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PURPOSE 
To prepare & submit tender for contract, conduct site survey, preliminary estimate based on 
conceptual drawing & layout, obtaining administrative approval, detailed drawing & 
estimation, finalise supplier/ contractor through purchase/ tendering process, ensure execution 
as per quality plan and monitor & measure product as per inspection and test plan.  

SCOPE 
This procedure covers all kinds of project execution such as civil, electrical and public health 
including water supply approved through deposit scheme or own project or bagged through 
participation in tender. 

RESPONSIBILITY 
Departments Activities 

 
 

Civil Electrical PH & Water Supply 

Establishment, 
implementation & 
maintenance of this 
procedure    

CGM GM GM 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 

 
 
 
 
 
 

INPUT 
 
Deposit Work  
Own Project  
Deposit Projet 

OUTPUT 
 
Completed Project  

PROCESS 
 

Project execution as per 
flow chart  
(Page No. : 3  ) 

CONTROL 
 

Client’s requirement 
Quality plan 
ITP 
Relevant State govt, National & International 
standards.  

PERFORMANCE INDICATOR 
• Adherence to specification. 
• Less nos. of deviation/rejection.  
• Timelines in completion project. 
• Variation of actual cost against 

estimated cost 
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DOCUMENT REFERENCE  
SL. NO. DOCUMENT NAME 
1 QPM for design & development.             QPM Section - 12 
2 QPM for tendering                                   QPM Section - 11 
 
 
 
 
Records : Ref Section 3 Page 2&3 
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Process Flow Chart 

  Deposit Project             Own Project   Contract Project 
 

 
Preliminary Survey 

 
 

Preliminary Cost Estimate 
 
 

Administrative Approva l 
 
 
 
             Detailed survey   
 
 

Design Development 
 
 

Detail Estimate  
 
 

Tech Sanction 
 
 

Quality Plan & ITP 
 
 

Tender Activity (Entire Job/Material              Design Review  Design 
& Labour Separately)              & Verification  Validity 

 
 

Incoming Inspection for Material 
 
 

Project Execution  
 
 

In Process Inspection 
 
 

Project Completion 
 
 

Final Inspection                                                  Project Delivery
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PURPOSE 
To regulate the process of acquisition/alienation of land. 

SCOPE 
This procedure covers all land acquisition/alienation cases of land both for own 
industrial estate/growth centers and individual projects in medium & large sector. 

RESPONSIBILITY 
Implementation of this 
procedure. 

GM (P &A) land in charge. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 
Records : Ref Section 3 Page 2&3 
 
 
 
 
 
 
 
 
 

INPUT 
 
development of 
own industrial 
estate/growth 
centers 
Application by the 
concerned 
entrepreneur 
 

OUTPUT 
 
Transfer of land to 
corporation for 
own project or to 
applicant for their 
project. 

PROCESS 
 

acquisition/alienati
on of land as per 
flow chart 
 (Page No. : 3&4 ) 

CONTROL 
Land acquisition/alienation Act. 
Requirement of corporation / applicant 

PERFORMANCE INDICATOR 
• Timelines in processing the 

case. 
• Adherence of LA Act. 
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Process flow chart for land acquisition/alienation 
 
 Identification of location for    Application by client through nodal 
 Development of own industrial   agencies. 
 estate/growth center 
        
        

Deposit of EMD & land acquisition   
       charge. 
 
 
 Preparation of alienation/acquisition   Preparation of alienation/acquisition 
 proposal for Govt. land.    proposal for private land 
 
 
 Submission of application     Submission of application to land 
 To Tahasildar      Acquisition Officer with land   
       acquisition cost u/s L/A of LA. 
 
 
 

If Forest 
land 

 
 
 
 

De-reservation/Exchange of land 
 
 
 

Compensatory aforestation in exchange of forest land  
with clearance from central govt. 

