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30 March 2007
Social Audit (Transparency and Accountability) Rules and manual
Draft(
Contents
Part A of this draft illustrates how the processes and stages of the NREGA in terms of transparency and accountability need to be covered by adequate rules and manuals of instruction.

Part B is a draft of the remaining stages of the social audit rules as presented in Udaipur with suggestions made there being incorporated. 

Part C is a list of formats.
PART A

Launching the NREGA:

A special Gram Sabha shall be convened at the commencement of the NREGA in a District. The purpose of the Gram Sabha shall be to explain the provisions of the Act, and mobilize applications for registration.

Responsibilities: The District Programme Coordinator (DPC):

a) Explaining the NREGA
· must ensure that dates are fixed well in advance and communicated to the people at least two weeks in advance. 
· Care should be taken to especially inform and invite, women, members of the SC/ST communities, disabled adults in the village, and leprosy patients  
· The purpose of the Gram Sabha shall be to explain the provisions of the Act, especially the guarantee element, and the procedures to enforce the guarantee, the right and procedures for social audit, and to mobilize applications for registration.
· The DPC must identify the staff required for carrying out these requirements. A preliminary orientation and training must be done at the district or sub-district level to orient the staff in each GS. It must be ensured that there is at least one able and trained person with the responsibility to explain the Act at the Gram Sabha.

· with the help of other institutions and agencies in the District the district authorities can prepare in advance charts and posters for dissemination

· ensure that all the required material i.e., posters are prepared and reach the Gram Sabha 2-3 days in advance. 

· This Gram Sabha could be done in a campaign mode- on the same day across the District or spread out over a week or a fortnight. Each Gram Sabha could also extend beyond a day for the purpose of distributing Job cards on the spot.

· Apart from the responsibility to explain the NREGA in great detail, this Gram Sabha will also be used to register all the households likely to seek work and issue job cards to them.
The Programme Officer and the Gram Panchayat must ensure that:
b)Registration for Job Card
· A door-to-door survey to identify all households eligible for registration shall precede this special Gram Sabha. Registration forms shall be made available at the Gram Sabha and registration will begin on the spot.

· Adequate staff must be assigned to each Gram sabha with separate desks set up (for instance different wards being assigned different desks) so that the waiting time for completion of formalities can be reduced. 

· An individual may appear personally and make an oral request for registration. The Gram Panchayat Secretary shall extend reasonable assistance to the applicant in filling out the form

· A dated and signed receipt shall be provided to the applicant at the time of receiving the application

· Procedures should be laid out to ensure that people can register themselves at the Gram Sabha itself, and take their job cards home.

· At the conclusion of the Gram Sabha details of households registered till then shall be read out. 

· A list of registered households shall be maintained and kept open for inspection at the Gram Panchayat office. The list shall be updated every three months.

       The programme Officer and the Gram Panchayat Secretary/ Rozgaar Sewak must ensure:

     c)Ongoing and open registration process 

· Registration shall remain open through out the year at the Gram Panchayat office.

· The application for registration (Form A-1) must be accepted at the Gram Panchayat. Photocopies of the form shall also be accepted. 

Peoples Participation in Planning

The Gram Panchayat must prepare a shelf of possible works to be taken up within the Gram Panchayat, with works listed in order of priority as decided by  the Gram Sabha.

Responsibilities: The Programme Officer along with the GP secretary/ rozgaar sewak shall ensure that:

a) Planning Gram Sabha:

·  six months before the beginning of the new financial year (preferably by September) a planning Gram Sabha meeting should be held where identification and prioritization of projects must take place.
· It would be preferable if the gram sabha meeting is preceeded by ward sabha meetings so that the initial proposals for works come from the various wards, and there is equity in distribution of works.
· The works so identified and prioritised in the gram sabha must be enough to provide employment to atleast 25% more than the labour projection for the gram panchayat as provided by the gram panchayat secretary
· The gram sabha must ensure that adequate numbers of labour intensive works are identified so that NREGA funds are spent on providing productive employment. The works should be so identified that under no circumstances should more than 40% of the funds spent in a panchayat go towards purchasing material
b) Formation of the vigilance committee
· At the time of identifying the project the gram sabha must also nominate at least ten citizens of the gram sabha as the vigilance committee members of the work.

