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1. INTRODUCTION 

 
This manual explains the different management issues related to the 
routine maintenance of paved rural roads by maintenance teams. It forms 
the basis for the managerial training that the maintenance teams will 
receive when they start working, as well as for the assistance they will 
receive during the initial period of their contract. This manual also forms a 
reference document for the maintenance teams in the management of the 
team and of the routine maintenance of the rural roads. It should be used 
together with the Technical Manual for Routine Road Maintenance Teams 
that forms part of this same document series. 
 
The manual starts by explaining the benefits of maintenance teams over 
individual workers, after which the management of the team is discussed, 
including the election of a team leader, and giving special attention to the 
management of conflicts within the team. This chapter also provides 
guidelines regarding the financial management. Subsequently, the manual 
goes into the specifics of the road maintenance contract between the 
maintenance team and the Communication Bureau, with special attention 
to the obligations of each partner, the remuneration to be received for 
work completed and the penalties that may be applied in case of 
unsatisfactory work. Finally, the manual deals with the planning and 
organization of the maintenance work over the year, and on a monthly 
and daily basis. Hereby the road inventory, the timing of activities and the 
frequency of implementation are used to define the workplans. 
 

Hi, I am Peter. I am 
going to be joining you 
as we learn about the 
management of a road 

maintenance team.
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2. ROAD MAINTENANCE TEAMS 

 
A maintenance team is a group of maintenance workers, which together 
are responsible for carrying out the different routine maintenance activities 
in their road section. Although certain routine road maintenance activities 
can be easily carried out by individuals, for instance the daily inspection of 
the road, most activities benefit from the concentration of multiple 
maintenance workers, allowing them to carry out the work more quickly, 
efficiently and effectively.  
 
This may entail the participation of the entire maintenance team, for 
instance in the case of landslides, allowing the removal of the obstruction 
to the road and drainage system in as short a time as possible, enabling 
normal vehicle transit and water flow to resume. But activities may also 
involve only part of the team, for instance in the clearing of the drainage 
system, where a few workers carry out the different tasks involved: 
extracting the material from the drainage structures, loading it into the 
wheelbarrows, and transporting and depositing the removed material in a 
suitable location. For the majority of the maintenance activities, teams of 
maintenance workers working together greatly enhance the efficiency and 
the quality of the work. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Do you 
always work 

together? 

No, but if we have a 
landslide like this, we all 

work together 

This way we can remove it 
as soon as possible, so 
vehicles can pass again. 

But for other activities 
we often work in 
smaller groups. 
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ROAD MAINTENANCE TEAMS 

 
However, to achieve such improved efficiency and quality, it is important 
to properly organize the work and to work as a team rather than a group 
of individuals. The number of team members working together on a 
specific activity should be such that they do not have to wait for each 
other, nor get in each others’ way. Also, the team members should 
complement each other by each carrying out part of the different tasks 
involved. In this way, different groups or individual team members may be 
involved in different activities along the same stretch of road, always 
ensuring that they work as a team and that the different activities 
complement each other.  
 
 

Some activities 
like inspection of 
the road we do 

individually.

And within the 
group we divide 

the tasks involved.

But we always try to work in 
the same stretch of road, 

so we can do all the 
maintenance for that road 

stretch, and help each 
other where needed.

The size of the 
group depends 
on the activity. 

How do you 
organize 

your work? 
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TEAM MANAGEMENT 

 
The maintenance teams are jointly managed by all team members, based 
on the principle of one person – one vote, although a team leader may be 
elected for the daily management of the team. Certain actions, however, 
always require the consent of all members, including the signing of the 
contract and the entry or retirement of team members.  
 
Where a team leader is elected for the daily management of the team, 
he/she is elected by the team members for a specific period of time, and 
continues to work in the execution of the different maintenance activities, 
although he/she may require some time for his/her management tasks. 
The team leader will be responsible for the monthly and daily planning of 
activities, for recording the work carried out and for writing the monthly 
reports and submitting these to the Communication Bureau. The team 
leader will also be responsible for the financial management of the 
allowances for tools, transport and communication. 
 
 

The team members chose me as 
their team leader, and I have to do 

the planning, reporting and manage 
the allowances for the team. 

Who makes 
the 

decisions in 
the team? 

But for other decisions, 
like the changing of team 
members and the signing 

of the contract, we all 
decide together. 
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CONFLICT MANAGEMENT 

 
In any group of people, it is common to have disagreements between the 
different individuals. If not managed properly, these may lead to conflicts. 
It is important to resolve the problems that exist between team members 
in order to ensure the continued effective and efficient operation of the 
team. In cases where internal conflicts caused by one or more team 
members result in the deterioration of the quality of road maintenance, the 
Communication Bureau may decide to terminate the contract. 
 
