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C I R C U L A R No. 02/2010

Sub: Commercial Taxes Dept.-Motor Vehicle-use, maintenance and
repair of Department vehicles-instructions issued-Reg:

Ref: 1. G.O.(Ms) No. 113/03/Fin Dated 24-02-2003 Finance
Inspection Wing(Non Technical-F)

2. Circular No.41/2008/Fin Dated 02-08-2008 of Finance
Inspection Wing(Non Technical-F)

It has come to the notice of this office that Department vehicles are not

being maintained properly by many custodian officers and drivers of the Department.

In the circumstances, in addition to the directions and guidelines issued by

Government for the maintenance and use of Department vehicles as per the

Government order and circular cited, the following further directions are issued for

strict compliance so that recurring and impending loss due to Government in this

regard can be averted.

1. At the time of receiving a vehicle by the custodian officer, it shall be

acknowledged by himself or by an authorized person of the department (not

daily wages) and it should be ensured that all accessories and connected

documents such as Registration Certificate, Insurance Certificate, Fuel

consumption Certificate, Operators Manual etc. are received. It should also be

verified that the engine number and chassis number of the vehicle are the same

as those in the Registration Certificate.

2.Periodical service and minor repairs are to be done promptly so that the resultant

major repairs can be avoided. Essentiality and Economy certificate from P.W.D

Authorities and necessary sanction from the Departmental authorities shall be

obtained wherever necessary. No ratification in this regard will be issued from

this office/obtained from Government after the execution of the repair work on

any account.

3. All proposals for administrative sanction for repairs should contain the

following documents in duplicate.(Original and copy)



i) Essentiality Certificate from the concerned AEE PWD Mechanical Sub

Division.

(ii) Economy Certificate from the concerned Executive Engineer in cases

where the amount exceeds Rs.10,000/-

(iii) Duly scrutinized work estimate from Govt. approved workshop

(iv) Minimum 3 quotations for the supply of spare parts with its item

wise comparative statement.

(v) History of the vehicle

(a)Custodian officer

(b)Registration Number

(c)Make

(d)Model

(e)Total kilometers covered at the time of repairing

(f)Details of major engine overhauling if any and kilometers

covered after that

(g)Expenditure incurred for the last 3 years(Year wise)

4. Proposal for Expenditure sanction should be supported by the following

documents.

(a)Final work bill duly scrutinized and admitted by the concerned

PWD Mechanical Authority with a statement of the custodian

officer “ The work has been done satisfactorily ” on the reverse

side of the bill.

(b)Spare parts bill affixing the statement “ The dismantled spare has

got inspected by the AEE before purchasing the new spare parts

and the newly purchased spare parts are fitted to the vehicle

satisfactorily ”

5. Tyres that can be re threaded shall not be replaced by new ones on any

account.

6. Whenever there are valid rate contract holders for the supply of tyres and

batteries, purchase from other dealers shall not be effected.

7. All repairs and replacement of spares, tyres , battery etc. should be recorded in the

log book of the vehicle specifying cost and kilometer reading.

8. Fuel consumption test of the vehicle should be done once in every year.



9. Log book of the vehicle should be maintained update with required details in full as

instructed in para  3 of the circular referred above.

10. Abstract of fuel consumption should be recorded in the log book of the vehicle

noting opening kilometer reading, closing kilometer reading, total kilometers covered,

opening tank balance, closing tank balance, fuel purchased fuel consumed and closing

tank balance at the end of every month.

11. Bills of Fuel shall not be settled without thorough verification of the same with

reference to the entries in the log book and on confirmation as to the consumption of

fuel as per the fuel consumption certificate issued by the P.W.D authorities.

12. Insurance of the vehicle should be renewed at least one week before the expiry of

the validity of the existing certificate.

13. Vehicles which are not road worthy and uneconomical to the Government should

not be kept idling for long period as it will lead to deterioration in the value of the

vehicle. Proposals for the condemnation of such vehicles should be forwarded to this

office without delay.

14. The custodian officers of the vehicles shall make sure that the vehicles are used

only for official purposes and not misused. The above instructions are to be complied

with scrupulously. Violation, if any in this regard will be viewed seriously and

stringent action will be taken against the driver and custodian officer as stipulated in

para 18 of G.O.(Ms) No. 113/03/Fin Dated 24-02-2003 Finance Inspection Wing(Non

Technical-F).The drivers will be solely responsible for the accident caused by rash and

negligent driving and the resultant cost of repairs will be realized from the driver of the

vehicle (both departmental and daily wages). All the controlling officers shall closely

monitor the use of department vehicle under them. The Deputy Commissioners shall

acknowledge the receipt of this circular and obtain proper acknowledgement from

their subordinates.

Commissioner


