· It must be ensured that atleast 4 of these members are women, with adequate representation to SC/ST, Disabled people, literate people where available, retired government servants etc.  

· As far as possible the prior consent of the potential members of the vigilance committee must be sought, and they should be informed that they will have to visit the work once a week/fortnight while it is in progress, and at the conclusion of the social audit forum gram sabha they will be paid one days wages for each weekly/fortnightly visit they have made. 

· They must also be informed that they will be required to submit an on site vigilance committee report in the required format, to see if all the work site transparency and accountability measures are being carried out. 

· It will be their responsibility to inform the gram panchayat president, and the programme officer of any lacunae found

· The vigilance committee members will be required to read out aloud, the consolidated  muster rolls etc at the social audit forum, along with a summary of their own reports.

c) Follow up to the planning Gram Sabha [Responsibility District Officials]
· Technical and financial estimates of the works identified in the gram sabha must be   completed within 45 days.. The final prioritized list with estimates of labour and material must be ready by February 1st of every year, and projects must be ready to be implemented April 1st
· The prioritized list must also be displayed at the Gram Panchayat office.

· The technical estimates/work sanctions shall be summarized and estimated quantum of material required will be indicated in local language and units for supply of material (prescribed Format C-1).

· Prior to commencement of work, common language estimates of the technical estimates/work sanctions shall be displayed on the work site board (Format C-2).

PART B

Stages:

· Preparation of Job Card format

· Submitting Application for work

· Work Allottment

· Muster rolls –issuing them , maintaining them and ensuring their transparency

· Monthly Rozgaar Divas

· Supervision and monitoring of work

· Measurement of work

· Disbursement of wages

· Unemployment Allowance

· Disposal of complaints and redressal of grievances

· Rules for social audit forum

Application for Work and Work Allotment

1. Job Card holders may apply for work in person or by post to the Gram Panchayat or the Programme Officer.

2. A dated and signed receipt shall be provided to the applicant at the time of receiving the application.

3. An application for work can be made on the prescribed form (Form A-2) and can also be submitted on plain paper. A single application may be given for different periods during the year. The application must contain the following particulars:

a. Name of the applicant

b. Job Card number

c. Number of days of work sought

d. When the applicant would like to commence work.

e. Date of application

4. Failure to accept an application and to issue a dated receipt shall be considered a contravention of the Act and action shall be initiated under section 23 and 25 of the act.

5. Complaints for such failure will be made to the Program Officer.  Such complaints shall be disposed of within seven days of receipt under section 23 (6) of the Act.

6. All applications for work shall be entered in the Application Register to be maintained at the Gram Panchayat office (Format B-1). This register shall be open to public for inspection.

7. Copies of all work orders shall be put on display at Gram Panchayat notice board(s) at the time of commencement of the work.

8. An Employment Register, updated from the Muster Rolls as per the prescribed format (Format B-2), shall be available at the Gram Panchayat and kept open for public inspection.

9. A specific day shall be fixed to disseminate information about the NREGA every month. This day may be called 'Rozgar divas'. The following activities shall be carried out on Rozgar Divas: 

a. During the Rozgar Divas meeting the names and other details of all those who have been registered, or given Job Cards, or allotted work, or paid wages, or given unemployment allowance, during the month, shall be read out and also publicly displayed. (See Format- B-3)

b. The meetings shall also be used to explain the details of the scheme including the entitlements and obligations, the norms and procedures.

c. The Rozgar Divas may also be used by any person to seek any information, or scrutinize any documents, or raise any issue, or lodge any complaint, regarding any aspect of the functioning of the NREGA in the Gram Panchayat.

Muster Rolls
1.  The Programme Officer shall be responsible for issuing uniquely numbered muster rolls (Format D-1) to the implementing agencies.

2. The names of all workers assigned to a worksite shall be recorded on the muster roll by the worksite supervisor (mate) on the day the workers report for work.

3. Daily attendance of the workers will be recorded on the said muster rolls.

4. Once completed the muster rolls will be placed in the Work File and kept available for public inspection at the office of the implementing agency.

