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PREFACE

From time to time Govemment have issued orders regarding delegation of
powers and functions to the Chief Engineer, Addl. Chief Engineers (Zonal), Addl.
Chief Engineer (Estb. & Co-ordination) Addl. Chief Engineer (Planning & Special
Project) and Addl. Chief Engineer (E/M), Superintending Engineers, Executive
Engineers, Sub-Divisional Engineers, Assistant Engineers and Sub-Asstt. Engineers
of the Public Works Department. But these orders are not yet compiled together in
Booklet form. As a result difficulties are being faced by the officers in discharging

their responsibilities.

Considering the above problems and for proper functioning of different
categories of the officers of F’WD, a complete set of charter of duties have now been

compiled by this office in a Booklet form

| hope the officers will find it helpful for their day to day duties and

responsibilities.

Finally | find it a pleasure to endorse and authenticate the document for

official use in the public works department, Government of Bangladesh

: 19.14.9%
(MD. SIDDIQUE ULLJJVj
Chief Engineer
Public Works Department
Govemment of Bangladesh
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GOVERNMENT OF THE PEOPLE'S REZPUBLIC OF BANGLADESH
MINISTRY OF WORKS
SECTION-1

OFFICE MEMORANDUM

No.Sec.1/2M-38/84/1366(5)E Date: 14.10.1984

The undersigned is directed to say that in supcrsession of all previous orders in this behalf Govt. have
been pleased to delegatc the powers and functions to the Chicf Engincer, Addl. Chief Engineer (Zonal), Addl.
Chief Engineer (Est. & Co-ordination). Addl. Chicf Engineer (Planning & Special Project) and Addl. Chief
Engineer (E/M) of Public Works Department as per annexurc A,B,C,D & E respectively.

Sd/- Md. Fazlul Wahed
Deputy Secretary (Adm.)

Chief Engincer, P.W.D. Scgunbagicha, Dhaka

L

2 Addl. Chief Engmeer (Zonal™-. ... . = Zonk -

4 Addl. Chief Engineer (Estt. & Co-ordination) PWD Bhaban, Dhaka

4. Addl. Chief Engineer (Planning & Special Project) PWD Bhaban, Dhaka

S, Addl. Chief Engineer (E/M) PWD Bhaban, Segunbagicha, Dhaka

No.Sec.1/2M-28/84/1366(13)E Dated: 14.10.84

Copy forwarded for information and necessary action to:

I Secretary, Ministry of Establishment

5 Secretary, Finance Division

a. Secretary, Road & Road Transport Division

4, Secretary, T&T Division

-3 Secretary, Railway Division

6. Secretary, L.G. Division

7 Joint Secretary (Dev.)/AP) Ministry of WVorks

8. Commissioner, Dhaka/Chittagong/Rajshahi/Khulna Division

9. The C.A.O. M/O Works, 2nd 12 storicd building, Segunbagicha, Dhaka
Sd/- Noor Mohammad Talukder

Section Officer
14.10.84
Memo No.2028(200) - Para-1 Dated: 21.10.84
Copy with copies of Annexure A,B,C,D & E forwarded for information and necessary action to:

1. The Addl. Chief Engincer, P.W.D. Zone

2 The Addl. Chief Engineer (Estt. & Co-ordination) P.W.D. Dhaka

3. The Addl. Chicf Engincer (Planning & Special Project) P.W.D. Dhaka.

4. The Addl. Chief Engineer (E/M) P.W.D. Dhaka

> The Chicf Accounts Officer of this office.

6. The Superintending Engineer PWD Circle

F The Executive Engineer PWD Divn.

8. The A/Cs Officer/].A.O. P.W.D., Dhaka

g, Branch of this Department.

(S.H. Akhand)
Superintending Engineer(E)
Public Works Department
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Annexure-A

CHARTER OF DUTIES

CHIEF ENGINEER

He will act as Administrative Head of the Department and remain
responsible for efficient administration, and execution .of works

‘including all services and functions of the Public Works Department

according to P.W.D. codes, namely Schedule and Specifications, Acts,
Ordinances, Rules and Regulations and Directives issued by the
Government from time to time.

He will act as Chief Professional Advisor to the Government in all
matters connected with the department and on formulation of policies
concerning the Department.

