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PREFACE 
 
 
In the last quarter of 1993, the National Rural Support Programme (NRSP) started operations in 
the Physical Infrastructure and Technology Development (PITD) sector. This involved survey, 
design, feasibility study and execution of physical infrastructure projects through NRSP's 
community organizations (COs). It was realized that the field staff needed specific guidelines for 
carrying out PITD activities. Therefore, the development of a manual was required to help field 
staff in the implementation of PITD programmes. Hence  the first edition of the PITD Manual 
was developed and implemented in 1995 by Engineer Zahoor Hussain Khan and then later was 
updated as second edition  by Engineer Farooque Chishti in 1998 improving and adding the 
topics and areas found uncovered in previous edition.   
 
Continuous feed back from field operation units encouraged us to produce the third edition 
which has revised guidelines for design, estimation, specification and implementation of CPI 
projects, civil works and technology development interventions. More over, sufficient time had 
elapsed after the 2nd edition of PITD Manual, during which our country faced various disasters 
and emergencies like droughts (1998-2002), earth quake 2005 and Floods 2010 and hence the 
situations at ground were calling for a review of current PITD practices & procedures, inclusion 
and adoption of environmentally and socially sustainable development, & disaster response 
principles to be incorporated into PITD manual. 
 
Due to the diversity of the subject it was decided that the manual should be kept precise. 
Needless to say, the material discussed here is no way the final word on this subject. Any 
suggestions for further improvement and addition to this document will be highly appreciated. 
 
 
 
 
Engr. Muhammad Irteza Haider 
 
Programme Manager  
Physical Infrastructure and Technology Development 
NRSP Islamabad. 
November, 2011 
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NRSP's SOCIAL MOBILIZATION APPROACH 
 
 
 Rationale 
 
The rationale of NRSP can be described as: 
 

 To organize the willing communities into broad based socially viable groups, called 
Community Organizations (COs), Focusing on the poorest section of the population 

 To build up the capacity of COs, thus enabling them to undertake various Income 
Generation, Social Sector and Physical Infrastructure Projects, placing special emphasis 
on the women participation 

 To increase the income of CO members through NRSP's strategy of Social Mobilization 
and developing linkages with other partners involved in the various development and 
income generation  initiatives 

 To enable COs in accessing various social sector services such as education, health 
and family planning from Government Organizations and the NGOs involved therein 

 
 Philosophy 
 
As apparent from the objectives, NRSP strives to organize communities into a fellowship bond 
in the form of Community Organizations (COs). The philosophy behind formation of the COs is 
to consolidate those people at grassroots level, who are willing to improve their quality of life 
through collective action. Explicitly sticking to its approach, NRSP attempts to reach the poorest 
and marginalized masses and introduces its programme purpose and objective to them. The 
purpose behind CO formation is to put the willing villagers together and strengthen their 
interactive participation for achieving common destination of well being and development. 
People are persuaded and convinced to the doctrine that they should: 
 

 Liberate themselves of subsidized and assisted development 
 Start finding solutions to their problems through mutual mediation, experience sharing 

and brainstorming 
 Start and keep the habit of joint saving to be used for inter and  intra-community lending 

by those members who immensely need credit for any social or productive use 
 Access Statuary social sector services including; education, health, utilities and training, 

physical infrastructure and the Government and Non-Government Organizations working 
in the region, through cooperative action 

 
NRSP aims at exploiting the potential and latent energies of the CO members through every 
possible assistance; including social, technical, vocational, managerial and financial support. 
However during expediting them in their activities, NRSP restrains its role as a support 
organization so as to avoid their unnecessary reliance on NRSP. During all the process of CO 
formation and working, NRSP adheres itself to working with willing communities, so that the 
sustainability and quality of the programme is not lost in an accelerated expansion. This strategy 
is adopted to evolve the COs that are more aware and responsible of their own fate and destiny. 
  Synthesis - The Executing Structure 
 
The Social Mobilization strategy of NRSP is synthesized in four basic interventions: 
 
i) Realization of managerial and organizational Traits of maximum villagers through CO 

formation and working 
ii) Mobilization of physical, material and financial resources; and capital formation through 



provision of micro-credit facility and developing the habit of saving 
iii) Exploitation of human potential and human resources through arranging and facilitating 

a diverse portfolio of training 
iv) Management and construction of natural and physical resources through training; 

guidance and demonstration; and forging linkages with line agencies, including both the 
Government and Non-Government organizations 

 
 Intervention Strategy and programme Introduction 
 
NRSP field staff selects a village for intervention keeping in view the prevalence and incidence 
of poverty. When a village is selected for intervention NRSP's social mobilization team (Social 
Organization) visits the area and further divides the village into two, three or four locations 
according to the size of the village. Next step is the search for one or more eminent persons 
near to or in each of the community locations, as CRPs( community resource persons). The 
criteria for that person is that he/she should be a well known, respected person, listened to by 
the community and not a controversial person. As a first intervention the programme is 
introduced and its purpose is briefed to that person and his/her cooperation is sought for 
explaining it to a bigger mass. If the person is convinced and agrees with the programme 
objectives, he is asked to gather a maximum number of the neighbourhood people for 
introducing the purpose and logic of the programme, otherwise some other person is sought for 
the purpose. In case all the people are reluctant to join the programme, NRSP postpones the 
event for a later time, however this presumption has been unfounded so far. 
 
Programme introduction is the first input of NRSP to the social mobilization programme, where 
the SO explains the philosophy described earlier. If the Communities are willing to organize 
themselves according to the principles and rules of CO formation, they are asked to decide the 
time for a follow up visit. 
 
 Economic and Poverty Profiling & Ranking 
 
The assistance of the CRP is also sought for developing an economic (or poverty) profile of the 
village population. The purpose of this profile is to give a picture of poverty incidence and 
poverty ranking of the target area according to the standardized poverty score card generating 
the following classification: (Poverty profiling inclusion to be referred to management) 
 
 NRSP's Definition Poverty Score 

Card 
Non poor 24-100 
Transitory 

poor/vulnerables 
19 to 23 

Chronically poor 12 to18 
Extremely poor 0 to11 

 
 
 
 
 
 
 
 
 
 
 
These classes are defined for every village differently according to the perception of the 
communities, on a scale of relativity and not absolutism, because quality of life of no two regions 
with diverse environs and demography are comparable. However to avoid personal bias, the 
poverty ranking of the people is done with consensus of the communities. 
 CO Formation  
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In the follow up visit, the SO describes the detailed working and operational strategy of the 
programme and asks the communities to get organized in socially viable groups (the COs). 
NRSP leaves it to their discretion to form; either separate COs for men and women; or mixed 
COs with both male and female members. Then the willing communities are briefed about the 
principles for CO formation given as under: 
 

 The number of members in a CO should not be less than 15 households 
 The CO members should belong to the same community so that they can meet at least 

on a fortnightly basis 
 Only one person  can get the  membership from a family in case of mix CO’s 
 No member can keep the membership of two COs at a time 
 CO members should solve their social issue and conflicts collectively 
 All the CO members should pool their savings in the CO's collective account with a local 

bank, for meeting emergency social and economic needs of the members 
 
Initially the Social Organizer (SO) conducts and supervises the CO meeting and the CO 
members are asked to elect (or select) the President or Manager of the CO with consensus, as 
community volunteers. The president should be a mature and well respected person among the 
community members and the manager should be a literate and reliable person responsible for 
keeping the record of CO members, their profiles, their savings and internal lending details. 
Sometimes, in addition to president and manager some more activists also evolve from the 
community, who assist(s) the manager and the president in bonding the CO members and 
sustaining its organization. 
 
 Micro Investment Planning       
 
For harnessing their potential, the CO members are asked to brainstorm for making individual 
and collective micro-plans to identify their most imminent problems and their alternative 
solutions, possible within the communities capacity. NRSP after joint poverty assessment & 
profiling out lines the following policy choices of working with communities: 
 
 
 
On the other hand, after the session of discussing the poverty ranking and  micro planning, 
CO/VO/LSO members come up with following options: 
 

 They require credit either for initiating a new or expanding the old existing business; for 
instance agri-inputs, agri-implements, livestock, enterprise, manufacturing, small 
community infrastructure schemes etc. 

 They require training for training skills or enhancing their present skills; for instance 
technical, vocational, managerial or subject specific skills including guidance and 
demonstration of a new agri-technology etc. 

 They require guidance and assistance for accessing and attaining social/public sector 
services; such as education, health care, infrastructure, utilities etc. 

 They require community infrastructure in the form of drinking water supply schemes, link 
roads, rehabilitation/lining of water courses, sanitation( sewerage , drainage and solid 
waste management), environmental mitigation , community building infrastructure and 
protective schemes possible within the physical and financial capacity of the 
CO/VO/LSO 
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Objective 
 

• To demonstrate the acquired capacity of the community to other agencies. 

• To enhance capacity of local community. 

• Efficient and productive use of local resources. 

• Community need assessment. 

• To assist and involve the local community in the process of organizing, need 

identification, assessment, prioritization, planning, execution and monitoring of 

physical infrastructure schemes. 

• To build the managerial capacity of COs, VOs/LSOs to plan, implement and maintain 

the CPIs according to their abilities and for this purpose provide technical assistance 

and training opportunities to the community activists. 

• To create sense of ownership and responsibility. 