Common examples of causes of conflicts are poor work performance by 
one of the team members, poor management of the team, disorder and 
indiscipline within the team, and rivalry or personal problems between 
team members. To avoid such conflicts, it is important that the rights and 
responsibilities of the team members be well understood by all members. 
Where the actions of certain team members go against these 
responsibilities, the team leader, but also the other team members, should 
make them aware of this. Also, the team leader should ensure that the 
other members are well informed regarding the management of the team, 
in order to avoid misunderstandings.  
 
Any possible conflicts should be solved internally as much as possible, 
with the assistance of the different team members. Where this is not 
possible, external consultation or mediation may be required, for instance 
by the Communication Bureau.  

 

 
Do you ever 

have any 
conflicts? 

Sometimes, but then we 
discuss the problem with all the 
team members and usually this 

helps us to find a solution.  
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FINANCIAL MANAGEMENT 

 
The salaries that the team members receive are paid directly to each 
team member. However, apart from these salaries, the maintenance team 
also receives allowances to cover the costs of communication & transport 
and the purchase of tools (see also the section regarding remuneration on 
page 10). These allowances are allocated to the maintenance team as a 
whole and are paid to the team leader, or in the case a joint bank account 
for the maintenance team exists, these are deposited in that account.  
 
Proper financial management of these allowances is important to ensure 
the team is able to purchase the required tools and cover the necessary 
costs of communication and transport, and to avoid conflicts regarding the 
finances of the team. Financial management refers to the administration 
of the different incomes and expenditures of the team, ensuring that the 
incomes are used in such a way as to be able to cover the different 
expenditures throughout the duration of the contract. This is primarily the 
responsibility of the team leader, but all other team members should try to 
become familiar with the financial management of the maintenance team, 
both to check that it is being carried out properly, and to better understand 
the financial status of the team. The team members must further avoid 
mixing their personal money with that of the team, in order to ensure a 
well balanced bookkeeping.   
 
It is very important that the financial transactions be properly recorded in 
an orderly fashion in a cashbook. In a cashbook, incomes are written 
down on one side and expenditures on the other. These are listed by 
date, and for each income or expenditure, the description, amount and a 
reference to the receipt are included. The receipts for all incomes and 
expenditures should also be kept in a separate file, ordered by date. Such 
an overview of incomes and expenditures allows the team members to 
determine how much funds the team should have at any given moment. 
An example of such a cashbook is given on the following page. 
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FINANCIAL MANAGEMENT 

 
INCOME  EXPENDITURE 

Date Description Amount
(CNY) 

Receipt  Date Description Amount
(CNY) 

Receipt 

01 Mar 
 
01 Mar 
 
 
 
 
 
 
 
 

Tool allowance 
 
Transport & 
Communication 
allowance March 
 

2,000

250

Check 
No. 
Check 
No.  

 01 Mar 
 
01 Mar 
 
03 Mar 
 
18 Mar 
 
30 Mar 
 
30 Mar 
 
 

Transport costs 
 
Purchase of tools 
Purchase 
Notebook 
Transport costs 
 
Transport costs 
 
Telephone costs 

52

1,345

12

16

25

112

Receipt 
No. 
Receipt 
No. 
Receipt 
No. 
Receipt 
No. 
Receipt 
No. 
Receipt 
No. 
 

 Total income 2,250    Total 
expenditure 

1,550  

31 Mar Balance 700      
 
 

 
The balance shows the reserve of the maintenance team, which may be 
used to cover any future expenditure, either foreseen or unforeseen. It is 
extremely important to ensure that sufficient reserve is available at all 
times to cover these expenses.  In this particular case, the reserve is quite 
high as it includes the remainder of the tool allowance which is to be used 
to purchase additional tools during the remainder of the contract period. 

How do you manage the allowances 
the team receives?

The team leader writes down in the 
cashbook whenever we receive a payment 

or if there is any expenditure. He also 
keeps all the receipts in a separate file. 

This allows us to know exactly how much 
money we have left for the purchase of  

new tools or other expenditures. We check 
the cashbook every now and then to see 

how much money we have left.  



3. ROAD MAINTENANCE CONTRACT 

 
The road maintenance contract forms the agreement between the 
Communication Bureau and the maintenance team, and is signed by all 
team members. It determines the obligations of both parties, and defines 
the remuneration for satisfactory work as well as the penalties to be 
applied in case the work is unsatisfactory. An example of a road 
maintenance contract is presented in Annex 1: Sample contract. 
 
