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DGS Office Order No. 156 of 2025
PROCUREMENT COMPLIANCE ORDER

In supersession of all previous orders, namely File No. 18-3801 1/1/2020-Admin-DGS
dated  13.11.2023, 22.02.2024, 30.05.2024, and file  14-25011/10/2024-FA-
DGS(Com.No.30647) dated 28.10.2024 (Order 132/2024), and Office Order 104/2025 except
as respects things done or omitted to be done under the said orders, the consolidated
instructions are hereby issued for immediate compliance by all officials and throughout the
procurement system of DG Shipping.

2. FAAPP branch shall ensure strict compliance with the procedures and directives within
this order.
3 There shall be no exceptions to the above steps unless rules specifically providing for

"Exception Handling" are invoked by the Competent Authority.

Director General of Shipping

To,
1. All Officers and staff of Directorate & its allied/subordinate offices

Copy to IT & E-governance Branch with a request to upload on the official website of the
Directorate
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Note on Terminology:

1. The terms “Bid” and “Tender” shall be considered synonymous with “Request for
Proposal (RFP)” and “Request for Expression of Interest (REOT)™.

2. The term “Tender Evaluation Committee™, “Technical Evaluation Committee (TEC)”
shall be considered synonymous with “Consultancy Evaluation Committee (CEC)™.

3. “Competent Authority” for any procurement of a specific value would mean the Officer
having the delegation of financial & administrative powers as per the delegation of financial
powers at the Directorate as per Office Order 120 of 2025 and its successors.

3 The term “Contract Management Committee™ shall be considered synonymous with
“Contract Monitoring Committee™.

6. The term “selected bidder” shall be considered synonymous with “successful
bidder/vendor/service provider/contractor” etc.

Page 3 of 65



Chapter 1. Procurement Framework
1) Purpose

The purpose of this SOP is to provide a clear and structured framework for procurement
of Goods, Consultancy, and Non-Consultancy Services in compliance with:

a) General Financial Rules (GFR) 2017 (updated 2025),

b) Manual for Procurement of Goods (2024, revised),

¢) Manual for Procurement of Consultancy Services (2025, revised).
d) Manual for Procurement of Non-Consultancy Services, (2025)

This ensures transparency, efficiency, fairness, competition, and value for money in all
procurements.

2) Scope

This SOP applies to all procurement activities undertaken by all branches of Directorate
General of Shipping using public funds, covering:

1. Goods — items, machinery, IT systems, consumables, vehicles, etc.

2. Consultancy Services — technical expertise, advisory, project management etc.

3. Non-Consultancy Services— manpower, facility management, IT support, security,
etc.

The Procurement of Works is covered under a separate office order notified for the
same e

3) Basic Aims of Procurement

In any procurement activity, the ultimate goal is to ensure that organizational needs are
met efficiently and effectively not just by minimizing cost, but by delivering value through a
strategic balance of cost, quality, timeliness, and reliability. This balance is achieved by
adhering to the following 5 R’s of procurement:

a) Right Quality — Procuring goods or services that meet the required standards and are
fit for purpose.

b) Right Quantity — Ordering the exact amount needed to avoid shortages or excess
inventory.

¢) Right Price — Securing the best value by balancing cost with quality. reliability, and
total ownership.

d) Right Time and Place — Ensuring timely delivery at the correct location to support
seamless operations.

e) Right Source — Selecting reliable, ethical, and capable suppliers for consistent and
sustainable supply.

4) Fundamental Principles of Procurement
Rule 144 of the GFR, 2017 lays down the Fundamental Principles of Public
Procurement. These principles, along with other obligations of procuring authorities, can be

organized into five core principles of public procurement, which all procuring entities must
adhere to and be held accountable for:
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CPPP.

5) Procurement Methods & Thresholds

Transparency — All opportunities must be publicly available.

Fair Competition — Equal opportunity to all qualified bidders.

Value for Money — Best combination of cost, quality, and delivery.
Accountability — Proper records, approvals, and audits.

E-Procurement — Mandatory procurement through online systems like GeM and

It is mandatory for Ministries/ Departments to receive all bids through e-procurement
portals in respect of all procurements. following the Rule 160 of GFR 2017.

The E-procurement threshold for DG Shipping is hereby notified as above Rupees One
Lakh. All procurements of goods, services works above the pecuniary worth of One Lakh
Rupees (Rupees 1 Lakh only) shall be procured by E — Procurement only, notwithstanding
anything stated to the contrary within this order or the GFR or the Manual of Procurement
except in case of Exception Handling invoked by the Competent Authority in writing.