 
 
 
 

If inhabited 
land 

 
 
 

                                                     Rehabilitation of families                    1 
                                             
 
 

N 

Y 

N 

Y 
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                                                                      1 

 
 
 

Entries for acquisition/alienation in land register 
 
 

Regular follow-up for processing of proposal 
at Govt. level with an intimation to client 

 
 

Collecting of land premium/cost of tree etc. 
from acquiring company 

 
 

Deposit of cost with land acquisition officer 
After issue of declaration u/s 6(1) of LA Act 

 
 

Sanction alienation/acquisition proposal 
 
 

Preparation of draft agreement for transfer of land 
and for Govt. land agreement in prescribed format 

 
 

Execution of agreement in case of private land 
signing of transfer document registration 

 
 

Possession of Govt. land taken from Tahasildar & 
Private plot from LAO 

 
 

Format transfer order in favour of applicant for projects 
 
 

Transfer of land to applicant through lease agreement 
 
 
 

Stop 
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PURPOSE 
To process the applications of entrepreneur and allot shed/plot etc. in industrial 
estates. 

SCOPE 
This procedure covers allotment in industrial estate and industrial area under IDCO. 

RESPONSIBILITY 
Implementation of this 
procedure. 

HoD (ID) 

Implementation of procedure 
in field level. 

Divisional Heads  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 
Records : Ref Section 3 Page 2&3 
 
 
 
 
 
 
 

INPUT 
 
Application by the 
entrepreneur. 
 

OUTPUT 
 
Execution of 
agreement & 
handing over of 
possession.  

PROCESS 
 

allot shed/plot etc. 
in industrial 
estates as per flow 
chart 
 (Page No. : 2&3 ) 

CONTROL 
OIIDC Act 1980. 
Other statutory Acts & Regulations in 
Force. 
Requirement of  applicant 

PERFORMANCE INDICATOR 
Adherence to statutory acts & rules. 
Correctness in processing application 
Timelines. 
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Process of flow chart for Industrial Development 
Receipt of application directly or through DIC for SSI unit and  

other nodal agencies for medium & large unit 
 
 

Entry in application receipt register 
 
 
 
 Intimation to unit   Checking of 
 to comply    application 
 
 
 

Deposit of processing fees by the unit 
 
 
 
 

Check for vacant  
Shed/plot 

 
 
 

Proposed for allotment to DGM/Manager (Administration) 
 
 
 

  Modification    Checking of 
     Proposal   
 
 
 

Sanction of allotment by  
MD / Divisional Head 

 
 
 

Preparation of allotment plan  
 
 

                                                                    1 
 
 
 
 
 
 

N 

Y 

N 

Y 

N 

Y 

Intimation 
to applicant 

By allotment committee 
with respect to : 
Project Report 
Financial arrangement 
Pollution control norms 
Compliance to Govt. / 
other statutory rules/ 
norms. 
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     1 
 
 
 

                                       Verification of shed/ plot/ shop whether        
 lawfully transferred to corporation 

  
 
 

Preparation of dra ft allotment order 
 
 

Approval by HoD (ID)/ Head of Division 
 
 

Issue of order to the client and  
updation of allotment register 

 
 

Deposit of cost/other charges by the Client 
 
 

Checking of document and transfer to  
Division for execution of agreement 

 
 

Signing of Agreement, handing over  
possession  to the client and 

 recording of possession. 
 
 

Stop 
 
 
 
 
 
 
 
 
 
 
 
 

 
  

If no 
Intimation to 
applicant for 
alternative option 
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PURPOSE 

To provide guideline for administration & management of industrial estate, industrial 
area etc. of the corporation. 

SCOPE 
This procedure covers all industrial estates & industrial area etc. set up / controlled / 
managed  by the corporation. 

RESPONSIBILITY 
Implementation of this 
procedure at  HO. 

HoD (ID) 

Implementation of  this 
procedure at field offices. 