 
 

What is a road maintenance contract? 

This is a document that describes the 
work we have to do, how much we get 

paid if we do it correctly, and what 
happens if we not do a good job. 

Does it only say what you have to do? 

No, it also mentions what the 
Communication Bureau has to do, like 

providing us with safety equipment.

Who signs the contract? 

The Communication Bureau and the 
maintenance team both sign the 

contract. For the maintenance team, all 
the team members have to sign 
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OBLIGATIONS 

 
The contract defines the different obligations of both the maintenance 
team and the Communication Bureau. The maintenance team is required 
to carry out the different routine maintenance activities listed in the 
contract, and ensure that the required maintenance condition is achieved 
as defined in the contract by means of the performance indicators. This is 
assessed during the monthly inspections, when the condition of the road 
and the different road elements is evaluated by the Communication 
Bureau using the performance indicators.  
 
The planning, organization and execution of the work needed to achieve 
the required maintenance condition, is the responsibility of the 
maintenance team. The maintenance team is also required to submit a 
monthly report in which for each maintenance activity, the amount of work 
carried out is recorded together with the number of workdays required in 
doing so. The format for the monthly report can be found in Annex 2: 
Monthly report. 
 
The Communication Bureau, on the other hand, is required to pay the 
maintenance team a fixed amount per kilometer for the maintenance of 
the road as stipulated in the contract, at specific moments in time as 
defined in the contract. This amount includes the salaries for the 
maintenance workers as well as allowances for the purchase of tools and 
to cover the costs of transport and communication. It will also provide the 
maintenance team with safety equipment (vests and road cones) as well 
as materials where these are necessary.  
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REMUNERATION 

 
The remuneration for the routine maintenance of rural roads is based on 
the length of road being maintained. A standard cost per kilometer per 
year is used, which is defined in the contract document. This standard 
cost consists of three components: the salaries of the team members, the 
tool allowance and the transport & communication allowance.  
 
The salary component will be paid on a monthly basis, with each team 
member receiving an equal share. The salaries of the maintenance team 
members can be calculated by multiplying the salary component by the 
length (in kilometers) of the road section being maintained. For instance, a 
salary component of 2,400 CNY per kilometer per year and a road section 
of 20 kilometers will result in a total remuneration of 2,400 x 20 = 48,000 
CNY per year. This amount will be paid out in 12 equal portions each 
month. The total monthly remuneration can therefore be calculated by 
dividing the yearly remuneration by twelve. In the example above, the 
monthly payment to the maintenance team would be 48,000 ÷ 12 = 4,000 
CNY per month.  
 
These payments to the maintenance team will be distributed evenly to all 
the team members, and cover the salaries as well as the payment of 
accident insurance. In the example above, assuming a maintenance team 
of 5 members, each team member would receive 4,000 ÷ 5 = 800 CNY 
per month. Over a period of twelve months, each of the 5 team members 
would receive 800 x 12 = 9,600 CNY. Of this amount, approximately 100 
CNY should be used for the payment of the accident insurance.  
 
The tool allowance is paid at the beginning of the year to enable the 
maintenance team to purchase the required tools for the road 
maintenance. This allowance is for the entire duration of the contract 
(usually one year), and therefore the replacement of tools during the year 
should be taken into account. For instance, if the tool allowance is 100 
CNY per kilometer per year and the maintenance team is responsible for 
a 20 kilometer section of road, they will receive 100 x 20 = 2000 CNY for 
the purchase of tools. 
 



REMUNERATION 

 
The transport & communication allowance is intended to cover any 
costs incurred by the maintenance team with respect to the interaction 
with the Communication Bureau. The maintenance team will therefore 
receive a fixed monthly amount per kilometer of road being maintained. 
For instance, using the above example of a road section of 20 kilometers, 
if the contract stipulates a transport and communication allowance of 150 
CNY per kilometer per year, the maintenance team will receive a total of 
150 x 20 = 3,000 CNY per year. This means a monthly allowance of 3,000 
÷ 12 = 250 CNY. 
 
The allowances are payable to the maintenance team. If the maintenance 
team has a joint bank account, the allowance will be paid to this account. 
If this is not the case, however, the allowances will be paid to the team 
leader, who will be responsible for their proper use. As mentioned before, 
it is important to ensure the proper financial management of these 
allowances.  
 
It is important to note here that these payments are fixed amounts, the 
payment of which depends solely on the successful achievement of the 
required road condition. The amount of work required in achieving this 
condition, in no way influences the monthly payment. Therefore, the 
monthly payments in the rainy season, when more work is required, will 
be the same as those in the dry season, when less work is required. 
 The remuneration we 

receive depends on the 
length of the road section 

we maintain.