The Chief Engineer will prepare annual budget estimates relating to the
work under his control. It will be his duty to administer the grant, and
keep a close watch over the progress of expenditure against it with a
view to ensure that no excess expenditure is made. If additional funds
are necessary proposal for the same be mooted. It will further his duty

to see that the Grant utilized is in accordance with financial rules and

canons prevention of large expenditure in the last months of the year,
and that any money that is not likely to be needed during the year 1s
promptly surrendered so as to allow its appropriation for other purposes
by compctent authority.

He will examine and approve the plans and estimates prepared by his
Office/Consultants engaged for the works of PWD.

He will provide executive and operational guidance to the field staff and
exercise control over them.

He will hold co-ordination meetings periodically for expeditious
disposal of works.
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15.

He will allocate duties and responsibilities among various officers
subordinate to him.

He will be responsible for ensuring proper secruity of the Department,

He will be responsible for supervision, control and assessment of
revenue so far as it relates to P.W.D.

He will issue transfer and posting orders of Executive Engineers. While
transfoerring officers of the E/M side he will however, consult the Addl.

Chief Engineer (E/M); decision of the Chief Engineer, will, however, be
final.

He will order inter Zonal Transfer of S.D.Es/A.Es, S.A.Es and other
staff.

He will be responsible for allowing of efficiency bars and granting
earned leave, G.P. Advance, and T.A. advance to all Gazetted Officers
below the rank of Superintending Engineers.

He will be responsible for processing the pension cases of all Gazetted
officers and sanctioning the pension of Non-Gazetted employees in/c.
S.A.E's of the Department.

He will be responsible for disposal of tenders referred to him by the
Addl. Chief Engineers. He may, at his discretion call for any file, tender
etc. from offices under him and pass such orders as he may deem fit and
proper.

The financial powers of C.E. to accord technical sanction, admn..
approval for repair/maintenance works, acceptance of tender and
disposal of stores are enclosed in Enclosure ' .
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Annexure 'B’

CHARTER OF DUTIES

ADDITIONAL CHIEF ENGINEER (ZONAL)

He will act as Zonal Head of the Department.

He will be responsible for administration and execution of works
including all services and functions of the Department within his
jurisdiction according to P.W.D. codes, namely, schedules and
Specifications, Acts, Ordinance, Rules and Regulations and Directives
issued by the Govt. from time to time.

He wili provide executive and operational guidance to the field staff
within his jurisdiction and exercise control and supervision over them.

He will meet the Superintending Engineers and Executive Engineers,
both civil and E/M within his jurisdiction periodically to review the
progress of work and cases pending for disposal and to remove the
bottle-necks.

He will inspect his own office as well as offices subordinate to him from

time to time and carryout annual inspection of the Circle and Divisions
under him.

He will transfer the S.D.Es/A_Es and S.A.Es within his Jurisdictions.

He will be responsible for allowing crossing of efficiency bar of non-
gazetted staff of his office.

He will Se responsible for disposal of pension cases of non-gazetted
staff of his office.

He will be responsible for drawing proceedings and disposal of
disciplinary cases against the staff of which he is the appointing
authority.
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He will exercise such financial powers as may be delegated to him by
the competent authority to facilitate quick and timely implementation of
work and effective control over expenditure.

He will be resporsible to keep the Chief Engineer inform of all activities
of the Department within his jurisdiction through submission of reports,
statements, etc. from time to time.

He will be responsible for co-ordination with the different nation
building and regulatory agencies in order to facilitate expeditious
implementation of the works sponsored by various agencies.

It will be his duty and responsibility to inspect all works within his
Jurisdiction to identify the bottle-necks if any, and take necessary steps
for its removal.

He wil! be responsible for disposal of tenders referred to him by the
Superintending Engineers. He may, at his discretion, call for any file,
tender etc. from offices subordinate to him and pass such orders as he
may deem fit and proper.

The financial powers of A.C.E(Zone) to accord technical sanction,

admn. approval for repair/maintenance works, acceptance of tender and
disposal of stores are enclosed in Enclosure ' .
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Annexure 'C'

CHARTER _OF DUTIES

Additional Chicf Engineer (Estt. & Cord)
As staff Officer of the Chief Engincer he will assist the Chief Engineer

in processing and disposal of:

(a) All the establishment matters of the Department;

(b) Preparation of budget of the Department;

(¢)  Disciplinary cases of the non-gazetted staff of the Chief
Engineer's Officers;

(d) Inspection and audit reports;

(¢)  Legal matters including Court cases relating to the Department;

()  O&M matters of the Department,

(z)  Conduct departmental proceedings against the officer of the
P.W.D. and :
(h)  maintenance of accounts of the Department.