• To develop a transparent system during execution of infrastructure schemes 

• To create effective linkages between community and other agencies and 

collaboration with other sectors. 

• Introduction of low cost , innovative and environmental technologies for adoption. 

• To inculcate a long-term vision in the COs/VOs/LSOs to utilize their human and other 

resources for planning, implementing and maintaining the CPIs on their own through 

self help initiatives.   

• To encourage the COs,VOs/LSOs to identify their village level investment plans and 

utilize the funds received for the CPIs according to the projects identified by the 

communities. 

• To strengthen the existing Community Organziation (COs)  and Village Organizations 

and to form new COs,VOs for increasing the NRSP’s coverage by taking the CPIs as 

an entry point. 

• To develop awareness about the importance of record keeping of the activities 
CO/VO/LSO performed 

 
• To provide technical guidance to the community organizations to implement the small 

scale schemes to meet their needs at their door step. 
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Policy Guidelines, Processes and Procedures 
 
NRSP socially, technically and (some times) financially contributes towards implementing 
physical infrastructure schemes to be initiated by NRSP community organizations (CO's), 
Village Organizations (VOs) or Union Council level Local Support Organization(LSO). The 
objective of these schemes is to demonstrate the level of capacity acquired by Cos,VOs or 
LSOs to manage the village level physical infrastructure schemes to financing agencies and 
government departments.  
 
CPI participatory Project Design and Initiation Process 
 
The CPI criteria, eligibility, design and initiation process comprises of the following activities: 
CPIs Need Identification; Pre-feasibility; Project Preparation; Project Proposal; and Project 
Initiation; A brief description of these is as follows: 
 
 
1. PORTFOLIO OF CPIS 
 

The PITD section has to regularly prepare and maintain a Dossier a portfolio of all the 
schemes that are identified as priority community projects. The NRSP management 
takes responsibility for creating linkages or mobilizing resources for the community to 
implement these identified projects. When NRSP is able to mobilize the necessary 
financial resources - or to create linkages with the concerned government and/or private 
developmental organizations - a second round of dialogue has to be carried out with 
the COs to see if the schemes for which funding is available still rank as the 
community’s priorities. The CO, VO or LSO will then be informed in the meetings 
whether the scheme merits financial assistance or not. If it does, the CO, VO or 
LSO will be informed about the source, type and conditions of financial and technical 
assistance. The MIS based template of portfolio is appended as annexure A 

 
2. SCHEME ELIGIBILITY: 
 
a) Infrastructure schemes which are high priority and benefit a large proportion of the 

households in the community will be entertained by NRSP provided that community is 
willing to contribute in cash, kind or labour the expected total cost of the scheme. 

 
b) The proposed scheme should as far as possible be: 
 

• Community and social mobilization network based and socially inclusive 
 

• Rural , peri urban , participatory, Conventional1, IAUPs and Technologically innovative 
municipal basic infrastructure  
 

• Equitable (beneficial for the whole community) 
 

• Environmental and socially Sustainable  
 

• Preferably productive and labour intensive 
 

1 Drinking Water Supply Schemes, Communication, Irrigation/Agriculture, Sanitation( street soling & drains), 
Protective schemes 



6 

                                                

 
• Equally beneficial for men, women. 

 
• Within the implementation and maintenance capacity of the community 

 
  
3. BENEFICIARIES: 
 

Beneficiary households of such schemes should not be less than the number clearly 
required and laid down in the financing agreement with the specific donor for a certain 
project. 
 

 
4. IDENTIFICATION: 
 

As part of the Micro Planning exercise, the COs/VOs/LSOs identify those village 
activities which they are willing and able to implement. These activities include physical 
infrastructure projects (productive and basic infrastructure, renewable energy, 
restitution/rehabilitation, natural resource conservation & mitigating micro infrastructures) 
   Community Organization2 (CO) will identify and NRSP-PITD engineer guides them to 
prioritize the need for infrastructure projects.  The project that best serves the common 
infrastructure needs of the community shall be prioritized. NRSP engineering staff 
attends the general body meetings of the COs in order to discuss, assess and ensure 
the capacity of COs/VOs/LSOs to implement the schemes they have identified as 
necessary .The identified project is to be agreed upon by CO members in a general 
body meeting of the CO. At least 75 % of the CO members should attend the general 
body meeting when a decision is to be taken regarding the identification of the project. 
The CO will send the decision to the Social Organizer or Field Manager of NRSP in the 
form of a resolution signed by all the members present in the meeting. CO will also keep 
record of the meeting in the register. 

 
5. RECONNAISSANCE SURVEY AND PRE-FEASIBILITY OF    
SCHEMES: 
 

This Survey of schemes should be conducted in collaboration and consultation with the 
CO members. In case of village level schemes Non-CO members should also be included 
in village meetings to avoid any type of social conflicts. Such feasibility of the schemes 
should be studied in terms of CO's social, technical, functional capacity to implement 
and maintain the scheme. 
 
Pre-feasibility Report preparation process: In response to the resolution received 
from the CO for the mutually AGREED Priority scheme, the Field Manager or 
Regional Manager or any Authorized person of NRSP will give approval to carry 
out a pre-feasibility study.  A Pre-feasibility includes the social survey and 
reconnaissance technical survey in collaboration with the local community.  The social 
organizer and the field engineer will together visit the CO/VO/LSO to have a formal 
meeting with the members.  The social organizer will conduct the social feasibility 
assessment to ascertain the ability of CO/VO/LSO to resolve conflicts, if any, before the 

 
2 CO members will represent a minimum of 15 households. 
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initiation of the scheme and the field engineer will visit the proposed project site to 
ascertain the technical viability.  The community will record the proceedings of the 
meeting in their register.  The social organizer and field engineer will submit a report to 
the NRSP management on the viability of the project. 
 
The main features of the pre-feasibility report shall include; 

 
• Assessment of priority need of the community. 
• Consensus of the members on the proposed scheme. 
• Social Organization. 
• Socio-Economic set up of the community. 
• Record of the meetings and savings of the community. 
• Willingness of the community to contribute to the capital cost of the project. 
• Willingness of the community to accept responsibility of Operation and 

Maintenance of the project. 
• Capacity of the community to implement and maintain the project. 
• Technical viability of the project. 
• Expected benefits of the project. 
• Environmental assessment of the projects and impacts on environment if 

any. 
• Affidavit on a notarized stamp paper to be given by land owner ( CO/VO/LSO 

member) in the name of the (CO/VO/LSO) for his/her  agricultural land to be 
donated for the CPI for irrigation, school or health facility for sewage disposal 
station. 

 
Typical contents of a Pre-feasibility for a project proposal digest is as under: 

 
Scheme Estimate Profile (Pre feasibility)

 
 
 

1. District: .................................Tehsil..........................................................               
          

2. Union Council: ........................................Village.................................................... 
 
3. Name of CO/VO/LSO: 

.............................................................................................. 
 
4. Type of Scheme: 
 

o New: ......................................................................................................   
 

o Rehabilitation: ........................................................................................ 
 

o Extension: ............................................................................................... 
 
5. Date of Estimate Prepared: .......................................................................... 
 
6. Estimated Cost ( Rs ) : .................................................................................. 
 
7. Maintenance Cost (Rs ) : ...............................................................................
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8. Beneficiary Households: ............................................................................... 
 
9. Material Cost ( Rs ) : ..................................................................................... 
 
10. Labour Cost ( Rs ) : ........................................................................................ 
 
11. Mandays : 
 

• Skilled: ..................................................................................................... 
 

• Unskilled: .................................................................................................. 
 
12. Description: 

( Length, Breadth, Volume etc ) : ..................................................................... 
 
13. Brief History3 / Objective: ............................................................................. 

 
6. PROJECT DIGEST PREPARATION: 

 
On the basis of the pre-feasibility report submitted by the social organizer and field 
engineer, NRSP management will give formal approval for carrying out the project 
digest & proposal preparation including; technical survey, design, quantities and 
cost estimates, and feasibility proposal. 

 
• Technical Survey: A field engineer conducts detailed technical survey of the 

project under the guidance of an Engineer In-charge (Project Engineer or Regional 
Engineer). CO/VO/LSO will nominate the required number of members to assist field 
engineer during the survey. The CO/VO/LSO members will select the proposed site 
and alignment of the project unanimously, as they will be responsible for providing 
the required land free of cost. The recommendations of technical survey will not be 
changed unless otherwise required for technical reasons, but not without consent of 
the CO members. 

 
• Environmental Assessment: Prior to implementation, the engineers and social 

organizers of NRSP will carryout environmental assessment of each project in line 
with the updated Environmental and Social  Management Framework used by the 
funding agency and/or the prevailing environmental protection act of the Pak EPA. 
The assessment will be shared with Regional Environmental Social Management 
Working Committee for environmental & social  clearance to the proposed CPI  so 
as  to : 

 
o Prevent significant negative environmental impacts 
o Decrease potential negative impacts through adaptations in project 

design or execution 
o Enhance the positive impacts of projects 
o Protect environmentally sensitive areas  
o Anticipated negative impacts if any and mitigation measures will be 

documented and shall form part of the proposal.  
 

 
3 The history should indicate whether it is a new scheme, old scheme or extension. Why this scheme is needed 
and how it will benefit the community. 
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Under the existing NRSP’s adopted Environmental & Social 
Management Frame work the Environmental/Social Assessment 
Procedure for CPIs consists of two steps.  
The first(Form-A) is to conduct CPI type specific Environmental Social 
Review pledging the fulfillment of  the environmental /social criteria at 
Proposal stage along with mitigation plan at design & implementation 
stages . 
 