Divisional Head  

 
Interrelationship between sub processes of Management of Industrial Estate  

 
 

CGM (ID) 
                                                                               Follow-up/            
                                                                               show cause/ 
 Allotment  Recovery of          Cancellation/    (4) 
      (1)   dues  (2)                               EVO Case 
 
                                    Monitoring 
   Utilisation (3) 
 
 
                                     Monitoring                     
   Encroachment (5)  Evicting 

      Encroachments 
 
   Addressing  

Entrepreneur’s 
   Problems (6) 
 
 
 
   Maintenance of  Annual plan &  
   Infrastructural   estimate & 
   Facilities (8)   monthly inspection   

 
 
 
Record : Ref Section 3 Page 2&3 
 
 
 
 

 
 

M 
O 
N 
T 
H 
L 
Y 
 
 
 
 
 

R 
E 
T 
U 
R 
N 
 

(7) 
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SUB-PROCESS-1 (NEW ALLOTMENT) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 

 
 
 
 
 
 
 
 
 
 
 

INPUT 
 
New allotment 
made by 
competent 
authority. 

OUTPUT 
 
Physical 
possession of 
property by the 
client. 

PROCESS 
 

Check for  
availability. 
Handing over 
physical 
possession with 
proper 
demarcation to 
client. 
Updation of 
allotment register. 
Keeping track of 
occupancy, 
vacancy status of 
sheds/plots/shops 
etc. 
 

CONTROL 
OIIDC Act 1980. 
Other statutory Acts & Regulations in 
Force. 
 

PERFORMANCE INDICATOR 
Correctness in checking & entries in 
register. 
Mismatch in keeping status of 
occupancy & vacancy. 
Timelines in handing over physical 
possession. 
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SUB-PROCCESS-2 (RECOVERY OF DUES) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 

 
 
 

 
 
 

 
 
 
 

 

INPUT 
 
Agreement with 
allottee, physical 
possession of 
shed/plot etc. by 
the client. 

OUTPUT 
 
Collected dues. 

PROCESS 
 

Raise demand for 
payables by the 
allottee. 
Reminders/ 
personal contact, if 
necessary. 
Collection of 
payment. 
 

CONTROL 
OIIDC Act 1980. 
Other statutory Acts & Regulations in 
Force. 
 

PERFORMANCE INDICATOR 
Timelines in raising demand. 
Timelines in collection of payment. 
Actual collection against budgeted 
collection. 
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SUB-PROCESS-3 (UTILISATION) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

INPUT 
 
Allotment of land. 

OUTPUT 
 
Utilised land. 

PROCESS 
 

Check for 
observance of 
terms & conditions 
of agreement. 
Serve notice on 
deviation / default.. 
 

CONTROL 
OIIDC Act 1980. 
Other statutory Acts & Regulations in 
Force. 
 

PERFORMANCE INDICATOR 
 
Adherence to terms & conditions by 
the allottee. 
Timelines in serving notice. 
Timelines in sending intimation to 
concerned authority.  
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SUB-PROCESS-4 (MONITORING & FOLLOW UP / SHOW CAUSE / 
CANCELLATION / EVO CASE) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 
 
 
 
 
 
 
 
 

INPUT 
 
Default notice for 
non-payment of 
dues/breach of 
contract. 

OUTPUT 
 
Vacation of 
property. 

PROCESS 
 

Serve notice for 
non-payment of 
dues or breach of 
contract. 
If corrective action 
not taken by 
allottee within 
stipulated time 
frame show cause 
notice is served. 
If no action taken 
by allottee with in 
expiry of notice 
period issue 
cancellation notice 
followed by 
intimation EVO 
case under OPPE 
Act 
 

CONTROL 
OIIDC Act 1980. 
OPPE Act 
Other statutory Acts & Regulations in 
Force. 
 

PERFORMANCE INDICATOR 
Timelines in serving notice. 
Nos. of vacation against nos. of 
violations 
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SUB-PROCESS-5 ( MONITORING ENCROACHMENT) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 
 
 

 
 
 
 
 
 
 

INPUT 
 
Notice of 
encroachment. 

OUTPUT 
 
Eviction of 
encroacher. 

PROCESS 
 

Action as per 
OIIDC Act against 
the encroachers 
 
 

CONTROL 
OIIDC Act 1980. 
Other statutory Acts & Regulations in 
Force. 
 

