:i uk jgus ij Lohdkj u djsaA

ll vukf/kd`r dfeZ;ksa dks fcuk vuqefr ds HkaMkj esa ços'k u djus nsaA

ll lkexzh dh vuqiyC/krk fn[kus ds fy, lkexzh dk fooj.k la'kksf/kr u djsaA

ll vukf/kd`r O;fä;ksa dks dksbZ Hkh lkexzh u nsaA

ll tc rd fd l{ke Lohd`fr vkSj lacfU/kr foHkkxk/;{k ls çek.k i= u feys vkSj iwjh rjg ls vk'o'r uk 
gksa fdlh Hkh vkbVe ds ekfydkuk ¼çksçkbV@Proprietary½ [kjhn dh vuqefr u nsaA

ll fufonkvksa dks vafre :i nsus esa nsjh u djsaA

ll vkiwfrZdrkZvksa ds fcyksa ds çlaLdj.k es nsjh u djsaA

ll lkekU; fufonk ls cpus ds fy, lfefr [kjhn dks c<+kok u nsaA

ll tkylkth esa vkSj vU; vuSfrd rjhdksa esa fyIr vkiwfrZdrkZvksa dks 'kj.k u nsaA

ll vkiwfrZdrkZvksa ls fdlh Hkh vkfrF; dks Lohdkj u djsaA

ll ejEer dk;Z@[kjhn ds fy, vf/kd çkDdfyr@vuqfpr çLrko rS;kj u djsaA 

ll fofHkUu ukeksa ds rgr ,d gh vkbVe ds fy, [kjhn çLrkoksa dks rS;kj u djsaA

ll l?ku tkap vkSj mPp inkf/kdkjh dh eatwjh ls cpus ds fy, rFkk fjolZ bZ&uhykeh ls cpus ds fy,] 
dk;Z ftldk fuLiknu gksuk gS@lkexzh ftldh [kjhn gksuh gS] dks foHkkftr u djsaA 

ll ekfydkuk ¼çksçkbVh½ [kjhn dh vkM+ esa miHkksX; lkexzh dh [kjhn u djsaA

ll fu"ikfnr dke ds fcy ikfjr djus esa nsjh u djsaA

ll fufonk dks vafre :i nsus esa nsjh djus ls cpsaA

ll vkiwfrZdrkZ ds fcy Hkqxrku esa tkucw>dj nsjh djus ls cpsaA

ll bZ-,e-Mh-@lqj{kk tek dh okilh esa nsjh u djsaA

ll dHkh l{ke vuqeksnu ds fcuk czkaM ds vk/kkj ij lkexzh dh [kjhn u djsaA

ll losZ&v‚Q lkexzh ds vkjf{kr ewY; dk [kqyklk u djsaA

ll fufonk ds jÌ gksus dh fLFkfr esa bldh lwpuk lacfU/kr bZ&fufonk iksVZy esa t:j viyksM djsaA

ll fcuk dksbZ dkj.k crk, fdlh fufonk dks vLohdkj u djsa] D;ksafd VsaMj Lohd`fr vf/kdkjh lHkh Lohd`fr@
vLohd`fr ds fy, Li"V] rkfdZd dkj.k fjd‚MZ djus ds fy, ck/; gSaA 

ll fufonk nLrkostksa ds ewY;kadu ds nkSjku dksbZ Hkh vfrfjä nLrkost Lohdkj u djsaA vxj t:jh gks rks 
Vh-lh- esEcj ds }kjk ,u-vkbZ-Vh- ds çko/kku ds vuq:i vko';d Li"Vhdj.k@vuqiyC/k nLrkost dks 
ekaxk tk ldrk gSA

ll laxBu dh dksbZ xfrfof/k ;g /kkj.kk u ns dh dksbZ ,d QeZ@daiuh blds fy, [kkl ilan ;k ukilan 
gSA 

ËËË

lR; ,d fo'kky o`{k gS] mldh T;ksa T;ksa lsok dh tkrh gS] R;ksa R;ksa mlesa 

Qy vkrs gq, utj vkrs gSa] mudk var dHkh ugha gksrkA

& egkRek xka/kh
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fufonk çca/ku foHkkx (lh,elh lsy)
dk;Z dk vkdyu ,oa vuqeksnu 

djsa

ll dk;Z dk çkDyu vuqca/k çca/ku lsy@lh,elh foHkkx }kjk tkjh psd fyLV ds vk/kkj ij gh djsaA 

ll dk;Z dh vko';drk] i`"VHkwfe ,oa vkSfpR; dks Li"Vrk ls ntZ djsaA 

ll yhM çek.ki= ds vk/kkj ij gh yhM LySc ntZ djsaA 

ll dks;yk ifjogu dk;ksaZ esa dks;ys dh miyC/krk ,oa ekxZ vkfn t:j ntZ djsaA

ll HkkM+s ds Hkkjh okguksa ,oa vU; midj.kksa dh ekax ls igys] tehu dh miyC/krk t:j ns[k ysaA 

ll mlh Jksr ,oa y{; ij ;fn dksbZ vkSj Hkh lafonk tkjh gS rks mls vo'; ntZ djsaA 

ll dk;Z dk çkDyu çpfyr ,lvksvkj@,ukykbTM njksa ds vuqlkj djsA

ll vksch gVkus vkSj dks;ys dh fudklh ds fy, foHkkxh; Hkkjh okguksa ,oa vU; midj.kksa dh  
miyC/krk dh leh{kk djsaA

ll {ks= ds fMLiSp dk;ZØe dk mYys[k djsaA

ll ctV çko/kku] dk;Z ;kstuk çko/kku vkfn dk mYys[k djsaA

ll y{; ds vuqlkj dks;yk@vksch dh ek=k dk mYys[k djsaA

ll foHkkxh; {kerk ysus ds ckn vksch ¼yhMokbt fMfyax@fMfyax ds fcuk½ dh ek=k dk mYys[k djsaA

ll lkbV vuqeksfnr@ihvkj lkbV@gkbfjax v‚Q bZfDoiesaV dh vuqeksfnr ;kstuk ds vuqlkj gS ;k ugha] 
lqfuf'pr djsaA