The second step (Form-B) of the environmental assessment involves 
documentary confirmation and certification of necessary environmental 
compliance & safeguards put in place at the completion of CPI. 
 
The copy of ESMF manual must be present at all regions, districts and 
field offices. The subsequent regional environmental /social management 
committees must ensure the enforcement and implementation.  

 
 

• Design and Estimates: After completing the survey NRSP engineers will design 
the project, prepare survey report, necessary drawings, and quantities & cost 
estimates under the guidance of the Engineer In-charge (Project Engineer or 
Regional Engineer). A project file will be prepared and submitted to the Engineer 
In-charge (Project Engineer or Regional Engineer). The design should be simple 
following the standard specifications. Quantities and cost estimates should be 
based on the standard specifications and prevailing market rates or item rates in 
the Composite Schedule of Rates (CSR) (notified by provincial governments on 
quarterly basis) depending on the project funding source (private or public). Cost 
estimates for the schemes are prepared jointly by community members and 
NRSP engineers according to the prevailing market rates of labor and material 
needed. The NRSP Social Organizer and Engineer mobilize the community for 
resource generation by themselves. In some cases, the communities opt to fund 
schemes from their own savings, supplemented by credit from NRSP .Each 
construction item will be separately estimated and monetized. Man-days of the 
skilled and unskilled labor will also be worked-out by adopting standard 
specifications and labor cost will be estimated on the basis of prevailing market 
rates. The design and estimates should be discussed with the CO members in 
their general body meeting. 

 
• Project Digest Proposal: the Engineer In-charge (Project Engineer or Regional 

Engineer) will go through the pre-feasibility report of the social organizer and 
field engineer. He will recheck the survey report, drawings, design and 
estimates, and make necessary adjustments/amendments if so required. He will 
prepare a project proposal including social, technical, environmental and 
financial/economic viability of the project. The gender assessment checklist will 
also be a part of project proposal. Project proposal will also include the detailed 
cost of the project. Item -wise cost of the materials and labor will be given in a 
tabular form. Total project cost, community contribution, and donor contribution 
will be given in separate columns. Annual Operation and Maintenance Cost of 
the project will also be estimated. A project implementation and management 
plan will also be a part of the proposal. The proposal should include signed 
minutes of meeting with the CO/VO/LSO where design and estimates and 
proposed operation and maintenance plans were discussed. Engineer In-charge 
will then submit the feasibility proposal along with recommendations to his 



regional management for approval. The regional professional-PITD will check 

the proposal technically. The proposal document of each CPI project will be 
expected to be accurate and detailed enough to serve as a baseline for 
subsequent impact assessment. 

PROJECT DIGEST COTENTS 
 

• TITLE PAGE 
• PROJECT SUMMARY (one page) 
− Project Location and Description 
− Description of the area 
− Cost Estimates (Total cost, CO and donor contributions) 
− Project Justification (Benefits, NPV, B/C Ratio, IRR) 
−  
• INTRODUCTION 
− Project Location and Description 
− Project Identification 
− Objective of the Project 
− Social Organization 
− Socio-Economic Setup 
−  
• DESIGN AND COST ESTIMATES 
− Design 
− Quantities & Cost Estimates 
− O & M Plan 
− Minutes of meeting with CO 
−  
• ENVIRONMENTAL ASSESSMENT 
• PROJECT IMPLEMENTATION/MANAGEMENT 
• PROJECTCONSTRUCTION/PURCHASE/IMPLEMENTATION, 

O&M, AUDIT COMMITTEES 
• COST-BENEFIT ANALYSIS 
− Project Costs 
− Project Benefits 
− Measures of Project Worth 
 
List of Tables 

 
Table-1 Capital Cost 
Table-2 Summary of Costs 
Table-3 Net Present Value 

 

 
Typical contents of a project proposal digest are tabulated as under: 
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Typical Format of a project proposal digest has to be as under: 
 
PROJECT SUMMARY (One Page):                        
Project Location & Description:   ----------------------------------------  
Description of the area:    -------------------------------------- 
Estimated Cost:     --------------------------------------- 
� Total Cost:      --------------------------------------- 
 
� CO Contribution:     --------------------------------------   
 
� Contribution of Financing Agency:   ------------------------------ 
Project Justification: 
 
� Benefits:      -------------------------------------- 
 
� Net Present Value (NPV)    -------------------------------------- 
 
� Benefit - Cost Ratio:    -------------------------------------- 
� Internal Rate of Return (IRR):   -------------------------------------- 
 
INTRODUCTION: 
PROJECT LOCATION & DESCRIPTION: ------------------------------  
 
Project Identification:   ----------------------------------------  
 
Objective of the project:  -------------------------------------- 
 
Social Organization:    
 

 
Name of 
CO 

 
Date of 
Formation 

 
Beneficiary 
Households 

 
Members 

 
Saving 
(Rs.) 

 
Type of 
Scheme

 
Total 
Cost Rs. 

 
Name of 
President

 
Name of 
Manager

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
 

 
Socio - Economic Setup:   -------------------------------------- 
 
DESIGN & COST ESTIMATES: 
 
 Design:     -------------------------------------------- 
 
Quantities & Cost Estimates:   ------------------------------ 
 
O & M Plan:     -------------------------------------- 
 
 
ENVIRONMENTAL ASSESSMENT: -------------------------------------------- 
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PROJECT IMPLEMENTATION:  -------------------------------------------- 
 
PROJECT MANAGEMENT:   --------------------------------------------- 
 
Project/works Committee & Maintenance Committee: ------------------------ 
 
Audit Committee:     -------------------------------- 
 
ECONOMIC ANALYSIS: 
 
Project Costs    
 
Total Cost :     ---------------------------------- 
 
Annual Maintenance Cost :   --------------------------------- 
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SUMMARY OF COST 

 
 
Name of Region : ---------------------  District : -------------------------- Tehsil:----------------  
 
Field unit : -------------------------------- Union council:..............................Village : -------------- 
 
Name of CO : -------------------------------------------- Type of Scheme : ----------------------------- 
 
 
PARTICULARS 

 
ESTIMATED COST  
Rs 

 
CO CONTRIBUTION
Rs 

 
CONTRIBUTION OF   
DONOR ( Rs ) 

 
 
A) LABOUR : 

 
 
 

 
 

 
 

 
 Skilled : 

 
 

 
 

 
 

 
 Unskilled 

 
 

 
 

 
 

 
Sub Total 

 
 

 
 

 
 

 
B) MATERIAL :    
 
i)  

 
 

 
 

 
 

 
ii) 

 
 

 
 

 
 

 
iii) 

 
 

 
 

 
 

 
vi) 

 
 

 
 

 
 

 
Sub Total 

 
 

 
 

 
 

 
Total A+B 

 
 

 
 

 
 

 
Cost of Sign Board 

 
 

 
 

 
 

 
Grand Total 

 
 

 
 

 
 

 
Percentage 

 
100% 

 
% 

 
% 
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7. APPROVAL OF CPI: 
 
After checking and making some corrections if any, Engineer In-charge (Project 
Engineer or Regional Engineer) will seek the approval of the project digest, of the 
competent technical authority, through its regional management.  
 
The authority to grant the approval of project proposals by regional professional will be 
finalized on the recommendations by PM-PITD otherwise the project proposal will be 
directly approved by PM-PITD. The recommendations will be made on the basis of the 
terms and conditions agreed upon by NRSP with donor, and should not contradict donor 
policies and procedures.  On the basis of this formal recommendation, PM-PITD will 
assess and issue the necessary memo to the project approval matter. 
 
 
Only the General Manager / PM (PITD) is entitled to approve a physical infrastructure 
scheme. However in exceptional cases PITD Section Head Office may delegate the 
Region to give the approvals at Regional Level according to project scope, nature, 
significance, scale, donor requirement, and project duration and above all the Technical 
capacity of the region. Initial first five different CPIs project digests will be reviewed and 
approved by PITD-HO and the subsequent approvals entrustment to RO may be 
allowed by HO through formal communiqué to RO. 
 
The approval from HO is conveyed to Regional office through the standard proforma of 
PITD field staff manual which may also be used by RO(if allowed to approve projects).  
 
The following table illustrates the guideline criteria of CPI project approval tiers at RO: 
 

Different level of approval 
 

Offices/Location Authorize person 
Competency level 
and Experience for 

Engineer 
Remarks 

District Office 

District Programme 
Officer (after finally 

reviewed by Engineer) 
and Project Engineer 

BSc civil Engineer or 
B Tech-Honor and 

Engineering 
experience must be at 
least five year within 

organization 

No team leader and 
district engineer 

authorized to approve 
the project, without 

permission letter from 
PM-PITD and GM 

Regional 
Office/Project 

Engineer/Incharge 
PITD 

Regional General 
Manager/Regional 

Programme Manager 
(after finally reviewed 

by Engineer) and 
Regional Engineer/ 
Project Engineer 

BSc Civil Engineer or 
B Tech-Honor and 

Engineering 
experience must be at 
least Three year within 

organization 

No other section and 
acting RGM/RPM, 
allowed, without 

permission letter from 
PM-PITD and GM 
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Head Office 

General Manager and 
PM-PITD (Particularly 
Health and Education 

facilities after 
reviewed by PITD 
section including 

administration 
clearance from PM-

SSS) 

BSc Civil Engineer 

No other section and 
acting GM/PM 

allowed, without 
permission letter from 

PM-PITD and GM 

Donor 

Donor’s concerned 
Technical authorized 
person of the project 
for technical section. 