He will act as Chairman of the Committee for enlishment of First Class
Contractors and above.

He will act as Chairman of the Accommodation Board in Dhaka.

He will be responsible for initiating action for writing Confidential
Reports of the Officers and staff of the Deptt. and also for their proper
maintenance.

He will be responsible for staff welfare of the Department.

He will be responsible for monitoring and co-ordination of affairs
relating to the Department. ‘

He will assist the Chief Engineer in appointment of non-gazetted staff in
the Department having due regard to the district quota and qualifications
prescribed by the Government.

He will be responsible for allowing crossing of efficiency bar of the
non-gazetted staff employed in Chief Engineers office.

He will be responsible for disposal of pension cases of the non-gazetted
staff of the Chief Engincer's Office.

He will inspect his office at least once a year.

He will dispose of such other matters as may be delegated to him by the
Chief Ergineer.
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Annexure 'D'

CHARTER OF DUTIES

Additional Chief Engineer (Planning and Special Project)

As staff officer of Chief Engineer he will be responsible for conducting
geographical and topographical survey of the project area in order to
assist preparation of projects and the architectural plan.

He will be responsible for preparation, evaluation and processing of
building projects for all government institutions and residential buildings
sponsored by the Ministry of Works.

He will be responsible for evaluation of building projects sponsored by
all other Ministries of the Government.

He will be responsible for scrutinising and checking all
estimates/projects for construction of buildings.

He will be responsible for revision of project proforma for various
projects in the light of directives received from the Ministry.

He will be responsible for drawing up standard and specifications for
building construction and preparation of schedules of rates for approval
of the Chief Engineer.

He will be responsible for analysing works items and rates of
constructions which are not covered by the prevalent PWD schedules of
rates.

He will co-ordinate with the office of the Chief Architect on matters
relating to Architectural planning and designing of buildings.

He will be responsible for preparation and furnishing to the working

circles and divisions complete set of detailed working drawings showing
all structural details for implementing building projects.
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He will advise the Chief Engineer on the structural soundness and
stability of existing structures as and when necessary.

He will inspect his office at least once a year.

He will carry out local purchase of construction materials beyond those
covered by the powers of the Superintending Engineer.

He will act as Chairman, building materials procurement Cell dealing
with the import of construction materials and equipment from abroad.

He will monitor the progress of implementation of development projects
and to co-ordinate with the sponsoring agencies.

He will dispose of such other matters as may be delegated to him by the
Chief Engineer.
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Annexure 'E’

CHARTER OF DUTIES
Additional Chief Engineer (E/M)

He will, on behalf of the Chief Engineer, Control directly the E/M
Circles of greater Dhaka and through the Additional Chief Engineer,
Chittagong Zone, the E/M Circle, Chittagong.

He will draw up standards and specifications of E/M works and prepare
schedule of rates for approval of the Chief Engineer as and when
necessary.

He will meet E/M Officers periodically to review the progress of work,
the cases pending for disposal over a month and to review and remove
the bottle-necks.

He will inspect his own office as well as the field offices upto Divisional
level from time to time.

He will exercise such financial powers as may be delegated to him by
the competent authority to facilitate quick and timely implementation of
work and effective control over expenditure. '

He will be responsible to keep the Chief Engineer informed of all
activities of the Department within his Jurisdiction by submission of
reports, statements etc. as asked for from time to time.

It will be his duty and responsibility to inspect all E/M works within his
Jurisdiction to identify the bottle-necks, if any, and take necessary steps
for its removal. Any decision given by him in this regard will be treated
as final.

He will be responsible for procurement, repair and maintenance of all
machinciies and vehicles.

It will be his responsibility to give proper guidance to the E/M Officers
wherever they are working, He may go on tour to different Zones to
guide and superivise E/M works. ;
He will dispose of such other matters as may be delegated to him by the
Chief Engineer.

The financial powers of A.C.E. (E/M) to accord technical sanction
admn. approval for repair/maintenance works, acceptance of tender and
disposal of stores are enclosed in Enclosure '
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B. SUPERINTENDING ENGINEER

The administrative unit of the department is the circle, in charge of a
Superintending Engineer. In local areas in which there is no Chief
Engineer, the duties assigned in paragraphs 27 to 31 above will develop
upon the Superintending Engineer.

Subject to any orders of the minor local Government, the transfers and

.posting within his circle of establishment, other than of Divisional

Officers and Accountants, may be made by the Superintending Engineer
on his own authority.

