
A
nnexure (A

) 

 
M

odi P
roperties P

vt. Ltd - S
ite A

udit R
eport 

 
 

 

C
om

pan
y: 

S
ilver O

a
k V

illa
s 

D
ate of site visit: 

0
1

.0
9.2

02
0

 to
 1

4
.0

9
.20

2
0 

S
ite: 

S
ilver O

a
k V

illa
s L

LP
 

F
rom

 / T
o tim

e: 
0

9
.3

0 to
 18

.0
0 

V
isited b

y: 
N

.N
arend

er R
ed

d
y 

P
repared b

y: 
N

.N
arend

er R
ed

d
y 

P
revious date of audit:

 
3

1
.0

8.2
02

0 
S

ign: 
 

S
l N

o 
D

escription
 

S
O

P
 follow

ed 
(Y

es / N
o) 

R
em

arks 

1. 
R

equisition F
iles: 

 
 

a. P
ending &

 com
pleted requisitions files properly

 
M

aintained. 
Y

es 
 

b. R
equisitions are signe

d b
y project m

ana
ger.

 
Y

es 
 

c. M
R

N
 updated. 

Y
es 

 

d. P
O

’s printed and attached to requisitions.
 

Y
es 

 

e. Inw
a

rd no’s updated in
 requisitions. 

Y
es 

 

f. 
Is all site related re

gisters are signed b
y

 P
roject 

M
ana

ger on d
aily b

asis?
 

Y
es 

 

2. 
R

em
arks on requisition details b

y site report:
 

 
 

a. R
em

ark on requisition details b
y site report is 

prepared
 

P
roperly &

 tallyin
g w

ith pending requisition file. 
Y

es 
 

b. P
M

 signed the above reports. 
Y

es 
 

c. R
em

ark on requisition details b
y 

site report file is 
M

aintained properly. 
Y

es 
 

d. Is pu
rchase reply report attached to above.

 
Y

es 
 

3. 
S

tores &
 S

tock: 
 

 

a. S
ite has to provide list of store room

. 
Y

es 
 

b. S
tores are b

eing p
rope

rly a
rran

ged m
ate

rial w
ise

 &
 

S
ecured prop

erly w
ith B

arcode stickers. 
Y

es 
 

c. S
tore room

s are 
labele

d properly. 
Y

es 
 

d. S
tock value less than 5

 
La

cks (exclude valu
e of cem

ent,
 

S
teel &

 tiles, building m
aterial). 

N
o 

 

e. List of unused and extra m
aterial provide

d b
y si

te. 
Y

es 
 

f. 
P

h
ysical stock m

atchin
g db-all stores. 

N
o

 
 

g. S
tock report files m

ain
tained properly.

 
Y

es 
 

h. M
aterial issue authorization form

s &
 file m

ainta
ined 

P
roperly. 

Y
es 

 

i. 
M

aterial issued authoriza
tion form

 b
y signed b

y 
E

ngine
ers. 

Y
es 

 

j. 
List of m

ate
rial lyin

g outside the stores provided
 b

y site. 
Y

es 
 

k. S
teel &

 M
S

 m
aterial stock stored at designated p

lace. 
Y

es 
 

4. 
A

uthorization form
s: 

 
 

a. H
ire ch

arges and building m
aterial inw

ard reco
rd

 
P

rinted and signed on d
aily basis. 

Y
es 

 

b. P
M

 has signed 
above. 

Y
es 

 

R
em

arks on default in follow
ing standa

rd procedures
: N

il 
C

om
plaints: 

S
uggestions : 



A
nnexure (B

) 
  

M
odi P

roperties P
vt. Ltd - S

ite A
udit R

eport
 

 
 

C
om

pan
y: 

M
o

d
i ho

using P
vt Ltd

 
D

ate of site visit: 
0

1
.0

9.2
02

0
 to

 1
4

.0
9

.20
2

0 

S
ite: 

S
ilver O

a
k V

illa
s L

LP
 

F
rom

 / T
o tim

e: 
0

9
.3

0 to
 18

.0
0 

V
isited b

y: 
N

.N
arend

er R
ed

d
y 

P
repared b

y: 
N

.N
arend

er R
ed

d
y 

P
revious date of audit:

 
3

1
.0

8.2
02

0 
S

ign: 
 

S
l N

o 
D

escription
 

S
O

P
 F

ollow
ed 

(Y
es / N

o) 
R

em
arks 

1. 
S

ite R
egisters: 

 
 

a. 
H

ire cha
rges R

e
gister. 

Y
es 

 

b. B
uilding m

ate
rial R

e
gister. 

Y
es 

 

c. 
G

eneral inw
ard R

e
gister. 

Y
es 

 

d. O
ut w

ard re
gister. 

