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DIRECTORATE GENERAL OF SHIPPING, MUMBAI

F. No. 14-2501 lll0/2024-FA-DGS (Comp. No.30647) Dated: 02.09.2025

OFFICE ORDER No. f o5/&'€1s

Subiect: Notification of Procurement Checklists for comrr liance with Procurement
Processes.

The Director General of Shipping, being the Competent Authority, hereby, issues

the lotlowing order notifying the Procurement Checklists for compliance with
Procurement Processes as notified in the Office Order 132/2024 of the Directorate General
of Shipping.

Background:
l. A seven-step procurement process has been notified within the Directorate General

of Shipping through the Office Order 132/2024 along with the institutionalization
olthe Finance, Accounts. Audit & Public Procurement.

2. The Director General olShipping, being the competent authority is responsible lor
the approval and oversight of all public procurement at the Directorate General of
Shipping.

Directives:

l. The Checklists attached in Annexure A are hereby notified to be followed and
updated fiom time to time during the procurement process lor each procurement.

2. The Checklists to be used are as follows:
a. Checklist l: Preparation of Procurement Note & AA To obtain

Procurement Note Approval & Administrative Approval from the
Competent Authority.

b. Checklist 2: RFP Publishing To obtain Approval on RFP lbr Publication
tiom the Competent Authority.

c. Checklist 2A: RFP Publishing To obtain Approval on RFP fiom Tender
Evaluation Committee.

d. Checklist 28: Risk Mitigation & Allocation To obtain Approval on RFP
liom Tender Evaluation Committee. . . '

\r J t e. Checklist 3: Award of Contract To obtain approval ciir Awarci of Contract

ffi*p liom the Competent Authority.
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f. Checklist 4: Contract Management 'fo obtain Financial Sanctions from
the Competent Authority.

g. Checklist 5: Record of UC Checklist To submit Utilization Certificate to
the Competent Authority.

W,^"'
(Shyam'dgannatha n)

Director General of Shipping

To,

3. The filled and signed checklists along with the requisite annexures and documents
as mentioned in the checklists are to be mandatorily presented to the Director General of
Shipping for approval at various stages in the procurement process as mentioned above.

4. The responsibility for the processing of the checklists on file is incumbent on the

Supervisory Custodian and the timelines to be followed for procurements are to be

adhered to by the Primary Custodian and the Secondary Custodian. The responsibility
should in no manner be devolved to the resources onboard as consulting support services

as an interim arrangement. The emphasis is to create institutional strength in public
procurement by following a structured and lucid procurement process compliant to the rule
framework and the edificial principles of the GFR and the Manual of Procurement for
Goods/ Consulting and Other Services / Works. The check list shall apply ubiquitously to
all categories of procurement as these are generic and applicable to goods/ services or
works procurement and the deeper scrutiny shall be supplemented with specific
instructions separately on tender evaluation and specific procurement considerations on
works/ goods and services.

5. The file movement as presented in the Annexure B is to be followed for the
procurement process and approvals as highlighted above.

6. This directive is to be complied with strictly and shall be applicable with immediate
efl-ect.

Encl: As above

i. DG Secretariat

ii. Office of the Addl. DGS.

iii. PS to CSA.IA/CSS

iv. All the Officers of the DGS

v. All Atlied Offices.



AnnexureA: Checklists

Checklist l: Preparation of Procurentent Note & AA
To obtain Procurement Note Approvar & Administrative Approvar from the Competent
Authority.

Sr No Itcnr Details (To be filled by
Proposing Branch/

Wing/ Division)

FAAPP
Remark

S

Procurentenl Note

rocurement Note prepared as per Annex.
I ofOrder 132/2024?

Is the P (YesNo)

2 at is the Mode and Methodology of
Procurernent?

wh CeM/ CPPP/ Local
Purchase Committee/
Single Source

(YesNo)

l Whal is the Nature of Procurement? Goods/Works/Consu ltan
cy Services/Other
Services

(Yes,t,lo)

+ Is the Estimated Cost lncluded? (YesNo)
5 Branch/Wing/Division: (YesNo)
6 Primary Custodian: (Yes/l.,lo)
7 Secondary Custodian: (YesNo)
8 Su isory Custodian: (YesNo)
9 ls due Justification lor the Procurement and

Mode of Procurement given'?
(YesNo)

10. Major Head olAccounl (YesNo)
ll Minor Head of Account (Yes,No)
12. Is the tentative Timeline lor Procurement

indicated?
(Yes/No)

ll. e tentative tenure ofthe Project once the
contract is awarded mentioned?