PERFORMANCE INDICATOR 
Timelines is initiating & vacating 
encroachment. 
Nos. of vacation against reported 
encroachments. 
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SUB-PROCESS-6 (ADDRESSING ENTREPRENEUR’S PROBLEM) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 
 
 
 
 

 
 

 
 

INPUT 
 
Grievances 
reported by 
entrepreneur or 
other agencies 
such as DIC, 
OSFC & 
association etc. 
during various 
interaction. 

OUTPUT 
 
Solved/resolved 
grievances. 
. 

PROCESS 
 

Maintenance of 
facilities provided 
in industrial 
estates. 
Corrective action 
on grievances. 
 
 

CONTROL 
OIIDC Act 1980. 
Other statutory Acts & Regulations in 
Force. 
 

PERFORMANCE INDICATOR 
Responsiveness towards grievances. 
Timeliness in resolving grievances. 
Nos. of grievances resolved against 
reported. 
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SUB-PROCESS-7 (REPORTS & RETURNS) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 

 
 
  

 
 
 

 
 

INPUT 
 
Info of monthly 
collection. 
Info of 
occupancy/vacanc
y of sheds/plots 
etc. in different 
industrial estates 
under the 
corporation. 
Info of status of 
cancellation, 
eviction cases & 
encroachment etc. 
Estimate for 
maintenance cost. 
. 

OUTPUT 
 
Reports on : 
1. Monthly 

collection 
2. Occupancy/ 

Vacancy 
3. Status of 

cancellation, 
eviction cases 
& 
encroachment 
etc. 

4. Maintenance 
cost. 

PROCESS 
 

Preparation of 
monthly returns on 
above. 
 

CONTROL 
OIIDC Act 1980. 
Other statutory Acts & Regulations in 
Force. 
 

PERFORMANCE INDICATOR 
Timelines in preparing reports 
Correctness in preparing document 
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SUB-PROCESS-8 
(MAINTENANCE OF INFRASTRUCTURAL FACILITIES) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
  

 
 
 

INPUT 
 
Yearly plan & 
estimate for 
maintenance & 
improvement of 
facilities. 
Inspection report 
on infrastructure. 

OUTPUT 
 
Maintained/Improv
ed infrastructural 
facilities. 

PROCESS 
 

Sanction of 
plan/estimate by 
MD. 
Execution of work 
by concerned 
sections. 
Collection of 
Infrastructure 
Maintenance 
Charge (IMC) and 
water charges 
from all 
entrepreneurs 
operating in 
industrial estate 
under corporation. 

CONTROL 
OIIDC Act 1980. 
Other statutory Acts & Regulations in 
Force. 
 

PERFORMANCE INDICATOR 
Timelines in preparing estimate. 
Execution of work against estimates 
sanctioned. 
Improvement of facilities (feedback 
from entrepreneur). 
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Issued by 
 

 
 

MR 
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PURPOSE 

To provide uniform practice for preparation of tender document, tendering process & 
tender evaluation. 

SCOPE 
This procedure covers tendering of all deposit/ own/ contract works pertaining to civil, 
electrical & PH department. 

RESPONSIBILITY 
Responsibility Activities 

Civil Electrical PH Water Supply 
Preparation of 
tender 
specification 

Divisional Head & 
HoDs. 

Divisional Head & 
HoDs. 

Divisional Head & 
HoDs. 

Tendering 
Activities 

Divisional Head & 
HoDs. 

Divisional Head & 
HoDs. 

Divisional Head & 
HoDs. 

Evaluation of 
tender 

Tender Committee Tender Committee Tender Committee 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

Record : Ref Section 3 Page 2&3 
 
 

INPUT 
 
Deposit work. 
Own project. 
Contract project. 
 