The Suj.crintending Engineer should examine the books of Divisional
Officers and their subordinates, and see that matters relating to the
primary accounts are attended to personally by the Divisional and Sub-
Divisional Officers and that the accounts fairly represent the progress of
each work. It will also be his duty to examine the registers of works,
and, when he considers it necessary, he may require a Divisional Officer
to report to him monthly or at longer intervals, on a Works Slip, the total
expenditure to date under each sub-head of a work, in contrast with the
sanctioned estimate. It will thus be secen that it rests with the
Superintending Engineer to investigate excesses over sub-heads with a
view to deciding whether or not a revised estimate will be required for
the work. When a revised estimate is required it will also devolve on the
Superintending Engineer to see that it is submitted in due time to the

sanctioning authority. See paragraphs 44 and 69 of PWD accounts code
book.

It will be the duty of the Superintending Engineer to inspect the various
works 1n progress within his circle, and to satisfy himself that the system
of management prevailing is efficient and economical, that the different
stores are duly verified according to the rules laid down, and that there is
no accumulation of stock in any division beyond its requrements. He is
also responsible that no delay is allowed to occur in the submission of
completion reports. He should, further, so far as may be possible,
inspect periodically all important public buildings and other works
within his jurisdiction.

10




2 a ye
R L T

36.

£

38.

39

40.

41.

The Superintending Engineer will inspect the divisional offices at least
once a year and record the results of such inspection in the prescribed
form. He is also required to satisfy himself, from time to time, that the
staff employed in each division is actually necessary and adequate for its
management.

The Su,..rintending Engineer is required to make it his special duty
during his tours to see that measurement books are carefully kept and
measurements properly recorded and that they are complete record of
the actual measurements of each kind of work done for which
certificates have been granted. He should also see that any orders of the
minor local Government regarding check measurements are duly
observed.

The supervision and control of the assessment of revenue from irrigation
works within his circle will rest with the Superintending Engineer.

ne

-

The Superintending Engineer is authorized to correspond direct with any
of the local authorities, civil or military, within the area of his
Jjurisdiction.

The financial powers of S.E. (Working Circle) to accord technical

sanction, admn. approval for repair/maintenance works, acceptance of
tender and disposal of stores are enclosed in Enclosure :

C. DIVISIONAL OFFICER / EXECUTIVE ENGINEER

The Executive Unit of the department is the division in charge of a-

divisional Officer, who is responsible to the Superintending Engineer for
the execution and management of all works within his division.

Subject to the orders of the Superintending Engineer, a Divisional

Officer may transfer establishment (other than sub-divisional officers)
from one station to another within his division.

11
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The Divisional Officer is required to take the necessary steps for
obtaining cash for the works under his control, to keep accounts, and to
submit them punctually to the Audit Officer under the rules for the time
being in force. He is responsible for the arrangements for account
keeping, in which matter he will be assisted by his Divisional
Accountant, and he must see that his accounts are posted from day to
day and that the Accountant carries out his duties regularly and
punctually. The responsibility for the correctness, in all respects, of the
original records of cash and stores, receipts and expenditure, as also for
seeing wat complete vouchers are obtained rests with the Divisional
Officer, who will, before submitting the monthly accounts, carefully
examine the books, returns and papers from which the same are
compiled.

The Divisional Accountant is responsible to the Divisional Officer for
the correct compilation of the accounts of the division from the data
supplied to him. The relative position of the Divisional Accountant to
the Divisional Officer in respect of accounts is analogous to that of a
Sub-Divisional Officer to a Divisional Officer in respect of works, and
the responsibilities of the later for the work of the Divisional Accountant
are similar to those which attach to him in respect of the execution of
work in the charge of his other subordinates. See also Central Public
Works Account Code, paragraphs 98 to 103.

The Divisional Officer is held primarily responsible for affording
information in cases of probability of excess of actual over estimated
cost of work, and should report any such probability to the
Superintending Engineer at once, describing the nature and cause of the
excess and asking for orders. This report should be made on the "Works
Slip' Form Divisional Officers must also submit the Works Slip, with
such explanation as will enable the Superintending Engineer to pass
orders on the case, on the occurrence, or the probability of the
occurrence, of any irregularity in the rate of cost of a sub-head . All

important liabilities not brought to account should also be noted on the
Works Slip.

;- 5
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48.

Note: It is unnecessary for the Divisional Officer to submit the Works
Slip cases in which he can pass finally excesses over estimates .............
paragraph 71.

