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TE A v i

No..F. & | /E-in-C/MCD/2026/ 422 Dated: [ .09.2026
CIRCULAR

Subject: Standard Operating Procedure (SOP) for timely identification, repair and

monitoring of potholes/damaged road surfaces under departmental
maintenance.

In order to ensure timely identification and rectification of potholes/damaged road
surfaces under departmental maintenance and to improve road safety, all concerned
Junior Engineers (JEs) maintenance are hereby directed to follow the following Standard
Operating Procedure. The responsibilities of the concerned JE Maintenance, Assistant
Engineer (AE) and Executive Engineer (EE) shall be strictly adhered to and monitored.

(i) Once a reference regarding a damaged area/pothole is received through field
inspection, Mobile Apps (MCD 311 App) complaint register, public
representatives, or any other source, the same shall be immediately recorded
in complaint register by the JE Maintenance concerned and physically
verified at site.

(i) After verification, the JE Maintenance concerned shall initiate necessary
departmental maintenance action immediately and ensure that the
pothole/damaged portion is attended to within 48 hours. Where immediate
repair is not possible, the site shall be made safe by suitable barricading.
reflective signage or other necessary measures.

(iii) The JE Maintenance concerned shall ensure actual execution of the repair
and shall submit/maintain 'Before, during exection and After' geo-tagged
photographs as evidence of rectification. The photographs shall clearly
establish the location and condition before and after repair.

(iv) In case the JE Maintenance concerned fails to attend the defect within the
prescribed timeline, the matter shall be reported immediately to the
concerned AE, along with reasons for delay and the proposed date of
rectification. Repeated delays/non-compliance shall be brought to the notice
of the EE for fixing responsibility.

(v) Repeated defaults, failure to inspect, incorrect reporting or closure of
complaints without satisfactory rectification shall be viewed seriously and may
invite administrative action as per applicable departmental rules/instructions.

2 Inspection & Monitoring: In order to identify and attend the damaged
areas/potholes of the respective roads in an effective and time-bound manner,
the following directions are also issued for strict compliance by all concerned.

(i) The Junior Engineer (JE) Maintenance concerned shall conduct daily

rounds/regular inspection of roads under his/her charge to identify
potholes/damaged areas. The JE shall maintain the complaint/pothole
register, ensure timely action and verify the quality and completion of repairs.
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) The JE Maintenance concerned shall ensure that all necessary safety
measures, including barricading and reflective signage, are provided at
repair  sites wherever required. In this regard circular No:
Addl.Cmr./MCD/2026-27/D-255 dated 27.05.2026 shall complied with.

(i) The JE Maintenance concerned shall ensure that no manhole or pit remains
uncovered and that broken/damaged covers are replaced without loss of
time. Any unsafe condition noticed during inspection shall be attended to on
priority.

(iv)  The Assistant Engineer (AE) concerned shall supervise the complaint
register/complaint redressal mechanism and review the status of
pothole/damaged-road cases preferably on a 2-3 day basis. The AE shall
verify completed repairs through site inspection and/or geo-tagged
photographs on a sample basis.

(v) The Executive Engineer (EE) concerned shall supervise adherence to the

aforesaid SOP, review the complaint redressal mechanism and pending

cases on a weekly basis, and take timely action in cases of delay, non-
compliance or repeated default.

3. Reporting Mechanism: The JE Maintenance concerned shall maintain an
updated weekly statement of complaints/damaged locations, indicating date
of receipt/detection, location, nature of defect, action initiated, date of repair,
present status and reasons for pendency, wherever applicable. The
statement shall be submitted through the AE to the EE for weekly review.

4. Reports To HQ: Monthly compiled reports be sent to Planning HQ by every
maintenance division.

The above instructions shall be strictly be complied with by all concerned.

This issues with the prior approval of Competent Authority.

Sd/-

Engineer-in-Chief
All CES, SEs, EEs (Maint.)

Copy to:-

1. Commissioner
2. Addl. Commissioner (Engg.)
3 CA-cum-FA for information to finance w.r.to checking/compliance before passing

bills by the concerned division. -

4 All Zonal Dy. Commissioners [
5. Office Copy W’{; 6]51%
Engineer-in-Chief
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