5. All workers shall bring their Job Cards (format E-1) when they report for work.  The worksite supervisor (mate) shall make an entry in the Job Card on the first and last day of the work period, indicating the dates of the first and last day of work respectively, and the total number of days worked during that period.

6. At the end of the work period, the supervisor (mate) shall update the Consolidation Sheet (format D-2).

Participation in Supervision and Measurement of Works

10. Every Work Site Supervisor (Mate) shall maintain a Work Site File containing the following:

a. Muster Roll (Format D1)

b. Muster Roll Consolidation Sheet (Format D2)

c. Stock Register (Format D3)

d. Summary of measurements taken while work is in progress (Format D4)

e. Copy of Technical Estimates (Format D5)

f. Copy of Work Sanctions (Technical, Financial and Administrative Sanctions) (Format  D6)

g. Copy of the Work Order 

h. Vigilance Committee Inspection Reports (format D7)

11. Work Site File shall be open for inspection. Work Site File shall be kept at the work site during working hours. The Gram Panchayat Secretary will be responsible for ensuring that the Work Site File is properly maintained by the Work Site Supervisor (Mate).

12. Sample of materials can be taken from the worksite of an ongoing work or completed work on submission of application. The applicant shall receive the sample at a pre-designated time in her or his presence.  It shall be sealed and certified by an official designated by the Assistant Engineer of the concerned department. 

Disbursement of Full Wages on Time

13. Wage Payments shall be made by an agency independent of the implementing agency. The official disbursing the money shall sign on the Pay Order/Muster Roll that the payments were made in her/his presence. The Pay Order shall be read out before payment and displayed at Gram Panchayat on completion of payment. Payment should be publicly made to all workers at a public place. Payment details shall also be recorded by the disbursing officer in the workers’ Job Cards at the time of making payments.

14. Disclosure of piece rate measurement shall be made individually and not en masse so as to provide each worker with his/her due exactly.

Accountability in Disposal of Complaints

15. Complaints relating to violations of the NREGA or associated Guidelines and Rules by the Gram Panchayat shall be lodged in writing with the Programme Officer who shall be an officer not below the rank of the block development officer holding independent charge. In cases where complaints are related to any authority other than the Gram Panchayat, the complaints shall be lodged with the District Programme Coordinator. Complaints received by the Programme Officer or District Programme Coordinator shall be entered in the Complaints Register (Format XYZ).

16. Irrespective of the authority with whom the complaints are lodged, the official concerned (Programme Officer or District Programme Coordinator) shall dispose of the matter in seven days as prescribed under section 23(6) of the Act.

17. Any reported contravention of Social Audit (Transparency and Accountability) Rules shall be deemed to be a complaint in terms of section 23(6) and be disposed of within seven days of receipt by the Programme Officer and/or District Programme Coordinator. Appeals by the complainants against these orders will lie with the Divisional Commissioner. 

18. Failure to dispose of a complaint in seven days will be considered to be a contravention of the Act on the part of the concerned officer, punishable under section 25. Appeals against such failure will be lodged with the Divisional Commissioner or the Employment Guarantee Commissioner as decided by the State Government(Format XYZ).

19. In the event where a contravention of the Act, Guidelines or Rules comes to the attention of the Programme Officer or District Programme Coordinator, based on a complaint or otherwise, the Programme Officer or District Programme Coordinator shall recommend a fine to be levied against the concerned official by the Divisional Commissioner/State Employment Guarantee Commissioner under Section 25 of the NREGA. 

20. The Divisional Commissioner/State Employment Guarantee Commissioner shall be responsible for disposing of appeals made by complainants and ‘references’ made by the Programme Officers or District Programme Coordinators. 

21. Based on a ‘reference’ the Divisional Commissioner/State Employment Guarantee Commissioner shall issue a charge sheet and give an opportunity for a hearing to the official concerned. All references shall be disposed off within one month.

22. While disposing off an appeal the the Divisional Commisioner/ State Employment Guarantee Commisioner  shall give an opportunity to be heard to both the complainant and the official against whom the complaint is being made. All appeals shall be disposed off within one month.

23. While disposing off any ‘references’ or appeals the Divisional Commisioner/ State Employment Guarantee Commisioner shall convict any official found guilty of contravention of the Act under section 25 of the NREGA, and impose a fine which may extend to Rs. 1,000. All fines shall be deducted from the officials salary.