The Divisional Officer is required to inspect, at least once a year, the
more important buildings and works in his division, and is responsible
that proper measures are taken to preserve them and to prevent
encroachment on Government lands in his charge. He should keep
accurate plans of all such lands and take care that his subordinates make
themselves acquainted with the boundaries and see that they are
respected.

Note: A Divisional Officer must keep on record in his office the
following plans or such of them as are required in his division:

1. Complete plans, sections and elevations of every building or
other work under his charge, as actually constructed any subsequent
alteration being carefully noted. The boundaries of the ground attached
to any buildings should be distinctly shown.

2. Plans of roads under his charge, showing the quarries whence
metal is obtained.

Immediately a work is finished, it is the duty of the Divisional Officer to
close the accounts of it and to prepare the Completion Report, if
required by the rules in paragraph 99.

Note: When it is decided to abandon a work, the accounts relating to the
work should be closed as soon as possible after such decision is reached.

A Divisional Officer is required to report immediately to the
Superintending Engineer any important accident or unusual occurrence
connected with his division and to state how he has acted in
consequence. See also paragraph 93.

It is the duty of the Divisional Officer to administer the grant made for

public works in his division, and, with this object, to keep a close watch
over the progress of expenditure against it with a view to seeing that no

13
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excess is permitted to occur and that, if additional funds are necessary,
application for the same is made.

The Divisional Officer is responsible for the detailed assessment of the
revenue to be obtained from irrigation works within his division, and

will maintain such records and accounts for the purpose as may be
prescribed.

A Divisional Officer can receive orders only from his Superintending

Engineer, the Head of the minor local Government, or other civil officer
duly authorized.

The financial powers of Executive Engineer (Working Division) to
accord  technical  sanction,  administrative  approval  for

repair/maintenance works, acceptance of tender and disposal of stores
are enclosed in Enclosure ' ",

. SUB-DIVISIONAL OFFICER / SUB-DIVISIONAL ENGINEER

The division is divided into sub-division, in charge of Sub-Divisional
Officers, who are responsible to the Divisional Officer for the
management and execution of works within their sub-divisions.

The fin.ncial powers of S.D.E. to accord technical sanction
administrative approval for repair/maintenance works, acceptance of
tender and disposal of stores are enclosed in Enclosure '

Superintending Engineer (Project Circle I and II)

1.

To conduct geographical and topographical survey of project areas for
preparation of architectural plans.

Preparation, Evaluation and processing of building projects for all

Government Institutional and residential building complex sponsored by
the Ministry of Works (P.W.D.).

Participating in the evaluation of building projects sponsored by all other
Ministries of the Government.

14




4. Scrutinising and checkin ; all estimates/projects for construction works
pertaining to all other sectors of the Government.

5 Revision of project Proforma for various projects in the light of decision
taken in the viarious PEC meetings and the Planning Commission.

6. Analysing works items and rates of constructions which are not covered
by the prevalent P.W.D. Schedule of Rates.

7. Any other works as may be assigned by the Additional Chief Engineer.
Superintending Engineer Design Circle (I and 1)

1. To study architectural plans for building Projects undertaken by the
P.W.D. for implementation. ‘

2 To undertake engineering calculations for various stages of preliminary
and executive drawings.

X To prepare and furnish to the working Circles and Divisions complete
sets of detailed working drawings showings all structural details for

implementation of building project.

4, To assess structural soundness and stability of existing structures
wherever such evaluation is necessary.

Superintending Engineer (Co-ordination)

1. To compile Progress report of development projects of all sectors and to
send to all the sponsoring agencies as per distribution.

2 To look after the preparation of A.D.P. and development budget as per
distribution.
3. To prepare PIB reports and other report for submission to relevant

autherities as per distribution.

15
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4, To look after the allotnent of funds for all development, non-
development and maintenance works under the P.W.D. ;

5. To mozitor the re-imbursement of IDA-Credit for the IDA assisted
population projects.

Superintending Engineer (Establishment)

1. To look after all establishinent cases of the Department.
% To prepare the establishment budget.
> To look after all the disciplinary cases concerning the officers and staff

of the Department.

4, To prepare circulars/office Memorandum relating to the administrative
side of the Department for approval of the Chief Engineer.

= To act as the Secretary of the Englishment Committee dealing with the
new enlistment and renewal of enlistment of contractors under P.W.D.