How do you 
get paid? 

Per kilometer of road we receive 
a fixed amount for salaries, as 

well as allowances for the 
purchase of tools and for 

transport and communication. 
The salaries are paid to 
each team member, and 
the allowances are paid 

to our joint bank account. 
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PENALTIES 

 
The remuneration mentioned in the contract is received only when the 
road has been maintained to the satisfaction of the Communication 
Bureau. In the case where the work is not satisfactory, penalties are 
applied. In order to objectively assess the quality of the maintenance, 
performance indicators have been defined which need to be achieved by 
the maintenance teams. These are listed in the table on the next page. 
 
If these performance indicators are achieved, the monthly payment is 
made in full. If certain performance indicators are not met, penalties are 
applied. The first time this happens, a warning is given to the team. The 
second time certain performance indicators are not achieved, the monthly 
payment is reduced by 5%. If in the following month the performance 
indicators are also not achieved, the monthly payment is reduced by 10%. 
If the maintenance team continues to fail in correcting the problem, the 
contract may be terminated. This may also happen if the maintenance 
team fails to meet the performance indicators in more than four occasions 
within the period of one year.  
 
 

What are performance indicators? 

These define the condition the  
road should be in for our monthly 

payment to be approved. 

What happens if you do not meet the 
performance indicators? 

That is why we make sure we meet 
the performance indicators for all 

activities.

Then we receive a penalty which is 
deducted from our monthly 

payment.  
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PENALTIES 

 
It is important to note that in the case where the maintenance is 
considered to be unsatisfactory in any part of the road being maintained 
by the maintenance team, and penalties are subsequently applied, these 
penalties are applied to the payments of all team members. This means 
that all team members are responsible for the maintenance of the entire 
road section, not just for a specific stretch of that road section, making it 
all the more important to work together to ensure the performance 
indicators are met along the entire road. 
 
Activity Performance indicator 

1. Road inspection 
and clearing   

The road pavement and shoulder are free of debris and 
any urgent issues encountered are written down in the 
notebook and corrected.   

2. Removing land-
slides up to 10m3 

The road surface and drainage ditches are free of 
landslides.   

3. Clearing drainage 
ditches   

The drainage ditches are clear and there is no stemming 
of water.   

4. Clearing culverts  The culverts are clear and drain freely.   

5. Clearing bridges  The area below the bridges is clear and water can flow 
freely.  

6. Clearing the road 
reserve  

The vegetation does not impede visibility or normal 
vehicle transit, especially in corners or dangerous 
sections, and the road reserve is free of garbage.   

7. Repairing the road 
shoulder  

The road shoulder is free of potholes and less than 5 cm 
below the road pavement.  

8. Sealing cracks 
and joints  

Cracks and joints are free of foreign material and have 
been sealed.  

9. Repairing 
potholes  

There are less than 5 potholes larger than 15 
centimeters per kilometer. 

10. Removing loose 
material from 
slopes  

The slopes are free of loose rocks, stones and other 
material.  

11. Repairing retaining 
walls  

The retaining walls have no loose stones and the weep 
holes are clear.  



4. WORK MANAGEMENT 

 
Work management refers to the planning and organization of the different 
routine maintenance activities that the maintenance team is responsible 
for, as well as any other obligations included in the road maintenance 
contract. Only through proper planning and organization can the 
maintenance team work efficiently and effectively, and achieve the 
required maintenance condition using the resources available.  
 
The planning and organization of the maintenance activities is generally 
carried out by the team leader, with the help of the other team members. 
In order to be able to carry out the management of the work, the 
maintenance team needs to carry out a road inventory, make yearly and 
monthly maintenance plans, and organize the resources at the disposal of 
the team for an efficient and effective execution of those plans. In 
addition, the maintenance team has to submit a monthly report on the 
work carried out to the Communication Bureau. 
 
 
 
 

First we carried out a 
road inventory to see 
what road elements 
we have to maintain, 

and what their 
condition is. 

How do you 
manage the 
work of the 

maintenance 
team? 

Then for each activity we discussed 
at what time of the year it needed to 

be carried out, and how often it 
would need to be repeated. Based 
on this information we draw up a 

workplan each month. 
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ROAD INVENTORY 

 
In order to know which road elements exist in a specific section of road, a 
road inventory is made. A road inventory is a detailed list of the different 
road elements in the specific section of road being maintained by the 
maintenance team, together with their location. This is often visualized in 
a map of the road section. The location of the road elements is generally 
determined relative to the start of the road section, by measuring the 
distance in (kilo)meters. 
 