Y
es 

 

e. 
M

om
ent R

egister. 
Y

es 
 

f. 
W

orker ID
 R

e
gister. 

Y
es 

 

g. 
C

em
ent re

gister. 
Y

es 
 

h. E
lectricity consum

ption re
gisters. 

Y
es 

 

i. 
R

ent record re
gister. 

Y
es 

 

j. 
G

ate pass book. 
Y

es 
 

k. Job w
ork book. 

 
Y

es 
 

l. 
V

isitor R
egister. 

Y
es 

 

m
. 3 in 1 register (D

L, A
lcohol, R

C
). 

Y
es 

 

n. M
-C

odex register. 
Y

es 
 

o. Is B
uilding m

aterial, H
ire, G

ene
ral Inw

ard 
re

gister a
re m

aintainin
g for T

urnke
y 

C
ontractor. 

Y
es 

 

p. M
D

 com
m

ent R
egiste

r 
Y

es 
 

2. 
Lo

g B
ooks : 

 
 

a. 
B

ills &
 D

C
’s Lo

g book 
Y

es 
 

b. T
urnke

y contractor’s inw
ard w

ith bill copies. 
Y

es 
 

c. 
G

enerator lo
gbook 

Y
es 

 

d. C
onsultant com

m
ents book 

Y
es 

 

e. 
D

eliver van / C
ar Lo

g bo
ok. 

N
A

 
 

3. 
T

urnke
y contractors lo

gb
ook: 

 
 

 
a. 

A
nnexure of A

,B
,C

 files 
Y

es 
 

b. M
ilestone report file. 

Y
es 

 

c. 
A

nnexure E
1, E

2 &
 F

 file 
Y

es 
 



A
nnexure (B

) 
    

d. T
urnke

y M
ate

rial inw
a

rd &
 outw

ard re
gister. 

Y
es 

 

e. T
urnke

y contracto
r m

a
terial issued logbook. 

Y
es 

 

f. 
T

urnke
y contractor’s m

aterial issued statem
ent 

sent to H
O file. 

Y
es 

 

4. 
F

iling of plans: 
 

a. B
lock / villa w

ise center line dra
w

ing file. 
Y

es 
 

b. B
lock / villa w

ise R
C

C
 w

orking plan file. 
Y

es 
 

c. B
lock / villa w

ise brickw
ork file. 

Y
es 

 
d. B

lock / villa w
ise ele

ctrical D
rg file. 

Y
es 

 

e. B
lock / villa w

ise plu
m

bing D
rg file. 

Y
es 

 

f. 
A

ll draw
in

gs A
3 original file. 

Y
es  

 

g. S
urve

y plans file. 
Y

es 
 

h. A
m

enities block file. 
Y

es 
 

i. 
F

urniture d
esign and m

odel flat file
 

Y
es 

 

j. 
C

ancelled D
rg file. 

Y
es 

 

k. La
yout and utility dra

w
ing file. 

Y
es 

 

l. 
C

om
pound w

all draw
ing file. 

Y
es 

 

m
. O

H
T

 draw
in

g file. 
Y

es 
 

n. S
anction plan file 

Y
es 

 

o. C
ircular files (R

ed, B
lue &

 B
lack files). 

Y
es 

 

p. K
e

ys handin
g over letter file. 

Y
es 

 

q. M
O

M
 file. 

Y
es 

 

r. 
T

ask list file. 
Y

es  
 

s. 
S

chedule file. 
Y

es 
 

5. 
F

iling of o
ffice do

cum
en

ts: 
Y

es 
 

a. E
quipm

ent bills &
 w

arranty file. (F
or e

ach
 

type equipm
ent). 

Y
es 

 

b. E
lectricity S

anction file. 
N

o 
 

c. E
N

V
 cle

arance/C
F

E
 F

ile.
 

N
o 

 

d. F
ire N

O
C

 file. 
N

A
 

 

e. C
orresponden

ce file.
 

N
o 

 

6. 
A

 &
 A

 F
iles (B

lock / V
illa w

ise). 
Y

es 
 

7. 
P

ossession Letter files.
 

Y
es 

 

8. 
T

enant declaration / N
O

C
 file.

 
Y

es 
 

9. 
P

roject m
ana

ge
r / A

dm
in E

xpenses card file.
 