ll Hkwfe dh fLFkfr dk mYys[k djsaA

ll lacaf/kr foHkkx] lhlh,y eq[;ky; vkSj lh,eihMhvkbZ,y }kjk vksch ek=k dh iqujh{k.k djk,aA

ll ekxZ dh ;kstuk] foLr`r Mªkfoax] cksj gksy MsVk vkSj Mafiax LFkku ds fooj.k layXu djsaA

ll çkDyu foÙk foHkkx ds ek/;e ls HkstsaA

u djsa

ll mlh ekxZ vkSj ,d gh dks;yk HkaMkj ls py jgs vU; vuqca/k dh tkudkjh dks ugha Nqik,aA 

ll dk;Z 'kq: djus ls igys okLrohd yhM t:j psd djsa rnuqlkj dkjokbZ djsaA

ËËË

lUekxZ ls mikftZr /ku Qyrk&Qwyrk gS] 

dqekxZ ls mikftZr /ku u"V gks tkrk gSA
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fufonk vkSj dk;kZns'k

djsa 

ll çkDyu dk vuqeksnu lqfuf'pr djsaA tgk¡ rd lk/; gks çkDyu v|ru :i esa gksA daiuh ds fy, 
ykxr es dj ¼lsok dj@LoN Hkkjr dj@d`f"k dY;k.k midj vkSj vU; dj@midj½ vuqekfur ykxr 
esa tksM+ fn;k tkuk pkfg,A

ll lhfer@fyfeVsM fufonkvksa vkeaf=r djus dh dkj.kksa dh fjd‚fMaZx vkSj bldk mfpr vuqeksnu 
lqfuf'pr djsaA

ll {ks= ls çLrkfor lhfer fufonkvksa ds çLrko ds lkFk lacaf/kr {ks= es dke dj jgs Bsdsnkjksa dh lwph 
miyc) djk;sA

ll lhfer fufonk es lHkh ,tsalh ds lkFk lapkj lqfuf'pr djs ftldk uke çLrko ds lkFk layXu gksA

ll fufonk nLrkost vkSj ,uvkbZVh ekud cksyh nLrkost (SBD)] l{ke vuqeksfnr nLrkost ij  
vk/kkfjr gksuk pkfg,A

ll ,uvkbZVh vkSj chM nLrkost] dk;Z fof'k"V gksuk pkfg, vkSj l{ke vf/kdkjh }kjk vuqeksfnr gksuk pkfg,A

ll ,uvkbZVh lfgr cksyh nLrkost dk çdk'ku www.coalindiatenders.in, www-centralcoalfields.in, www.

tenders.gov.in vkSj www.eprocure.gov.in ij gksuk pkfg,A

ll ;fn vko';drk eglwl gks rks chM tek djus dh frfFk esa foLrkj ds fy, uksfVl daiuh dh osclkbV 
ij viyksM chM tek djus dh fu/kkZfjr vafre frfFk ls igys gksuk pkfg, ¼;g 2 fnu@5 fnu v‚uykbu 
v‚Vks cksyh çLrqr djus ds var dh rkjh[k dh lekfIr ij fd;k foLrkj ds vykok gS½A

ll vuqeksfnr cksyh nLrkost@ykxw ifji=@lacaf/kr bZ çksD;ksjesaV eSuqvy ds fn'kk funsZ'kksa dk fufonk 
Qkbuy djus es ikyu djsaA

ll lcls de cksyhnkrk ik= dk vuqHko çek.k i= dh tkap djsA

ll ,y&1 cksyh yxkus dh nj dh rqyuk foHkkxh;@{ks=h; x.kuk }kjk v|ru ykxr dk ewY;kadu] ds lkFk 
djsaA vxj t:jh gks rks cksyh yxkus okys ls cksyh njksa dk vkSfpR; iqNsA

ll cksyhnkrk }kjk dh x;h is'kd'k ij Lor% laKku ysdj njksa esa deh dh tk ldrh gSA

ll Vhlh ,sls lcls de cksyh yxkus okys dks dk;Zns'k nsus dh vuq'ka'kk djsxk tks ,uvkbZVh vFkok fufonk 
nLrkost esa fu/kkZfjr lHkh ik=rk ekunaM iwjk dj jgs gSa vkSj muds }kjk is'kd'k nj NwV 'kkfey djus 
ds ckn] miyC/k v|ru ykxr ds fy, vkSj dke ds fu"iknu ds lkFk tqM+s vewrZ dfBukb;ksa ij fopkj 
djrs gq, U;k;ksfpr ik, tkrs gSaA

ll lhohlh ds fn'kk&funsZ'kksa ds vuqlkj] lcls de cksyh yxkus okys dks U;wure ek=k ds fy, dk;Zns'k 
gsrq vuq'kalk dh tk ldrh gS ;fn is'k nj] lHkh NqV ds ckn Hkh] miyC/k v|ru ykxr dh rqyuk esa 
vf/kd gksA 

ll cksyh nLrkost ds fn'kk&funsZ'kksa dk ikyu djsa ijarq dksy bafM;k }kjk bZ&VsaMfjax dh çfØ;k esa rRi'pkr 
tkjh fd, x, la'kks/ku ;fn ykxw gksa rks mldk Hkh /;ku j[ksaA 

ll l{ke vf/kdkjh }kjk Vhlhvkj dk vuqeksnu çkIr djsaA 

u djsa

ll fcuk dksbZ dkj.k crk, fdlh Hkh fufonk dks vLohdkj u djsaA

ll fufonk ds ewY;kadu ds nkSjku dksbZ Hkh v‚Qykbu nLrkost Lohdkj u djsaA gkykafd fufonk 
nLrkost@,uvkbZVh@eSuqvy ds çko/kkuksa ds rgr] vko';d Li"Vhdj.k@njksa dk vkSfpR; vkfn Vhlh 
}kjk ekaxk tk ldrk gSA 

