PROFORMA XXVIII

Form  RPWA 23

Instructions for use and upkeep of Measurement Books

1. No measurements for the preparation of a bill should be accepted from an officer of lower standing than a junior over seer. 
The special sanction of the Chief Engineer should be obtained whenever it is proposed to entrust to a member of the works establishment the use of the measurement book for recording measurements of works done or materials received and the preparation of bill for payment.

2. The index provided at the commencement of each book should be carefully kept up-to-date and the inner title page in the measurement book showing the number of the book, name of officer, etc. must invariably be filled in, as well as the entries on the outside lable.The Sub-Divisional Officer should record in an index the pages which contain measurements checked by him. So should the Executive Engineer and Accountant.

3. On the front page of each book should be recorded the names of the officers and subordinate who have used the same and the numbers of the pages between which their measurements are recorded that the measurement book was with overseer A, B. When an officer is transferred, he should make over his measurement book to his successor and take a receipt from him noting the fact after the last entry in each book. The relieving officer should inscribe his name on each book below that of the predecessor with a remark to the effect that the book was taken over on such a date and the pages were found on verification to be intact, a report of transfer of each book also made to the Sub-Divisional Officer, to enable the letter to keep the register of measurement books correctly posted up-to-date.

4. When no work has been done on any item since the last measurement, the item should nevertheless be shown in the measurement book, but only the total quantity or area of work done need be given as well as a reference to the number and page of measurement book on which the details of the measurements appeared.

5. Entries should be recorded continuously and no line should be left blank in the measurement book. Unused lines should be crossed under the dated initials of the officer recording measurements.

6. No page must be left blank or torn out on any account whatever. Any pages left blank inadvertently should be cancelled by diagonal lines attested and dated.

7. Final and check measurement must be made in the presence of the contractor or his legally appointed agent who certify as follows against the measurements concerned.
These measurements are accepted by me.

Contractor/Agent

8. When a contractor or agent is illiterate the certificate should be entered over his thumb impression before a witness. All measurements must bear the dated signature in ink of the official by whom they are taken under the words “measurements taken by me”.

9. In the case of measurements for running bills it is not necessary to repeat the details of measurements of items not operated on since the former measurements were taken. The total of “Contents” of such items, should, however, be brought forward.

10. The index should be posted as measurements are recorded in the book.

11. At the end of each set of measurements there should be pay order by the executive engineer or the assistant engineer. This should be followed by a paid certificate and reference to the mode of payment whether by cheque or cash and in case of cheque the number and date thereof should be recorded against the abstract. Reference to the number and date of the cash book voucher should also be given.

12. At the time of payment, all the pages of measurements which relate to the bills or vouchers being paid should be crossed off.

13. The connection of each set of measurements with the voucher number in the cash book should be shown as soon as the payment is entered in the cash book.

14. For each large work, two separate measurement books should be in use to admit of one being sent to the Divisional office, in support of contract certificates submitted for check or payment.

15. All measurement books must be returned to the Divisional Officer once a year for check by the Accountant or the Dealing Assistant. Such check should be not less than 10 per cent of the pages of each book. On which measurements have been recorded since the last check and should cover a complete set of measurements. Measurement books containing current measurements should be given priority and should in no case be retained in the Divisional Office for more than 10 days.

16. The check should be carried out, under the supervision of the Executive Engineer to see that:-

i. no page has been torn out or is missing;

ii. corrections have been properly made and initiated by the person who made them;

iii. pencil entries are not inked over;

iv. the contents or areas are invariably entered in ink;

v. the number and date of each voucher in which the quantities have been entered for payment, and noted;

vi. the entries for which payment has been made have been crossed off and no page has been left blank without recorded reason;

vii. each set of measurements is signed by the officer by whom they are made;

viii. the index is complete and the entries required on the outside lable and inner title page have been given

ix. the contractor’s signature have been taken in token of his acceptance of the measurements in each case;

x. details of measurements have been recorded as far as possible;

xi. there is evidence that adequate check measurements has been made by the Assistant Engineer;

xii. when measurements have been cancelled the reasons for the cancellation have recorded.

17. After check, the following certificate will be recorded in the measurements book by the Accountant and the Executive Engineer at the end of the entries checked by him.
”I have checked as prescribed in Appendix 1 of the PWD manual, the entries on pages ....................of this book on..............(date)”.

18. Any measurement book that is not completed will than be reissued for further use. Defects and discrepancies noticed will be communicated to the Assistant Engineer in an audit note.

19. When a measurements book is completed, an order to record it, signed and dated by the Executive Engineer will be entered at the end of the book.

20. Form of Text Check by AEn/XEn/SE should be incorporated at the end of the measurement book in the following form:-

	Date of
Test
Check
	Items and Pages of the measurement of which checked
	Value of work done
	Value of work Test-Checked
	Name of Officer recording measurement
	Dated initials of Checking Officer

	1
	2
	3
	4
	5
	6

	
	
	
	
	
	

	
	
	
	
	
	


A sample of measurement book form RPWA 23 containing detailed measurements-Abstract of quantities, rates amount of tendered items, extra items, check measurements, certificates pass order, certificate of payment is given below:-










Form RPWA 23

GOVERNMENT OF RAJASTHAN

.......................................Department

Division................






Sub-Division.............