Y
es 

 

R
em

arks on default in 
follow

ing standa
rd procedures: N

il
 

C
om

plaints: 
S

uggestions : 



A
nnexure (C

) 
  

M
odi P

roperties P
vt. Ltd - S

ite A
udit R

eport
 

 

C
om

pan
y: 

M
o

d
i ho

using P
vt Ltd

 
D

ate of site visit: 
0

1
.0

9.2
02

0
 to

 1
4

.0
9

.20
2

0 

S
ite: 

S
ilver O

a
k V

illa
s L

LP
 

F
rom

 / T
o tim

e: 
0

9
.3

0 to
 18

.0
0 

V
isited b

y: 
N

.N
arend

er R
ed

d
y 

P
repared b

y: 
N

.N
arend

er R
ed

d
y 

P
revious date of audit:

 
3

1
.0

8.2
02

0 
S

ign: 
 

S
l N

o 
D

escription
 

S
O

P
 F

ollow
ed 

(Y
es/N

o) 
R

em
arks 

1. 
C

rèche
 

 
 

a) C
rèch

e O
pe

rational.
 

Y
es 

 

b) C
rèche teach

er and A
ya attendin

g as pe
r 

tim
ings 09.00 A

M
 to 17.30 P

M
. 

Y
es 

O
nly crèch

e tea
che

r 

c) M
idda

y m
eals provid

e
d. 

N
o 

 

d) N
o of children’s. 

0
7 

 

2. 
Labo

r quarters 
 

 
a) N

o. of labo
r quarters. 

18 
 

b) N
o. of occupied labor quarters. 

18 
 

c) N
o. of toilets. 

4 
 

d) N
o. of w

ash
room

s. 
4 

 

e) E
lectrical pow

e
r conn

ection. 
Y

es 
 

f) 
P

rovision of w
ater &

 ele
ctricity for labo

r 
Q

uarters. 
Y

es 
 

3. 
P

um
ps &

 E
quipm

ent. 
 

 
a) W

ater supply file m
ain

tained. 
N

o 
 

b) List of pum
ps &

 E
quipm

ents file m
aintained. 

Y
es 

 
c) List of com

puters &
 p

eripherals file. 
Y

es 
 

d) List of m
eters &

 subm
itters file. 

Y
es 

 
4. 

M
odel U

nits 
Y

es 
 

a) M
odel villas / flats m

a
intained properly. 

Y
es 

 
b) C

lub H
ouse m

aintaine
d properly. 

Y
es 

 
c) S

w
im

m
ing pool m

aintained prope
rly. 

Y
es 

 

d) P
arks and open sp

aces m
aintained properly. 

Y
es 

 
  

R
em

arks on default in follow
ing standa

rd procedures
 : 

C
om

plaints : 

S
uggestions : 



A
nnexure (D

) 
  

M
odi P

roperties P
vt. Ltd - S

ite A
udit R

eport
 

 

C
om

pan
y: 

M
o

d
i ho

using P
vt Ltd

 
D

ate of site visit: 
0

1
.0

9.2
02

0
 to

 1
4

.0
9

.20
2

0 

S
ite: 

S
ilver O

a
k V

illa
s L

LP
 

F
rom

 / T
o tim

e: 
0

9
.3

0 to
 18

.0
0 

V
isited b

y: 
N

.N
arend

er R
ed

d
y 

P
repared b

y: 
N

.N
arend

er R
ed

d
y 

P
revious date of audit:

 3
1

.0
8.2

02
0 

S
ign: 

 

S
l N

o 
D

escription
 

S
O

P
 F

ollow
ed 

(Y
es/N

o) 
R

em
arks 

1. 
S

afety m
easurem

ents at site 
 

 

a) N
o of visitor helm

ets a
t security kiosk. 

6 
 

b) Q
uality &

 cleanness o
f helm

ets (G
/A

/P
) 

A
vera

ge
 

 
c) Labors w

orkin
g w

itho
ut helm

ets &
 m

asks 
25 N

os 
 

d) S
afety belts / helm

ets.
 

Y
es 

 

e) S
afety n

et provided (in
 apartm

ent 
projects) 

N
A

 
 

f) 
In

fra
red therm

o m
eter be

ing used.
 

Y
es 

 

g) P
V

C
 500 ltr w

ater tan
k &

 S
anitizer is 

P
rovided. 

Y
es 

 

h) P
ow

er tools bein
g use

d w
ith A

l-S
ervice 

w
ire. 

Y
es 

 

i) 
Is D

B
 box are locked pro

perly 
Y

es 
 

j) 
Is vacant villas / flats a

re locked
 properly 

N
o 

 

 
R

em
arks on default in follow

ing standa
rd procedures

: N
il 

C
om

plaints:   
S

uggestions:  



A
nnexure (E

) 
M

odi P
roperties P

vt. Ltd - S
ite A

udit R
eport

 

  

C
om

pan
y: 

M
o

d
i ho

using P
vt Ltd

 
D

ate of site visit: 0
1

.0
9.2

02
0

 to
 

1
4

.0
9.2

02
0 

S
ite: 

S
ilver O

a
k V

illa
s L

LP
 

F
rom

 / T
o tim

e: 
0

9
.3

0 to
 18

.0
0 

V
isited b

y: 
N

.N
arend

er R
ed

d
y 

P
repared b

y: 
N

.N
arend

er R
ed

d
y 

P
revious date of audit:

 3
1

.0
8.2

02
0 

S
ign: 

 

S
l 

N
o 

D
escription

 
R

em
arks 

(Y
es/N

o) 
R

em
arks (B

rief 
D

escription) 

M
M

C
 

 
 

1. 
M

onthly M
aintenan

ce F
ile. 

