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RITES LIMITED
(Schedule 'A' Enterprise of Govt. of India)

Sub: Procedure for receipt of bills and releasing of payment thereof.

To streamline the procedure for avoiding delay in release of payment (other than
staff), henceforth following steps should be taken:

01. All SBUs must ensure that before sending the bills I papers for release of
payment (other than staff), entry of the same should be made in the "Bill
Forwarding Register" to be maintained by the concerned Division and
obtain acknowledgement from the Finance Deptt. in the register itself.

02. As soon as bills I papers received in the Finance Department, concerned
DFOs should ensure that after due acknowledgement of the receipt, bills I
papers are to be entered serially and date wise in the Bills Register and
bills needs to be passed for payment on first come and first out basis.
Date of release of payment shall also be entered in the register.

If a bill has to be returned to the SBU, the reasons for doing so shall be
indicated and an entry for the same made in the remarks column of Bills
Register.

03. Payments need to be made strictly as per the guidelines issued for
processing payment through Electronic Clearing System (ECS).

04. All miscellaneous bills must be paid within 5 working days.

05. For payment of contractors bill, time schedule is as under:-

(i) Payment of running bills

(ii) Payment of final bills for
works value upto RS.One crore

(iii) Payment of final bills for works
value over Rs. One crore

7 (Seven) working days.

1 (One) Month

2 (Two) Months.
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06. The date of receipt of contractor's bills by Finance should be informed to
IT Division so that it can be reflected in RITES Web Site.

07. The concerned officials dealing with staff claims, should enter in the
register on receipt of claims and give the serial number and such serial
number should be informed to the staff at the time of submission of claims.
FIFO system should be followed strictly in this regard.

All Unit I Site Offices shall also follow the above system. Please ensure strict
compliance of the above.

~=(M:aatngam)
General Manager (Finance)

Addressed to:
• All SBU Heads in RITES Bhavan, Gurgaon
• GGMs I GMs (I) - Mumbai, Chennai, Kolkata, New Delhi
• COI - Bhilai

• GGMs / GMs / CPMs - Kolkatta, Lucknow, Mumbai, Nagpur, Bhubaneswar,
Secunderabad, Tenughat & Talcher

• All OFOs - ROC, Gurgaon

Copy to: JGM{Secys)/SpI.Secys to Chairman, MO, OT, OP. OF and evo
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RITES Limited, Vigilance cell, Laxmi Nagar, Delhi
Ph.- 011 - 2202 4662, 2202 4663, Fax - 2202 4688

No.: VI RI COI 2008/111 C - 434
Dt.: 24.12.2008

AGM/CPC
RITES, Gurgaon

Kind Attn.: Mr. Iqbal Singh, AGM

Ref: CTE check of Design, Supply, Installation, Testing &
Commissioning of HVAC system for NRPC Building for EPFO at
Sector 23 Dwarka, New Delhi

Sub: (i) Test check of measurements
(ii) Make & model no. of the item received at site to be recorded in

measurement book

In reference to CTE examination of said work, it was found that the test check of
RA bill was not done before forwarding the same to Accounts section. Also make
& model no. of equipment received at site is not recorded in measurement book.

In view of this it is proposed that suitable instructions may please be issued:

1. In terms of Clause 21.2 & Annexure 21.2 of Guidelines on Construction
Project Management 2005, please re-iterate that all SBUs should ensure
compliance of the said instruction for doing test check of measurements
before forwarding the bill for payment to Account section.

2. In terms of Section 21 of Guidelines on Construction Project Management
2005, while recording nomenclature of the item in measurement book,
Engineer-in-charge should write make & model no. of the item actually
received at site along with the description of the item as per contract
agreement.

Copy of the. circular, so issued, may please be endorsed to this office for
reference & record.