OUTPUT 
 
Approval of 
tender/ LOI 

PROCESS 
 

tendering process 
as per flow chart 
(Page No. :   5     ) 

CONTROL 
Tendering Norms. (Page No. : 2 & 4) 

PERFORMANCE INDICATOR 
Timelines in entire tending activity. 
Mismatch of tender & actual 
specification. 
Adherence to tender norms. 
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MR 

Issue Date 
 
 
03-08-2004 

 

 

  
 
 
 

TENDERING NORMS 
 

Preparation of technical specification 
 
1) Public Health  

• For civil works related PH work the specification of civil work of IDCO is 
followed. 

• For specification of PH work any of the following specification is followed 
o Specification by the client. 
o Housing & Urban Development Department (Govt. of Orissa) 

specification. 
o Water supply manual/ sewerage manual of H & UD Dept. Govt. of 

India. 
o American water work association specification. 
o Relevant Indian Standard (IS Code) for different type of works. 

 
2) Electrical 

• Specification provided by the client, or 
• Any one of following specification, 

o Indian Standard (IS code) of BIS. 
o World Bank 
o Govt. of Orissa 
o CPWD 

 
3) Civil 

• Specification provided by the client or 
• Any one of the following specification, 

o Indian Standard (IS Code) of BIS. 
o Ministry of Surface Transport (MOST). 
o World Bank 
o Govt. of Orissa 
o CPWD 
o As designed by IDCO. 
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MR 
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03-08-2004 

 

 

 
 

Preparation of Tender Document 
 
Standard tender document should include the following 
1. Notice Inviting Tender (NIT). 
2. General Condition of Contract. 
3. Special Condition of Contract, if any. 
4. Form of Bid & Bid Security. 
5. Bill of Quantities. 
6. Schedule of Supplementary Information. 
7. Form of Agreement. 
8. Acceptable forms of Performance Security. 
9. Drawing/Technical Specification if any. 
 

Floating of Tender 
 
Tender is floated to 

• Approved contractors / Notice board. 
• Advertised in news paper (if there is no approved list of contractors or there is 

low response from approved contractors or value is exceeding Rs.1 lakhs). 
The cost of tender paper & EMD is fixed as per IDCO norms. 
 

OPENING OF TENDER 
 
Tender is opened by the authorised officers of concerned dept. along with representative 
of finance department or by the tender committee in presence of the 
contractors/supervisors at appointed place & time. 
 
The details of tenders opened are entered in tender register and signed by the members 
present. 
 
 
The details of tender are announced by the authorised officer to the members present. 
 
The following points are checked 

• The tender meets all the criteria as per NIT. 
• The tender has been properly signed. 
• The tender accompanied by the required EMD & other security. 
• Tenderer has agreed to all terms & conditions of tender and requirement 

of the tender. 
 
The tender is said to be responsive, if all the above requirements are fulfilled. 
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Opening of Two Part Tender 
 
The technical tender is opened and evaluated and if formed complete in all respect them 
only price tender of the same contractor/supplier in opened as per procedure mentioned 
above. 
 

Negotiation of Price  
 
If the price found to the in higher side in comparison to estimated price then price is 
negotiated with the L1 tender only. 
 

Evaluation & Approval of Tender 
 
Tender is evaluated by the tender committee or authorised officer and recommended to 
competent approving authority for approval. 
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Process flow chart of tendering 
 
 Own work/ Deposit work/ Contract work 

 
 

                 Preparation of tender specification 
 
 
 

If approve  
list exists 

 
 
 

Issue of tender paper to approved contractor 
 
 
 

If response  
Is low 

 
 
 

Advertise tender in Newspapers 
 
 
 

If two part 
Tender 

 
 
 

Opening of technical tender by authorised officer in presence of  
Representative of Finance Dept. at appointed time & place. 

 
 

Evaluation of tender 
 
 

 
           2                                If successful   Reject Technical 
   
  
  

N 

Y 

N 

Y 

N 

Y 

N 

Y 

Enlistment, renewal & up 
gradation of vendors (Flow 
chart Page : 7) 
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                                                                         1  
 
 
 
 
 
 
        2                                                          1      
 
 
 
 

Opening of price tender by authorised officer in presence of a  
representative from finance dept. at appointed place & time. 