At least BSc Civil 
Engineer 

No verbal approval 
allowed, Work should 

not be started or 
implemented with our 

written approval or 
electronic mail from 

donor. 

 
 
Check List for Technical Approval for Community Physical Infrastructure Schemes 
 

 Title page 
 GPS Reading of the site and before project pictures  
 Project description in word write up 
 Location Plan of the Project 
 Site Plan/layout plan of the Project 
 Auto CAD Drawing and Cross Sections with dimensions( No hand drawn or MS 

Word or Excel) 
 Design / Design Calculations as Per Drawing  
 Specification of the Materials 
 Justification for transportation Cost 
 Operational and maintenance Cost Calculation 
 Capacity of CO/VO/LSO to bear the operation and maintenance Cost 
 Market rates of the area (CO/VO/LSO will submit three quotations of all material) 
 Village Development Plan(VDP) 
 Credit Clearance certificate for CO/VO/LSO. 
 NOC ( in case of govt schemes are involved like schools, roads etc) 
 Rate of Skilled and Unskilled labour 
 Availability of the required machinery with the CO/VO/LSO 
 Possibility of the required training with available resources 
 Environmental and Social Review  of the project duly signed by Regional ESM 

Committee 
 CO/VO/LSO resolution duly recommended by Field staff  

 
 
 
 
8. TERMS OF PARTNERSHIP BETWEEN NRSP AND COMMUNITY 
ORGANIZATIONS FOR IMPLEMENTATION OF PHYSICAL 
INFRASTRUCTURE SCHEMES 

 
When a scheme is approved, terms of partnership (TOP) should be signed in general 
body CO/VO/LSO meeting, where responsibilities of CO/VO/LSO and NRSP should be 
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clearly spelled out . 
 
NRSP will prepare a “Terms of Partnership” (TOP) to be signed with the CO/VO/LSO 
prior to initiating the project. The TOP will include all the terms and conditions agreed 
between NRSP and the donor in the project financing agreement. The responsibilities of 
NRSP and the CO/VO/LSO will be clearly explained in the TOP. The project size, 
specifications, cost contributions of the CO/VO/LSO and funding agency, disbursements 
schedule, implementation process and procedures, time to complete the project and 
annual Operation and Maintenance plan and cost will be clearly spelled out.  TOP will be 
signed by two authorized signatories of NRSP, and President and Manager of the 
CO/VO/LSO. A formal meeting of the General Body of the CO/VO/LSO will be arranged 
in which at least 75% of the members should be present.  
 
NRSP DPO (depending on the project cost if it exceeds Rs 1.0 million), field engineer, 
social organizer will also attend that meeting.  The TOP shall be explained and upon 
agreement of the CO/VO/LSO members it shall be signed.  Signatures of all the 
members of CO/VO/LSO present in the meeting will be attached with the TOP and both 
NRSP and the CO will keep a copy.  
CO/VO/LSO will open a separate bank account for the project operated by two 
signatories nominated by the majority of the members present in the meeting. 
 

 
Formation of Project/works, Audit and Maintenance Committees: Three committees from 
the CO members will be constituted in the same meeting for implementation and 
management of the project.  All committees shall comprise of at least two members.  
The formation will be transparent and democratic.  NRSP and CO/VO/LSO will both  be 
required to record the names of the nominated/elected members of the committees and 
members of the CO present in the meeting will sign the records.  A copy will be attached 
with the TOP and both CO and NRSP will keep a record.    
 

 Typical Format and Contents of a CPI project’s TOP are appended  as Annexure E : 
 

9. PROJECT INITIATION AND IMPLEMENTATION: 
 
 
The project will be formally initiated after approval of the proposal and after the signing of TOP 
and will be implemented by the community within time, specified in the TOP. 
CPI participatory Implementation procedure is summarized as follows: 
 

• NRSP and the CO will jointly manage implementation of the project.  
CO/VO/LSO will be wholly responsible for the execution under the supervision of 
NRSP engineers and will be bound to complete the project within the time 
specified in the TOP.  NRSP and the CO/VO/LSO will be responsible for 
construction and financial management of the project.  

• The project/construction/purchase committee will be responsible for overall 
implementation and construction management of a project. They will supervise 
the construction, liaise with NRSP, follow instructions from the engineer of 
NRSP, assign duties to the members, keep record of the funds received from 
NRSP and expenditures made on purchase of material and payment of labour, 
maintain expenditure vouchers, payment receipts, labour attendance sheets, and 
record of community contributions etc.  The committee will also keep record of 
the progress of work, and report it to NRSP as and when required.  The project 
committee will be bound to seek technical guidance from the engineer who will 
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provide technical assistance and keep elaborating design specifications of the 
project to the committee throughout the construction period of the project.  Due 
care will be given to protecting the surrounding environment during construction 
of the project and necessary safety measures should be taken wherever 
required as indicated in the environmental monitoring framework. 

• The first instalment will be paid in advance after signing the TOP depending 
upon the nature of the work. How ever, as the conditions permit, the first 
instalment can also be paid, preferably when the CO has deposited its 
contribution in the CPI bank account and later has carried out physical work 
corresponding to the utilized CO share.  The second and subsequent 
instalments will be released on the basis of actual work done at site. The 
project committee will forward a request to NRSP for the release of an instalment 
in the form of a resolution signed by at least 75 % of the CO/VO/LSO members. 
This resolution will be passed in the routine or special meeting of the general 
body of the CO/VO/LSO called by the project committee.  The engineering staff 
of NRSP will check the expenditure vouchers, progress of work, and quality as 
per design & construction specifications, and required contribution of 
CO/VO/LSO in the form of labor and material.  The field engineer will evaluate 
and verify the work done through a standard form for release of the instalment.  
The Engineer In-charge (Project Engineer or Regional Engineer) will make his 
recommendations on the same form and forward to NRSP management for 
sanctioning the release of instalment.  Payments will be made to the 
CO/VO/LSO through crossed cheques only.  Final instalment will be released 
after completion of the construction following the same procedure.  Engineering 
staff will make sure that the work has been completed satisfactorily. 

• The audit committee will be responsible to check the records and accounts of 
the project maintained by the project committee.  In case of any discrepancy, the 
audit committee shall promptly inform the CO/VO/LSO members in their general 
body meeting and NRSP as well. 

• COMMUNITY CONTRIBUTION: The amount of the community contribution will 
be donor and project specific and according to Communities economic status.  
However Community is motivated to contribute according to its capacity. The 
minimum average acceptable contribution of a community shall not be less than 
as agreed in the financing agreement with Donor. And the  minimum Acceptable 
community contribution in NRSP funded CPIs will not be less than 20% of the 
total cost of the scheme. A notification of the same about CO share (in case of 
cash --must be accompanied by a verifiable bank deposit slip, in case of Kind--
must be supported by a proper goods receiving note, in case of labour---must be 
accompanied with properly updated and maintained muster role) and other 
financing conditions will be issued and informed by HO to the ROs as per 
standard format (Annexure-C). The required CO share deposition slip will be 
contained in CPI file and will be given as a copy to CO. The collective and 
individual (household ) CO chare contribution will be properly documented and 
reconciled with supporting (muster rolls entries) in the CPI register 

 
 
10. TECHNICAL GUIDES: 

 
During CPI project implementation, technical assistance and necessary training to CO 
will be provided by NRSP according to standard rules and procedures for skill 
enhancement. 
During execution of the project, engineers of NRSP will visit the project at least once a 
week, check the quality of work and ensure adherence to the design specifications as 
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per field visit report Performa appended as Annexure-D.   
 

 
11. PURCHASING & LABOUR HIRING: 

 
Community organizations are always free in purchase of material and hiring of labour 
but they have to maintain minimum standards described by NRSP technical team 
(preparing a Comparative Statement (duly signed by three members of CO/VO/LSO i.e. 
one member of purchase committee, one member of audit committee and 
president/manager/chairman of CO/VO/LSO and verified by NRSP SO, FE ) for at least 
three material purchase quotations and CPI projects financing agreement with donor. 
These purchase records must be kept in CPI file at Field Unit. 
 
 For all material payments against invoices/bills submitted by vendors/suppliers working 
with CO/VO/LSO on CPIs/works will be done through crossed cheque. In case of cash 
for work labour intensive sub projects, CPIs and smaller labour or material payments to 
CO/VO/LSO vendors/suppliers, Head Office will issue project exclusive and specific 
procurement guidelines. 
 
In case of short duration /urgency   projects , depending on the project situation, scope, 
scale  & nature of procurement , the  RGM,RPM,RPO of NRSP may issue specific 
CO/VO/LSO material and labour services procurement guidelines to his project staff( 
clearly deciding about mode of payment i.e. cash or cheque)  in written under intimation 
to HO . 
 