Is th (Yes/No)

z\dnr in istr atir.e,,\pproval

| .1. ls the request for Administrative Consent
submitted in the file as per Annex. 3 of Order
132/2024

(YesNo)

Is the Administrative Approval Accorded
proposed in the file as per Annex. 3 ofOrder
t32/2024

(YesNo)

t6 Is the Proposed Framework & Tirneline
Submitted with detailed proposed timelines as
per Annex. 4 ofOrder 13212024

(YesNo)

w,r

I

15.



Concurrence Renralks

Sr No Itcnr FAAPP
Remark

s
17.

Authority the

theIs incl tnudedprocurement Annualthe Procurement /tfPlan has thenot, (Yes/l.,lo)

t8. a ilab lity I Prov is ion of funds relevant head?thereIs tn the
t9. ls the Concurrence Remark

Order 132/2024
AAPP as per Annex. 2 ofaccorded by DDG F (YesNo)

Wr

(YesNo)



Checklist 2: RFP Publishing

To obtain Approval on RFP for Publication from the Competenl Authority.

Sr
No

Item Details
(To be filled by

Proposing Branch/
Wing/ Division)

FAAPP
Remarks
(Yes/No)

t. Is the Administrative Approval Accorded as per
Annex. 3 of Order 13212024?

A: Publishing of EOI if value of Tender is above Rs 50 Lakhs
2 Has the EOI Prepared & Submitted?

Has the EOI been Opened?

1 Has the EOI Evaluation corrpleted?

B: Publishing of RFP

Has the RFP been made (as per Standard Bidding
Document Format)?

6 Has the RFP been checked by Institutional
Procurement Advisor (for all procurements)?

1 Has the RFP been checked by Sr. Strategic Technical
Advisor (for IT related procurements)?

8 Has the RFP been checked Sr. E-Procurement Advisor
(for IT related procurements)?

9 Has the RFP been approved by Tender Evaluation
Committee?

t0. Has the Checklist 2A been completed by the Tender
Evaluation Committee?

a\ o1

5.



Checklist 24: RFP Publishing
To obtain Approval on RFP from Tender Evaluation Committee.

Sr
No

Item Details
(To be lilled by

Proposing
Branch/ Wing/

Division)

Tender
Evaluation
Committee
Remarks
(Yes/No)

I Has the RFP been made (as per Standard Bidding
Documenl Format)?

) Has the RFP been checked by Institutional Procurcment
Advisor (for all rocurements)?
Has the RFP been checked by Sr. Srategic Technical
Advisor (for IT related procurements)?

,1 Has lhe RFP been checked Sr. E-Procurement Advisor (for
IT related procurements)?

5 ls the timeline for the process, including Pre-bid, tender
Closing date, tender opening date mentioned clearl v?

6 Is the Eligibility Criteria clearly mentioned and appropriate
for the given tender?

7 ls the Evaluation Process mentioned and explained clearl ,)

8 ls the Scope and the Assignment clearly defined without
any ambiquity?

9 Are the Terms of Reference menlioned exhaustive. clear
and without ambi

t0. Are the Key Deliverables & Milestones/ Key Resources
mentioned clearlv & without ambiguity?

ll. Are the Bidding Templates anached as per the standard
lormats?

Has the Financial Proposal format been anached
appropriately as per format and been checked for
conectness?

Are the General Conditions ofContract mentioned clearlv
and as per standard template?

I .1. Are the Special Conditions of Contract mentioned clearly
and as per standard tern plate?

t5. Is the Draft Contract mentioned clearly and as per standard
formal?

16. Does the Draft Contract clearly indicate Milestones/ SLA's
and other required frameworks for Contract Man ement?

t7 Has the Tender Evaluation Committee examined the RFP
before publication as per the Risk Analysis Matrix template
(Checklist 2B)

\"4-',

t2.

13.