A. Procurement through Government e-Marketplace (GeM)

(Reference: GFR Rule 149, as amended up to July 2025)

Procurement of Goods, Services, and Non-Consultancy Services available on the GeM
portal is mandatory. The applicable procurement method and threshold limits are as follows:

Procurement Value
(Goods/Services on GeM)

Procurement
Method

Note

Up to Rs.50,000/- (Rupees
Fifty Thousand Only)

Direct Purchase

Through any of the available
suppliers on GeM, meeting the
requisite quality, specification, and
delivery period. Note: In case of
automobiles, procurement under this
sub-rule is permitted without any
ceiling limit.

Above Rs.50,000/- and up to
Rs.10,00,000/- (Rupees Ten
Lakhs Only)

L1 Comparison

Through the GeM Seller having the
Lowest Price (L1) amongst the
available sellers of at least three
different manufacturers/service
providers, meeting the requisite
quality, specification, and delivery
period.

Above Rs.  10,00,000/-
(Rupees Ten Lakhs Only)

Bidding /
Auction

Reverse

Mandatorily by obtaining bids using
the Online Bidding or Reverse
Auction tool provided on GeM. The
L1 supplier meeting the requisite
quality, specification, and delivery
period shall be selected.

Page 5 of 65



B. Procurement Methods and Thresholds (Outside GeM)

The Central Public Procurement Portal (CPPP) (https://eprocure.gov.in) is the
mandatory platform for publishing all tender enquiries for Advertised Tenders (Open Tenders)
pertaining to the procurement of goods and services that are not available on the Government
e-Marketplace (GeM). Procurement outside GeM is permitted only when the required goods,
services, or non-consultancy services meeting the prescribed quality standards, specifications,
or delivery timelines are not available on GeM. If the procurement necessitates publishing of
REOI as per GFR Rule Number 183, the procurement may be carried out via CPPP as GeM
does not have provisions for REOIL Such exceptions must be duly certified by the
Competent Authority using GeM assessment tools (e.g., GeMARPTS).

Since procurement of Works is not carried out through GeM, all such tenders shall also

be published on the CPPP.

1. Procurement of Goods /Non Consultancy Services (Reference: GFR Rules 154, 155,

158,168,201)

Procurement Value of
Goods

Procurement Method

Note

Up to Rs.50,000/-
(Rupees Fifty Thousand
Only)

Direct Procurement
(Without Quotation)

Purchase can be made without
inviting quotations/bids. Competent
Authority must record a certificate of
personal  satisfaction  regarding
requisite  quality,  specification,
reliable supplier, and reasonable
price (GFR Rule 154, as amended up
to July 2025).

Above Rs.50,000/- and
up to Rs 1.00,000/- (upto
Rupees One Lakh Only)

[ocal Purchase
Committee (LPC)

Purchase made on the
recommendations  of a  duly
constituted Local Purchase

Committee (LPC) of at least three
members. The LPC shall survey the
market to ascertain the
reasonableness of rate. quality, and
specifications, and jointly record a
certificate of satisfaction (GFR Rule
155, as amended up to July 2025).

Above 21.00,000/-
(Rupees One Lakh Only)

Advertised Tender
Enquiry (ATE) / Open
Tender

Tender must be advertised on the
Central Public Procurement Portal
(CPPP) and/or GeM (wherever
applicable) and organization
website. (GFR Rule 161)

If a Limited Tender is being used for
procurements valued below 250
lakh, a proper and detailed

justification must be recorded for
adopting this method.
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2. Procurement Methods for Consultancy Services (GFR Rule 183 & Manual of

Procurement of Consultancy Services)

Rupees One

Estimated Procurement Note
Assignment Method
Value
Direct  Procurement | Purchase can be made without inviting
Up to | (Without Quotation) quotations/bids. Competent Authority must
Rs.50,000/- record a certificate of personal satisfaction
(Rupees  Fifty regarding requisite quality, specification,
Thousand Only) reliable supplier. and reasonable price (GFR
Rule 154, as amended up to July 2025).
Local Purchase | Purchase made on the recommendations of a
Above Committee (LPC) duly constituted Local Purchase Committee
Rs.50,000/- and (LPC) of at least three members. The LPC shall
up to Rs survey the market to ascertain the
1.00,000/- (upto reasonableness of rate, quality, and

specifications, and jointly record a certificate of

Lakh Only) satisfaction (GFR Rule 155, as amended up to
July 2025).