Rules for Social Audit Forum

24. Every Gram Panchayat shall organize a Social Audit Forum (hereinafter forum) at least once every six months as prescribed under section 17 (2) of the Act.

25. This forum shall serve as a platform for members of the Gram Sabha to review and verify financial expenditure, examine the provisions of entitlements, discuss the priorities reflected in choices made and evaluate the quality of works and services, record social audit objections, pass resolutions and take up any mater related to the implementation of the NREGA.  

Announcement of Social Audit Forum

26. The date, time, agenda of the Forum shall be widely publicized so as to ensure maximum participation. . The Program Officer shall ensure that the Gram Panchayat:
a. Provide a month's advance notice of the date of the Forum, and maintain an annual schedule in terms of the months in which these are to be held.
b. Use both traditional modes of publicity (such as informing people through the beating of drums) as well as modern means of communication (such as announcements on microphones) to publicize date and time of the Forum.
c. Circulate announcements of the date, time, and agenda of the forum through notices on notice boards, through newspapers and pamphlets, etc.

Preparation of Documents

27. The Gram Panchayat Secretary shall be responsible for providing the consolidation of Muster Rolls and Bills, which must be prepared in advance for presentation at the Social Audit Forum. These consolidation sheets shall be displayed at the Gram Panchayat office during the preceding 15 days and at the Forum.

28. The GP Secretary shall be responsible for preparing a 'checklist report' as per the checklist contained in the NREGA guidelines (Social Audit Forum: Mandatory Agenda). The report must address all the questions in this checklist as per the prescribed format. This report shall be displayed in the Gram Panchayat office fifteen days in advance along with other documents. (Format E-1)

29. All the relevant documents, including complete files of the works or copies of them, the annual audit report, and any registers, inspection reports, orders, or correspondence shall be made available for inspection at the Gram Panchayat office at least 15 days in advance of the Forum. 

30. There shall be free and easy access to these documents for all residents of the Gram Panchayat during this period. Copies of the documents should be provided at cost price, on demand, within one week of the request being made.

31. The files containing records in original shall be made available on the day of the Social Audit for verification during the forum.

32. The works/programmes to be taken up for audit should be listed in advance, and the list should be put up on the notice boards, along with the other items on the agenda.

Procedural Aspects

33. The timing of the Forum shall be convenient for people (both men and women) to attend.

34. The quorum of the Forum must be the same as for all Gram Sabhas, with the quorum being applied separately to all relevant categories (e.g. women, SC, ST and OBCs). 

35. Lack of a quorum shall not be taken as a reason for not recording queries and complaints; social audit objections shall be recorded at any time during the Forum.

36. The Social Audit forum shall be chaired by an official from outside the Panchayat; its Secretary must also be an individual from outside the Gram Panchayat. The District Program coordinator shall be responsible for designating such officials as chairpersons and secretaries of the forum.

37. Works to be taken up for social audit shall be examined one at a time and the consolidated sheet of the Muster Rolls and material shall be read aloud.

38. The person responsible for presenting the information shall not be a person involved in implementing the work. The vigilance committee members, or a schoolteacher, or village social audit volunteers for instance, could be considered for the purpose of reading aloud the information as per the required format.

39. All officials responsible for implementation of the works/programmes being taken up for social audit shall be required to be present at the Social Audit Forum to answer queries from members of the Gram Sabha. The Gram Panchayat Secretary shall be responsible for ensuring that the officials are informed at least seven days in advance of the forum. 

40. Decisions and resolutions shall be made by vote, but dissenting opinions must be recorded and treated as a social audit objection.

41. The secretary of the Forum shall record minutes as per the prescribed existing format, and the minutes register must be signed by all participants at the beginning and at the conclusion of the meeting (after the minutes have been written).

42. The 'checklist report' of the Gram Panchayat Secretary must be taken up for discussion during the forum. All objections to the "check list report" must be recorded and shall be treated as a complaint under section 23 of the act. (Format)
43. During the Social Audit Forum, the Right to Information Act and social audit manuals should be publicized so that the Forum serves as an ongoing training ground for the public vigilance process.