 
 

12. MODE OF PAYMENT AND PROCEDURES FOR 
DISBURSEMENT OF INSTALMENT OF CPI SCHEME AMOUNTS: 

 
The payment of scheme will be made on an average in 2 to 5 instalments. The first 
instalment may be paid in advance depending upon the nature of the work involved in 
the scheme. The second and subsequent instalments will be released on the basis of 
actual work done at site. The field engineer, Regional engineer PITD,  will evaluate and 
verify the work done technically and SO, DPO, RPO (appropriate level of regional 
management) would have general inspection of the Project physical work and certify at 
standard Performa for release of instalment. The Regional or District Office( or an office 
level as considered suitable for specific project & situation) will pay the CO/VO/LSO 
through a cheque, drawn on a joint CPI account operated by the nominees of 
CO/VO/LSO, selected by the CO/VO/LSO in general body meeting. 
 
 
 FIRST INSTALLMENT

 
Before release of the first instalment to the CO/VO/LSO, the accountant (DAO or 
RP-F & A) at the regional office will check the approval of the scheme and the 
agreement between CO/VO/LSO and NRSP. The amount of each instalment is 
released by the regional accountant or the DAO ( where ever suitable)  after 
verification of the signatures of the engineer, social organiser and the regional 
programme officer/DPO on the standard instalment release proforma (in case of 
decentralized regions DPO & DAO perform this activity) designed for this 
purpose. In case of DWSS and irrigation schemes first instalment would be 
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released after the successful boring /abstraction and testing  of hygienically safe 
and required quantity of water. In case of bore failure NRSP will not pay any 
amount. 

 
 THE AMOUNT OF INSTALLMENT

 
The total amount should ideally be disbursed in at least two or three to five equal 
or unequal  instalments. However, if the value of an activity to be performed for 
execution of the work is greater than 1/5th of the total amount. The amount of 
instalment should be justified with the help of the schedule of work duly signed 
by the engineer, SO and CO/VO/LSO members. 

 
 SECOND, THIRD AND SUBSEQUENT INSTALLMENTS

 
These should be released after completion of work equal to the value of previous 
instalment amount released and receipt of the supporting vouchers, muster rolls 
 from CO/VO/LSO corresponding to the expenditures of the previous instalment 
 amount duly signed by the CO/VO/LSO audit and purchase committee. Each 
instalment request will be signed by the SO, Engineer, RPO (regional or district 
management) and regional accountant. 
The Engineer will also prepare an abstract of all vouchers submitted by CO and 
sign the abstract of vouchers and verify the expenditure on the basis of work 
done (measurement bill) at site. 

 
 LAST INSTALLMENT

 
The last instalment should be released after completion of all physical work and 
getting a resolution from the CO/VO/LSO attesting the fact that the work has 
successfully been completed according to their expectations. Field Engineer will 
also prepare the final completion report (Based on actual work done at site) of 
the sub-project along with following documents: 
 

• Completion certificate of CPI by CO 
• Environmental Compliance certificate (Form B)  
• Variance of Cost 
• As built drawing and site pictures of CPI 
• Complete vouchers, receipts, muster rolls related to all CPI expenditures 
• CPIs bank statement must be obtained on completion  
• Updated and duly filled CPI scheme register reconciled with the Scheme 

records in hard file  
• Properly fixed and placed, installed Scheme sign board 

 
Final instalment will be released to CO/VO/LSO account after verification of 
above documents completion by CO/VO/LSO, SO, FE and recommendation of 
the District Management on the behalf of field staff reports. Regional 
Management may also verify the completion at site before the release of final 
instalment if required.   

 
The final/last  cheque for a completed CPI project must be released and handed over by 
DPO & Regional/Project  Engineer  to CO in general body meeting (with 75% members 
attendance) and deposited by CO/VO/LSO itself  into CO/VO/LSO CPIs bank account at 
least 15 days   before the closing date of any financing agreement regarding CPI. 
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13. OPERATION AND MAINTENANCE: 

 
The operation and maintenance cost will be borne and management undertaken by the 
community organization. 
 

• The operation and maintenance activities shall be managed by a maintenance 
committee once the project is completed.  Though the main responsibilities of 
this committee will start after completion of the project, their nomination/election 
will be done at the time when TOP is agreed. NRSP will provide technical 
guidance and training to the maintenance committee for the proper operation 
and maintenance of the project.  NRSP will ensure that when construction of the 
project is completed there should be an amount equivalent to at least 3 to 5% of 
the total project cost in the maintenance account of the CO/VO/LSO as one year 
maintenance costs of the project.  Maintenance committee will also undertake 
the responsibility to generate this maintenance fund and use the maintenance 
funds as and when required. 

• Community mobilization for the execution of the project, and community 
contribution in operation, maintenance and environmental monitoring is not a 
one time activity, it is a continuous process.  NRSP engineering staff 
accompanied by NRSP social organizers remains in touch with the 
COs/VOs/LSOs to provide assistance through the construction period and after 
completion of the project to ensure proper operation and maintenance. 

• The O & M period of any type of CPI will be the same as the useful life time 
designated by local governments for similar kind of schemes constructed, 
operated and maintained under their domain. 

• The CO/VO/LSO shall under their responsibility as per TOP , will maintain the 
minimum O & M cost in their CPI bank account and will keep on replenishing it 
through their saving until the useful life time of that CPI expires. 

 
 
 
The CPI implementation process is further summarized in the following process flow chart : 
 
 



Implementation Process of CPIs
CPI Schemes Identification

CO Resolution

Technical
design & estimate

Technically  
not feasible

Returned to CO

Social Conflicts, Equity
Viability, Sustainability

Socially not
feasible Financially not

feasible

Financial
Initial cost, Operation 
& maintenance, 
Availability of funds, 
CO contribution

Terms of partnership
Responsibilities of each party
Operation & maintenance
CO contribution

Project Implementation Committee formed

Survey

 

Release of 1st installment

Execution On job trainingMonitoring

CO Resolution

Release of further installments

Completion

Post Implementation / 
Operation & Maintenance TroubleshootingTroubleshooting

Community cash contribution 
(share & collection according to capacity)
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General Guide Lines for Field Staff 
(PITD Section) 

 
National Rural Support Programme is a non profit public company limited by guarantee 
registered in November, 1991. The main purpose of the NRSP is institution building at the grass 
roots in order to facilitate rural development. These institutions or community organizations 
(COs) will not only provide institutional base for government and other agencies but also built 
awareness and capacity of rural poor to plan for and implement their own development. 
 
NRSP does not offers grant schemes to CO/VO/LSO . However, NRSP may link CO/VO/LSO 
with other agencies, interested in financing physical infrastructure schemes. The linkage with 
other agencies is subject to prioritization of needs by the community during needs assessment 
exercises conducted by the NRSP staff. 
 
To avoid confusion, the field staff should not make any commitment with the CO/VO/LSO  
regarding scheme approval, because implementation of scheme is subject to availability of 
funds from financing agencies other than NRSP. 
 
The proposed schemes may be of any type but should be sustainable, equitable, preferably 
productive, labour intensive and within the capacity and capability of the local community. 
 
The technical and financial support received from other agencies will be channelized through 
NRSP and disbursed to CO/VO/LSO in instalments subject to recommendations of the 
respective field engineer and social organizer and sanction of the competent authority. 
 
Representatives of the concerned development and financing agencies may accompany NRSP 
staff for the finalization of terms of partnership with the CO/VO/LSO concerned. 
 
The survey of the schemes will be conducted in collaboration and consultation with the 
CO/VO/LSO. 
 
The feasibility of the scheme will be studied in terms of the CO/VO/LSO capacity to implement, 
operate and maintain it. 
 
The scheme agreement (TOP) will be finalized with the CO/VO/LSO in open general body 
meeting with at least 75% of members participation. 
 
The cost of the scheme will be negotiated with the CO/VO/LSO and the community will be 
motivated to contribute maximum share in the shape of labour and material. 
 
The amount to be contributed for operation and maintenance will be decided during finalization 
of scheme agreement. 
 
The resolution passed by 75% (minimum) of the community in their general body meeting is 
forwarded by the social organizer to the regional office resolution member ship organization  in 
their general body meeting. The regional Programme Officer/RGM, with his own comments, 
forward it to the concerned regional professional. The Regional Professional organizer fixes a 
date with the community to carry out the survey. In NRSP district Management system SO with 
forward this resolution to District Programme Officer (DPO) who will forward it with his/here 
comments to regional management. Regional Engineer will guide any of the field engineer/ 
District Engineer to carry out the survey, to prepare the estimate and forward it to Regional 
office for review and further submission to PITD Section at NRSP Head Office Islamabad for 
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Approval.   
 
 
Through a continued and consultative process, regional professional (Engineer), Social 
Organizer and CO members conduct a survey of a particular need articulated in CO meetings. 
These and the subsequent procedural steps are taken in the initiative of a scheme subject to 
"Conditions of Support" (see PITD Manual) being fulfilled as required at the appropriate steps.  
 
NRSP only supports such schemes which are identified by 75% of  the CO members in their 
general body meeting.  

 
Having conducted a survey, the Engineer does a pre- feasibility study of a particular scheme for 
a particular CO. This study considers the financial costs, commitments and capacity of a CO to 
implement and maintain an initiative. The methodology adopted by surveyors and engineers by 
virtue of its technical nature may be referred to for further details in the PITD Manual.    
 
The COs are informed in the meetings as to whether the scheme under evaluation merits 
financial assistance. If so, the CO is informed as to the source, type and conditions of financial 
and technical assistance. The amount of contribution and commitment from donors and the CO 
are equally important and therefore stressed upon during the meetings. 
 