6. To act as Secretary, accommodation Board under P.W.D.
7. To deal with the Legal matters.
8. To deal with the salary and allowances of the non-gazetted employees of

the Chief Engineer's Office.
Superintending Engineer E/M (P&D)

5 To prepare and furnish to the working circles and Divisions, the layout
plans of E/M works showing detailed working drawing for
implementation in building projects.

2 To scrutinise E/M estimates of submitted by the Executive Engineers
E/M; as may be assigned by the Addl. Chief Engineer E/M.
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To assist the Addl. Chief Engineer E/M in preparing the schedule of
Rates and terms and conditions of contract documents.

4. To analyse work items and rates of E/M works which are not covered by

the prevalent schedules of rates of PWD and circulate the same (o the
Executive Engineer E/M P&D of different zones.

Superintending Engineer (Development)

| 7 To look after the cases of development projects of all sectors as per
| distribution.

; _

+ 2 To prepare the budget estimates of non-development and deposit work.

? 3 To present all cases to the Additional Chief Engineers relating to the

above sectors.

4, To prepare review notes, materials for budget speech, etc.
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CHARTER OF DUTIES
OF
EXECUTIVE ENGINEER (ESTABLISHMENT)

To look after all the Non-gazetted and sub-assistant engineers
establishment cases of the Department.

To prepare the establishment budget.
To assist preparation of the circular/office memorandum relating to the
administrative side of the Department for approval of the Chief

Engineer.

To act as Member for allotment of Govt. Accommodation Board
(A.B.C.) of the Ministry.

To act as Drawing & Disbursing Officer of the Non-gazetted
staff/Officers of the Chief Engineer's Office. .

To act as Member-Secretary of the Central Committee of Bangladesh
Purta Karmachari Kalyan Trust.

- To deal with the Salary and all pension cases of the Non-gazetted
employees of the P.W.D.

To act as liaison Officer of all Department and Ministry as and when
necessary on the P.W.D.

EXECUTIVE ENGINEER (O&M)

To assist the Chairman/Secretary of the Enlistment Board dealing with
new enlistment and renewal of enlistment of contractor under P.W.D.

To assist the Chairman/Secretary relating to all the training programme
under P.W.D.

To Assist for prepared of organogram and re-organisation set up of
P.W.D.
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EXECUTIVE ENGINEER (ENQUIRY)

To look after all the enquiry cases concerning of the officer and staff of the

Department.

To assist the legal matters of the Department whenever necessary.
- /’

S S/d-

(MD. SIDDIQUE ULLAH)
Chief Engineer
Public Works Department
Govermnment of Bangladesh
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Charter of Duties of Assistant Engineers attached to the working
Circles/ Divisions

a. He will act as staff officer to Superintending Engineer/txecutive
Engineer.
b. He will have supervisory function on the Estimating Eranch of

the Oftice. All estimates, tenders, schedule of items, S.T./.S. and
Repair estimates shall be processed through him and be placed to the
Superintending Engineer/Executive Engineer for disposal.except in cases
the Superintending Engineer/Executive Engineer decides otherwise.

£ All staff of Estimating Branch shall work under his Supervision.

d. On instruction he may accompany the Superintending Engineer/ —
Executive Engineer in different work sites and shall note down
instructions orders etc. issued by the superintending Engineer/Executive
Engineer at site and communicate the same to officers under whom the
works are executed through the Superintending Engineer/ Executive
Engineer. He will keen track of the follow up action and keep the
Superintending Engineer/Executive Engineer informed.

e He shall be responsible for compiling the monthly progress
Report of Development works and get it approved by the Superintending
Engineer/Executive Engineer well in time.

= He will maintain monitoring functions of projects.

8. All other duties as may be assigned to him by the Superintending
Engineer/ Executive Engineer.

Charter of Duties for Asstt. Engincers attached ‘to_ Project and
Design Circles/Divisions: '

(1) For Project Engineer:

a. He will prepare rough estimate and P.P. of schemes/Projects
assigned to him on receipt of drawings from Architect's office. He will
maintain close liaison with the Deptt. of Architecture for obtaining
plans.

20



b. He will supervise the estimates checked by Estimators and submit
the same to the Superintending Engineer/ Executive Engineer for
disposal. : €

c. e will be responsible for correctness of the S.T./Excess work
statement checked by estimators of the office as assigned to him.
d. He will visit Work-Site as and when sent by the Superintending

Engineer/Executive Engineer.

¥ Any other assignment given to him by the Superintending
Engineer/ Executive Engineer from time to time.