 
Opening of tender 

 
 
If successful  Reject price tender 

 
 
 

 
Preparation of comparative statement 

 
 

Negotiation with L1 tender. If required 
 
 

Recommendation of tender committee to competent  
authority for approval 

 
 

Issue of LOI/ work order 
 
 

Execution of agreement 
 
 

     Stop  
Flow Chart enlistment of vendors 

 
 
 
 
 

N 

Y 

Receipt of application from interested 
vendors ( Supplier / Contractors) by MR. 

Permission for deposit of the fee for 
purchase of Pre-Qualification (PQ) 

document  
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                                                No                                 Yes 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Deposit of cost of PQ document with 
finance by the vendor and issue of PQ 

document to vendor.  

Submission of filled in document along 
with required fees by the vendor.  

Preparation of list of disqualified vendors 
& intimation for submission of required 

documents 

Preparation of list of qualified vendors 
submission to Tender Committee (TC) 

Scrutiny of documents. 

Proceeding of TC send to MD for 
approval. 

Approved vendors a re enlisted & 
intimation letter sent to approved 

vendors & divisional Heads.  

STOP 
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PURPOSE 
To regulate the process of planning and control of design & development activities. 

SCOPE 
This procedure covers all works including own projects, deposit projects, & contract 
projects.. 

RESPONSIBILITY 
Implementation of this 
procedure. 

General Manager (Design) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 
 
 
 
Record : Ref Section 3 Page 2&3 
 
 
 
 
 

INPUT 
 
Client’s 
requirement 
Similar earlier 
project 
Site survey report 
 

OUTPUT 
 
Approved 
drawings. 

PROCESS 
 

Planning, review, 
verification of 
design activities as 
per flow chart  
(Page No. :  2 ) 

CONTROL 
 
Requirement of  project. 
Code of practice. 

PERFORMANCE INDICATOR 
 
Adherence to design plan. 
Timelines. 
Nos. of alteration.  
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Flow chart for Design & Development 
 
 

Requirement of Client / Project, Site Survey 
Report or change request 

Design & Development Planning 

Design Input 

Design Output 

Design Revised 

Design Development / Verification 

Approved Drawing 

Design Validation 
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PURPOSE 

To control all documents and data to ensure their availability of pertinent issues at all 
locations &  removal of obsolete documents from all locations. 

SCOPE 
This procedure covers all internal & external documents. 

RESPONSIBILITY 
Implementation & maintenance of 
this procedure 

Management Representative  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
Record : Ref Section 3 Page 2&3 
 
 
 
 
 
 
 
 
 
 
 

INPUT 
 
System 
requirement 
Feedback by 
employees 
Standard 
requirement 
 

OUTPUT 
 
Controlled 
document 

PROCESS 
 

Control of 
document as per  
chart (Page No. : 2  ) 

CONTROL 
OIIDC Act 1980. 
Other statutory Acts & Regulations in 
Force. 
Requirement of  ISO 9001 : 2000 
Organization requirement 

PERFORMANCE INDICATOR 
Timeliness in preparation / 
amendment of document. 
Correctness of the document 
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DOCUMENT CONTROL CHART (INTERNAL) 
 
 
Activity CQM QPM WI Forms 
Preparation Concerned 

dept. head, 
MR 

Concerned Dept. 
head. 

Concerned 
person 

Concerned 
Dept. head. 

Approval MD Concerned Dept. 
head. 

Concerned 
Dept. head. 

Concerned 
Dept. head. 

Amendment request Any 
employee 
through 
HoD  

Any employee 
through HoD 

Concerned 
person 

Concerned 
person 

Approval of 
amendment 

MD Concerned Dept. 
head. 

Concerned 
Dept. head. 

Concerned 
Dept. head. 

Document 
identification no. 