N
o

 
 

2. 
M

M
C

 logbook m
anual. 

N
o

 
 

3. 
N

o. O
f units w

ith arre
ars of m

ore than 2 m
onths of 

M
M

C
. 

N
A

 
 

4. 
M

M
C

 arrea
rs notice file. 

N
A

 
 

5. 
M

M
C

 regula
r file. 

N
O

 
 

6. 
M

M
C

 receipt book m
aintained prope

rly.
 

N
A

 
 

7. 
C

ash collection in M
M

C
 from

 custom
ers.
 

N
o 

 

8. 
M

M
C

 receipt book ce
rtified b

y accounts on w
eekly 

basis. 
N

o 
 

9. 
E

quipm
ent A

M
C

 list file. 
N

A
 

 

10. 
A

ll registe
rs &

 D
C

 books certified b
y stores in 

charge. 
Y

es 
 

11. 
C

.C
 T

V
 cam

eras list file. 
N

o
 

 

12. 
S

ecurity services re
gula

r file.
 

Y
es 

 

  
R

em
arks on default in follow

ing standa
rd procedures

: N
il 

C
om

plaints: M
M

C
 not m

aintaining at site. 
S

uggestions: M
M

C
 D

ata
base to be updated, M

o
re

 than 
6 m

onths possession taken villas M
M

C
 to be 

collected, and M
M

C
 M

a
nual logbook to be m

aintained.
 



  

A
nnexure (F

) 
 

M
odi P

roperties P
vt. Ltd - S

ite A
udit R

eport
 

 
 

C
om

pan
y: 

M
o

d
i ho

using P
vt Ltd

 
D

ate of site visit: 
0

1
.0

9.2
02

0
 to

 1
4

.0
9

.20
2

0
 

S
ite: 

S
ilver O

a
k V

illa
s L

LP
 

F
rom

 / T
o tim

e: 
0

9
.3

0 to
 18

.0
0 

V
isited b

y: 
N

.N
arend

er R
ed

d
y 

P
repared b

y: 
N

.N
arend

er R
ed

d
y 

P
revious date of audit:

 
3

1
.0

8.2
02

0 
S

ign: 
 

S
l 

N
o 

D
escription

 
S

O
P

 follow
ed 

(Y
es/N

o) 
R

em
arks 

1. 
S

ecurity S
e

rvices 
 

 

a) N
o. of security san

ctioned as per circula
r. 

04 
 

b) N
o. of se

curity re
gula

rly present. 
04 

 

c) U
niform

 is m
aintained

 b
y all se

curity. 
Y

es 
 

d) N
o. of sticks &

 T
orch lights provided. 

2+
2 

 

e) S
ecurity supe

rvisor is m
aintained re

gisters prop
erly. 

Y
es 

 

2. 
H

ouse keepin
g 

 
 

a) N
o. of sw

eep
ers &

 bo
ys san

ctioned in builder A
/c

. 
03 

 

b) N
o. of S

w
eep

ers &
 other operators (M

a
chine b

o
ys 

&
 

Lift ope
rators san

ctioned
 in association A

/c.
 

03 
 

c) U
niform

s is m
aintaine

d b
y all housekeepin

g sta
ff

. 
Y

es 
 

d) H
ouseke

eping schedule is m
aintained properly. 

Y
es 

 

3. 
G

ardenin
g S

ervices 
 

 

a) N
o. of G

ard
eners san

ctioned in B
uilder A

/c. 
N

A
 

 

b) N
o. of G

a
rden

ers S
anctioned in A

ssociation A
/c. 

03 
 

c) G
a

rdenin
g sche

dule is m
aintained properly. 

Y
es 

 

d) T
ools are m

aintainin
g at site properly. 

Y
es 

 

4. 
C

.C
 C

am
eras 

 
 

a) N
o of cam

eras sanctio
ned at site.

 
0

6 
 

b) N
o of cam

eras not w
o

rking at site. 
02 

 

c) T
im

e laps cam
era d

ata
 backup sendin

g tim
e to tim

e. 
N

A
 

 

R
em

arks on default in follow
ing standa

rd procedures
: 

C
om

plaints: 

S
uggestions :  

 