MEASUREMENT BOOK

(Referred to in PWF & A Rules 411,412,449 and 455)

	Particulars
	Details of Actual Measurement
	Contents or Area

	
	No.
	L.
	B.
	D.
	

	1
	2
	3
	4
	5
	6

	
	
	
	
	
	


Note : Particulars should indicate details as per Rule 412.

PROFORMA-XXIX

Form RPWA 23 A

GOVERNMENT OF RAJASTHAN

.......................................Department

Division................






Sub-Division.............

STANDARD MEASUREMENT BOOK

(Referred to in PWF & A Rules 414 and 415)

Instructions of Standard Measurement Book

1. To be recorded when the Standard Measurement Book is received in the Division from the Forms Store.

Certified that the pages in this Measurement Book have been counted and found to be ............. No page has been torn out.


                                                                                              Office Superintendent

2. To be recorded when the Standard Measurement Book is issued.
Certified that the pages in this Measurement Book have been counted and found to be ............. No page has been torn out.



                                                                                            Executive Engineer/
                                                                                            Sub-Divisional Officer/
                                                                                            Executive Subordinate

Certificate on Completion of the Standard Measurement Book.
Certified that the Standard Measurement Book No................... has been checked and it is found that:-

a) No page is torn out and missing and blank pages have not been left out uncancelled.

b) Corrections are properly made and initialed by a responsible officer.

c) Entries of Measurements (and abstracts thereof) have been recorded legibly in ink.

d) The number and date of each voucher in which the quantities are entered for payment are noted.

e) The entries are crossed off after Carrying Over the contents to abstracts.

f) In the case of cancelled measurements the reason for cancellation has been given and cancellation signed by the person who made the measurements and by the Sub-Divisional Officer.

g) The index is complete.

h) Each set of measurements is signed by the officer by whom they were actually made.

i) Each set of measurements bears in addition to the signature of the officer or the subordinate who made measurement, the signature of clerk who checked the cancellations and signature of Sub-Divisional Officer who passed the measurements.

j) Measurements have been test checked by the superior officers of the department and entries made in the review notes.

k) The book contains ................ machine numbered leaves.



Signature





Signature
Divisional Accountant



Executive Engineer
................ Division




................. Division

4. Certificates of yearly inspections (year...........)

Certified that this Standard Measurement Book has been inspected by me and that entries therein have not been tampered with and that all corrections due to additions and alterations in the buildings have been made and the latter are up to date and reliable record.



Signature





Signature
Divisional Accountant



Executive Engineer
................ Division




................. Division

5. Certificate of yearly inspections (year...........)
Certified that this Standard Measurement Book has been inspected by me and that entries therein have not been tampered with and that all corrections due to additions and alterations in the buildings have been made and the latter are up to date and reliable record.



Signature





Signature
Divisional Accountant



Executive Engineer
................ Division




................. Division

6. Certificate of yearly inspections (year...........)
Certified that this Standard Measurement Book has been inspected by me and that entries therein have not been tampered with and that all corrections due to additions and alterations in the buildings have been made and the latter are up to date and reliable record.



Signature





Signature
Divisional Accountant



Executive Engineer
................ Division




................. Division

GENERAL INSTRUCTIONS


1. The Standard Measurement Book should be numbered in an alphabetical series so that they may be readily distinguished, from those assigned to ordinary Measurement Book.

2. The Standard Measurement Books of buildings are maintained in order to facilitate the preparation of estimates for periodical repairs and preparing bills for such repairs done by contract or departmentally.

3. When a payment is based on Standard Measurement Book, reference to which should be recorded in the Measurement Book where payment is made, the Gazetted Officer or subordinate preparing the bill for payment should certify that the whole of the real works (or works since previous running bill, as the case may be) as per standard measurements has been done and that it has not previously being billed for in any shape.

4. The Standard Measurement Books should be considered as very important accounts records and maintained very carefully and accurately as they may have to be produced as evidence in court of law.

5. The entries of measurements (and abstracts thereof) in the Standard Measurement Books should be recorded legibly in ink and certified as correct by a responsible officer.

6. The Divisional Officer should certify once a year that all the Standard Measurement Books of the division have been inspected by him, and that entries therein have not been tempered with and that all corrections due to additions and alterations in the buildings have been made in the books and the latter are reliable and up to date.

7. All the measurements should be recorded neatly and directly in Standard Measurement Book at site of work. The recording of measurement elsewhere and copying them in Standard Measurement Books is forbidden. The person recording the measurement will also record a dated certificate “Measured by me” and sign his full name. Measurements should be recorded by Executive Engineer/Assistant Engineer/ or by an executive subordinate which should be checked cent per cent by Assistant Engineer and 10% by the Divisional Officer.

8. Each set of measurements should commence with entries stating:-
a. Full name of building as given in the building register.

b. Situation of building, and

c. Date of measurement.

9. On transfer, an Officer or a subordinate should make over Standard Measurement Books issued to his successor and necessary movement should be shown in the Movement Register (i.e.) the Standard Measurement Books should be shown as received from the relieved officers and issued to the relieving officer. The transfer also be recorded after the last entry in each book and signed and dated by the relieved and relieving officer or subordinate.
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	B.
	D.
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	6

	
	
	
	
	
	


PAGE  