Terms of partnership (TOP)  are drawn up which all partners once having agreed upon, sign.In 
addition to the terms of partnership agreement, the consensus amongst the CO members is 
documented in the form of Resolution signed by CO members. The CO resolution is recognised 
as a legally binding contractual agreement. 
 
When the TOP is signed, the project is said to be formally initiated. The date of TOP is 
considered the date of initiation of the project.  
 
For any Cost deviation due to change or revision in scope & rates resulting into 
Revision, Replacement or cancellation of a CPI, the following steps must be complied 
along with supporting documentation under intimation in written to Regional head and 
PITD-HO: 
 

a. Resolution from CO/VO/LSO with proper justification duly certified by FE and SO 
b. Approval in written of revised project proposal from competent authority mentioned in 

table of approval cadres/levels 
c. Revised cost estimates according to the new or replaced scope of work supported by 

revised approved layout, drawing ,designs to be prepared by FE 
d. For minor changes in CPIs lay out etc , RP-PITD /project Engineer will give approval in 

written for such changes and will maintain  the records in CPI file at RO, related to the  
final as built layout/drawing and corresponding actual cost . 

e. Complete and separate deviation cases of replaced, revised and cancelled CPIs duly 
approved and executed will be prepared by RP-PITD/project engineer and properly 
documented at RO.  

 
A construction committee consisting of three to four members is formed by the community. The 
construction committee is responsible for the procurement of material and implementation 
process of the scheme.  
 
The amount of financial assistance agreed upon by NRSP is given to the CO in three to five 
instalments. Having once issued the CO with the first instalment, the CO is required to forward 
proof of expenditures and scheme progress  before subsequent instalments are released. 



 
During different stages of the execution, the field engineer visits the CO to see that the work is 
being carried out according to the drawing / estimate. Also extends technical support during the 
process of execution. 
 
All the beneficiaries of the scheme are responsible for the operation and maintenance. After the 
completion of the scheme, the community form a committee consisting of three CO members. 
This committee is responsible for the O & M of the scheme. If they face any problem, the matter 
is then discussed in the open general body meeting of the CO. All the members contribute a 
fixed  amount per month as decided by the committee members and agreed by the CO 
members for operation and maintenance cost. For this purpose the community open a separate 
bank account which is operated by the members of the committee. 
 
NRSP Regional offices are being supported by field units. The NRSP staff will monitor the 
project during implementation and after completion on a regular basis. The Regional 
Programme Officer regularly visits the project area, receives monthly progress reports from the 
regional professional. The on going projects are also reviewed in the weekly staff meeting. In 
addition to that the project will also be monitored by the CO members themselves and feed back 
will be provided to NRSP through resolutions passed in fortnightly general body meetings. 
Monthly and quarterly reports on status of the project will be prepared by NRSP field staff. 
The Progress report of all projects will also be shared with head office regularly. 
 
During the implementation process, release of instalments will be entered in the PITD MIS 
Developed by NRSP Head Office for record keeping and information sharing. The reporting will 
be done regularly through these MIS generated reports at weekly and fortnightly bases to PITD 
Section at Head Office as will as regional management for progress review. 

 
At regional level, regional Engineer will be responsible to update the progress through PITD MIS 
and send to Head Office for progress updates. This task also could be completed by him 
through his assistant but it will be essential for him to keep in touch with new entries and 
generation of reports for progress review and further sharing with higher of NRSP.   
 
The specimen of desirable minimum general reporting formats in MIS interface is as under:   
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The CPIs project records maintenance protocol is required as tabulated below: 
 



Sr No Documents Copy/Original Status Remarks

1 Project Digest Copy

2 TOP Original

3 Resolution for the release of each instalment Copy

4 Copy of Cheques Copy

5 Muster Rolls Original

6 Bills Original

7 As Built Drawing Original

8 Completion Certifcate with CPI bank account  statement Original

9 Variance of Cost Copy

1 Project Digest Original

2 TOP Copy

3 Resolution for the release of each instalment Copy

4 Copy of Cheques Copy

5 Cheques deliverd to CO from field Unit Level Copy

6
Letter's regarding the issuance of F.E for CPI Cheques to CO 
from F.U. Original

7 Muster Rolls Copy

8 Bills Copy

9 Quatations Copy

10 Reciept of CO Share Original

11 As Built Drawing Copy

12 Completion Certifcate Original

13 Variance of Cost Copy

1 Project Digest Copy

2 TOP Copy

3 Resolution for the release of each instalment Copy

4 Copy of Cheques Copy

5 Muster Rolls Copy

6 Bills Copy

7 Reciept of CO Share Copy

8 Daily Cash & Stock Register or CPI Register Original

RECORDS AT VARIOUS LEVELS

Record At Field Unit Level

Record At CO Level

Record At Regional Office Level
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Check List for Gender Assessment in Project 
The Field Engineer will collect and complete the following information in consultation and assistance of the Social Organizer from the 
community: 
 

Project Stages  Gender Consideration Tick, if 
relevant 

Proposed  Compliance  Required  Tick, if 
proposed 

Are women sensitized to meet their 
specific need through identification of 
CPIs ,before the formation of COs  

 Ensure that  PITD Programme discussed in 
women activists conferences and co meetings 
 

 Situation 
Analysis-Project 
identification and 
design 
 

Has specific and relevant information 
been collected on issues for men and 
women in relation to the 
problem/project ,are projects are 
women friendly  

 Ensure that project feasibility contains collection 
and description of all gender issues associated 
with the project background, and before project 
execution assure that project and its location is  
comfortable for women. 

 
 

Project Strategy , 
Implementation 
and Management 
 
 

Do the project implementation activities 
have significant representation of both 
men and women from the community 
as equally as possible, in project 
execution? And ensure maximum 
involvement during project 
implementation from assessment to 
completion. 

 Propose appropriate ways to encourage and 
enable women to participate in the project’s 
execution effectively.  

 

Project 
Operation and 
Maintenance 
 

Are women included in the women 
specific projects like as hand pumps, 
and drinking water reservoir Project 
Operation & maintenance mechanism? 

 Ensure in these projects that at least one 
member of the O & M committee is a woman. 
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ENVIRONMENTAL ASSESSMENT PROCEDURE 
 
Table - Environmental/Social Screening by Type of PPAF Interventions 
 

Sr. 
No 

Sector of Intervention Specific Intervention  Environmental Screening Protocol 

   ER/SR IER IEE EIA SIA Page No.  
1  Water   Resources Development 
  Tube wells – drinking water*  √   ` IER-87 
  Tube wells – irrigation in canal irrigated areas* √    √ E/SR-12 
  Tube wells – irrigation in dry areas*  √   √ IER-89 
  Hand pumps √    √ E/SR-14 
  Open well √     E/SR-16 
  Rain water harvesting ponds  √     E/SR-18 
  Check dams √     E/SR-20 
  Delay action dams  √   √ IER-91 
  Water tanks (O.H,O.G,U.G) √     E/SR-22 
  Water channels - Mountain Areas (< 2' x 3') √     E/SR-24 
  Watercourse (new, rehabilitation, lining) √     E/SR-26 
  Karezes √     E/SR-28 
  Land leveling (irrigation) √     E/SR-30 
2  Technological Innovation 
  Wind mills (i.e. coastal areas of Balochistan and Sindh)  √   √ IER-96 
  Micro-hydel – Less than 1 MW  √    IER-99 
  Micro-hydel – 1 to 5 MW   √  √ IEE-117 
  Micro-hydel- More than 5 MW    √ √ EIA-120 
  Desalination plant (for ≤100 Households) √    √ E/SR-33 
  Biogas Plant (for ≤100 Households) √    √ E/SR-35 
  Solar energy (for ≤100 Households) √     E/SR-37 
  Energy efficient innovations (stoves) √     E/SR-39 
3  Access/Circulation 
  A. Internal 
  Culverts √     E/SR-42 
  Street surfacing/lining (brick soiling, concrete or local material) √    √ E/SR-44 
  B. External 
  Bridges  √   √ IER-101 
  Cause ways √    √ E/SR-47 
  Retaining walls √    √ E/SR-49 
  Link roads – plain areas √    √ E/SR-51 
  Link roads- mountain areas  √   √ IER-103 
4  Wastewater Management 
  Sanitation schemes (latrines, T-Chambers, drains, and oxidation pond)  √   √ IER-107 
5  Other Projects 
  Solid waste management (for ≤100 Households) √    √ E/SR-54 
  NRM project (Natural Resource Management) √    √ E/SR-56 
  Security lights √     E/SR-58 
  Jetty √    √ E/SR-60 
6  Integrated Projects 
  Area up-grading  √   √ IER-111 
  Drought mitigation & preparedness    √ √ EIA-120 
7  Social Sector Development 
  School √    √ E/SR-63 
  Basic health unit/dispensary √    √ E/SR-65 
8  MF Interventions 
  Agriculture/cropping* √     E/SR-68 
  Live stock/poultry/ fish farming* √     E/SR-70 
  Commerce/ retailing/ petty trading √     E/SR-72 
  Handicrafts/ cottage √     E/SR-74 
  Food / agricultural processing* √     E/SR-76 
  Commodity/agricultural trading √     E/SR-78 
  Manufacturing / light engineering/ workshop*  √    √ E/SR-80 
  Micro-enterprise √     E/SR-82 

*The prescribed environmental screening protocols assume that the project proponents and appraisers have taken cognizance of 
the pre and post project accumulative situation in terms of ground water depletion, soil and water contamination and air pollution. 
Where the mitigation measures required under these protocols fall short of reversing such situations or maintaining the status quo, 
the project should not be approved. The cumulative effects if various interventions will be assessed as a part of the annual 
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environmental reviews and area specific guide lines formulated for future reference 
Environmental Guidelines for Conducting IER/SIA for Sanitation Schemes(SAMPLE) 
 
 

(i) General: There are two sets of arrangements for the safe disposal of municipal 
wastewater (i) Latrines + T-hodies + Covered Drains/Sewerage System + Safe 
Disposal, and (ii) Latrines + Covered Drains/Sewerage System + Oxidation Pond + 
Safe Disposal.  Both arrangements if properly constructed do the desired level of 
treatment.  After this level of treatment the wastewater can be discharged to any 
natural water body, municipal and irrigation system.  In case, if the water is 
discharged to an irrigation system then make it sure that water is not applied to 
vegetable crops. 