A road inventory is made when the maintenance team starts maintaining a 
section of road, in order to determine the different road elements that 
need to be maintained. Generally, the condition of the different road 
elements is also recorded, and frequently updated. This allows the 
maintenance team to define the amount of work required and program the 
different maintenance activities throughout the year. 
 
 

What is a road inventory? 

It is a simple list or map showing 
the different road elements in the 
road section we are maintaining, 

and their location.  

What is it for? 

How do you make a road inventory?

It tells us how many of the different 
road elements we have to maintain 
and where they are, allowing is to 
plan and organize our work better.

We go along the road and write 
down the different road elements 

we come across, and their location. 
Afterwards we draw them on a 

map so it is easier to use. 
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TIMING OF ACTIVITIES 

 
Based on the road inventory, a maintenance plan or workplan can be 
developed. Generally, both a yearly workplan and monthly workplans are 
developed. The yearly workplan gives an overview of when different 
activities are to be given priority, whereas the monthly workplan shows 
which specific activities will be carried out and where. 
 
In the development of a yearly plan for the maintenance activities, account 
has to be taken of the varying need for these activities. Certain activities 
have to be carried out at specific moments in the year, or require 
additional attention during those periods, whereas other activities are 
more flexible.  
 
The clearing of the drainage structures, for instance, is an activity which is 
especially important just before the rainy period starts and for the duration 
of the rains, ensuring that they allow the free flow of runoff water. In the 
dry period, the drainage system is of less importance, and priority may be 
given to other activities. The filling of potholes, on the other hand, is less 
urgent, and may be delayed till the dry period, when the repairs are easier 
to carry out (to the extent possible, however, potholes should be filled as 
soon as possible to avoid them becoming bigger and the ground under 
the road becoming affected). The table below shows which activities have 
priority in different periods of the year, depending primarily on the amount 
of rainfall. 
 

Activity Dry 
period

Rainy period Dry period 

Month J F M A M J J A S O N D 
1. Road inspection and clearing  
2. Removing landslides up to 10m3

3. Clearing drainage ditches 
4. Clearing culverts 
5. Clearing bridges 
6. Clearing the road reserve 
7. Repairing the road shoulder 
8. Sealing cracks and joints 
9. Repairing potholes 
10. Removing material from slopes 
11. Repairing retaining walls 
 

 High priority  Low priority 
 



TIMING OF ACTIVITIES 

 
In general, the period just before and during the rains requires more work 
than the dry period, as this is when the drainage system needs to be 
cleared, water damage to the road needs to be repaired, landslides need 
to be removed and the fast growing vegetation needs to be controlled.  
 
 
 

When do you do 
the different 
activities? 

The inspection and 
clearing of the road we 

need to do all year round.

Some activities are best done in the 
dry season, such as repairs to the 
road pavement and retaining walls. 

The busiest season is just before and 
during the rainy period. We first have to 

clear the entire drainage system and 
remove any loose material from the slopes. 

During the rains we check the drainage 
system and remove any landslides, and we 
also have to cut the vegetation that grows 

very quickly in this period.
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FREQUENCY OF ACTIVITIES 

 
The planning of activities within a certain period also requires knowing 
how often the different maintenance activities need to be repeated. To a 
certain extent the frequency is known beforehand, for instance the 
clearing of the drainage system which needs to be carried out at least 
once before the rainy period starts. However, a number of the activities 
are carried out on a need basis, and the amount of times they have to be 
carried out can only be estimated based on experience from previous 
years. The removal of landslides, for instance, depends on the amount of 
landslides that occur in the road section, which in turn depends on the 
amount of rainfall, the number of slopes, and the steepness and stability 
of these slopes, amongst other things. Indications regarding the frequency 
with which the different maintenance activities need to be carried out each 
year, are given in the table on the following page. 

The inspection and clearing 
of the road needs to be 

carried out every (other) day.

Other activities are less predictable, like 
the filling of potholes and the removal 

of landslides that need to be done 
whenever these are encountered.

Some activities like the clearing of 
the drainage system are only carried 
out once a year, unless they become 

blocked again during the rains. 
How often do 
you carry out 
the activities? 
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FREQUENCY OF ACTIVITIES 

 
Activity Frequency 

1. Road 
inspection 
and clearing 

This activity should be carried out every day during the rainy period. 
During the dry period it may be carried out every other day. 

2. Removing 
landslides 
up to 10m3 

Landslides should be removed every instance they are encountered.  

3. Clearing 
drainage 
ditches 

The drainage ditches should be cleared at least once a year before the 
rains begin, and care should be taken that they are kept clear during 
the entire rainy period, clearing specific sections according to need.  