ËËË

fj'or u ysa] ;g xaHkhj vijk/k gSA
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dk;Z ds fu"iknu

djsa

ll laosnd ,tsalh dks i= }kjk lkbV lkSisaA 

ll çkdYu esa ntZ dk;ZLFky@fu/kkZfjr iSp esa ifjorZu djus ls cpsaA

ll l{ke vuqeksnu çkfIr mijkar gh çkdYu esa ntZ lkbV@iSp ;k vksch@dks;yk Mafiax ds ifjogu ekxZ 
vFkok xarO; esa cnyko djsaA 

ll dk;Z fu"iknu gsrq] vuqca/k çca/ku fu;ekoyh }kjk fu/kkZfjr çklafxd fn'kk funsZ'kksa dk vuqikyu djsaA

ll [kuu dk;ksaZ esa yxk, x, etnwjksa dks lhvkbZ,y esa çpfyr gkbZ ikoj desVh }kjk fu/kkZfjr etnwjh ,oa 
vU; Bsdk Jfedksa dks jkT; vFkok dsaæ }kjk vf/klwfpr U;wure etnwjh dk Hkqxrku lqfuf'pr djsaA

ll U;wure etnwjh vf/kfu;e] Hkfo"; fuf/k lg çdh.kZ mica/k vf/kfu;e vkSj dsUæh;@jkT;@LFkkuh; 
vf/kdkfj;ksa ds vU; dkuwuksa ds çklafxd fu;eksa dk vuqikyu lqfuf'pr djsaA

ll tkjh lafonkvksa ds fy, r; ek=k vFkok le; ;k nksuksa esa foLrkj dks grksRlkfgr djus ds fy,] u;h 
lafonk ¼tks py jgs dke ds iwjk gksus ds ckn vko';d gks tk,xk½ ds çkDYu dh çfØ;k]fufonk vkSj 
dk;Zns'k ds fy, vuqekfur i;kZIr le; gkFk esa j[krs gq;s] vkjaHk dj nsaA 

ll vifjgk;Z voLFkk esa vko';drkuqlkj U;k;ksfpr dkj.kksa ds lkFk] ek=k foLrkj@le; foLrkj dh çfØ;k 
'kq: djsaA 

ll ,tsalh }kjk Lohdk;Z dk;Z dh ek=k dk eki fof/kor] ikjn'khZ vkSj Li"V rjhds ls ntZ djuk lqfuf'pr 
djsaA

ll CykfLVax gsrq ,tsalh dks tkjh fd, x, foLQksVdksa dk fjdkMZ j[ksa vkSj mldk [kir lqfuf'pr djsaA

ll daiuh vkSj ,tsalh ds çfrfuf/k;ksa }kjk le;&le; ij dh x;h çfof"V;ksa ds lkFk ck/kk jftLVj cuk 
dj j[ksaA

ll fctyh] ikuh] Hkwfe@edku fdjk;k] foLQksVd] j‚;YVh] çfr vuqca/k ds :i esa midj vkfn ds fy, 
dVkSrh ds lkFk le; le; ij foi= tkjh djsaA 

ll lsok dj vFkok cksyh nLrkost ds çko/kkuksa ds vuqlkj fdlh Hkh u, dj ,oa dk;kZns'k mijkar ljdkj 
}kjk la'kksf/kr u, dj] ds Hkqxrku ds fy, ,tsalh dh çfriwfrZ 'krksZ ds vuqlkj djsaA 

ll etnwjh Hkqxrku ,oa foLQksVdksa ds mi;ksx vkfn lacaf/kr vko';d vfHkys[kksa dk mfpr j[kj[kko 
lqfuf'pr djsaA 

u djsa

ll vuqca/k ls brj vFkok vU;Fkk xSjdkuwuh ikB dks ,tsalh dks Lohdkj djus ds fy,@vuqikyu gsrq ncko 
u nsaA 

ll igys ls tkjh dk;ksaZ ds lkFk u, dk;ksaZ dk vksojySi u gksus nsaA ;fn fdlh cM+s HkaMkj dk 'kh?kz LFkkukarj.k 
vfr vko';d gks rks u, çLrko esa py jgs dk;Z dks Li"V mYys[k djsa vkSj ,tsafl;ksa }kjk lekukarj 
lapkyu lqfuf'pr djsaA 

gks ldrk gS vki dHkh uk tku ldsa fd vkids dke dk D;k ifj.kke 

gqvk] ysfdu ;fn vki dqN djsaxsa ugha rks ifj.kke ugha gksxkA

& egkRek xka/kh
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vuqca/k ds fopyu@otZuk@lekfIr@can gksus ls

djsa

ll ,sls vuqca/k ftudk vuqcaf/kr :i esa fu"iknu laHko u gks rks ;g tkap djsa fd D;k fdlh fopyu vFkok 
ifjorZu dh vuqefr nsdj ml dk;Z dks tkjh j[kk tk ldrk gS ;k ughaA dk;kZns'k esa fu;ekuqlkj 
fu/kkZfjr ek=k ds fopyu ;k dk;kZns'k esa fu/kkZfjr vkbVe esa ifjorZu dh vuqefr nsdjA

ll mi;qZä ifjorZu ,sls u gksa fd ekSfyd dke dh ewy :ijs[kk gh cny nsA 

ll ;g lqfuf'pr djsa fd ,tsalh] O;ä vFkok vO;ä çLrkfor ifjorZuksa dks ewy le>kSrs ds fu;e vkSj 
'krksaZ ds vuqlkj djuk Lohdkj djsA

ll l{ke inkf/kdkjh ds vuqeksnu ds fy,] muls tqM+s foÙk vf/kdkfj;ksa ds ek/;e ls] çLrkfor ifjorZuksa ds 
dkj.kksa dk gokyk nsrs gq,] fopyu dk çkdYu@ek=k cnyko ds fy, çLrko vkxs c<+k,¡A

ll fQj Hkh ;fn fopyu vuqeku ds ckn Hkh dke vkxs u fd;k tk lds rks ,sls dk;Z dh le; iwoZ lekfIr 
dh çfØ;k mlds dkj.kksa dk gokyk nsrs gq, 'kq: djuh pkfg,A

ll ;fn ,tsalh dh ukdkeh ds dkj.k dk;Z iwjk ugha gks jgk gS rks ekeys dh fo'ks"krk ds vuqlkj tqekZuk ds 
lkFk vuqca/k jÌ djus dh dk;Zokgh djuh pkfg,A 

ll daiuh vkSj ,tsalh ds çfrfuf/k;ksa }kjk le;&le; ij ntZ çfof"V;ksa ds lkFk ̂ ^ck/kk jftLVj** cuk, j[ksaA

ll dk;Z çxfr ds fooj.k] Hkqxrku vkfn ds fooj.k ,oa ck/kk jftLVj ds lkFk] vlksfl,VsM foÙk ds ek/;e 
ls] la'kksf/kr çkDYu çfØ;k djuh pkfg,A