44. ‘Mandatory Agenda’ refers to the minimum agenda of every Social Audit conducted by the Gram Sabha enumerated in the NREGA guidelines. The checklist will help in reviewing whether the norms and provisions in the Act, Rules and Guidelines are being observed.

Action taken

45. The Gram Panchayat Secretary shall be responsible for preparing a Social Audit Report after each Social Audit Forum and submitting it to the Programme Officer within one week. This Report shall contain a record of minutes of the Forum, any resolutions passed by the Forum (Social Audit Resolutions), and any objections raised (Social Audit Objections).

46. Any objection raised at the Social Audit Forum by an individual or a group of individuals relating to failure to meet the requirements of the NREGA shall be called a 'social audit objection'. 

47. All social audit objections shall be treated as a complaint under section 23 of the NREGA, and sent to the program officer for disposal within one week of receipt of the Social Audit Report.

48. Any resolution passed by the Social Audit Forum shall be called a 'Social Audit Resolution.' The quorum of the forum must be complete in order for there to be legitimate Social Audit Resolution.

49. All social audit resolutions related to corruption shall be treated as a preliminary enquiry, and the district programme coordinator shall be responsible for ensuring that a detailed enquiry is held, and that first information reports are filed where necessary. 

50. The Programme Officer shall be responsible for addressing all issues contained in the resolutions and for preparing an 'action taken report' within 30 days of receipt of the Social Audit Report.

51. The ‘action taken report’ relating to the previous Social Audit Forum shall be read out at the beginning of each Social Audit Forum.

52. In addition, the State Government could designate people with technical expertise (engineers and accountants) from outside the District as special observers, to help ensure that information has been prepared for dissemination as per the required formats, see that the social audit forums are being held, attend selected Social Audit Forums and send their observation reports to the Employment Guarantee Commissioner of the State, and the State Employment Guarantee Council.

53. Immediately after attending such Forums, they could visit the worksites and conduct enquiries in cases where people have raised social audit objections or testified that there is corruption.

54. The reports of the Social Audit Forum, and the reports of the technical team, shall be submitted to the Programme Officer and the District Programme coordinator within a week for necessary action. 

55. The gram panchayat secretary shall be responsible for submitting both the preceeding six monthly  reports of the social audit forum, the related action taken reports, as well as reports of the technical teams if any, to the auditor at the time of the annual audit of the gram panchayat. The auditor shall examine these reports and take the reports into consideration while conducting the annual audit. 

PART C

List of Formats

List of Forms and Formats – as mentioned in Draft Social Audit 

(Transparency and Accountability) Rules 2007

	
	Format No.
	Purpose

	
	A-1
	Application for registration

	
	A-2
	Application for Work

	
	A-3
	Job Card

	
	
	

	
	B-1
	Application register (for work)

	
	B-2
	Employment register

	
	B-3
	Rozgar Diwas- monthly reports

	
	
	

	
	C-1
	Techincal estimate summary (local language)

	
	C-2
	Worksite Board

	
	C-3
	Panchayat level asset board

	
	C-4
	Material Consolidation Sheet

	
	C-5
	Measurement book final summary

	
	
	

	
	D-1
	Muster Roll

	
	D-2
	Muster Consolidation Sheet

	
	D-3
	Worksite Stock register

	
	D-4
	Summary of work in progress measurements

	
	D-5
	Copy of technical estimates

	
	D-6
	Copy of technical estimate

	
	D-7
	Copy of F.S

	
	D-8
	Copy of A.S.

	
	D-9
	Copy of Work Order

	
	D-10
	Local Vigilance committee report

	
	
	

	
	E-1
	Complaint Register

	
	E-2
	Muster Roll issue register

	
	
	

	
	F-1
	Checklist report SAF

	
	F-2
	Social Audit Objection

	
	F-3
	Social Audit Resolution

	
	F-4
	Minutes register

	
	F-5
	Action taken report


Still to be listed:

List of Documents for Proactive Disclosure

( Draft note prepared by Mazdoor Kisan Shakti Sangathan (MKSS), based on a National Workshop on Social Audit convened by the Ministry of Rural Development, Government of India, in Udaipur on 20 February 2007.
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