Checklist 2B: Risk Mitigation & Allocation
To obtain Approval on RFP from Tender Evaluation Committee

No. Risks Suggested Mitigation by MeitY Has the risk
bccn properly

mitigated in the
RFP/Draft
Contract?

Suggested Allocation by MeitY Has the risk
been properly

allocated in the
RFP/Draft
Contract?

I Pre-Co Live
risks

Institutional ized contract management process,

regulations, laws and clear agreement on project
outcomes

Institutionalized contract management
process, regulations etc: Government Client
Project outcomes: Both Parties

2 Technology
risk

Obligation on Vendor to refresh technology as

required from time to time to meet lhe output
specifications.
Penalty deductions for failure to meet output
specifications.

Vendor

Latent defect
risk

Wherever possible, the design and development
ofthe Facilities required for a Project must be
performed or procured by the Vendor.
lfthe Project involves the take-over by the
Vendor ofexisting Facilities. then the Vendor
must underlake a thorough due diligence ofthese
Facilities to uncover defects before the Signature
Date. The procedure for and cost ofthe
remediation ofsuch discovered defects can then
be pre-agreed.

Reporting obligation on Vendor to promptly
disclose discovered defects.

lfthe Vendor (or any of its subcontractors)
designs and constructs the Facilities, the
Vendor.

Ifnot. then the Coyernment Client, but only
ifthere is no or insufficient insurance
available to mitigate this risk and ifthe
Covernment Client's liability is capped
(subject to VFM considerations).

J. Completion
risks

Effi cient project management.
Timely approvals on the design documents.

Vendor, unless delay caused by
Covernment Client

5 Design risk Clear output specifi cations.
Design warranty.
Patent and Iatent defect liability.

Vendor

0

J.
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No. Il is ks Suggcsted Mitigation by MeitY Has th€ risk
been properly

mitigated in the
RFP/Draft
Contract?

Suggested Allocation by MeitY Has the risk
been properly

allocated in the
RFP/Draft
Contract?

Penalty regime.
Market.
dem and or
volume risk

In a Unilary Payment type contract, the Unitary
Paymenl must be paid based on availability (not
actual usage by the Covernment Client).

Unitary Payment funded Project:
Government Client
Revenue generating Project: Vendor

t0. tJtilities su pply
ris k

Emergency back-up facilities (e.g., generators).
Emergency supply contracts
Special insurance.

Vendor, unless utilities are supplied by
Governrnent Client and not covered by
special insurance

I t. SPV structure to ring-fence project.
Security over necessary Project Assets.
Limitations on debts and other funding
commitments ofthe Vendor outside the Project
Reporting obligations on litigation, fi nancial
information, disputes wilh creditors.
Substitution of Vendor in lerms of Direct
Agreement.

Vendor

12. Sub-
contractor risk

Subcontractors must have expertise, experience,
and contractual responsibility for performance
obligations.
Substitution of subcontractors.
Due diligence by Covernment Client on first-tier
subcontracls to confirm pass-through of risks to
subcontraclors is provided for in the Project
subcontracts,

Vendor

13. Operating risk Clear output specifi cations Vendor
t4. Maintenance

risk
Penalty regime and performance monitoring.
Adequate O&M contract.
Substitution rights.
Security and special insurance.

Vendor

Force Majeure Define "Force Majeure" narrowly to exclude Insurable risks: Vendor

0(!(

9.

I nsolvency and
outside
creditor risk

t5.



No. Risks Suggested Mitigation by MeitY Has the risk
been properly

mitigated in the
RFP/Draft
Contract?

Sugg€sted Allocation by MeitY Has the risk
been properly

allocated in the
RFP/Draft
Contract?

(act ofGod)
risks

insurable risks or those better addressed via
Relief/Compensation Events.
Relief and Compensation Events.

Termination.

Non-insurable risks: Shared. with
Covemment Client possibly compensating

16. Politicalrisk Limit to Changes in Law and to expropriation,
nationalizalion, or privatization ("expropriating
actions") of the Covernment Client's services or
assets.

Distinguish between General and Discriminatory
Changes in Law.
In relation to Discriminatory Changes:

Termination by Vendor with compensation.