ËËË
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ifj;kstuk ,oa ;kstuk foHkkx
djsa

ll daiuh ds y{; dh çkfIr ds fy,] mfpr vkSj ;FkkFkZoknh ;kstuk yach vof/k ds lkFk gh y?kq vof/k ds 
mÌs';ksa ds fy, Hkh fd;k tkuk pkfg,A

ll ifj;kstuk dk fu"iknu vuqeksfnr ;kstuk@ifj;kstuk fjiksVZ ds vuqlkj gksuk pkfg,A

ll lHkh dk;Z dk fu"iknu oS/kkfud ekunaMksa ds lkFk gh ç'kklfud vf/kdkj {ks= dk ikyu djrs gq, gksuk 
pkfg,A

ll iwathxr ç‚d`fr ds dke dh ekaxi= dk Bhd ls Nkuchu dh tkuh pkfg, vkSj l{ke vf/kdkjh }kjk 
bldk vuqeksnu fd;k tkuk pkfg,A

ll [kuu dk;Z ds fy, midj.kksa ds p;u es dks;ys dh xq.koÙkk cuk, j[kus ij /;ku nsuk pkfg,A

ll baMsafVax vf/kdkjh dk fu.kZ; çkjafHkd pj.k esa nwjn'khZ vkSj O;kogkfjd gksuk pkfg,] rkfd QaM fofu;ksx 
dh dksbZ t:jr u gksA

ll vxj QaM dh fQj ls fofu;ksx dh vko';drk gksrh gS] rks ;g mfpr rdZ ds lkFk vkSj l{ke vf/kdkjh 
ds vuqeksnu ds lkFk fd;k tkuk pkfg,A

ll {ks= vkSj vU; rduhdh çeq[k ds lq>ko ij fopkj ifj;kstuk fjiksVZ dks vafre :i nsus ls igys gks 
tkuk pkfg,A

ll iwathxr ç‚d`fr ds dk;Z tks ifj;kstuk fjiksVZ esa 'kkfey ugha gS] dk fu"iknu l{ke vf/kdkjh ds vuqeksnu 
ds i'pkr fd;k tkuk pkfg,A

ll lHkh ih- ,aM ,e- ekaxi=@;kstuk mfpr çk:i esa gksuk pkfg,] ykxr& ykHk fo'ys"k.k çLrqr fd;k tkuk 
pkfg, vkSj daiuh ds lHkh fn'kkfunsZ'k@ifji= vkSj funsZ'kksa dk ikyu gksuk pkfg,A

ll ifj;kstuk fjiksVZ ls dksbZ fopyu gks rks bls l{ke v/khdkjh }kjk vuqeksfnr djok ysuk pkfg,A

u djsa

ll tYnckth esa dksbZ ;kstuk ugha cukuk pkfg,A ekaxi= fdLrksa es rS;kj ugha fd;k tkuk pkfg,A

ll dk;Z ds caVokjs (splitting) dh vuqefr ugha nh tkuh pkfg,A

ll vksch dh MfEiax dh vuqefr [knku iV~Vk {ks= ds ckgj ugha nh tkuh pkfg,A

ll vksch dk MfEiax dks;yk /kkfjr {ks=ksa esa ugha dh tkuh pkfg,A

ll ifj;kstuk ds vuqeksfnr ykxr vkSj le;kof/k dh lhek, dks ikj ugha djuk pkfg,A fo'ks"k ifjfLFkfr esa 
,d la'kksf/kr ifj;kstuk fjiksVZ cuk dj l{ke v/khdkjh }kjk vuqeksfnr djok ysuk pkfg,A

ËËË

Hkz"Vkpkj ekuork ds fo:) gSA
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dks;yk LVkWd çca/ku
djsa 

ll dks;yk LV‚d dh QeZ eki ds ekU; fof/k;ksa dh tkudkjh j[ksaA csapekdZ dh lR;rk dh tk¡p djsaA

ll lHkh fof/kor gLrk{kfjr QhYM cqd dks Hkfo"; esa lanHkZ ds fy, laHkky dj j[ksaA

ll dks;yk mRiknu dh fjiksfVaZx esa] iRFkj@'ksy cSaM dh ek=k dks vo'; ?kVk ysaA

ll LV‚d ;kMZ dks mfpr ?ksjs ds vanj lqjf{kr j[ksaA gj lky dks;ys dk :ikarj.k dkjd dh tk¡p djsaA

ll fVªi@Vc QSDVj dh fu;fer :i ls fu/kkZj.k djsa vkSj vko';drk vuqlkj bldk lq/kkj djsaA

ll igys iqjkus LV‚d ls laçs"k.k djsaA LV‚d ;kMZ es dks;ys dh vkxr ,oa fuxZr dks fof/kor fjd‚MZ djsaA

ll dks;ys dh pksjh u gksus nsaA dks;yk HkaMkj dk mfpr la?kuu lqfuf'pr djsa vkSj HkaMkj ds Åijh Hkkx dks 
,d ,sjksMkbukfed vkdkj nsaA

ll LV‚d ;kMZ es vfXu'keu dh vko';d O;oLFkk lqfuf'pr djsaA

ll fuEufyf[kr ekeyksa esa >wBh ,oa vfrfjä Hkqxrku ds f[kykQ lrdZ jgsa& dks;yk ifjogu] fy¶V@yhM] 
vksojVkbe] 'ksy mBko@LVSfdax]

u djsa

ll dks;ys ds mRiknu dh vksoj@vaMj fjiksVZ u djsaA

ll fcuk otu djk;s dks;ys dk vkxr@fuxZr@LFkkukarj.k Lohdkj u djsaA

ll [knku iVy ij vofLFkr fu"dkflr@vfu"dkflr dks;ys dks HkaMkj dh x.kuk dk fgLlk u cuk;saA

ll dks;yk HkaMkj ,p-,Q-,y- ls uhps Lrj ij u cuk;saA

ll dks;ys dk HkaMkj.k] fcuk losZ fd, {ks= vkSj uje Hkwry ij u djsaA

ll dks;ys ds HkaMkj dks Lor% mf"edj.k ls cpkus ds fy, HkaMkj dh mPp <sj djus ds fy, vuqefr u nsaA

ll foLQksVd dh çkfIr@fuxZr@LFkkukarj.k@mi;ksx@okilh fcuk nLrkostksa ds u gksus nsaA