(ii)  For Design Engineers:

a. He will study the Architectural plans of Buildings and other
projects to be undertaken by P.W.D. as assigned to him.
b. He will do all Engineering Calculations at various stages of

preliminary and working drawings.

c He will prepare and furnish to all working circles and Divisions
complete set of working drawing with structural details duly approved
by the ouperintending Engineer/ Executive Engineer concerned for
implementation of projects to be undertaken by P.W.D.

d. He may on instruction of Superintending Engineer/ Executive
Engineer go in actual site of execution to check and verify whether the
works are being execute strictly as per approved Design furnished by the
Design Circles and also to look into the soundness of the work. He will
inform the Superintending Engineer/Executive Engineer about any
change that may be required for construction works to keep conformity
with other works around the site.

& Any other assignments given in him by the Superintending
Engineer7 Executive Engineer from time to time.

S/d-

(M.A. Rouf)
Chief Engineer
Public Works Department
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CHARTER OF DUTIES OF ASSISTANT ENGINEER
(Attached to Circles/Divisions as Staff Officer)

He will act as technical staff officer to the Superintending Engineer and
Executive Engineer and perform duties assigned to him by his superior—
officers. =

He shall contact the concerned Design office and Architectural office on
behalf of the Superintending Engineer/Executive Engineer for
procurement of architectural and structural drawings of different
development project to be executed under the concerned Circle/Division.

He shall study the Architectural and Structural drawings as well as
finishing schedule of different projects undertaken by the concerned
Circle/Division and intimate, apprise the Superintending Engineer/
Executive Engineer about confusion, ambiguity etc. if any that may exist
well ahead in time.

He will contact the concerned Project Circles and Project Divisions to
collect the approved PCP & PP of different projects under his
Circle/Division and verify wheather the work being undertaken conform
to the items of works to that of the approved PCP/PP and report it to the

Superintending Engineer/ Executive Engineer for taking necessary
action.

On instruction he may accompany the Superintending Eﬁgi'neer/_ S
Executive Engineer to different work sites and shall note down
instructions orders etc. issued by the Superintending Engineer/
Executive Engineer at site and communicate the same to officers under
whom the works are executed through the Superintending Engineer/
Executive Engineer. He will keep track of the follow up action and keep
the Superintending Engineer/ Executive Engineer informed.

As instructed by the Superintending Engineer/Executive Engineer he
will inspect ongoing projects on behalf of the superior officer and will
supervise special items of works such as R.C.C. casting work. Finishing
work and other such items of works as and when assignd to him.
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He shall verify and compile the monthly progress reports including other
special reports of projects as wanted time to time carefully and shall
place the same to the superior officer for disposal and shall remain
responsible for timely submission of the reports.

He shall verify Tender documents, in respect of rates, quantity,
specification, special terms and conditions and as pre-construction
requirements, he shail check the availability of fund, administrative
approval of the projects and subsequent technical sanction of the
estimates of proposed work and apprise the Superintending Engineer/
Executive Engineer about the status of the project before it is embarked.

S/d-
(Md. Siddique Ullah)
Chief Engineer
Public Works Department
Govt. of Bangladesh, Dhaka
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GOVT. OF THE PEOPLE'S REPUBLIC OF BANGLADESH
OFFICE OF THE CHIEF ENGINEER
PUBLIC WORKS DEPARTMENT
PURTA BHABAN, DHAKA

THE CHARTER OF DUTIES OF SUB-f‘\sfSTs"’i'XN'r ENGINEERS _—
UNDER PUBLIC WORKS DEPARTMENT WORKING IN FIELD
AND DESK B

A. FUNCTIONS & DUTIES OF SUB-ASSTT. ENGINEER/SENIOR
SUB-ASSTT. ENGINEER (CIVIL, E/M) WORKING IN FIELD

i The Sub-Assistant Engineer shall collect Engineering data, prepare site

plan, rough drawing on the basis of surveys conducted by him and
prepare estimate for works.

/ 8 He will give layout of works, supervise directly the execution of works
through contract or by departmental labour with the help of
Supervisor/W.A. as per specification, drawings and inconformity with
the standards of the departiment or otherwise specified. In case of lapses
in a work done by a contractor the Sub-Assistant Engineer shall bring
the same to the notice of the immediate higher officer. He shall maintain
register of progress and instruction on all works and present the same to
all inspecting officers on their visits for recording their orders.