CQM QPM   

Identification of 
controlled copy 

Stamping 
“Controlled” 
on each 
page 

Stamping 
“Controlled” on 
each page 

Stamping 
“Controlled” 
on each 
page 

Stamping 
“Controlled” 
on each 
page 

Identification of 
Master  copy 

Stamping 
“Master” on 
reverse of 
each page 

Stamping 
“Master” on 
reverse of each 
page 

Stamping 
“Master” on 
reverse of 
each page 

Stamping 
“Master” on 
reverse of 
each page 

Identification of 
Obsolete copy 

Stamping 
“Obsolete” 
on each 
page 

Stamping 
“Obsolete” on 
each page 

Stamping 
“Obsolete” 
on each 
page 

Stamping 
“Obsolete” 
on each 
page 

Issued by MR MR MR MR 
Revision control New edition 

after 99 
revisions 

New edition after 
99 revisions 

Revision no 
increment 

Revision not 
controlled. 

Master list Yes Yes Yes No 
 

DOCUMENT CONTROL CHART (EXTERNAL) 
Approval for use Concerned HoDs 
Issued by MR 
Amendment By original issuing authority 
Master list Maintained  
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PURPOSE 
To control quality records in order to demonstrate conformance to specified 
requirement and effective operation of quality system. 

SCOPE 
This procedure covers the records relating to quality system. 

RESPONSIBILITY 
Implementation of this 
procedure. 

All HoDs and MR 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

INPUT 
 
Evidence of 
conformity to 
requirement of 
Quality 
Management 
System 
 

OUTPUT 
 
Legible, readily 
identifiable and 
retrievable records 

PROCESS 
 

Identification, 
storage, 
protection, 
retrieval, retention 
and disposition of 
records. 

CONTROL 
 
Clause 4.2.4 ISO 9001 : 2000 

PERFORMANCE INDICATOR 
 
Retrievability of document.  
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MASTER LIST OF RECORDS 
 
SL.NO. FUNCTION RECORD NAME 
1 Project execution Preliminary site survey data  
2 Project execution Soil survey data  
3 Project execution Detailed site survey report 
4 Project execution Detailed estimate  
5 Project execution Agreement 
6 Project execution Project quality plan 
7 Project execution Detailed tender call notice 
8 Project execution Letter of intent 
9 Project execution Work order 
10 Project execution Supply order 
11 Project execution Check list for quality inspection in completed building 

and other structure executed by IDCO 
12 Project execution Design plan 
13 Project execution Inspection & test plan (Building work) 
14 Project execution Inspection & test plan ( PH work) 
15 Project execution Detailed test report 
16 Project execution Procurement plan for material in Orissa (PH) 
17 Project execution Clearance 
18 Project execution Quality control – site test & inspection procedure  
19 Project execution Testing & commissioning of 11KV/33KV sub-station 
20 Project execution Laboratory test result of cement 
21 Project execution Test result of the brick 
22 Project execution Test result of the concrete cubes  
23 Project execution Result of Liquid limit & plastic limit test (Part-A) 
24 Project execution Result of Liquid limit & plastic limit test (Part-B) 
25 Project execution Test result of sand / soil ( Part-A) 
26 Project execution Test result of coarse aggregate  
27 Project execution Test result of mild steel / deformed nars 
28 Project execution Inspection check list for slab / roof concreting in 

bulding 
29 Project execution Drawing/ document transmittal letter format 
30 Project execution Sampling plan for civil works in IDCO 
31 Land Application for allotment of land in Industrial estate  
32 Land Application form for allotment of land for project 
33 ID Monthly review of Industrial Estate/ Growth center/ 

Parks 
34 ID Yearly estimate for repair & maintenance, additional 

works in Industrial estates, growth center, parks etc. 
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35 ID Rental allotment letter 
36 ID Allotment letter on lease 
37 ID Form of application for water supply connection 
38 ID Check list of allotment of shed, shop, plot 
39  Project execution Physical progress of construction work 
40 Tendering Renewal of pre -qualification of firms supplier in IDCO 
41 MR Planning for internal audit 
42 MR Internal audit report 
43 MR Non-conformity report 
44 MR Grievance 
45 Project execution Customer satisfaction survey report (Project) 
46 ID Customer satisfaction survey report (Industrial Estate) 
47 MR Corrective & preventive action report 
48 Project execution Non-conforming product register 
49 MR Minutes of management review meeting 
50 P&A Training identification report 
51 P&A Training calendar 
52 P&A Training attendance 
53 P&A Evaluation of training effectiveness 
54 P&A Note sheet ( customer requirement review) 
55 P&A Calibration status register 
56 MR Document issue register 
57 MR Document change request form 
58 MR Quality Objective Deployment Status Report 
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PURPOSE 
To control product that does not confirm to specified requirement and to ensure that  
such product is prevented from unintended use. 