ËËË

[kku&lqj{kk foHkkx
djsa

ll vius ofj"B vf/kdkfj;ksa ds funsZ'kksa dk ikyu djsA

ll çR;sd xfrfof/k ds fy, fyf[kr lqjf{kr lapkyu çfØ;kvksa cuk, vkSj vyx vyx Jsf.k;ksa ds etnwjksa 
ds chp forfjr djsA

ll lHkh [kuu xfrfof/k;ksa l{ke O;fä;ksa dh ns[kjs[k es gksuh pkfg,A

ll lHkh [knku dfeZ;ksa dks O;fäxr lqj{kk midj.k iguuk pkfg,A

ll mfpr lV&Mkmu dh çfØ;k dk ikyu djs tc vksojgsM ykbuksa ij dke djuk gksA

ll çkjafHkd vkSj lkef;d esfMdy tkap ijh{kk dks;yk [kku fu;e ds çko/kku ds vuqlkj fd;k tkuk pkfg,A

ll [kkuksa esa rSukr djus ls igys lHkh O;fä;ksa dks O;kolkf;d çf'k{k.k fn;k tkuk pkfg,A

ll lHkh MEij dh ikfdaZx ukfer txg ij gh fd;k tkuk pkfg,A

ll lM+d ds nksuksa vksj mfpr ukfy;ksa dk fuekZ.k gksuk pkfg, ftlls lM+d ij ikuh ds lap; ls cpk tk 
ldsA

dk;Z'kSyh ls bZekunkjh >yduh pkfg,A



| 38 |

u djsa

ll chM+h] flxjsV ;k dksbZ vU; /kweziku lkexzh [kku {ks= esa ugha yk;k tk;A

ll fdlh Hkh vukf/kd`r O;fä@okgu dks [kku ifjlj esa ços'k djus dh vuqefr ugha nh tk,A

ll dksbZ foLQksVd lkexzh foLQksVd oSu NksM+dj vU; okgu ls [kku es mi;ksx ds fy, ugha yk;k tk,A

ll dksbZ okgu fu/kkZfjr xfr lhek ls ijs [kku ifjlj esa ugha pyk;k tk,A

ll dks;ys dh yksfMax vkSj vuyksfMax ,d gh dks;yk LV‚d ls ,d le; esa ugha fd;k tkuk pkfg,A

ll tgka ,pbZ,e,e py jgh gSa ogk¡ dksbZ gYds okgu ds pyus dh vuqefr ugha gksuh pkfg,A

ËËË

mR[kuu foHkkx
,pbZ,e,e dh [kjhn

ll lkeku] dk;Z vkSj lsokvksa dh [kjhn es turk ds /ku dk mi;ksx djus dk ewyHkwr fl)kar gS dh 
eky@lsokvksa dh [kjhn fu/kkZfjr xq.koÙkk vkSj ek=k es ,d fu"i{k vkSj ikjn'khZ rjhds ls lcls vf/kd 
çfrLi/khZ dherksa ij djsaA

lkekU;

djsa

ll lHkh nLrkostksa dks mfpr Øe vkSj ist uEcj ds lkFk nk;j fd;k tkuk pkfg,A ;kn j[ksa fd Qkby dh 
fVIi.kh i{k dkjZokbZ dk leFkZu djus ds fy, gSA fVIi.kh ds ckn gLrk{kj uke vkSj rkjh[k ds lkFk djsaA

u djsa

ll mfpr vkSfpR; ds fjd‚MZ ds fcuk ekStwnk vuqca/k@nksgjkus dk vkns'k@dke ds nk;js esa ifjorZu dk 
foLrkj ugha fd;k tkuk pkfg,A

ll er Hkwfy, fd fufonk nLrkost@Qkby dsoy fufonk [kksyus rd gh xksiuh; gS] blfy, ;g csgrj gS 
dh lkoZtfud [kjhn ds lHkh pj.kksa esa fu"i{k vkSj ikjn'khZ jgsA

gjsd Hkz"V O;fDr ds ihNs 

,d ykyph ifjokj gksrk gSA
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vko';drk vkdyu pj.k 

djsa

;g lqfuf'pr fd;k tkuk vko';d gS fd

ll ,p-bZ-,e-,e-] cSd vi iqtksaZ vkSj miHkksX; lkeku dh [kjhn lwph] orZeku vkSj fudV Hkfo"; esa 
vko';drkvksa ds vkdyu ds ckn okLrfod vkSj Li"V :i ls ek=k fu/kkZfjr djus okys nLrkost ij 
vk/kkfjr gksuk pkfg,A ,p-bZ-,e-,e- vko';drk vkdyu ds fy, losZ v‚Q midj.k] losZ v‚Q gksus 
okys midj.k vkSj vfrfjä midj.k ftldh ihvkj@bZ ih vkj çko/kkuksa ds vuqlkj eatqjh ns nh x;h 
gS] dk /;ku j[k dj fd;k tkuk pkfg,A 

ll çeq[k fofunsZ'kksa (Specifications) vkSj ek=k rdZlaxr gksus pkfg, vkSj O;fäxr :i ls ntZ gksus pkfg,A

ll lkeku@midj.k] ftldh fudV Hkfo"; esa mi;ksx gksus dh laHkkouk ugha gS] dh [kjhn dks jksdsaA

ll ekStwnk ,pbZ,e,e dh vçpyu ¼vksClksyslsUl½@vi;kZIr {kerk ds dkj.k u, HEMMs ds fy, çLrko 
ds ekeys esa] iqjkus HEMMs ds mi;ksx ds fy, dh tk jgh dkjZokbZ ij çdk'k Mkyk tk;A vçpfyr@
vi;kZIr Nerk okys midj.kksa ds mi;ksx ls ifj;kstuk dks gksus okys gkfu;ksa ,oa midj.k ds çfrLFkkiuk 
ls gksus okys Qk;nksa dk Li"V fooj.k fn;k tkuk pkfg,A 

