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Sub- Revised Guidelines for Maintenance of Measurement Books for Construction-
related Activities under the MegLIFE Project

The Measurement Book (MB) serves as an important record for documenting the actual
physical measurements and quantities of work executed at site and is an essential document for
verification, payment processing and audit purposes.

In continuation of the existing guidelines issued vide Office Order No.
PLN/MBDA/09560/2024 /NF /2500 dated 31" October 2025, the following revised

instructions are issued for strict compliance by all concerned.
A. Maintenance and Recording of Measurement Books

e Printed Measurement Books (MBs) with numbered pages supplied by SPMU shall be
maintained for recording measurements of construction-related activities undertaken under
the Megl.IFE Project.

*  Each MB shall be given a sertal number on the cover page and shall be appropriately identified
with the DPMU/Block, VPIC/Village, MB Serial Number and Year.

* 'The Measurement Book shall record only the actual physical measurements of work executed
at site.

* [For each work/acdvity, the MB shall record the relevant particulars such as: Description of
work/item; Location/site; Date of measurement; Physical dimensions/measutrements;
Calculated quantity; and an abstract of quantities for the work executed.

¢ No rates, unit rates or monetary values shall be entered in the Measurement Book. The MB
shall be strictly limited to recording physical measurements and quantities.

¢ All measurements shall be recorded by the Field Engineer-in-Charge (FE) of the work after
physical verification at site.

*  The IIE shall certify the measurements with a dated signature mentioning “Measured by
Me”.

B. Preparation and Verification of BOQ Before Execution

* DBefore commencement of any construction activity, the Engineer/Field Engineer shall
prepate the Bill of Quantities (BOQ) based on the approved design, estimate and site
requirements.

*  The BOQ shall clearly indicate the items of work, specifications, estimated quantities and
applicable rates, as required for preparation of the financial estimate. '

*  The BOQ shall be prepared before commencement of construction/physical execution of
the activity.

*  The quantities tecorded subsequently in the MB shall be cross-verified against the BOQ
prepared by the Engineer before commencement of the work,

*  Deviation of more than 5% between the BOQ quantity and the actual quantty executed shall
be propetly recorded with justification and approval by SPMU.



*  The BOQ shall be treated as the reference document for assessing the quanfities to be

C. Preparation and Processing of Bills

* The FE shall personally inspect and vetify 100% completed work before tecommending
payment.

¢ After recording the measurements, the MB shall be submitted to the BPM for test checking.

* The BPM shall physically verify the te.:corded Measurements and quantities of the 10%
structures and mark "Checked and Verified" with signature and date in the MB,

*  The quantity stated in the MB must be cross-verified by the accountant against the quantities
listed in the bill and the rates provided by the lowest bidder (1.1) in the comparative statement
of quotations received from vendors before processing the bill

* The accountant shali verify the qQuantity calculations and ensure that the quantities claimed in
the bill are traceable to the MB.

*  The accountant shall mention the page number of the MB while writing the voucher against
the payment made in the cashbook

* For wotks carried our by daily wage labouters, the quantities recorded in the MB shall be
cross-checked with the Muster Ro]] before authorizing payment,

* The accountant shall mention the page number of the Muster Roll while writing the voucher
against the payment made in the cashbook,
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E. Test Checking of Measurements

*  Civil Engineers from the SPMU and the SWC Expert, PMC, shall petform monthly sample
vetification of 10% of the measutements recorded in the MB with the paid bills.

*  The individual measutements/items checked shall he clearly indicared in the MB, along with
the signature and date by the checking official,

*  During test checking, particular attention shall be given to: physical dimensions; calculated
quantities; quantity abstracy; conformity with the BOQ; and quandties claimed in the
corresponding bill,

F. Periodic Review of Measurement Books at SPMU

* The Mcasurement Books shall be quarterly reviewed by the Civil and Finance vertical at
SPMU.

* The review shall include verification of: completeness of physical measurements; cotrecrness
of quantity calculations; quantity abstract; cross-verification with BOQ; traceability of
quantities to bills; and compliance with the prescribed MB recording procedure,



*  The Civil Vertical, SPMU shall ensure that the quatterly review is conducted consistently and
that identified deficiencies are communicated to the concerned DPM /BPM/FE for

corrective action.

A sample Measurement Book showing the prescribed method of recording physical
measurements, quantity calculations and quantity abstract, will be officially circulated via email to
all concerned.

All DPMs, BPMs, FEs and Accountants shall follow these guidelines.
G. Responsibility of Officials

mﬁicial Key Responsibility

100% Physical measurement of work at site,

Field Engineer (F1%) recording quantities in MB and certification of
measurements

h:*l-' Preparation of BOQ before commencement

; | of work

10% Physical test checking of structures

BPM against the MB and verification of quantities

against BOQ)

Verification of quantity calculations in MB

Accountant with the billing quantities and Mandays with

the Muster Roll

Overall supervision and ensuring comphana

with the guidelines

Monthly 10% test checking and technical

SPMU Civil Team/PMC SWC Expert review of the physical structures against the

MB

Quarterly review of MB and financial

[ verification
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Memo No.PLN/MBDA/ 09560/2024/NF /2&30’}— Dated: Shillong, the '.‘i.l%Sep, 2026
To:

1. All DPMs and BPMs, MegLIFL, MBDA
2. Civil and Finance Vertical, SPMU, MegL.IFE, MBDA
3. The SWC Expert, PMC, MegLIFE, MBDA
-for necessary action please

Copy to:
1. The Project Director, MegLIFE, MBDA, Main Secretariat Building, Shillong
2. The Deputy Project Director, Megl.IFE, MBDA
-for favour of kind information
R
AGM, Project Management, SPNU
MeglLIFE, MBDA, Shillong