3. He shall submit monthly progress report of works within his jurisdiction
to his higher authority. He shall also bring to the notice of his immediate
higher officer in respect of any bottlenecks, obstruction or difficulty.
likely to hamper the progress of the work.

4. He shall take the measurement of all works in his jurisdiction by himself

and assist the Sub-Divisional Engineer and also the Executive Engineer
in checking the same.

5. He shall prepare the Running Account bills and final bills of all the
works and submit the same to the Sub-Divisional Engineer.

6. He shall prepare indents in prescribed form for drawal of materials from
stores, arrange verification of issue notes monthly to maintain Accounts
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10.

of all stock materials at site and T & P's under his charge. The receipts
and issues of all matrials are to be kept in proper form and a Register of
materials also to be kept at site. He shall maintain a register of materials
supplied to the contractors from the Departmental stores or received
directly from the suppliers showing receipt and issue and intimate his
controlling officer. The recoveries to be made from the contractor for the
materials act@]_ly—iss(ﬁéa_and consumed by him. He shall also ensure that
the sn_nq#ﬂ’s/ihaterials, if any, issued and lying with the contractor are

- _returned back.

He shall immediately submit completion plans of all completed works.

He shall maintain the measurement books issued to him in safe custody
and put up the same to the higher authority as an when required.

He will be responsible for proper preparation, maintenance and
submission in time of all Muster Rolls and other rolls of works charged
establishment employed departmentally and watch the progress of works
and record measurement connected therewith.

Ie shall supervise the works of the staff empioyed under his jurisdiction
and cheek their attendance and submit the nominal roll to his immediate
superior officer to prepare the monthly pay bill well in time.l He shall
also supervise the labourers employed in daily wages or otherwise and
submit daily labour report to the immediate higher officer. He shall
check their attendance on his visit at site and also measure the work
done by them and issue necessary instructions.

He shall be responsible for:
a) Maintenance of accounts, temporary advances and imprests.

-1

b) Maintenance and timely submission of accounts of stores under
his custody.

c) In case of stock he shall bear the responsibility of custodian of all
stock materials as per PW code.
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12.

d) Maintenance and timely submission of accounts for materials at
site and stock.

€) Maintenance and timely submission of T&P accounts.

1} Maintenance of standard measurement books (S.M.B.) specially
for Departmental Buildings.

g) Maintenance and submission of accounts of surplus and
dismentled materials.

h) Submission of reports of all accidents and to ensure that no
damage takes place to the government property in his charge.

1) To keep government land and property free from encrochments.
In case of any encrochment temporary or permanent is threatened or
actually takes places, the matter to be brought to the notice of the higher

authority in writings promptly.

1) To take delivery of materials, verification of issue notes,
preparation and verification and ATD, receipts of bills etc.

k) Preparation and submission of stock accounts, Half-yearly and
Yearly Returns of stock and T&P etc.

1) To submit survey report of all unserviceable materials, stock and
T&P. Fiies

m)  To maintain daily diary keeping details of journies, official tour
and results of inspection.

n) To report the incidence of pilferage/theft or loss of govt. property
and materials to the Sub-Divisional Engineer promptly.

0) To report to his superiors for all cases of accidents within his
jurisdiction.

Any other assignment given by the higher authority from time to time.
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FUNCTIONS & DUTIES OF SUB-ASSTT. ENGINEER/SENIOR

SUB-ASSTT. ENGINEER (CIVIL, E/M) WORKING IN DESK
(POSTED IN SECT()R/ZONE/CIRCLEIDIVISION).

He shall scrutinise the estimates, plans, drawings, designs etc. submitted
by the subordinate offices and put up the same for approval to the
appropriate controlling authority.

He shall check the rate of the items, verify the market for rates,
embodied the estimates, check the specification of the items and also
analyse the rates of the items not included in the Chicf Engineer's
Schedule of Rates on the basis of the prevailing market rates.

In case of planning and design he will assist the concerned officer in
respect of Planning and Designing etc. as directed by his superiors.

He shall prepare the Project Proforma Rough Estimate etc. on the basis
of the collected data from the sub-ordinate offices and submit the same
to the appropriate authority as and when required.

He will prepare the draft notice inviting tender, issue notice inviting
tender, help the Executive Engineer/Superintending Engineer, as the
case may be open the tender/bid prepare the opening memo of the
Tender/bids, prepare the comparative statement of Tender/Bids etc. and
put up the same to the concerned authority for approval.

SHd-
(Ahbab Hossain Chowdhury)
Chief Engineer
Public Works Department
Dhaka
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