SCOPE 
This procedure covers non-conforming product from incoming stages of product to  
find stages of service delivery. 

RESPONSIBILITY 
Implementation of this 
procedure. 

All HoDs & MR   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
Record : Ref Section 3 Page 2&3 

INPUT 
 
Non-conforming 
product. 
 

OUTPUT 
 
Nonconforming 
product for 
Disposition : 
Reworked to meet 
the specified 
requirement 
Authorised its use, 
release or 
acceptance under 
concession by the 
customer & 
records 
 

PROCESS 
 

Identification & 
review to prevent 
unintended use 
and to take action 
on disposition 

CONTROL 
 
Monitoring by HoDs & MR. 
ISO 9001 : 2000 clause 8.3  

PERFORMANCE INDICATOR 
 
Prevention of unintended use or 
delivery of non-conforming product. 
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PURPOSE 
To carry out audit periodically, to verify whether quality activities and related results  
comply with planned arrangement and to determine effectiveness of the quality  
system. 

SCOPE 
This procedure covers all functions in various sections of this document. 

RESPONSIBILITY 
Implementation of this 
procedure. 

MR 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 
 
Record : Ref Section 3 Page 2&3 
 
 
 
 
 
 

INPUT 
 
Internal audit plan 
as per requirement 
of the Quality 
Management 
System. 
 

OUTPUT 
 
Audit report. 

PROCESS 
 

Conducting audit. 
Corrective action.  
Follow up audit. 
Closure of NC.  

CONTROL 
 
Last audit report. 
Audit check list. 
Auditors not to audit own area. 
Audit by qualified auditors. 
Adherence to audit frequency of at 
least once in 6 months. 

PERFORMANCE INDICATOR 
 
Improvement of effectiveness of 
Quality Management System. 
Reduction in repetitive NC.  
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PURPOSE 
To carry out corrective action for eliminating the causes of actual non-conformities. 

SCOPE 
This procedure covers system and product related non-conformities found in entire  
process and quality system. 

RESPONSIBILITY 
Implementation of this 
procedure. 

All HoDs, and MR 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 
Record : Ref Section 3 Page 2&3 
 

INPUT 
Customer Complaint. 
Result of internal and 
external audit. 
Result of various 
inspection and test 
carried out for product.  
Out put of MRM. 
Out put of customer 
satisfaction 
measurement. 
 

OUTPUT 
 
Corrective action 

PROCESS 
 

Identification, 
investigation of 
causes of non 
conformity.  

CONTROL 
 
Monitoring by HoDs & MR 

PERFORMANCE INDICATOR 
 
Effectiveness of corrective action.  
(prevention of reoccurance  of 
nonconformity) 
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PURPOSE 
To carry out preventive action for eliminating the causes of  potential non- 
Conformities. 

SCOPE 
This procedure covers product realisation and support processes, activities   and  
product. 

RESPONSIBILITY 
Implementation of this 
procedure. 

All HoDs, and MR 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 
 
 
Record : Ref Section 3 Page 2&3 
 

INPUT 
 
Customer Satisfaction 
Measurement. 
Management review 
out put. 
Market Analysis, 
Process 
Measurement, 
Past experiences and 
approaching out of 
control operating 
condition. 
 

OUTPUT 
 
Preventive action 
 

PROCESS 
 

Identification, 
investigation of 
causes of potential 
non conformity.  
 

CONTROL 
 
Monitoring by HoDs & MR 

PERFORMANCE INDICATOR 
 
Effectiveness of corrective action.  
(prevention of occurance of 
nonconformity) 
 