Discriminatory Changes in Law and

expropriating actions: Coyemment Clienl
General Changes in Law: Vendor

t7. Regu latory
risk

Legal scan by Covernment Client at feasibility
phase to identify all approvals.
Implementation of liaison with govemment
authorities be fore procurement.
Due diligence by Vendor to identify operating
requirement approvals.
Obtain approvals before Signature Date.

Non-operating requirement approvals
before Signature Date: Govemment Client
Vendor operating requirements: Vendor

I8. Tax rate
change risk

Compensation for tax increases or new taxes
from Changes in Law.

In relation to tax increases or new taxes

Covemment Client
19. Inflation risk Index-linked adjustment to Unitary Payments or

user charges, but only to specified input items.
Shared between Vendor and Covemment
Client for specified input items

20. Residual value
risk

Obligations on Vendor to maintain and repair.
Audit towards end of Project Term.
Security in favour of Govemment Client (e.9.,
final condition bond or deduction from Unitary
Payment).
Reinstalement obligations on Vendor.

Vendor

W+



Checklist 3: Award of Contract
To obtain a al on Award of Contract frorr the Com ent Authori

Itenr Details
(To be filled by

Proposing Branch/
Wing/ Division)

FAAPP Remarks
(Yes/No)

Bid Managc'rnent Process C hecklist
I Was the RFP Published on CPPP/CeM?

Was the Newspaper Box Ad. Published (for CPPP
Procurement gr€ater than INR 2 Lakhs)?
Was the N IT published on DCS website?

{ Was the Prebid Meeting carried out (compulsory for
CPPP)?

Were the Responses to Prebid & Corrigenda (ifany)
checked by Tender Evaluation Committee?

6 Were the responses to Prebid & Corrigenda (ifany)
checked by the Com nt Authority?

1 Were the Responses to Prebid published (as per
Standard Bidding Document Format)?

8 Were the Corrigenda Published (if needed. as per
Standard Bidding Document Formar)?

9 Has the Technical Bid Opening completed?

10. Has the Online Technical Evaluation Meeting
recorded?
Has the Prelirninary Yes,No Scrutiny published (if
applicable)?

Arvard of Contract Checklist
I Is the Recommendation note by the Tender

Evaluation Committee with a summary of allstages
for the Competent Authority approval (as per Annex.
5 of Order I i2l2024) submitted?

2 Has the Revalidation/ revision of Administrative
Approval been done as per the price discovery?

.l Has the Lener of Intent been issued?

J Has the bidder submitted Acceptance ofthe Letter of
Intent?

6 Has the bidder Submitted the Performance Securitv
Deposit (if applicable)?

1 Has the Earnest Money Deposit (EMD) of
unsuccessful bidden been returned?

8 Has the Draft Conlract & Work Order been prepared?

Has the Draft Contract been checked lnstitutional
Procurement Advisor?

r0 Has the Draft Contract been checked by Sr. Strategic
Technical Advisor (for lT related procurements)

ll Has the Draft Contract been Sr. E-Procurement

V6

Sr
No

1

I



r\dvisor (for lT related procurements?)
t2 Has the Draft Contract been approved by Tender

Evaluation Committee?
l3 Has the Competent Authority accorded approval for

Award ofcontract (as per Annex. 6 ofOrder
132/2024)?

y6(*



Checklist 4: Clontract Malragernent
To obtain Financial Sanctions from the Conr tent Authori

Sr
No

Item Details
(To be filled by

Proposing Branch/
Wing/ Division)

FAAPP
Remarks
(Yes/No)

I Has the Contract Management Committee formed and

duly been notified?
l Has the committee carried out Milestone-wise /SLA-

wise monitoring and issued approval?

Pavrrent & Finanr:ial Sanction # l
I Has the Contract Management Committee issued a

report to FAPPP? ( Annex. T of Order 132/2024)
Has the FAAPP validated the submission ofthe
Contract Management Committee? (Annex. 8 of Order
132/2024)
Has the Financial Sanction been issued by the
Competent Authority (DC(S) or the officer having
delegation of financial powers) as per Annex. 9 of
Order 132/20242

l Has the Drawing & Disbuning officer issued the
Certificate of Financial Propriety? (Annex. l0 of Order
t32/2024)

j Has lhe Release ol ment

I Has the Contract Managernent Comtnittee issued a

to FAPPp? (Annex. 7 of Order 132/2024)re rt
2 Has the FAAPP validated the submission ofthe