ll ,p-bZ-,e-,e- dh [kjhn ds fy, çLrko lgh le; ls 'kq: dh tk; ftlls rkRdkfydrk ds uke ij 
fu/kkZfjr dk;Zfof/k ds mya?ku dh t:jr #dsA

ll çLrkfor [kjhn] mi;ksxdrkZ vksiu dkLV ifj;kstukvksa dh vko';drk dks iwjk djrh gksA

ll lcls vPNk ewY; dk ykHk mBkus ds fy,] tgka rd laHko gks] fofHkUu mi;ksxdrkZvksa ls lkexzh dh ekax 
dks feyk dj Fkksd esa [kjhnk tkuk pkfg,A

ll oLrqvksa vkSj lsokvksa dh [kjhn çkS|ksfxdh cktkj esa miyC/k uohure rduhd vkSj fof'k"Vrkvksa ds vuq:i 
gksuk pkfg,A

ll midj.k] Lis;j ikVZ~l vkSj miHkksX; lkefxz;ksa vkSj lsokvksa ds [kjhn ds ckn ds j[kj[kko ds fy, 
vko';drkvksa dk vkdyu djsa vkSj fufonk vkea=.k dh lwpuk esa bldk çko/kku djsaA

u djsa

ll l{ke çkf/kdkjh ls mfpr funsZ'k ds fcuk foÙkh; o"kZ ds fy, [kjhnkjh dh lwph rS;kj djrs le; 
jkbV&v‚Q midj.kksa ds çfrLFkkiu ds fy, midj.kksa ij fopkj u djsaA

ll fdlh Hkh ;kstuk ds rgr] ,p-bZ-,e-,e- dh [kjhn dkjZokbZ] fcuk ewY;kadu] fcuk Li"V :i ls igpku 
ds vkSj fcuk l{ke çkf/kdkjh ds vuqeksnu ds u djsaA 

ËËË

,slk dqN u djsa  

ftls idM+s tkus ij feVkus dh pkg mHkjsA
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ekax (Indenting) pj.k

djsa

ll l{ke inkf/kdkjh }kjk ,p-bZ-,e-,e- ds fy, [kjhnkjh dh lwph ds vuqeksnu ds ckn lHkh mi;ksxdrkZ 
{ks= ls ,d= lHkh lacaf/kr i{kksa }kjk çek.khd`r çkDyu ¼baMsaV½ dks la;ksftr dj [kjhn ds fy, çlaLd`r 
¼çkslSl½ fd;k tkuk pkfg,A

ll la;ksftr baMsaV l{ke inkf/kdkjh }kjk vuqeksfnr fd;k tkuk vko';d gSA

ll çkDyu&jkf'k gky gh esa miyC/k dher ¼mi;qä o`f) ds lkFk½ ij vk/kkfjr gksuk pkfg, ;k lh,eihMhvkbZ 
fyfeVsM ds ikl miyC/k vkadM+ksa@vuqeksfnr ihvkj@bZ ih vkj ij vk/kkfjr gksuk pkfg, rkfd ckn ds 
pj.kksa esa cM+s iSekus ij fopyu ¼Msfo,lu½ ls cpk tk ldsA

ll baMsaV iathdj.k ls igys [kjhn xfrfof/k;ksa ds fy, vuqekfur ewY; ds vuqlkj i;kZIr ctV dk çko/kku 
fd;k tkuk vko';d gSA

ll baMsaV iathdj.k ls igys] midj.k] Lis;j ikVZ~l vkSj miHkksX; lkefxz;ksa vkSj lsokvksa ds [kjhn ds fy, 
,d foLr`r rduhdh fof'k"Vrk dk elkSnk rS;kj dj l{ke inkf/kdkjh }kjk vuqeksfnr fd;k tkuk 
vko';d gSA 

ll midj.k] iqtksaZ vkSj lsokvksa ds [kjhn ekeys esa lqfuf'pr rduhdh fofunsZ'k ¼LisflfQdslu½ cukrs le; 
mldh fof'k"V vkSj vfuok;Z t:jrksa dk vPNh rjg ls /;ku j[ksaA ekinaMksa@foÙkh; fufgrkFkZ dks Li"V 
rjhds ls fufnZ"V djsaA rduhdh fofunsZ'k ,d fo'ks"k@pqfuank QeZ ds vuq:i ugha cuk;k tkuk pkfg,A

ll fo'ks"k vkbVe ds ekeys esa njksa dk vkSfpR;] tks dh ctVh; m)j.k ds vkSlr ewY; ij ;k blh rjg ds 
midj.k@e'khujh ds vU; ljdkjh foHkkx@futh daifu;ksa ds fy, vkns'k ds fy, fiNys Lohd`r njksa 
ds vkSlr] tks dh fufonk tkjh gksuk ds igys ,df=r fd;k x;k gks] ij vk/kkfjr gksuk pkfg,A ;g 
flQZ ,dy ctVh; cksyh ds vk/kkj ij ugha gksuk pkfg,A 

u djsa

ll [kjhn dh dkjZokbZ fcuk ,d mi;ksxdrkZ ifj;kstuk ds fy, vko';drk ds vuqlkj [kjhnkjh dh lwph 
dk Li"V :i ls igpku] vkdyu vkSj l{ke çkf/kdkjh dh eatwjh ds ugha djsaA

ll vuqeksfnr [kjhn] eSuqvy ds vykok fdlh Hkh nwljs çk:i esa vkSj c<+s ¼bU¶+ysVsM½ ewY; ij  
fu/kkZfjr baMsaV dh rS;kjh dh vuqefr u nsaA

ll ,d fo'ks"k dk;Zdkjh ds ¼Mhvksih½ ds vUnj ykus ds fy, çLrko dks Hkkxksa esa foHkkftr u djsaA