4. Clearing 
culverts 

The culverts should be cleared at least once a year before the rains 
begin, and care should be taken that they are kept clear during the 
entire rainy period, clearing specific culverts according to need.  

5. Clearing 
bridges 

The bridges should be cleared at least once a year before the rains 
begin, and care should be taken that they are kept clear during the 
entire rainy period, clearing specific bridges according to need.  

6. Clearing the 
road reserve 

This activity should be carried out at least once a year during or 
immediately after the rainy period. Where vegetation growth is very 
high, this activity may need to be repeated a second time.  

7. Repairing 
the road 
shoulder 

This activity should be executed at least once a year where the road 
shoulder is more than 5 cm below the road pavement, or when 
potholes are found in the road shoulder.  

8. Sealing 
cracks and 
joints 

Cracks and joints should be sealed in the dry period before the rains 
begin. In the case of urgent problems encountered with the cracks or 
joints during the inspections in the rainy period, these may have to be 
cleaned and sealed immediately.  

9. Repairing 
potholes 

Potholes should be repaired whenever these are encountered. Where 
the potholes are not too big or deep and do not form a big problem for 
normal vehicle transit, this activity may be postponed till after the rainy 
season. 

10. Removing 
loose 
material 
from slopes 

This activity should be carried out once a year, before the rainy 
season in order to avoid landslides as a result of rain and runoff water. 
In the case loose rocks are encountered during the road inspections, 
these should be removed immediately.  

11. Repairing 
retaining 
walls 

This activity should be carried out at least once a year in the dry 
season before the rains begin in order to ensure the stability and 
proper drainage of the retaining walls  
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MAINTENANCE PLAN 

 
Based on the road inventory and the timing and frequency of the different 
activities, a monthly workplan can be elaborated. Such a monthly 
maintenance plan lists the different activities to be carried out, as well as 
where these are to be carried out (which part of the road section or which 
specific road elements). The monthly maintenance plan should clarify the 
priority of each listed activity, to ensure that the most urgent activities are 
carried out first.  
 
Depending on the season, certain maintenance activities are prioritized 
using the yearly workplan. Based on the maintenance activities carried out 
in previous months and the required frequency for the prioritized activities, 
a further selection is made. The use of the road inventory, and specifically 
the map of the road section, can be very helpful in the elaboration and 
execution of this monthly maintenance plan, facilitating the identification of 
the specific road elements to be maintained. 
 
In the following example, a maintenance plan is made for the month of 
March. As it is the beginning of the rainy season, the clearing of the 
drainage system is prioritized. In the previous 2 months (January and 
February), the drainage system has been cleared from the beginning of 
the road section up to km 12.5, and for this month it is planned to finalize 
the clearing of the drainage system for the remainder of the road section 
(total length 20.6 km). For this purpose, the specific road elements to be 
maintained have been identified using the road inventory, allowing the 
maintenance team to have an idea of how much work needs to be done. 
Apart from the drainage system, the road inspection and clearing is 
included, as this activity is especially important during the rainy season. 
Based on past experience, the removal of landslides is also included as a 
planned activity. 
 



MAINTENANCE PLAN 

 
MAINTENANCE PLAN MARCH 

Activity 
 
• Road inspections and clearing 
• Clear side drains in stretch from km 12.5 to 20.6 
• Clear all culverts in stretch from km 12.5 to 20.6 (9 units) 
• Clear bridges km 6.3 and km 9.2 
• Remove loose material from slopes in stretch from km 12.5 to 20.6 
• Remove landslides 
 
 

This means we know how much 
work we have to do for the different 

activities.

Based on how often and when we 
should do each activity, we can 
then plan our work each month. 

We will have to adjust our plan as 
there will always be some 

unforeseen emergencies to take 
care of.

Does the plan 
change at all? 

We have the road inventory which 
tells us the amount of road 

elements we have to maintain.

How do you plan 
the activities? 
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REPORTING 

 
At the end of each workday, the amount of work carried out is recorded in 
a notebook. This should include the date, the activities carried out, the 
amount of work completed for each activity, the number of workers 
involved, the amount of time required, and the total amount of workdays 
spent. One workday is equal to one person working a full day or two 
persons working half a day. The amount of workdays can be calculated by 
multiplying the amount of time worked (in days) by the number of workers. 
For instance, 3 workers working 4 hours (½ a day) is equal to 3 x ½ = 1½ 
workdays. An example of the daily recording of work carried out is given 
below. 
 