Above 1 Lakh | Advertised Tender Not Mandatory to publish REOIL Open/direct

upto Rs. 50 lakh RFP can be published

Alsns B 50 Two Stage Advertised | Publish Request for Expression of Interest

lakh ) Tender (REol) to shortlist consultants and then RFP to

the shortlisted consultant

No fix value

Single Source
| Selection /Nomination

Needs strong Justification and Permissible
Only Under Exceptional Circumstances |

C. Publication of tenders:

e Publication of tender should be on the website & E-Publishing or CPPP/GeM

platforms.

e Newspaper box advertisement for all tenders in CPPP of high value.

Page 7 of 65



Chapter 2: Standard Operating Procedure (SOP) for All Types of Procurements

To ensure complete compliance with the General F inancial Rules (GFR) and relevant
guidelines, the Director General, DG Shipping, Mumbai. as the Competent Authority, hereby
notifies the following Standard Operating Procedure (SOP). This SOP is mandatory and must

be adopted and strictly complied with by the DG Shipping. Mumbai administrative office in
the sequential manner enumerated below.

Step 1. Procurement Note and Administrative approval

Step 2. Transparent Procurement process — GeM / CPPP/ Local Purchase committee
Step 3. Bid Process Management

Step 4. Price discovery / Shortlisting vendor and award of contract

Step 5. Contract Management

Step 6. Payment, Financial Sanctions

Step 7. Record of utilization certificates, satisfactory services / supply of vendors

" REP/ €O/ GeM

document
publication
S & =
L Step - 2 . Procurement

Strategic E-Procurement = procurement

advisory

senior technical
advisor

cell

constltant
S e M

DDGIT & E Gov  DDG FAAPP

Supervisory/
Secondary/

Primary
Custodian /

DGS
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Step 1: Procurement Note & Administrative Approval

b)

d)

1.2)

Annual Procurement Plan & Financial Statement:

Every branch under the Directorate General of Shipping is required to prepare and
submit its Annual Procurement Plan , detailing the anticipated procurement of Works,
Goods, and Services (both Consulting and Non-Consulting) for the upcoming financial
vear. This plan should include estimated costs, timelines, and the proposed mode of
procurement for each item or service. The Annual Procurement Plan must be submitted
to the Finance, Accounts, Administrative, and Public Procurement (F.A.A.P.P.) Branch
of DG Shipping within the prescribed timeline. to ensure timely consolidation and
planning of departmental expenditure.

Upon receipt of the Annual Procurement Plans from all branches, the F.A.A.P.P.
Branch undertakes the task of consolidating the submissions into a unified and
comprehensive Annual Financial Statement (AFS). This consolidated document
reflects the projected procurement-related expenditures for the entire Directorate for
the financial year. The F.A.A.P.P. Branch ensures that this consolidation is carried out
in strict adherence to the prescribed procedure, taking into account budget ceilings, fund
availability, procurement priorities, and compliance with the General Financial Rules
(GFR), 2017, and relevant procurement manuals.

The Director General (DG). DG Shipping reviews the consolidated Annual Financial
Statement to assess the financial and operational soundness of the proposed
procurement plans across all branches. Based on this review, the DG provides the final
Administrative Approval for the Annual Procurement Plan, thereby authorizing the
planned expenditure for each branch for the financial year. This approval forms the
basis for initiating individual procurement actions as per the approved plan, subject to
availability of funds and compliance with applicable rules and procedures.

The Annual Procurement Plan is revised along with the submission for Revised
Estimates and revalidated for expenditure until that date.

Procurement Note:
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a) The designated nodal officer of the Indenting branch prepares the “Procurement Note”
of specific procurement of Goods/Works/Services (Consulting/Non-consulting)), in
line with the approved Annual Procurement Plan in the prescribed format (Annexure
1) along with Checklist 1.

b) Indenting branch shall submit “Procurement Note” to the Finance & Accounts Branch
for scrutiny and concurrence under the supervision of the Financial Adviser.