 
(ii) Latrines: Conventional or flush latrines should be linked with P-traps; this will 

substantially reduce the possibilities of spread and contact of pathogens and other 
pollutants with the humans at the household level.  Health improvement impact of 
effective latrines is only realized if the community is also trained on better hygienic 
and sanitation practices e.g. washing hands with soap after defecation, no open 
defecation in and outside house, and daily or twice a day cleaning of latrine. 

 
(iii) Septic Tank:  There are two alternatives for the treatment of wastewater (i) 

Wastewater can be treated at the household level by installing septic tanks.  In the 
presence of septic tanks, there is no need to construct oxidation ponds.  It is 
important that septic tank should be lined with concrete, unlined septic tanks cause 
groundwater contamination.  The community needs to be trained for the proper 
cleaning and maintenance of the septic tank. 

 
(iv) Drains:  Open drains do not serve the purpose of safe sanitation.  In  

open drains the possibility of human-pollution contact remain high, these drains only serve the 
purpose of conveyance, and throughout conveyance human-pollution interaction remain active. 
 This interaction causes serious negative impacts on the community health. Whenever drains 
will be improved or lined then these must be converted into covered drains. During construction 
of drains, alternative drainage system is provided to reduce the inconvenience to the 
community and reducing the possibility of human-pollution interaction. 
Water is sprinkled periodically throughout the construction period for controlling dust emission. 
 At the completion of the construction work, the debris of construction material should be 
properly disposed. 
   

 
(v) Oxidation Ponds:  Depth of the pond determines about the type of treatment 

process happening in the pond.  Normally facultative ponds are 3-4 ft deep, and 
treatment happens through anaerobic conditions at the bottom and aerobic 
conditions at the surface.  Anaerobic ponds are 10-15 ft deep, and treatment 
happens through anaerobic conditions.  Anaerobic ponds more or less function as 
septic tank.  Lining of both types of ponds is essential to eliminate the possibilities 
of groundwater contamination due to seepage.  Brick or concrete lining is very 
expensive, 6 inches lining by puddle clay is equally effective by function and it is 
also very cost effective.  In case facultative or anaerobic pond has been 
constructed then there is no need to construct septic tanks at the household level. 
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Form A: Specimen IER/SIA for Sanitation Schemes 
 

Project Title  
 

Location of the Project  
 

Confirmation  
Environmental Criteria at the Proposal Stage Write Yes or No 
One of the complete alternative stated in the guidelines for safe disposal is 
planned 
Or 
In case one of the component of the alternatives is planned then other 
components either exist or are planned in the future 

 

Proposed oxidation pond is located 100 meter away from the residential areas  

Land available at appropriate location  

If answer to any of the above stated environmental criterion is ‘NO’ then the proponent should 
amend the proposal to achieve compliance or develop new alternative, or drop the project. 
 
If the answer is ‘Yes’ then incorporate this information in the project proposal. 
Mitigation Plan: Design and Implementation Stages 
Latrines  
Install P-traps to both conventional and flush latrines  
Train community on better hygienic and sanitation practices  
T-Hodies or Septic Tank  
Line the T-hodies or septic tank with brick or concrete lining  
Inform community about the frequency of cleaning   
Drains  
Construct only covered drains  
Keep water supply pipelines away from drains  
Sprinkle water periodically during construction  
Provide alternate drains during construction  
Oxidation Pond  
Line the pond with 6 inches puddle clay   
Inform community about the pond cleaning method and frequency  
Inform community and ensure that the treated wastewater will not be applied to 
the vegetable crops 

 

Septic tank should be kept 15 m away from ground water well (EPA NWFP 
Guidelines) 

 

Conduct SIA for all components and implement land agreement forms.  
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Form B:  Specimen for Completion Certificate 
 

Confirmation Mitigation Measures 
Write Yes or No

In case of non-compliance state 
reasons 

Primary and secondary information 
has been generated and incorporated 
in the proposal to confirm that 
intervention qualifies the minimum 
criteria  

  
 
 
 
 

Design and implementation stage 
mitigation measures have been 
implemented  

  
 
 
 
 

Environmental/Social 
Assessment Prepared By 
 

Name: 
 
Designation: 
 

 
Date: 
 

Environmental/Social 
Assessment Implemented 
By 
 

Name: 
 
Designation: 
 

 
Date: 

Implementation Verified By 
CO Representative 

Name: 
 
Designation: 
 

 
Date: 

Environmental/Social 
Assessment  
Implementation Report 
Checked By 

Name: 
 
Designation: 
 

 
Date: 
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Policy and Operational Guide Lines For Field Staff Regarding 
Disasters ( Floods, droughts, and earth quakes) 

(PITD Division) 
 

For  
Community/Owner Driven reconstruction & rehabilitation of housing4 & WATSAN 

INDIVIDUAL household Schemes 
 
1. NRSP through its community and social outreach understands  that the there is a 

dire always a need to rebuild  and rehabilitate the huge number of rural housing units 
devastated by the Floods ,torrential rains and earthquakes and the international and 
national financial assistance from donor community is inevitable to meet the 
challenge of rehabilitating the flood affected population. 

 
2. This need identification will be done  with community  through participatory rural 

appraisals & community based joint assessments of disaster damages  while 
responding in rescue, recover and relief , reconstruction and rehabilitation activities. 

 
3. The policy principle  for the task of reconstruction of  a  permanent (masonry) 

housing unit( of any number of rooms), is that  this reconstruction must be 
community/owner driven and the disaster affected house owner/community  should 
be put on the driving seat to under take the construction related activities under the 
social & technical guidance and support from NRSP.  

 
4. NRSP’s Social Organizer, Engineer along with Community Organization (CO) 

representative  would jointly do the rehabilitation  PLANNING exercise with house 
owner using the standard cost sheets to determine what material and financial 
resources could be contributed or pooled as follows: 

a) Internally by House owner as salvage material, cash , kind and labour 
b) Funds budgeted by CO 
c) Funds committed by External funding agency as per financing 

agreement with NRSP  
 
5. Once all the reconstruction items are reviewed and each item is analyzed with clear 

distinction of its supporting mechanism by House owner, CO and the potential donor, 
a summary of Cost is drawn and an MOU is signed5 . 

 
6. The basic features of the above referred TOP are summarized  as under: 

a) The representative from CO will work with House owner 
b) The CO facilitates the house owner in the construction. 
c) The  NRSP engineer will provide the technical assistance if required 

and will do a spot check personally to monitor progress and provide 
the technical advice if required 

 
4 For details refer to SOP For the Construction of a single room with a toilet in a flood affected housing 
unit  PITD September 29, 2010 
 
5 Annexed as B 
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d) Based on the cost sheet , NRSP will agree to transfer funds in 02 or 
more  installments with following schedule : 

1. 1st installment of 20-25% of total donor share (in advance)  
2. 2nd installment of 50-60% on the submission of statement of  

procurements receipts and work done expenses against 
installment number 1 

3. last  installment of 30-15 % will be released on 100% physical 
completion  

 
7. In case of widows, orphans and vulnerable groups, NRSP will play a more active 

role either through CO or directly to ensure house construction. 
 
8. NRSP’s support includes help and facilitation in procurement of construction 

materials to the CO and /or the house owner to ensure safe and sustainable 
housing. 

 
9. House owner and NRSP Field Engineer will jointly implement the project as per 

approved specifications.  
 
 
10. The funding cost ceilings required for construction of any number of rooms with 

toilet, kitchen could be donor, community/household willingness  and situation 
specific. 

 
11. The record keeping and reporting system of disaster CPIs( housing and WATSAN) 

would be the either as similar to the systems laid down in the PITD Manual or as 
desired by the schedule laid down in the particular donor agreement. 

 
12. In case the disaster affected communities undertake to partner and implement a 

rehabilitation, reconstruction, renovation , retrofitting CPI through the platform of 
Cos/VOs/LSOs, then the all the processes, guidelines  and procedure of implementing 
developmental CPIs explained earlier in this manual will be followed. 