Contract Management Committee? (Annex. 8 ofOrder
132/2024)

Has the Financial Sanction been issued by the
Competent Authority (DG(S) or the officer having
delegation of financial powers) as per Annex. 9 of
Order 132/2024?

l Has the Drawing & Disbursing oflicer issued the
Certificate ofFinancial Propriety? (Annex. l0 ofOrder
13212024)

5 Has the Release of happened?

W*

Pavrnent & Financial Sanction #2 (to be repeated as many times as

required)



Checklist 5: Record of UC Checklist
To submit Utilization Certificate to the

k(

Sr
No

Itcm Status Date

I Has the Perfonnance Bank Guaranlee been released?
1 Has the Contract been closed?

Has the FAAPP recorded the Utilization Cenificate?
l Has the FAAPP submitted the Utilization Certificate

submitted to the Competent A



Annexure B: File Movement forApprovals

Checklist I : Preparation of Procurernent Note & AA
To obtain Procurement Note Approval & Administrative Approval from the Competent
Authority.

__.>

Clhecklist 2: RFP Publishing
To obtain Approval on RFP for Publication from the Competent Authority

-->

't

.t

Secondary Custodian

Checking Draft
Procurement Note

Primary Custodian

Preparation of Draft
Procurement Note

,t

FAAPP

Preparing Stage 1

Checktist & lssuing
Concurrence Remarks

Standard Routing
Process

Reviews/Comments

Competent Authority
lssue of Administrative

ApprovaI

Prlmary Custodlao
Preparation of Draft RFP &

Tender Documents

Sacondsry Csltodlei
Checking Draft Tender

Documents

Supervisory Cuslodlsn
Checking D.aftTender

Documents

lnatitutlonal
Procurement Advlsor

Checking DrattTender
Documents

FAAPP

Preparind Stage2
Checktist

Note: Same process to be followed.for publication oJ'Corrigenda ifany.

Nx^s

Sr. Sftrtoglc llchrlcrl
Adytsory, Sr. E-

Prccurgmont Advllor
Checking Draft Iend6r.

Documonts

Standard Routing
Proceg6

Reviews/Comments

Supervisory
Custodian

Checking Draft
Ptocurement Note

Tender Evaluation
Commlttee

Checking Oralt Tender
Documents & Preparing

Checklist 2A

CompetentAuthority
lssue ot Approvat to

publish RFP



T.tld.r Evllu.tlor! Cornrnlt!.c
Proparation ol Ropalt on lcnd.r
Ewlurtion & r€co.rhondatlon

FAAaP & Compct nt Authorlly

Rcvalidatlon/ 8€vlsron ol
admanstanive Approval

Checklist 3: Award of Contract
roval on Award of Contract lrom the ComTo obtain a

_>

v

Chccklist 4: Corrtract Managetrretrt

To obtain Financial Sanctions from the Competent Authority.

Checklist 5: Lltilization Certificate
To submit Utilization Certificate lo'the Competent A

lnrttarrdonll PeuEin..rt

CheckinS Drat Conllac.i
DocumenB & R€vaLdaling

Recomm€ndslion

S.. St.t tlc Lctnb.r AdYLory,
$, C-Procu.xmna A6d.6t

ch.cling Draft Cdntract
Elocuments & Be6itdathg

RecommBndaton (or 11 &E.
covernance Te.ders)

FAAPP

Preparing Srag€ 3 Chockiist

srandord nouilnl troc!3s

Comp.t nl^utnofty

Conaultant/Vo ndor

lssuB o{ Pro-forma lrwoice

Coflt agt Manog€mont
Commlttee

Submission of Contract
Management Committee

Repon on the basis of
SLA,/Milestone

D.adn6 & Di6bu.sitrg
olllcer

lsssethe Certificate ot
FloanciBt Propriety

\ffi-

Compolent Authorlty
lssue ol Finsnciat Sanction

FAAPP & Compelsnt
Authorlty

Vatidation of Contract
Managomgnt Committee

Submission & Submission ol
stage 4checktist

FAAPP

lssue ot Utitization Certilicate
& Stage 5 cfrsctist

Competent Aulhority
Record of Utrtazation

Ceni{lcats