ll çfr;ksfxrk dks çfrcaf/kr djus ds fy, dM+s ;ksX;rk ekunaM er MkysaA

ll mi;qä çkf/kdkjh ds vuqeksnu ds fcuk fufonk,a tkjh ugha djsaA

lŸkk fxus&pqus dks Hkz"V djrh gS  

tcfd nqcZyrk cgqrksa dksA



| 41 |

fufonk ewY;kadu pj.k

djsa

ll cksfy;ksa dh rduhdh ewY;kadu dsoy bZ&VsEiysV ds vk/kkj ij mRiUu ç.kkyh ds }kjk gksuh pkfg,A 
bles O;fäijd O;k[;k ds fy, dksbZ xqatkb'k ugha gksuh pkfg,A lqfuf'pr djsa fd rduhdh ewY;kadu 
U;k;ksfpr vk/kkj ij fu"i{k gqbZ gSaA

ll rduhdh nLrkostksa dh tk¡p ,u-vkbZ-Vh- esa ekaxs x, rduhdh iSjkehVj vkSj laosnd@vkiwfrZdrkZ }kjk 
muds mRikn dh is'kd'k ds fy, cksyh ds vk/kkj ij gksuk pkfg,A 

ll ,u-vkbZ-Vh- esa ^^leku** ¼lhfeyj½ dk vFkZ Li"V :i ls ifjHkkf"kr fd;k tkuk pkfg, rFkk O;fäijd vkdyu 
djus ds fy, ugha NksM+k tkuk pkfg,A ,d fo'ks"k cksyh yxkus ;k cksyhnkrkvksa ds ,d lewg ds vuq:i djus 
ds fy, ladh.kZ :i es ifjHkkf"kr ugha fd;k tkuk pkfg, vfirq bls çfrf"Br cksyhnkrkvksa ds chp i;kZIr vkSj 
LoLFk çfrLi/kkZ mRiUu djus ds mÌs'; ls ifjHkkf"kr fd;k tkuk pkfg,A

ll fufonk nLrkost tkjh djus ls igys lHkh i`"Bksa ij fdlh Hkh lq/kkj] pwd] blds vykok@çfof"V vkSj 
vksojjkbfVax ds fy, gLrk{kj gksus pkfg,A iw.kZ fufonk nLrkost] ewY; dh ijokg fd, cxSj osclkbV ij 
viyksM fd;k tkuk pkfg,A osclkbV ij fufonk nLrkost vf/kekur% ih-Mh-,Q- çk:i esa gksuk pkfg,A 
osclkbV ij fn[kkbZ ,u-vkbZ-Vh- dh ,d çfrfyfi] fjdkMZ ds fy, j[kuk pkfg,A

ll osclkbV ij fufonk nLrkost viyksM djus dh vleFkZrk dks rqjar ikorh ds rgr vkbZVh çHkkjh ds 
/;ku esa yk;k tkuk pkfg,A ehfM;k esa foKkiuksa ds ek/;e ls O;kid çpkj&çlkj lqfuf'pr fd;k tkuk 
pkfg,A

ll fufonk ds laxzg vkSj tek djus ds fy, mfpr le; fu/kkZfjr fd;k tkuk pkfg,A ,uvkbZVh esa fd, 
ifjorZu dks lHkh cksyhnkrkvksa dks fyf[kr lwpuk nh tkuh pkfg,A

ll lHkh nLrkostksa@fufonk esa Hkkx ysus ds fy, mudh ik=rk ds leFkZu esa cksyhnkrkvksa ls vko';d çek.k 
i= lkoZtfud uksVjh fd;k gksuk pkfg,A

ll cksyh yxkus okyksa dh provenness dh ik=rk ds fy, muds }kjk vkiwfrZ fd;s tkus okys midj.k] 
çeq[k vlsacfy;ksa@mi vlsacfy;ksa ds vrhr esa mlh foU;kl ,soe e‚My ds vkiwfrZ fd, midj.k] çeq[k 
vlsacfy;ksa@mi vlsacfy;ksa dh çn'kZu fjiksVZ ds laca/k esa xzkgdksa ds larks"ktud <ax ls çn'kZu dk çek.k 
gh vk/kkj gksuk pkfg,A flQZ vkiwfrZ ds vkns'k ds vk/kkj ij ughaA 

ll 'krksaZ vkSj nkf;Roksa dks lR;kfir djus ds fy, is'kd'k çdkj vkSj e‚My ds midj.kksa dh vkiwfrZ ds 
vkns'k dh çfr çLrqr fd, tkus pkfg,A

ll fufonk lfefr dh cSBd dk;Zo`fr esa cSBd dh rkjh[k] le;] LFkku vkSj mlesa 'kkfey lHkh lnL;ksa dh 
fnukafdr gLrk{kj lqfuf'pr djsaA

ll fufonk ds lHkh pj.kksa esa lHkh cksyhnkrkvksa ds fy, leku volj lqfuf'pr djsaA

u djsa

ll Qksu ij cksyhnkrkvksa ls fufonk ls lacaf/kr ekeyksa ij Li"Vhdj.k ryk'k u djsaA Li"Vhdj.k vxj t:jh 
gS rks bls rqjar iksVZy ds ek/;e ls ,d bZesy ls ekaxsA lHkh lapkj dk leqfpr fjdkMZ cuk, j[ksaA

ll fufonk [kqyus ds ckn fufonk lfefr ds Kku ds fcukA laHkkfor cksyhnkrk }kjk çLrqr fufonk lacaf/kr 
nLrkostksa dks çiV u djsaA t:jh nLrkost] ;fn dksbZ gks vkSj ekaxk tk, rks dsoy ,d bZ&iksVZy ds 
ek/;e ls viyksM fd;k tk ldrk gS tks dh fu/kkZfjr vof/k ds Hkhrj dh rkjh[k esa gksA

bZekunkjh pfj=oku dh lcls cM+h igpku gSA
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bZekunkjh dk izek.k blds iz;ksx esa gSA

ll rduhdh vumiqärk ds uke ij vlqfo/kktud cksfy;ksa dks vLohdkj u djsaA

ll vxj fufonk nLrkost esa dksbZ ekunaM dh vPNh rjg ls iqf"V ugha gS rks rks flQZ mlds vk/kkj ij 
fufonk dks vLohdkj u djsaA 

ll fufonkvksa dh vkosnu ds ckn ;ksX;rk ekunaMksa es cnyko u djsaA 

ll xfBr fufonk lfefr dks l{ke çkf/kdkjh ds vuqeksnu ds fcuk er cnysaA cnyko ds dkj.k dks ntZ djsaA

ll ,d ;k vf/kd lnL;ksa dh vlgefr ds uksV ds lkFk fufonk lfefr dh flQkfj'k dks loZlEer flQkfj'k 
u ekusA vlgefr çLrko ij fopkj ds ckn gh vafre fu.kZ; ysaA