RITES Ltd,

Cont.raci Polky Cell

Nl)', CPC/GCPM/CS/
Dtd,: 2).08,200&

Sub:- Pn:qualiflcalion Criteria

lnthc Guidclines 011 Construction project Management,200S m'tructions 011

i'req uatifyillg C ritef; a i'l!' works contracts were tai d out in Annex ure 6.4, The PQ Criteria
in respect of the Annual Turnover were as follows:

~ The bidder should have achieved a minimum annual finanei.1 turoover of .•..•.• (*) in an)
one of the last 5 years,

(*) this tigurc should be ealcuhited as under:

For works in normal ~\reas

Annmd TlJrrJovcr = 2.0"~Estilnatcd cost of vvork:< 12
_---,-,........J-.------.-------.-.~-
Cornp!etion t)11"C~ in months.

For works ill difficult areas

With the experieuce gaineci over a period of time it has been observed that for improving
the «'pM" this criteria neds to be relaxed, Alter due consideratiOil and deliberations
the PQ Criteria for /\nn1.la\ Turnover lutS bfen rnodified as follows:

Annual Turno\'er =:- 1 0 < u.\im'lte~Lcosti1.Llvorl:: )<~12,
Completion tiwc in Il:lonths

AnImal Turn,)ver = 1.0" L"Jirnuted cost o.Lwork :< 12
Cornpicl10n time in months

For 'work:.; in difficult arcus

A.nnual T\.11'l10VeI' = 0.50 Estima.ted cost o1'\\'or1<.)' 12
--_._._---" ~--
Comp\ctlOn time 111months

The above revbcd Annual Turnover PQ Criteria may be follo\-ved.

This hears the approval of the competent [;.mthority.



( Iqbal Singh)

I I )(!~ I). HD(B~~i\), ED(erI/, ED(EXPO), ED(TS), ED(QA), ED(CS), EDen), ED(T &12). - .... .. .

I!HI·Sh OMen.
( i< i!'vV(tN4kl~),BangalQre, Bbubanesbvar, Kolkata, Lucknow. 1\.'1urnbni,Nagpur, Chcnnai.

to OP, DT, DF, &CVO for kind information.



C'oncdion Slip No, 10

Guid01incs "m Construction Projett Management, 2U05

A,nncxun' 6.4( Pagl~No. 15")- .Pre QURlif)ing Criteria (rQ) For Work" Conlnlcts

\.

C') in an) one of

('" .1 th is figure tel be calcuiatf-~·d as under'

- ;\nnual Turn{'"c:r:-:: 1.0' .tsli\;:.f':~e:,ct.',::o:::;t ({Wort.: 11
Completion time in months

For ~yorks in difficult ~U'0'l.S,

}\nnual '"rtirnover = O.~~O"; E~lil1J._~~l~!;L~l~t.pf~"\·or1~L~~
(;:>mpletion tlme in months

C:'ornpiete set of lcnde~r decurnerl'ts~.Inc,luding drf1v/ings should Dos!cd ~.ntI"h: v.'(.;bsitc (If RrrES
for the purp~)$e of ckp.vnh~H~ding. Do\\nicn:1ded tenders sha,ll be considen-:d va.l1d fC)f parti;;;ipating. in

the tender pn:)i;:i,;S'i. Tn case of h:nders submitted ')Y' the tenc1("n.T'; a.fter d(l"vnk'ac\ing hOI11 the
yY'e,bsit;,;" 'the tendert~rs ~:,hdn furnish the cost of dOt'Unl(;l1ts . dernand drar1. in fa\'our of RITES

L,ld. along \virh lh(' bid dCh;lnnent. In case the ~ost. of d{)CUn10n~:-; i~not fu.rn ished" the render shall

b~ 5urnmardy r.::jc!,;:cd,

Even though lh~ bidder' has been permitted to submit his bid in the du(':wllC'nts downloaded from

the website, the coniml.:t {1(;cument on award of work should be <gned only Oil t.he manual i,:OPY,

as issued C'riginaHy by the lc:on~e.rncd R1TES offIt,c,

No, CPC/CCP\1iCS· 1 ()

Dated 27.08.2008

'l~he ab()'vtt CO~Tc~'tl(Jn.::;[0 the (juide1incs fJn c.onstructl:.)n P~Oj0Ct ~\v'lanag~rnCr!L 2005 are issued

with the approval of tilt: cornpctent authority.