¢) This procurement note is essential to initiate the procurement process and must be
submitted for obtaining Administrative Approval from the Competent Authority within
the Directorate General of Shipping.

d) The procurement note should clearly outline the justification for procurement,
including its purpose, scope, technical evaluation committee, estimated cost, funding
source, and alignment with departmental objectives or approved work plans. All
relevant enclosures, such as technical specifications, cost estimates, must be attached.

e) All Procurement Custodians must carry out thorough market analysis before giving a
Baseline Estimated Project Cost in the Procurement Note. The Estimated Project Cost
must be supported by either estimates received from the market or techno-commercial
analysis aligning the TOR (for consultancy) or specifications (for goods) with known
existing rates or have adequate justification. (GFR- Chapter 2-Rule 57, Rule 61, Rule
63, Rule 64]

1.3) Finance & Accounts Concurrence:

a) Upon receiving the "Procurement Note" from the Indenting branch, the Finance &
Accounts Branch undertakes a thorough examination of the proposal. This review
focuses on verifying the financial viability, procurement methodology, budgetary
availability, conformity to the procurement plan and appropriateness of the proposed
procurement. In case the procurement was not considered in the original procurement
plan, the budgetary allocation is to be checked by the FAAPP Branch. As part of this
process, the Finance & Accounts Branch prepares and records its observations in the
form of “Concurrence Remarks.”

b) These remarks include:

1. The specific Head of Expenditure under which the procurement is to be booked,
along with Availability of funds/ Due Budgetary Provision:

2. Any financial implications or constraints relevant to the proposal.

Comments or recommendations regarding the procurement methodology (e.g.,

open tender, limited tender, nomination, etc.) and its alignment with applicable

financial and procurement rules.

4. Any specific observation by Finance & Accounts Division on Procurement method

('S )

¢) All observations are documented in a structured Concurrence Note written on file. This
note serves as an essential input for the subsequent submission of the proposal for
Administrative Approval.

d) The Finance & Accounts Branch is required to complete its review within a maximum
of two (2) working days from the date of receipt. In case the proposal is found
satisfactory, the FAAPP Branch shall forward the proposal along with the Concurrence
Note to the competent authority In case the proposal is not satisfactory/there is no
sufficient budgetary allocation the file may be returned to the Indenting branch for
further rework with suggestions/remarks. Timely return ensures that the procurement
process progresses without undue delays and remains aligned with the approved
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timelines. /GFR Chapter 2- Rule 57, Rule 61, Rule 63, Rule 64, Chapter 4 on manner
of accounting]

1.4) Administrative Approval:

a) On receiving the Procurement Note routed via the FAAPP along with the Concurrence
Remarks, the Competent Authority would review the documentation for Administrative
Approval, which authorizes the department to proceed with the detailed procurement
process as per the applicable rules and guidelines. Competent Authority may record an
approval note stating that the approval is accorded. Any approval given by the
Competent Authority would be based on/contingent on:

1.

11l

Vi.

Vii.

viil.

1X.

Availability of funds under the detailed Head of Account for the Financial Year
mentioned must be duly provisioned.

Necessary steps shall be taken to execute and complete the construction work or
engage/procure services (Consulting/Non-Consulting) as per the approved terms
and conditions, and within the stipulated timeline, to avoid escalation of the
estimated expenditure.

Applicable taxes shall be deducted and deposited into the Government Account
through the appropriate procedure by the PAO.

No work shall be undertaken until a detailed estimate is prepared and Technical
Sanction to the estimate is accorded.

The work/services approved under this Administrative Approval shall not be
duplicated under any other Administrative Approval or Financial Sanction. The
implementing authority shall certify that no duplication exists.

The Implementing Authority shall take prompt action to complete the project as
per the approved plan and estimate, ensuring all required formalities are observed
within the stipulated time schedule, to avoid cost overruns and loss to the
Government exchequer.

The validity of this Administrative Approval shall be for the period mentioned.
All works/services (Consulting/Non-Consulting) must be completed within this
period.

Under no circumstances shall the amount sanctioned in this Administrative
Approval be exceeded.

This Administrative Approval shall be implemented only after I inancial Sanction
is accorded by the competent authority

b) The Competent Authority thereafter forwards the file to the Indenting branch with the
Administrative Approval or with the reasons for the rejection of the Administrative
Approval.

Note: Administrative Approval of a scheme, proposal, or work is the formal acceptance
thereof by the competent authority for the purpose of incurring expenditure.

One Administrative Approval is issued for one complete and continuous proposal or
project. Expenditure under an A4 may be spread over multiple financial years. For each
expenditure, separate Financial Sanctions (FS) are issued against the original AA. The
aggregate of all FS issued for a project must not exceed the total value of the AA. If the total
ES required exceeds the sanctioned AA, the A4 must be revised accordingly.
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Administrative Approval can be issued only when due budgetary provision exists in the

relevant Major Head and Detailed Head of Account. The budget allocation at the time of A4
need not cover the full project cost; however, some provision must exist. No AA shall be issued
without any budgetary allocation.