ËËË

foÙk foHkkx
djsa

ll lhvkbZ,y ds fu;e] eSuqvy] ifji=ksa vkSj lrdZrk@lhohlh ds fn'kk funsZ'kksa dk ikyu djsaA

ll ges’kk daiuh ds fgr esa dke djsaA

ll mfpr ,oa ,d ikjn'khZ rjhds ls Qkby dk fuiVkjk djsaA

ll fofHkUu ys[kk ijh{kdksa dh fVIif.k;ksa dk vuqikyu lqfuf'pr djsaA

ll VªSfdax iz.kkyh ds ek/;e ls fcyksa@Q+kbyksa dh xfr lqfuf'pr djsaA

ll pSd@vkjVhth,l ds ek/;e ls 'kr&izfr'kr Hkqxrku lqfuf'pr djsaA

ll izca/ku lwpuk le; ij izLrqr djsaA

ll lkafof/kd ns; jkf'k dk Hkqxrku vkSj fcy@Q+kbyksa ds fuiVku dk le; lqfuf'pr djsaA

ll ctVh; fu;a=.k lqfuf'pr djsaA

u djsa

ll O;fDrxr ykHk ds fy, ckg~; izHkko dk mi;ksx u djsaA

ll dk;kZy; ds dk;Z ds laiknu ds le; ckg~; ncko ls izHkkfor ugha gksaA

ll ckgjh yksxksa dks daiuh dh xksiuh;rk@uhfr dk [kqyklk ugha djsaA

ll daiuh esa vkf/kdkfjd in dk nq:Ik;ksx u djsaA

ËËË
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Okk'kjh ,oa ok'kjh fuekZ.k foHkkx
djsa

ll QSDVjh dkuwu ds rgr lHkh dkuwu dk dM+kbZ ls ikyu gksuk pkfg,A

ll Okkf"kZd ,D'ku Iyku ds fglkc ls gj eghus mRiknu gksuk pkfg,A

ll /kqyk dks;yk ,evks;w rFkk ,evksbZ,Q ds fu;ekuqlkj [kjhnnkj dks laizsflr gksuk pkfg,A

ll Ik;kZoj.k nwf"kr u gks blds fy, mfpr dne mBkus pkfg,A

ll dk;Z dk izkDyu okLrfod gksuk pkfg,A

u djsa

ll ckgjh ncko esa dksbZ fu.kZ; u djsaA

ll ,evksbZ,Q xkbM ykbZu dk mYya?ku u djsaA

ll fuEudksVh dk dks;yk ok'kjh esa u MkysaA

ll fcuk mfpr LohÑfr ds dksbZ dk;Z u djsaA

ll lafpdk fuiVkus esa nsjh u djsaA

ËËË
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dkfeZd ,oa dY;k.k foHkkx
djsa

ll vukf/kÑr vuqifLFkfr ds ekeyksa esa] le; ij vkjksi i= fuxZr djsaA

ll vU; dnkpkj ds ekeyksa esa Hkh le; ij vkjksi i= tkjh djuk lqfuf'pr djsaA

ll py jgh foHkkxh; tkap dh izxfr ij utj j[ksa] vkSj mls le; ls iwjk djuk lqfuf'pr djsaA

ll dkuwu esa fu/kkZfjr vof/k ds Hkhrj] vkjVhvkbZ vkosnuksa dk tokc nsuk lqfuf'pr djsaA

ll inksUufr vkns’k ohlh@Mhlh] lkafof/kd ykblsal o izek.k i= dh oS/krk] ofj"Brk] tkfr izek.k i= vkfn 
ds leqfpr tkap ds ckn fu/kkZfjr frfFk dks tkjh djuk lqfuf'pr djsaA

ll Je laxBuksa ds lkFk lajpukRed cSBd] iwoZ fu/kkZfjr le; lkj.kh ij djuk] lqfuf'pr djsaA

ll foHkkxh; tkap ds ekeyksa esa izkÑfrd U;k; ds fl)karksa dks vuqikyu lqfuf'pr djsaA

ll daiuh ds fu/kkZfjr ekunaMksa ds vuqlkj gh ^dY;k.k dks"k^ dk mi;ksx fd;k tkuk pkfg,A

ll fdlh ckgjh O;fDr vFkok laLFkk dks vuqnku@fuf/k vkfn fuxZr djus ds fy, dksbZ izLrko dh 'kq:vkr 
djus ls igys] l{ke izkf/kdkjh dh iwoZ vuqefr dh tkap t:j dj ysaA

ll lHkh foRrh; ekeyksa dh tkap for foHkkx ds lacaf/kr dk;Zdkjh }kjk fd;k tkuk lqfuf'pr djsaA

ll lhlh,y ls vuqnku vkSj lgk;rk izkIr Ldwyksa ds ekeyksa esa lacaf/kr le>kSrk Kkiu] ifji=ksa vkSj bl 
fo"k; ij l{ke izkf/kdkjh }kjk tkjh fd, x, fn'kk&funsZ'k ds vuqikyu lqfuf'pr djusA

ll nSfud mifLFkfr iath dk le; ij can djuk lqfuf'pr djsaA

u djsa

ll vuq'kklukRed vf/kdkfj;ksa dks izekf.kr LFkk;h vkns’k dh izklafxd /kkjkvksa ds vuq:i gh ltk eqdjZj 
djuk pkfg,A

ll nSfud mifLFkfr dks can djrs le; deZpkfj;ksa ds chp Hksn u djsaA

ll fdlh Hkh ekeys ds fu"iknu esa lhlh,y@dksy bafM;k }kjk tkjh fd, x, lacaf/kr fn'kkfunsZ'kksa dk 
mYya?ku ugha djsaA

ll inksUufr vkfn ds ekeyksa esa i{kikr u djsaA

ËËË

vius var%dj.k dh vkokt lqusa vkSj  

Hkz"Vkpkj ij vadq'k yxk;saA
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