/\.li SI3\J 1-ieads (}fB~:~,/·\.andRJ ,Divisions .> A copy of the c.orn;::-ctionslip iy~ayplease be
) provided ~o an emp!oyeiOs i!,suc:d the

evo. ED(UD. F:D(QA). ED(CS), ED(FS), ) Guidelines for their infixnuliol1 aild

ED(Expotech), FD(TS), GCilVI(F) ) g~iidance.
. JGM(A)/Secy, "{';::;MD/DP/DT/Df for infcnm:tion.



RITESLTD

Contract Policy Cell

No. CPC/V/TENDER/
Dtd. 05/11/2008

1.0 Instances have come to notice where some SBU's do not permit the issue/receipt of
tender documents by post/courier in violation of instructions contained in para 7.6 on
page 35 of the Guidelines on Construction Project Management (2005). It is hereby
once again reiterated that issue and receipt of tender Documents by post/courier should
be permitted subject to:-

i) Suitable extra charges over and above the cost of tender documents to be
specified for issue of tender documents by Post in the Notice Inviting
Tender. (NIT).

ii) It is specified clearly in the NIT that RITES LTD does not undertake any
responsibility on account of Postal delay/loss/misdelivery of tender document
by Post/Courier. .

iii) It may also be mentioned in the NIT that the request for issue of tenders by Post
shall be entertained only up to 10 days before the tender opening date.

iv) In cases where tender documents are transmitted by Post, these should be
dispatched by Registered A.D. Post.

2.0 It has also been observed that the option for downloading the Tender documents from
RITES web site have not been included in some cases. It may be ensured that the
options for downloading tenders from RITES web site are invariably provided. In this
context, the instructions at para 6.6.3 of the Guidelines on page 30 stipulate posting of
tender documents on the Rites web site for the purpose of downloading should be
strictly followed.

This issues with the approval of the Competent Authority.

(Iqbal Singh) \ .• f
AGM/Adv.(CPC)

Distribution:

ED/RI, ED(B&A), ED(CS), ED(Expo-tech), ED(UI), ED(TS), ED(QA), ED(FS),
ED(T&E).

GGMs/GMs(P), Bangalore, Bhubaneshwar, Kolkata, Lucknow, Mumbai, Nagpur,

Chcnnai. . //
SS/Secy. To, DT,DP,DF & CVO for kind information.



(RaJes~~~
AGM (Vigilance)

RITES LTD.
evo cum Registered Office,

SCOPE MINAR,. LAXMI NAGAR,.
DELHI- 110 092

No. V/R/CO/Pollcy/G-10
Ogth July, 2008

Sub: - Documentation System

It has come to notice during Intensive Examination by CTE's Organization of Central
Vigilance Commission for the work "Construction Management for Railway Siding for
Kalinga CPP" executed by RITES that some important credential/experience certificates,
tender documents of agencies could not be traced by the concerned sub division for its
verification by CTE. .

This lapse has been seriously viewed by the CVe's office. The concerned officers were
warned to be careful in future.

To avoid such a situation, RITES documentation system may please be reiterated for
compliance for filing/shortage/preservation of documents ·so that the same can be easily
retrieved at appropriate point of time. The instructions may please be circulated widely
for strict compliance by all concerned.

- ED (B lkA)



RITES LTD.
VIGTIANCE SECl10N

c. OJGURGAON

No. VIRICOIPolicyKl·IO '
16th May, 2008

Sub~ -Criteria for Ddetlon I Addition of Short-listed firms

Recently during CTE's inspection of a project, an' observation was made that while inviting
bids fi"om short-listed, firms for appOintment as Architectural Consultants for a particular
projeet, a few of them were excluded on th~ ground that they were RITESi competitors. The
deletion of firms seem~ to have b~n done on ad-:hocbasis without following any criteria for
time bound review of short-listed firms. ' ..

In order to stl'CamIine the process of revision of short-listed firms for appointm~nt as
Ai-cbit~ Consultants~a suitable methodology should be adopted specifying criterialnot;ms
for addition/deletion of already short-listed firms at $peCifiedintervals. Such a panel sho~
exist on stand alone basis and not effected by any particular project. "'.,

The above instructions may be circulated for compliance by, the concerned officials and
vigilance may be kept informed of the action taken.