GFER- Chapter 3- Rule 70, Chapter 4 - Rule 84, Rule 98, Rule 99, Chapter 5 (Works) -

Rule 131, Rule 136, Rule 137, Rule 138, Rule 139, Rule 140, Chapter - Rule 144, Rule 149,
Rule 160, Rule 177(Consulting Services), Rule 178, Rule 197, Rule 195]

Step 2: Transparent Procurement process

Drafting of Bid document by Indenting branch

After receiving Administrative Approval, the Indenting branch prepares the draft bid
document using the standard bidding template.

Drafting is carried out in consultation with the Technical Evaluation Committee {TEC)
to ensure technical soundness, financial propriety, and alignment with procurement
objectives. [please refer process outlined in chapter 4.]

The primary tender custodian has to present the Evaluation Criterion, Methodology of
Tender. Budget Provision, Bid Data Sheet and Tender Document in front of the
Technical Fvaluation Committee for suggestions and thereafter make necessary
changes in the Tender Document which should conform to the notified standard
template. The presentation shall be made to the TEC with the following structure, post
which the TEC will sign off on the Procurement documents:

Purpose of tender/ procurement activity

General conditions of contract/ Special conditions of contract

Scope of work

Terms of reference

Pre- qualification and technical parameters/ specifications

Details of earlier price bids and contract awarded and functional or discontinued
or extended and

e ae o
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d)

2.2)

d)

2.3)

g. Clear reasons and justification for the present tender formulation
exercise

h. Tender estimates, budget provisions and payment milestones etc.

i. Any other critical aspects that needs to be finalized prior to the publication of
the tender proposed

j. Methodology of assessment QCBS / L1 / Financial evaluation formats etc

k. Bidding format details

1. Date and time lines for the entire tender process.

All Request for Proposals must include the Estimated Project Cost so that the
prospective bidders are able to align their understanding of the project with the expected
financial implications.

Validation by Procurement Cell

The finalised draft bid documents is submitted to the F.A.A.P.P. branch for validation
along with duly filled Checklist 2.

The FAAPP Branch including public procurement consultant reviews the document to
confirm its conformity with the GFR 2017 and the applicable Procurement Manuals.

) In case major changes are suggested to the bid documents, the FAAPP branch may
return the draft document with comments/suggestions for review and revision,
wherever acceptable. The Technical Evaluation Committee shall then examine these
suggestions/comments and, if found acceptable, incorporate the necessary changes in
the Bid Document and provide its sign-off.

Upon completion of the review, the FAAPP Branch certifies adherence to all financial
and procurement rules and forwards the file to the competent authority.

Approval & Publishing

After the receipt of the proposed bid documents from FAAPP, the Competent Authority

reviews the documents and approves them for publishing

Step 3: Bid Process Management

3.1) Publication of Bid Documents

Upon receiving approval from the Competent Authority, the Indenting Branch shall

publish the approved bid documents on the designated platforms (CPPP/ GeM) as applicable
and mandatorily on DG shipping website

3.2) Pre-Bid Meeting (if required)
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A Pre-Bid Meeting may be conducted to address queries from prospective bidders.
All questions and responses are documented in the Minutes of the Pre-Bid Meeting
(MoPBM).

MoPBM is submitted to the Competent Authority for approval before circulation to
all prospective bidders.

3,3) Amendments / Corrigendum

L.

Any changes, corrections, or extensions to the bid documents must be issued as an
official corrigendum. '

Any corrigendum substantially altering the conditions laid down in the bid
documents must be approved by the competent authority.

Corrigenda are simultaneously published on online platforms and communicated
via email to all members of the Tender Evaluation Committee (TEC).

3.4) Receipt of Bids and Conditional Opening

1.

Bids are opened after the bid submission deadline, in accordance with the prescribed
procedures.

On the date for opening of the tender and the technical evaluation, the supervisory
custodian assisted by the primary tender custodian to hand over a detailed folder
containing tender evaluation details to all tender evaluation committee members
and mail to all the members of the evaluation committee for the online evaluation
meeting which should be recorded. In case of two envelope or QCBS the technical
scores should be uploaded and there after the financial bids opened and finalised.
Two digital signatures for opening the tender can be utilised on the CPPP platform
as admissible and assigned role of tender openers.

A minimum of three bids must be received to ensure adequate competition. If fewer
than three bids are received at the initial closing date, the bid submission deadline
shall be extended with the prior approval of the Competent Authority, and a
corrigendum shall be published on the online platform.

If, even after the extension, fewer than three bids are received, the bids may be
opened in accordance with Rule 173 (xx) of the GFR 2017, subject to the prior
approval of the Competent Authority along with a written justification for
proceeding with fewer bids.
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