Date Activity Work 

completed 
Number of 

workers 
Time 

required
Workdays 

spent 
01 Mar 
 
02 Mar 

Road inspection 
Clearing side drains 
Clearing side drains 
Clearing culverts 
Clearing bridge 
 
 
 
 
 

20 km 
600 m 
420 m 
1 unit 
1 unit 

1 
4 
3 
2 
2 

8 hours 
8 hours 
8 hours 
4 hours 
4 hours 

1 
4 
3 
1 
1 
 

 
The daily recording of work carried out, will facilitate the elaboration of the 
monthly report to be submitted to the Communication Bureau (see Annex 
2: Monthly report). This monthly report is nothing more than the 
summation of the daily recording of work carried out, indicating for each 
activity the amount of work completed and the amount of workdays spent 
during that specific month. These monthly reports will allow the 
Communication Bureau to identify the most time consuming activities, and 
allow the maintenance team to improve its planning and organization. 
 
As the different activities are carried out in the course of the month, these 
are checked off in the monthly workplan. Any activities not carried out or 
finalized by the end of the month, will have to be incorporated into the 
plan for the subsequent month. 



RESOURCE MANAGEMENT 

 
In order to ensure the efficient and effective execution of the planned 
maintenance activities, proper organization of the work and management 
of the resources at the disposal of the maintenance team are 
fundamental. Resources refer to the labor of the different team members 
and possible temporary workers, the tools and other equipment of the 
team, and the materials provided by the Communication Bureau. The 
allocation of these resources over the different maintenance activities and 
over time, requires proper planning and organization. 
 
For the daily planning of the maintenance activities, it needs to be 
determined how many team members are required for the different 
activities foreseen, whether the whole team is needed, or that a smaller 
group is preferable. In the case of a smaller group, what will the other 
team members be doing? And within the group, what will each group 
member be responsible for? How much time do they need to complete the 
activity? What tools and equipment will they need for the activity? Are 
these available, or are they being used by another group? Are any 
materials required, and has the Communication Bureau been requested to 
provide these? These different questions need to be answered, and the 
different groups, tools, equipment and materials allocated in such a way to 
ensure their most productive use. For instance, too large a work group 
may result in certain members not being able to do anything or working 
below their potential. Or the absence of specific tools or equipment may 
severely lower the efficiency of the group. 

What is 
resource 

management?

This is simply the organization of the 
different team members into groups to 

carry out the different activities. We also 
ensure each group takes along the proper 

tools for the activity it is responsible for. 
Resource management also includes the 

timely request for materials if we need any. 
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ANNEX 1: SAMPLE CONTRACT 

 
Routine Road Maintenance Agreement 

 
This is an agreement between the Communication Bureau of Name of County or 
District, represented by Name of representative, Position held by representative, 
with identity document Number of identity document, hereinafter referred to as 
the Communication Bureau, and on the other side, the road Maintenance Team 
consisting of the following members: 
1. (Name team member 1), with identity document (Document number) 
2. (Name team member 2), with identity document (Document number) 
3. (Name team member 1), with identity document (Document number) 
4. (Name team member 1), with identity document (Document number) 
5. (Name team member 1), with identity document (Document number) 
hereinafter referred to as the Maintenance Team.  Under this agreement the 
Maintenance Team is contracted by the Communication Bureau to carry out 
the routine maintenance of the road section described in Clause 2.  
 
Clause 1   Term of Agreement 
1. The term of the agreement is from (Start date) to (End date). 
2. When the agreement expires, if the two parties agree, the agreement can be 

extended. 
 
Clause 2   Scope of the Work  
1. The Maintenance Team agrees to undertake the routine road maintenance 

work for the road section from (Start of road section) to (End of road section), 
with a total length of (Length in km) kilometers.  

2. The Maintenance Team will carry out the routine maintenance activities in 
the contracted road section as described in the table below. 

3. In doing so, the Maintenance Team will ensure to comply with the 
performance indicators as described in the table below. 

4. The Maintenance Team will also provide the Communication Bureau with 
a monthly report on the work carried out and the amount of workdays spent 
in doing so. 
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SAMPLE CONTRACT 

 

Activity Performance indicator 

1. Road inspection and 
clearing  

The road pavement and shoulder are free of debris 
and any urgent issues encountered are written down in 
the notebook and corrected.   

2. Removal of land-
slides up to 10m3 

The road surface and drainage ditches are free of 
landslides.   

3. Clearing drainage 
ditches  

The drainage ditches are clear and there is no 
stemming of water.   

4. Clearing culverts The culverts are clear and drain freely.   

5. Clearing bridges The area below the bridges is clear and water can flow 
freely.  

6. Clearing the road 
reserve 

The vegetation does not impede visibility or normal 
vehicle transit, especially in corners or dangerous 
sections, and the road reserve is free of garbage.   

