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Work file under Mahatma Gandhi NREGS

(Letter of MoRD no.J11017 '' n15-MGNREGA-

vll(part)dtd:19/7 417)

Work File is a physical file maintained for each project/
work under Mahatma Gandhi NREGS. The relevant documents and
records are filed into the Work File in a sequential manner. This

enables to review, monitor and audit the implementation of the
project/ work during implementation stage and also after its
completion. The records will be maintained at Grama Panchayath
level.

STANDARD LIST OF DOCUMENTS OF WORK FILE

1. Checklist of Documents

The first page in the Work File is the page of contents, which
includes the checklist of documents to be kept inside the work
File.

2. Copy of the Annual Action Plan/ Shelf of Projects
This includes the list of the works to be taken up in a financial

year along with a copy of the Gram Sabha resolution .

3. Copy of Technical Estimate and Design

A model technical estimate will include cover page of the
estimate, Project report, Detailed estimate, Analysis of rate, Lbad

and Lift Statement, Material statement, Labour abstract, Drawings
and Design, & Survey data.

4. Technical Sanction

The Technical Sanction is an appraisal and approval of the
estimated cost of the project/ work,which includes the total
estimated volume of work, labour and material component with
reference to the Schedule of Rate (SoR). ,

5. Adminstrative/ Financial Sanctlon



The administrative sanction is the approval of work by the

competent authority, adhering to the prevailing financial rules of

the State.

6. Convergence Funds/lnputs, if any

convergence from other schemes or departments

includes assistance as part of work execution.

7. Demand APPlication Form

The copies of the application form received from the

households to apply for employment under MGNREGA will be

maintained in the Work File'

8. Work Allocation Form

The work allocation notice includes the details of the

project such as its location, name of the work, number of days of

emploYment to be Provided etc'

9. Copy of filled e-Muster Rolls t
The copies of the filled in e-Muster

Rolls for each muster period of the work, duly verified and

certified by the competent authority should be placed within the

Work File.

10. CopY of Measurement Book

copies of the filled in pages of the Measurement Book/ print copy

of the e-MB (from Mls) pertaining to a particular muster period

should be kept inside the Work File'

ll.MaterialProcurementDocumentandUsage
i

The procurement processes at each stage of

procurement should be documented and kept in the Work File'



These documents are quotation call notice, copy of quotation

received, comparative statement, approval of rate, purchase order

etc
L2. Copy of Wage List

The copy of the wage list should be kept in the

Work File.

13. Copies of Wage and Material Payment FTOs

The copies of FTOs generated for wage and material payment

for each muster period of the work needs to be kept in the

Work File.

L4. Materia! Voucher and Bills

The copies of these vouchers and bills submitted

by contractors/suppliers should be kept within the Work File.
rl

15. Copies of Receipts of Royalty eaid

Copies of receipts of the royalties paid to

Government (for example tax paid to the local revenue authority

for collection of sand, stone etc.) should be kept inside the Work

File.

16. Photograph of the Project/ Work at three stages-before, during

and after

For proper verification and validation of

the project/ work implemented, photograph of the project/ work

should be taken in three stages. First photograph should be taken

before initiation of work, second should be taken during the

implementation and the final photograph should be taken after the

L7. Work Completion Certificate



After the cornpletion of the project/ work the

Mate/ any other official should6t{P_flit a work completion certificate

to the programrne Officer duly certified by the Technical Personnel.

18. Muster Roll Movement SliP

Muster Roll Movement Slip will track the process from

generation of muster roll to the final payment with the specific

dates and the Officer responsible. This will enable to track and

highlight the process which delays the wage payments.

19. Geo-tagged photograph of the Asset (at least one stage)

At least one Geo-tagged photograph of the

MGNREGA asset has to be attached in Work File.

20. Copy of Social Audit Report of the work i
The report of Social Audit, if conducted needs to

be placed in the Work File .

21,. Other State Specific Documents