 
13. The INDIVIDUAL household Schemes/project records maintenance protocol is required 

as tabulated below: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

Sr No Documents Copy/Original Status Remarks

1
Duly  Approved Project Digest from DO or RO for the Grant 
Approval Copy

2 MOU with househlod along with NADRA CNIC copy Original

3 Resolution for the release of each instalment Copy

4 Copy of Cheques Copy

5 Muster Rolls Original

6 Bills vouchers Original

7
Written Stamp Paper for donation of land for owner driven 
construction Original

8 Completion Certifcate Original

9 Bank Statement Original

1 Project Digest Original

2 MOU with househlod along with NADRA CNIC copy Copy

3 Resolution for the release of each instalment Copy

4 Copy of Cheques Copy

5 Muster Rolls Copy
6 Bills vouchers Copy

7
Written Stamp Paper for donation of land for owner driven 
construction Copy

8 Completion Certifcate Copy

9 Bank Statement Copy

1 MOU with househlod along with NADRA CNIC copy Copy

2 Resolution for the release of each instalment Copy

3 Copy of Cheques Copy

4 Muster Rolls Copy
5 Bills vouchers Copy

6
Written Stamp Paper for donation of land for owner driven 
construction Copy

7 Completion Certifcate Copy
8 Bank Statement Copy

Record At Field Unit Level

Record At Household Level

Record At Regional Office Level
Check List for PITD Record Shelter/Disaster
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Annexure C 

Check list for Project implementation  
 
 
Project Name    

Name of financing agency 
(donor) 

 

Project Duration  From                        to 

Project Location   

Contact Person at HO  

Budget Available    
Total number of schemes   

Requirement of 
Community Contribution  

 

Requirement of Operation 
and Maintenance  

 

Requirement of 
beneficiaries Households  

 

Requirement of Per capita 
Cost  

 

Maximum ceiling of Donor 
share per scheme 

 

 
Implementation approach 
( Community Based or 
Contractual) 

 

 
Executing Platform(CO, 
VO,LSO) 

 

 
Requirement of Audit  
 

 

Requirement of Branding 
strategy  and visibility 
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Requirement of Reporting 
& communication and 
Information 

 

 
Requirement of NOC  

 

Handing over strategy  

Requirement of Mode of 
Payment  

 

Requirement of 
Environmental & Social 
Compliance & Gender  

 

Any other requirement  

 
The Copy of financing agreement and approved Implementation Plan/work plan is attached 
Please read it carefully. 
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Annexure-E 
 

TERMS OF PARTNERSHIP FOR CPIs 
We the undersigned members/chairpersons of the CO have fully understood the objectives, 
procedures and terms of partnership of NRSP and hereby agree to the following: 
 

1. CO will meet all kind of skilled/unskilled labour cost for completion of the scheme. In 
addition to that CO will also contribute Rs.---------- for implementation of the scheme. 
 

2. The financial support received by the CO from NRSP or....... through NRSP is a one time 
contribution for implementation of the CO physical infrastructure scheme. CO will 
complete the work within the estimated financial support and will not demand for 
additional amounts. 
 

3. After completion of scheme, CO will manage all kind of repairs and maintenance and also 
collect Rs. --------- annually from the beneficiaries for its repair and maintenance. 
 

4. No compensation will be paid by NRSP or any other financing agency against the land, 
utilized for scheme construction. 
 

5. During construction, the instructions of the NRSP engineers will be followed. 
 

6. It is responsibility of every member of the CO to monitor the expenditure of the scheme. 
 
 

7. The cost expenditure of the scheme will be released in …….installments. The CO will 
pass a resolution (signed by at least 75% of the members) for release of each 
installment, duly signed by the respective field engineer and social organizer. The last 
installment will be paid after satisfactory completion of the scheme. 
 

8. CO will be responsible for proper storage of the construction materials and observe 
necessary precautions during movement/transportation of these materials. 
 

9. The CO will nominate two members to deal bank transactions for purchase of 
construction materials. 
 

10. On the request of NRSP the CO will provide details of expenditure of previous 
installments. These account should be recorded in a register. 

 
11. The CO will not sublet the construction work to contractors within or outside the village. 

 
12. In case of sub-standard work, the engineer / SO may stop the payments and can deduct 

the amounts from the estimated cost which has not been utilized by the CO. 
 

13. If the items included in the estimate are not available in market, the CO may request 
NRSP staff for assistance. 
 

14. NRSP has the right to amend its terms of partnership when required. 
 

15. The CO will submit the resolution for the release of final installment from the NRSP only 
upon 100 % physical completion of works. 
 

16. The CO will complete the CPI project with in the agreed time period. 
 

17. In case of any social conflict, the CO will itself resolve the same and may seek the 
support from NRSP staff as and when required. 
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18. If due to some reason the CPI project remains incomplete, then either the CO members 

or the members of construction committee will be responsible for the same and NRSP will 
be authorized to recover the entire project scheme cost from CO , as agreed and 
approved . 
 

19. NRSP doesn’t take responsibility of any accident that may occur on the project site during 
implementation. 

 
20. The Operation and maintenance of the completed CPI project will be the responsibility of 

the CO.  
 
 
 
Signature       Signature 
 
 
Manager: -----------------      President: -------------- 
 
 
 

DETAIL OF SCHEME / CO 
 
 
Name of Community Organization:------------------------------------------------------ 
 
Name of Scheme:---------------------------------------------------------------------------- 
 
Total Cost:------------------------------------------------------------------------------------- 
 
Contribution of Financing Agency:------------------------------------------------------- 
 
Community Contribution:------------------------------------------------------------------- 
 
Date of signing TOP:------------------------------------------------------------------------ 
 
Expected Date Of Start:-------------------------------------------------------------------- 
 
Expected Date of Completion:------------------------------------------------------------ 
 
 
 
Names / designation and signatures of the NRSP employees (including the DPO)present during 
scheme agreement dialogue: 
 
Name:    Designation:   Signature:
 
--------------------------  --------------------------- ------------------------------ 
 
--------------------------  -------------------------- ----------------------------  
 
--------------------------  --------------------------- ---------------------------  
 
 
Names of the Community representatives responsible for transaction of finances: 
 
No.  Name and Fathers name    Signature   
 
1.------------------------------------------------------------------------------------------------- 
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2.------------------------------------------------------------------------------------------------- 
 
 
Signature of president      Signature of manager 
 

National Rural Support Programme 
 

List of beneficiaries of the scheme 
 
 
S.No Name/Father name Member  Non member  Signature 
 Remarks 
 
1. -------------------------------- ------------- ---------------------    ------------------------ 
 
2. ------------------------------- ------------- --------------------  ------------------------- 
 
3. ------------------------------- ------------- --------------------  ------------------------- 
 
4. ------------------------------- ------------- --------------------  ------------------------- 
 
5. ------------------------------- ------------- --------------------  ------------------------- 
 
6. ------------------------------- ------------- --------------------  ------------------------- 
 
7. ------------------------------- ------------- --------------------  ------------------------- 
 
8. ------------------------------- ------------- --------------------  ------------------------- 
 
9. ------------------------------- ------------- --------------------  ------------------------- 
 
10. ------------------------------- ------------- --------------------  ------------------------- 
 
11. ------------------------------- ------------- --------------------  ------------------------- 
 
12. ------------------------------- ------------- --------------------  ------------------------- 
 
13. ------------------------------- ------------- --------------------  ------------------------- 
 
14. ------------------------------- ------------- --------------------  ------------------------- 
 
15. ------------------------------- ------------- --------------------  ------------------------- 
 
16. --------- -------------------- ------------ ------------------- ----------------------- 
 
17. ------------------------------- ------------- --------------------  ------------------------- 
 
18. ------------------------------- ------------- --------------------  ------------------------- 
 
19. ------------------------------- ------------- --------------------  ------------------------- 
 
20. ------------------------------- ------------- --------------------  ------------------------- 
 
 
Signature       Signature 
 
 
Manager: ---------------------------------   President:------------------------------- 
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Annexure-F 
 

INSTALLMENT RELEASE PROFORMA 
 

National Rural Support Programme 
Installment Request Form 

Donor Name…………………. phase……………Region……………………..  
Name of 
District:___________________________________   Date:-         /        /    
             

Tehsil:            Cost Summary 

Field Unit:_________________________________     

            Total Cost:_______________ 

Name of CO :______________________________     

            CO Share:_______________ 
Type of 
Scheme:__________________________________     

            Donor  Share:______________ 
Date of 
start:_____________________________________     

Bank Account 
Number:__________________________________ 
Bank Name & Branch _______________________              
        
Certified that the work done by CO is equal to the amount Rs._________________ /‐ against the amount 
release already Rs_________________/‐. It is recommended that Rs. ‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐‐ as first , second, 
third. Forth, Fifth, installment may be released to CO for further work. 
Physical progress made up to date is--------------------% 
 
      INSTALMENTS     

1st 2nd 3rd 4th 5th Available Rs. Balance 

              

              

              

              

              
             
             
             
SO  Field Engineer  FUI     Regional PITD 
       
       
       
DPO   Regional F&A     RGM/RPO/RPM 
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1. First installment will be released when CO request resolution, TOP and Share deposit Slip will be 
attached.  
2 Second installment will be released when CO request resolution, work done report by FE and bills of 
expenditure will be attached. 

3. Final installment will be released after receipt of CO/VO/LSO resolution along with completion certificate, 
final completion report by field engineer and Total bills of expenditure on the scheme.  

1. In case of release of final instalment, attach resolution of CO/VO/LSO mentioning 
completion of the scheme and duly signed by 75% of CO/VO/LSO members. 

 
2. Second instalment of a scheme should not be released until the vouchers of expenses of 

previous instalment and muster rolls are submitted by the CO/VO/LSO. 
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