7. Repairing the road 
shoulder 

The road shoulder is free of potholes and less than 5 
cm below the road pavement.  

8. Sealing cracks and 
joints 

Cracks and joints are free of foreign material and have 
been sealed.  

9. Repairing potholes There are less than 5 potholes larger than 15 
centimeters per kilometer. 

10. Removing loose 
material from slopes 

The slopes are free of loose rocks, stones and other 
material.  

11. Repairing retaining 
walls 

The retaining walls have no loose stones and the weep 
holes are clear.  

 
Clause 3   Working conditions 
1. The working days for the Maintenance Team should not be less than 20 

days per month, and no less than 40 hours each week. 
2. The Communication Bureau will organize technical and managerial training 

for the Maintenance Team according to the requirements for road 
maintenance. 
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SAMPLE CONTRACT 

 
Clause 4   Compensation 
1. The compensation for the Maintenance Team is based on the maintained 

road length, with a standard cost per kilometer per year of (Cost) CNY. The 
compensation for the Maintenance Team will be paid in 12 monthly 
installments, with each maintenance worker receiving an equal share. 

2. Upon signing this contract, the Maintenance Team will also receive an 
allowance of 100 CNY per kilometer per year to compensate the purchase of 
road maintenance tools. The Maintenance Team will be responsible for 
purchasing the tools and replacing and repairing them if they are lost or 
damaged. 

3. The Maintenance Team will furthermore receive an allowance of 150 CNY 
per kilometer per year to compensate the costs of communication and 
transport. This allowance will be paid in 12 monthly installments. 

4. The Communication Bureau will freely provide one set of safety equipment 
to the Maintenance Team, which will be replaced regularly.  

 
Clause 5   Working discipline and penalties 
1. The Maintenance Team should comply with the laws and regulations. 
2. The Maintenance Team should obey the Communication Bureau’s 

guidance. 
3. The Communication Bureau will inspect the road section each month and 

assess the condition of the different road elements according to the 
performance indicators mentioned in Clause 2.  

4. If the Maintenance Team does not comply with the performance indicators 
as stipulated in Clause 2, penalties will be applied. The first time the 
performance indicators are not met, a warning is given. The second time, the 
monthly payment of the Maintenance Team is reduced by 5%. The third time 
the monthly payment will be reduced by 10%. 

5. The Maintenance Team should follow the related safety regulations while 
maintaining the road. If the Maintenance Team does not follow the working 
and operation regulations and an accident occurs, the Maintenance Team 
will take the full responsibility. 

 
Clause 6   Agreement variation, termination and repeal 
1. Both Parties should perform the obligations of the agreement. Neither party 

can vary the agreement by itself.  
2. When the agreement expires, or the promissory termination condition 

appears, the agreement will terminate. 
3. If the Communication Bureau ceases to exist, the agreement will terminate. 
4. The agreement will be terminated when the two Parties agree on the 

termination. 
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SAMPLE CONTRACT 

5. The Communication Bureau may terminate the agreement under the 
following conditions: 
a) The Maintenance Team repeatedly disobeys the Communication 

Bureau’s regulations and guidance; 
b) The quality of the road maintenance was assessed to be below 

standard in three consecutive monthly inspections, or in four monthly 
inspections within the period of one year. 

 
Clause 7   Other matters 
1. Other related matters not prescribed in this agreement will be solved based 

on the negotiation between the two Parties. 
2. This agreement will be signed in three copies, the Communication Bureau 

will keep two copies, the Maintenance Team will keep one copy. The 
agreement will be effective after the two Parties have signed it. 

 
 Communication Bureau Maintenance Team 
 (Stamp)  (Sign) 
 
 

1.    
 
 
2.   
 
 
3.   
 
 
4.   
 
 
5.   
 

 
 
 
 

Date 
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ANNEX 2: MONTHLY REPORT 

 
Road section From:                                    To: 

Length of the road section km 

Name of team members 

 
 
 
 
 
 

Month  
  

Activity Number of  
workdays spent 

Amount of work  
carried out 

Measurement 
unit 

1. Road inspection and 
clearing    km 

2. Removing landslides up 
to 10 m3   m3 

3. Clearing drainage 
ditches    m 

4. Clearing culverts   units 

5. Clearing bridges   units 

6. Clearing the road 
reserve   m2 

7. Repairing the road 
shoulder   m 

8. Sealing cracks and joints   m 

9. Repairing potholes   m 

10. Removing loose material 
from slopes   m3 

11. Repairing retaining walls   units 

    

Team leader    

 Name Signature Date 
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