~~.
AGM/PMg..

EDIB&A



RITES LTD.
VIGILANCE SECTION

C.O.lGURGAON
No. VIR/COlPolicy/G-IO
OSthMay, ~008

Sub: - Use of Certified Standard Material at Work Site - Compliance under
all circumstances

Instances have come to notice during Intensive Examination by crn's Organization of Central
Vigilance Commission of works executed by RITES that sub-standard material i.e. fittings
without any BIS certification mark were used for presentation of sample items to the higher
authorities giving reason of paucity of time and non-availability of certified materials.,
The case in particular refers to sub-standard steel windows and door frames without any BIS
certification mark used in a sample flat at one of th~ work sites which was not in accordance
with contract specifications. This lapse has been seriously viewed by the CVC's office.

To avoid such a"situation, it is reiterated that ~dherence to contract specifications may be
ensured under all circumstances, without exception.

The above instructions may please be circulated widely for strict compliance by all the
concerned.

~~
AGM (pNigilance)

-ED(B&A) .
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RITES Limited, Vigilance cell, Laxmi Nagar, Delhi

Ph.- 011 - 22024662, 22024663, Fax - 22024688

No.: V/ R/ CO/ G - 3

Dt.: 18.3.2009

Sub: Contact details in tenders

Ref: (i) This office letter dated 2.2.2009
(ii) Annexure 6.3 of Guidelines on Construction Management '2005 &

Feb'2009

The issue of not - including complete contact details i.e. tel. no., fax no., mail id etc.
in NIT & Tender document(s) has been discussed at various forums.

Further in terms of Annexure 6.3 of Guidelines on Construction Management 2005 &
Feb'2009, the tel. no., fax no. should have been indicated in the NIT & tender.

It is seen that the tender no. RITES/ CP/ TC/ DP/ PS (1) - BARAKHAMBA ROAD/
NEW DELHI/ 2009, valid for sale from 26.02.2009 to 17.03.2009, does not contain
tel. no. fax no. & mail id of the officer nominated to issue the tender to answer the

queries, if any.

It is proposed that compliance of standard format for NIT (Annexure 6.3 of

Guidelines on Construction Management) & including details in tender document by
all nominated officers & co-ordinating officers be enforced.

AGM/CPC
(Kind Attn.: Mr. Iqbal Singh)

cc: EDI RI- for information please



~~, (1ttetttl fcrqp-r, ~ 'PR, ~
RITES Limited, Vigilance cell, Laxmi Nagar, Delhi

Ph.- 011 - 2202 4662,22024663, Fax - 2202 4688

No.: VI RI COI G - 3
01.: 2.2.2009

Sub: Contact details in tenders

During review of tenders on RITES web site it is observed that contact details, tel.
no., fax no., mail id etc. is note given in NIT & Tender document(s).

It is proposed that a standard format for NIT be issued for compliance by all where in

all contact particulars of the nominated office & co-ordinating officer are given for
transparent & faster communication.

AGM/CPC
(Kind Attn.: Mr. Iqbal Singh)

cc: EDI RI - for information please



RITES LTD

Contract Policy Cell
RITES/V ITen-uploadl
01. 12/01/2009

Sub: Information on tender Uploading on RITES Website and Payment to Contractors

All SBU's were requested to send 'NIL' information to Sh. S.P. Satija, AGM(IT) at his
email id spsatija(Q)rites.com by ih of every month in case there is no tender ( Open and
Limited both) for uploading and they have not made any payment to the contractor
during the previous month.

It has been reported that the requisite NIL report is not being sent by some SBU's. It may
please be ensured that this is complied with by the due date in order to forward the same
to CVO in time.

(Iqbal Singh)
AGM(CPC)

Copy to:
ED(RI), ED(B&A), ED(Expo), ED(UI), ED(TS), ED(QA), ED(CS), ED(TI), ED(T&E)
GGM(CP), GGM(HW), GM(F)

~M(VIG)Sh Rajesh Aggarwal




